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Collection/Non-collection Policy

Collection

The registration form for a child to be submitted to the pre-school will require that the following information and confirmation are supplied by the parent/carer:

1. The name, address and telephone numbers (one of which should ideally be a mobile) of 3 individuals (nominated persons) who will be responsible for the child’s collection from the pre-school in an emergency.

2. The agreement of the parent and other responsible adults to provide proof of identity if requested by the pre-school.

3. A unique password attributed to him/her known only to the responsible adults and the pre-school.

The details of the 3 responsible adults for each registered child will be held securely and in confidence by the pre-school for as long as the child attends and will then be removed from the files. The contact names and telephone numbers will be reviewed at the start of each term.

The Manager (or in her absence the deputy) will be the responsible person on behalf of the pre-school for the duty of care for each child attending the session. The duty of care will remain with the pre-school until the responsible adult or other properly authorised person who collects him/her enters the pre-school setting.

A child will only be handed over to a person other than 1 of the 3 responsible adults if the following procedures have been satisfied in full:

1. On delivery of the child to the pre-school the session supervisor must be advised by 1 of the responsible adults of a change in the normal collection arrangements for that day.

2. A note must be made on the Register sheet.  

3. The Manager/deputy and responsible adult delivering the child must verbally confirm the password for the child.

4. The authorised person arriving to collect the child must be over 16 years old and must give the correct password to the session supervisor and if requested provide proof of identity.

Non Collection

In the event that a child is not collected by an authorised adult at the end of the day/session, we put into practice agreed procedures. These ensure that the child is cared for safely by an experiences and qualified practitioner who is known to the child. The child will receive a high standard of care in order to cause as little distress as possible.

We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will be reassured that their children are being properly cared for.
Procedures.
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 measures. We provide parents with our contact telephone numbers.

All parents are informed of our child protection procedures in the event that their children are not collected by an authorised adult within one hour after the setting has closed and the staff can no longer supervise the child on our premises.

If a child is not collected at the end of the day/session, we follow the procedures below:

1. The child’s file and register is checked for any information about changes to normal collection routines.

2. Once 15 minutes have lapsed since the session ended contact parents at home, mobile or work.

3. If this is unsuccessful, contact the 3 nominated individuals in order of priority as set out on the contact information sheet.

4. The Pre-school representative will continue to make all reasonable attempts to contact the parents or nominated persons for a further 45 minutes.

5.  If no-one collects the child after one hour from the end of the session and none of the nominated persons have been contacted we will contact social services

Tel 01380 826200 (between 9am -5pm). 

The emergency 24 Hour Duty Team Tel 0845 6070888

Social Services 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.

6. The child will remain at Pre-school in the care of two fully-vetted employees until such time as they are collected either by the parents or by a social worker.

7. If at any time the pre-school representative considers it necessary to contact the Police station before one hour has lapsed, in the interests of the safety of the child or her/himself, this can be done at her/his discretion.

8. A full written report of the incident will be kept in the child’s file.

9. Depending on circumstances we reserve the right to charge parents for the additional hours worked by our staff.  

This policy was adopted at a meeting of Lavington Pre-school held on ………………………………..

Signed on behalf of the Management Committee………………………………………………………

Role of Signatory……………………………………………………………………………………….

To be reviewed on ……………………………………………………………………………………..
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