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Guildhall Feoffment Pre-school & Nursery

Non Collection of Children Policy

Statement of intent

In the event of a child not being collect by an authorised adult at the end of a session, the setting puts into practice agreed procedures. These ensure the child is cared for safely by an experienced and qualified practitioner who is known to the child.

Aim:

Staff will ensure that the child receives a high standard of care to minimise distress. Staff will inform parents/carers of our procedures so that if they are unavoidably delayed they will be reassured that their child will receive a high standard of care.

Method:

· Parents/carers of children starting at the setting are asked to provide specific information which is recorded in the registration form including:

· Home address and telephone number [if parents do not have a telephone number they will be asked for an alternative number must be given. [neighbour or close friend]
· Place of work address and telephone number, if applicable.

· Mobile phone number, if applicable

· Names, addresses and telephone numbers as well as signatures of all adults who are authorised by parents/carers to collect their child from the setting.

· A password system is in place and no child will be handed to anyone who does not know the password. This does not negate the need for the parent to inform staff that someone else will be picking up their child.

· Information about any person who does not have legal access to the child

· Anyone who has parental responsibility for the child.

· On occasions when parents/carers are aware that they will not be at home or in their usual place of work, they must advise in writing how they can be contacted.  

· On occasions when parents or the persons normally authorised to collect the child are not able to collect the child, they must advise in writing the name, address and telephone number of the person who will be collecting their child.  We agree with parents how to verify the identity of the person who is to collect their child. 

· A password system is in place and anyone who is not the parent or authorised person must know the password and the parents must have informed the staff about the collection arrangements.

· If a child is not collected at the end of the session, we follow the following procedures: 

· Records are checked for any information about changes to the normal collection routines. 

· If no information is available, parents/carers are contacted at home or at work. 
· In the event of late arrivals of a designated responsible person, members of staff will remain at the premises with the child. A late collection fee will be charged of £5 if parent/carer has not collected child 5 minutes after their designated collection time. After this an additional £1 a minute will be charged.  After 30 minutes if the child is still not collected and every effort has been made to contact a family member/authorised person to collect them we will record events and Social Services will be contacted.

THE STAFF RESERVE THE RIGHT TO KEEP A CHILD IN THE PRE-SCHOOL OF FOR ANY REASON THEY HAVE CONCERNS ABOUT THE COLLECTION ARRANGEMENTS.
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