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LATE COLLECTION/NON-COLLECTION OF CHILDREN POLICY
Statement of intent

In the event that a child is not collected by authorised adult at the end of a session/day, Acorns Pre-School 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

In the event that a child is not collected by an authorised adult, we will ensure that the child receives a high standard of care in order to minimise the potential distress felt by the child.  We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will be reassured that their child/ren will be properly cared for.

Method

1. Parents of children starting at the setting are asked to provide specific information which is recorded on our Registration Form, including

· Home address and telephone number 
· Place of work, address and telephone number (if applicable)

· Mobile number (if applicable)

· Names, addresses, telephone numbers, photographs and signatures of adults who are authorised by the parents to collect their child from the setting, for example a child minder or grandparent

*NOTE all children must have someone who is available to collect them within 30 minutes on any day they attend Pre-School in case of illness or incident
· Information about any person who does not have legal access to the child. Staff will request to see any legal documents necessary to support details of who has parental responsibility for the child

2. We will clearly inform parents of session times on their child’s Booking Confirmation sheet

3. On occasions when parents are aware that they will not be at home or in their usual place of work, they record how they can be contacted in the notes’ column of our Daily Registration Sheet.  If appropriate staff record details in the Staff Communication Book.

4. On rare occasions when none of those recorded as ‘authorised to collect’ are available to collect a child, staff will establish the name of the designated adult, request that they present a form of ID and a password that will be agreed with parents and shared only on a need to know basis.

*NOTE it is the responsibility of the parent to provide all those involved with the necessary information.
5. If during the day the arrangements for collection of a child change parents must contact the setting to inform staff.  Staff will talk to the child about the change in arrangements helping to reduce or eliminate the potential distress caused by this.
6. Parents are informed that if they are not able to collect the child as planned, they must inform us so that we can begin to take back-up procedures.  We provide parents with our contact telephone numbers.  We also inform parents that – in the event that their child/ren is/are not collected from setting by an authorised adult and the staff can no longer supervise the child on our premises – we apply the procedures set out in our Child Protection Policy.

Procedure

1. If a child is not collected at the end of the session/day, 10 minutes after the agreed collection time we will initiate the following procedure:
· The Daily Registration Sheet and Staff Communication Book are checked for any information about changes to the normal collection routines.
· If no information is available, parents/carers are contacted firstly at home, then on their mobile numbers and finally at work.
· If this is unsuccessful, the adults who are authorised by the parents to collect their child from the setting – and whose telephone numbers are recorded on the Registration Form, are contacted in the order they are written.
· All reasonable attempts are made to contact the parents or nominated carers.
*NOTE all calls must be logged.

· The child does not leave the premises with anyone other than those named on the Registration Form and in the Staff Communication Book.
· Taking into account the extra 2 hours of provision for afterschool club, if no-one collects the child 30 minutes after the end of this session and there is still no-one who can be contacted to collect the child, we apply the following procedures for uncollected children.
· We contact our local authority North Yorkshire Children’s Social Care, for full day care this will be the Emergency Duty Team.
· The child stays at the setting in the care of two fully-vetted workers (Manager on duty and one other) until the child is safely collected either by the parents or by a social care worker.  One member of staff will be responsible for ensuring the child is occupied / distracted.
*NOTE If this occurs during normal operating times staff ratios must be met and planned for accordingly.  If ratios cannot be maintained Ofsted must be informed as early as possible.

· Social care workers will aim to find the parent or relative.  If they are unable to do so, the child will be admitted into the care of the local authority.

· Under no circumstances are staff to go to look for the parent, or do they take the child home with them.

· A full written report of the incident is recorded in the child’s file using the templates for Child Protection concerns and referrals

(Child Protection Policy, Appendix 1 and Appendix 4) 

· Depending on circumstances, we reserve the right to charge parents for the additional hours worked by our staff and any other costs incurred.
· Ofsted may be informed
Important Contact Numbers:

· Acorns Chairperson:   Sue Theakston

01765 658973

· Acorns Pre-School 



01765 680203

· Emergency Duty Team



0845 034 9417

· North Yorkshire Children’s Social Care
0845 034 9410

· North Yorkshire Social Care Customer Relations










01609 536993

· Ofsted





0300 123 4666
· Police






0845 6060247
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The Old Police House, Little Market Place, Masham,
North Yorkshire HG4 4DY
Telephone: 01765 680203

Web: acorns.masham@googlemail.com
Email: acorns.masham@googlemail.com
Charity No 1035056  -  Ofsted Registration No EY266330


