
NURSERY CHECK IN AND OUT

Nursery Check-In
When checking babies into the nursery, place one tag on the baby’s back and the 
other on the check-in form inside the classroom binder (see below). The parent 
keeps the security tag to be used for check-out. Ask the person checking in to 
provide their diaper bag, and, if not labeled, please do so. Also use the prompts on 
the check-in form to ask the person checking in about the child:

Expect baby to be tired/need a nap?
Need a bottle? (should be provided)
Use a pacifier? (should be provided)
How long to let cry before we call you?
Anything else we should know?

Lines are provided on the check-in form to make any notes and to indicate when a 
diaper was changed or a bottle was given and by whom

Nursery Check-Out
When checking children out of the classroom, match the security tag provided by 
the person picking up with the child’s name tag on the check-in form and initial on 
the tag to indicate that this was done.  Person picking up the child must be at least 
18 years old. If no security tag is presented, contact the Service Coordinator via 
radio to have him/her obtain the necessary ID. Make sure to return all items belong-
ing to the baby and let the family know times when a diaper was changed, a bottle 
was given.
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Questions for 
parents/caregiver: 
Expect baby to be 
tired/need a nap? 
Need a bottle? (s/b 
provided) 
Use a pacifier? (s/b 
provided) 
Any allergies? 
Anything else we 
should know? 
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