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SECTION 14 
ON SITE SUPERVISION AND SECURITY 
 
1   Introduction 
 

PACE staff have individual and collective responsibility to ensure they act in the best interests 
of children with regard to their safety and security. 
 
Parents should be encouraged to talk to their children about the importance of keeping safe 
and not leaving the site unaccompanied. 
 
Service Managers must implement the following procedure in accordance with the 
characteristics of their individual sites. Arrangements must be regularly reviewed by individual 
staff teams. 

 
2 General supervision 
 
Action to take: 
 
2.1  Children must not be left unsupervised either inside the building or while playing in an outside  
 area. In the event of staff shortages workers must restrict the space used to ensure that  
 children are adequately supervised. 
 
2.2 Service Managers must allocate responsibility to individual members of staff for observing  
 and supervising main entrance and exit points at the beginning and end of the day.    

  
2.3 Staff are encouraged to wear PACE clothing so that children and adults can identify them. 
 
3 Visitors 

 
Action to take: 
 
3.1 Each project must have a 'Visitors Book' recording: 

 name and signature of visitor 
 date 
 time of arrival and departure 
 reason for visit 

 
3.2 Visitors to projects must be escorted at all times, unless they are well known to the staff team 
 and have a valid reason to be on site. 

 
3.3 In order to ensure children’s safety, all staff have a duty to approach any visitor who is not  
 known to them. 

 
3.4 Staff must introduce themselves and establish who the visitor is, check ID and the nature of  
 their visit. 

 
3.5 If the visitor has no reason to be on site they must be asked to leave and escorted from the 
 site. 
 
3.6 A visitor who is known to the staff team must also be approached and the reason for the visit  
 ascertained. 
 
3.7 Parents/carers should be informed that, in the interests of children's safety, they may be 
 approached by new or sessional staff and asked to identify themselves. 
 
3.8 To avoid misunderstandings between schools and PACE staff, Headteachers in school based 
 play projects should also be advised that visitors will be challenged. 
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4 Arrival and collection of children 
 
Action to take: 
 
4.1 If a child arrives at a project unaccompanied, and written permission has not been given  
 (see 4.3 below), parents must be contacted and the PACE arrival and collection procedures  
 explained to them. 
 
4.2 No child aged under eight should be allowed to leave a project unaccompanied (see 4.4  
 below). 
 
4.3 If children aged eight and over are allowed to arrive or leave unaccompanied, parents/carers 
 must give written permission, including the time they wish their child to leave.  
 
4.4 At the point when parents/carers give written permission for their child to arrive and/or leave  

unaccompanied, they should be asked to ensure that the project is informed if their child will 
not be attending. As an additional precaution, parents/carers should be advised that they can 
telephone the project to ensure their child has arrived safely. 

 
4.5 Parents/carers must be advised that only young people and adults over the age of sixteen 
 listed on their child’s registration form may collect children on their behalf. 
 
4.6 If, for any reason, an adult not listed on the registration form will be collecting a child,  

parents/carers must inform the setting in advance. For children at Preschool, a password 
system may be put in place for unfamiliar adults to collect children. 

 
4.7 If an unfamiliar adult comes to collect a child and the project staff were not informed, the 

primary care giver must be called by a member of the staff team to get permission for the 
child to be taken, even if the adult has the password. 

 
5 Signing out/exit registers 
 
Action to take: 
 
5.1 Projects must ensure that children are properly 'signed out' on the exit register. 
 
5.2  Parents/carers may be unfamiliar with the process of 'signing out' and need reminding that it  

is their responsibility to 'sign out' their children. It should be emphasised that the procedure is 
in place to ensure their children's safety. In the case of preschool services, a member of the 
staff team will be standing at the door to handover children and ensure all children are 
correctly signed out at the end of the session. 

 
5.3 When completing the exit register parents/carers should: 

 sign and print their name against that of the child/children they are collecting 
 indicate the time of collection 

 
5.4 Children aged eight and over who have permission to go home unaccompanied should inform  
 staff that they are leaving and sign themselves out. 
 
5.5 Completed exit registers must be retained for at least one calendar month. If any concerns  

arise about the collection arrangements for a particular child, the relevant register should be 
retained until the issue is resolved.  
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6 What to do if a child leaves the site without permission/lost children 
 
Action to take: 
 
6.1 As soon as it becomes apparent that a child is no longer on site, staff must ring the  

parent/carer and all emergency telephone numbers listed on the child's registration form to 
check whether the child has been collected without informing staff. 

 
6.2 If the child has not been located, staff should dial 999. The call will be diverted to the  
 local police. 
 
6.3 If it has not been possible to contact the parent/carer, and the child lives locally, a member of  
 staff should be sent to the child's home to check whether they have gone home by  
 themselves. 
 
6.4 Staff must contact the Community & Development Manager. If they are not available then the  
 Strategic Manager or an appropriate member of the PACE Board of Directors should be  
 contacted.  
 
6.5 Written details of the incident must be recorded in the Daily Log Book at the project and  

the information shared with the Community & Development Manager. A meeting must then be 
arranged with the child and parent to discuss the incident and to ensure there is no 
reoccurrence.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


