
 

 

 

 

21.11.17  

 

Dear Parents/Carers of children in our Nursery,  

 

Thank you very much for working with us as we use our new cloakroom area. We have recently reviewed our 

morning arrival and afternoon leaving procedures. We are putting some changes in place which we hope will 

further improve these systems.  

 

As you are aware the cloakroom area can get very busy both before and after school. There is always a member 

of staff on the outside door to welcome children in the morning and to see children out at the end of the day. 

This time is crucial for the member of staff on the door to check to see each child has arrived safely and to 

ensure no child leaves without an adult. It can be difficult to monitor this when receiving messages from 

parents dropping or collecting children. We ask that any messages are written down and passed to the adults in 

Nursery, allowing them to focus on the children arriving/leaving. If you need to speak with a member of staff 

as a matter of urgency then please either wait until all the children are safely in/out of the building or make an 

appointment through the office to see Mrs Reading at a mutually convenient time.  

 

A second change is that the Nursery door will now open at 8:40 to allow for a more staggered start to the day. 

This should allow for less adults arriving at the same time meaning more room in the cloakroom. The door will 

stay open from 8:40 until 8:50 so if you prefer to come at this later time then do please continue to do so. If 

you arrive after 8:50 then a member of the Nursery staff will let your child in but you must then head round to 

the main office to sign them in for the day as they will have missed morning registration.  

 

The third change we’re putting in place is that there will be a box outside the nursery door for you to put all 

communication folders, letters and other items in rather than needing to hand it to an adult. We will then go 

through this box later in the morning once all the children are safely inside. Children will continue to put away 

their coats, lunchboxes and water bottles as normal.  

 

When you come to collect your child it would help with space if you could collect your child’s coat from the 

cloakroom and help them to put it on in the classroom rather than at their peg. You are always welcome to come 

fully inside the Nursery to collect your child rather than waiting at the cloakroom door. This will again alleviate 

pressure on this area.  

 

Thank you for the feedback we have received on our arrival and collection procedures over the first half term. 

We are always looking for ways to improve what we do here at LHPSN and your feedback is a valued and 

important part of this process. If you have any further suggestions then do please email them FAO Mrs 

Williams at office@lickeyhills.worcs.sch.uk  

 

Thank you for your continued support,  

Kind regards,  

 

Mrs Williams and Mrs Reading  
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