VICTORIA COLLEGE BELFAST

(incorporating Richmond Lodge School)

Day Care 

Security of the Setting Policy- referencing Standard 4
1.
Rationale:

Victoria College Day Care is committed to promoting high quality education by employing and supporting staff who will work with a high degree of commitment and professionalism in a safe and secure environment.  The purpose of this policy and accompanying procedures is to establish a clear framework for managing safety and security within the Day Care Setting.
2.
Aims and Objectives:

1.
To ensure that the Day Care setting is always kept in a safe and secure manner.
2.
To ensure that only known visitors are let into the Day Care setting. 
3.
Procedures:

The Day Care Manager or Deputy Day Care Manager is responsible for ensuring that the setting is kept safe and secure at all times. Victoria College Day Care endeavours to provide a safe and secure environment for every child. All doors within the Day Care setting will remain locked and secure.  There is only one entrance to the setting, via the main reception door and this entrance is manually operated by the School Secretary. Only known visitors will be admitted into the Day Care setting and will be asked to sign the visitors’ book in reception when they arrive, and when they leave the setting.  Visitors will wear a badge at all times. 
In an emergency (including fire evacuation) the Manager or Deputy Day Care Manager will be responsible for opening the exit door and leading the children to safety with the help of the Day Care staff.  See Day Care policy for Managing Emergencies.
There are risk assessments in place for the Day Care setting.  These are updated annually and all staff work in line with these.  There is also a daily risk assessment for each room in the setting.
4.
Review and Evaluation:

The policy will be reviewed at least once a year by the Board of Governors.  The policy will be kept under review by senior members of staff who will keep Governors informed of any difficulties that may arise.
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