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06  Safeguarding children, young people and vulnerable adults procedures 

06.3  Visitor or intruder on the premises 

The safety and security of the premises Castor and Ailsworth Preschool is maintained at all time and staff 

are vigilant in areas that pose a risk, especially as we are a shared premises.  

Visitors with legitimate business - generally a visitor will have made a prior appointment through the 

manager 

• On arrival, any visitors are asked to verify their identity and confirm who they are visiting. 

• Staff will ask them to sign in and explain the procedures for the use of mobile phones and emergency 

evacuation. 

• Visitors are never left alone with the children at any time. 

• Visitors to the setting are monitored and asked to leave immediately should their behaviour give cause 

for concern. 

Intruder 

An intruder is an individual who has not followed visitor procedures and has no legitimate business to be in 

the setting; he or she may or may not be a hazard to the setting.  

• An individual who appears to have no business at Castor and Ailsworth Preschool will be asked for their 

name and purpose for being there. 

• The staff member identifies any risk posed by the intruder (following the Visitor Procedure if 

appropriate). 

• The setting manager is immediately informed of the incident and takes necessary action to safeguard 

children. 

• If there are concerns for the safety of children, staff evacuate them to a safe place in the building and 

contact police. In some circumstance this could lead to ‘lock-down’ procedures of the setting and will be 

managed by the responding emergency service 

• In the case of a serious breach where there was a perceived or actual threat to the safety of the 

children, the manager or DSL completes 06.1d Confidential safeguarding incident report form) and 

copies in the Chairperson on the day of the incident. The Committee ensure a robust organisational 

response and ensure that learning is shared. 

Lockdown 
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Most procedures for handling an emergency are focussed on an event happening in the building. However, 

in some situations you will be advised to stay put (lock-down) rather than evacuate. ‘Lock-down’ of a 

building is intended to secure and protect occupants in the proximity of an immediate threat. By controlling 

movement, emergency services can handle the situation more effectively. 

• The setting manager or Lead assesses the likelihood of an incident happening based on their location. 

• The setting manager or Lead ensures that the emergency evacuation and lockdown procedures are 

included in staff training and induction. 

• The setting manager or Lead will check their police website for advice and guidance. 

• Local police contact numbers are clearly displayed for staff to refer to. 

• Staff play quiet games to keep the children engaged, keeping quiet and listening to instructions. Lock-

down should be rehearsed and recorded termly. 

• The setting manager or Lead is aware of the terrorist alert level, as available at www.mi5.gov.uk/threat-

levels. 

• The setting follows any additional advice issued by the local authority. 

• Emergency procedures are reviewed and added to if needed.  

• Information is shared with parents/carers, and all staff are aware of their role during ‘lockdown.’ 

• A text/phone message is issued to parents/carers when lockdown is confirmed. 

Lock-down procedures 

If an incident happens the setting manager assesses the likelihood of immediate danger. In most cases the 

assumption will be that it is safer to stay put and go into ‘lockdown’ procedure until the emergency services 

arrive. As soon as the emergency services arrive at the scene staff comply with their instructions. 

During ‘lock-down’ 

• Staff and children stay in their designated areas if it is safe to do so.  

• Staff collect the register and children’s details 

• Doors and windows are secured until further instruction is received. 

• Curtains and blinds are closed where possible.  

• Staff and children stay away from windows and doors.  

• Children are encouraged to stay low and keep calm. 

• Staff check for updates online. 

• Staff do NOT make non-essential calls on mobile phones or landlines. 

http://www.mi5.gov.uk/threat-levels
http://www.mi5.gov.uk/threat-levels
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• If the fire alarm is activated, staff and children remain in their designated area and await further 

instructions from emergency services, unless the fire is in their area. In which case, they will move to 

the next room/area, following usual fire procedures. 

The door will not be opened once it has been secured until the manager is officially advised “all 

clear” or is certain it is emergency services at the door. 

Following lockdown: 

• Staff will cooperate with emergency services to assist in an orderly evacuation. 

• Staff will ensure that they have the register and children’s details. 

• In the event of an incident, it is inevitable that parents will want to come to the setting and collect their 

children immediately. They will be discouraged from doing so, until the emergency services give the ‘all 

clear’. Staff will always be acting on the advice of the emergency services. 

Recording and reporting 

• The setting manager or Lead on the day reports the lockdown to the committee/manager as soon as 

possible. In some situations, this may not be until after the event.  

• A record is completed as soon as possible. 

Further guidance 

Members of the public should always remain alert to the danger of terrorism and report any suspicious 

activity to the police on 999 or the anti-terrorist hotline: 0800 789 321. 

For non-emergency, call the police on 101.   

 

Drones 

If there are concerns about a ‘drone’ being flown over the outdoor area, that may compromise children’s 

safety or privacy, the setting manager will contact the police on 101.  

• Children will be bought inside immediately. 

• The police will have their own procedures to follow and will act accordingly. 

• If at any point following the incident, photographs taken by a drone emerge on social media that could 

identify the nursery or individual children, these are reported to the police. 

• A record is completed in the Notifiable Incident Record unless there is reason to believe that the 

incident might have safeguarding implications, for example: 
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- the drone has hovered specifically over the outdoor area for any length of time 

- there is a likelihood that images of the children have been recorded 

- is spotted on more than one occasion 

- if the Police believe there is cause for concern 

Where this is the case, Safeguarding procedures are followed and reported to OFSTED 

 


