
SECTION 10.

Safeguarding and Welfare Requirements: Information and Records.

Providers must maintain records and obtain and share information to ensure the safe and efficient management of the setting, and to help ensure the needs of all children are met.

10.1 Registration Policy

Policy statement

Each room will hold its own register, this records the time the children arrive and depart. Staff hours will also be recorded in the room registers as well as on the staff signing in and out sheet.

Procedures

The Room Seniors will collect their registers at the beginning of each day.

      The Senior staff members will hold the responsibility of ensuring that the registers are 

       completed on a daily basis.

The duty Senior will ensure that all the registers are returned to the office at the end of each day.

Visitors will sign the Visitors Book on arrival and departure, recording the date, time and the nature of the visit
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