Aldersgate United Methodist Church

Nursery Check In/Check Out Policy
Purpose:  To define a comprehensive policy which will ensure that each child placed in the care of the AUMC Nursery will be accounted for and will also ensure that no child is mistakenly permitted to leave with anyone not previously approved by that child’s parents.
Background:  

· A log book will be established and kept in the Nursery.  This log book will record the Date, Child Name, and Check In/Check Out times.  This log book will also include the initials of both the Parent/Approved Adult and the Nursery Worker.
· In addition, a box will be kept in the Nursery which will include the following information on each child kept in the Nursery:  Name, Parents Name/Approved Adult Name and their initials, Emergency Phone numbers, and an Emergency Pass Code.

Procedure:
· Caregiver will complete a registration card on each child the first time that child is checked into the nursery.

· The Parent/Approved Adult and Nursery Worker will check in the child(ren) with the arrival time and their initials in the log book.  
· Upon check out, the Parent/Approved Adult and Nursery Worker will record the departure time and their initials in the log book.  In the event of an emergency, an alternate adult may be permitted to check-out child(ren) if they can provide the Nursery Worker with the child’s Emergency Pass Code.
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