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Shared Premises Policy
Safeguarding and Welfare Requirement: 
Providers must have and implement a policy, and procedures, to safeguard children. 
Providers must take all reasonable steps to prevent unauthorised persons entering the premises, and have an agreed procedure for checking the identity of visitors.

Policy statement
Nazeing Pre-School and Nazeing Primary School have a responsibility to safeguard the children in our care and we are committed to the principles of helping children and adults stay safe by providing a secure environment with comprehensive and thorough procedures which help protect children and staff.

Ofsted will be notified of any changes in the facilities to be used for care that may affect the space
and level of care available to children. Furthermore, we consider it vitally important that by working together we can offer the most to our families and local community. 

Shared emergency and fire evacuation procedures

· All staff, students and visitors are made aware of our fire evacuation procedures on arrival to Pre-School. If the fire alarm was to sound then we would follow these procedures;

· We will immediately evacuate the Pre-School, using the closet fire exit; this is predominantly our front door. As children are led from the classroom by a member of staff they then line up at our evacuation point in the playground of the School.
· If a child and staff are in the back room of the Pre-School and it is not safe to exit via the front door they will leave Pre-School through the adjoining door to Nazeing Primary School and exit via the closet fire exit, joining the rest of the Pre-School at out designated evacuation point. 
· If children and staff are accessing an outdoor space or our Rainbow garden we will use the walkie talkies to communicate the need for an emergency evacuation, where they will follow the closest fire exit route and join us again at the Pre-School evacuation point. 
· If a member of staff identifies an emergency and needs to raise the alarm and are outside the building they will use the walkie talkies to communicate with staff inside the building who can the raise the alarm for the whole School. 
· The Manager or Deputy will have collected a mobile phone and an iPad for the register of both children and staff and our fire evacuation bag, taking it to the evacuation point. 
· The last member of staff does a safety sweep, where possible to check for any remaining children and adults. 
· The Manager or Deputy will then carry out a register to make sure everyone is accounted for. 
· The Manager or Deputy will liaise closely with the Headteacher and Deputy Headteacher of Nazeing Primary School in the event of an actual emergency in contacting the relevant emergency services, whilst organising the safe collection of children by their parents or carers. 
· Our fire evacuation bag will have inside, an up-to-date list of all the children and staff at Pre-School and their emergency contact details. A first aid kit, emergency blankets, bottles of water, snacks, portable potty, nappies, wipes and tissues. 

Shared unauthorised visitors and lockdown procedures

· All members of staff have a responsibility to approach and challenge any person on the premises who is not wearing the correct identification. If the member of staff feels that there is a possibility of immediate danger they must alert the emergency services without delay. If a person is observed in the School or Pre-School premises or grounds, staff members must make themselves known to the person and establish who they are and their purpose for being in the setting.

· If the person has a valid reason for being in the setting the member of staff should escort them to the main reception area in Nazeing Primary School or to the Pre-School Manager or Deputy Manager.

· If the person does not have a valid reason for being at the setting the member of staff will request that they leave immediately and escort them from the premises to ensure they exit the premises. The Head Teacher or Pre-School Manager must be informed at the earliest opportunity and will investigate the security breach.

· If the person refuses to exit the setting, the member of staff must alert the emergency services whilst ensuring that the person is supervised by a member of staff.

· The member of staff must stay with the person until the police arrive and await instruction from the emergency services.

· The member of staff must compile a detailed record of the incident which the Head Teacher or Pre-School Manager who will check and file in the Incident Record Log which is part of our Safeguarding file.

· The Management team from the Pre-School will immediately notify the Head Teacher or Deputy Headteacher of any possible unauthorised visitors or potential sightings of unauthorised visitors so that all staff remain aware and vigilant of their roles, and communicate this with parents of both settings. 

· If an unwanted person is on the premises the Pre-School will go into lock down. If the Pre-School staff identify the individual the Manager or Deputy will immediately call the School to notify them. The School will then ring the bell (end of day) on repeat, alarming all staff that we are in lockdown.  

· The staff in the Pre-School Classroom will immediately close all open windows and draw blinds, lock the front door and check adjoining door to school is alarmed and relocate all children into the bathroom area. If the threat escalates to where children or staff could be at significant risk of harm they will move furniture to block the door from the classroom and remain there until emergency services arrive.

· The staff in Pre-School Garden will be notified by either walkie talkie from the Pre-School team in the classroom or will hear the bell from the School. Staff will immediately enter the sensory room, storage shed or office. We will use the walkie talkies to communicate with staff in the Pre-School room. Staff will reassure children. If the threat escalates to where children or staff could be at significant risk of harm they will barricade doors with furniture and remain there until emergency services arrive.

· All children will be taken into the safe zones, including those who have potential or diagnosed special educational needs and medical conditions. If we are aware this child may not be able to remain quite to avoid alerting the intruders to our location, the procedure will be to minimise the risk to other children by the manager or deputy locating safely within a bathroom cubicle with them or the sensory room in the garden on a 1-1 basis.  

Notification of visitors

· To avoid unnecessary lockdowns or safety breaches, both Nazeing Pre-School and Nazeing Primary School will endeavour to notify each other of any planned visitors on site.

· Any visitors onto the School grounds must be supervised at all times. They should complete the visitors log books at either site and on initial visits provide phonographic identification. On exit of the setting they must sign out and be escorted out of the main exits. 

Term dates 

· The Pre-School drafts term dates do each academic year in the summer term. These are based around term dates provided to us from Essex County Council. 

· The insert days are suggested, with one taking place each half term. On occasions we may amend these dates to be inline with Nazeing Primary School once they have realised their official dates. 


Shared families

· We work closely with the teaching staff, SENCO and head teacher of Nazeing Primary School to ensure we provide the children with the best possible transition. This includes transition planning meetings with appropriate staff, parents and external professionals such as our shared inclusion partner.  

· To ensure we meet the safeguarding needs of our shared families we will share any concerns or identified needs between the designated safeguarding leads and deputy designated safeguarding leads of both the Pre-School and Nazeing Primary School. We will accompany families in TAFs, Child in Need meetings and Child Protection Meetings. 

Shared communications  

· Meetings will be held between the Manager of Nazeing Pre-School and the Head Teacher of Nazeing Primary School, to liaise on any aspects of either setting, that may directly or indirectly affect each other. 

· Primary School emails will also be sent to the Manager of Pre-School to stay up to date on information being shared to the teaching team, if it may impact on the service being delivered at the Pre-School. 

Shared events  

· Primary School emails around upcoming events and fundraising at the School will be sent to the business administrator at Pre-School, this will enable us to take part in joint days for example, break the rules day, comic relief, D-Day celebrations, nativity performances. 

· The business administrator at Pre-School will equally notify the Primary School of any events or fundraising taking place, for example, fire engines visiting, school uniform sales, bake sales or events where parents are being invited in large numbers like our stay and plays.   

· Where possible we will compliment each other for all events and fundraising opportunities.

Professional working relationships  

· More often than not we have staff who work in Pre-School who have children in attendance at the Primary School and/or staff at the Primary School who have children in attendance at the Pre-School, this means we must ensure professional working relationships between all members of staff in both educational settings. 

· During working hours it is important that all staff make their children aware of their roles in supporting the children they are employed to care for, there may be times where staffs children need their parents, for example illness or injury. In these circumstances it is the managements team discretion of the Pre-School to contact them directly in School and the Leaderships discretion of the Primary School to contact them directly in Pre-School. 

· All staff will raise any concerns as a parent in line with each settings policies and procedures, speaking with the relevant staff members in person at the collection or drop off of their children before or after their working hours. If this is not possible then emailing the Manager of the Pre-School or emailing the Primary School with the nature of their concerns and awaiting a response.  

· If concerns are raised of a member of staffs actions, this will be discussed between the Manager and Headteacher and the corresponding team member will be spoken to directly to address any concerns raised, actions agreed and codes of conduct followed. . 
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