Non-Collection of Children Policy
Statement of Intent:
In the event that a child is not collected by an authorized adult at the end of a session/day the Nursery puts into practice agreed procedures. These ensure the child is cared for safely by an experienced and qualified member of staff who is known to the child.
Aim:
In the event that a child is not collected by an authorised adult, we ensure that the child receives a high standard of care in order to prevent as much distress as possible. We inform parents/carers of our procedures so that, if they are unavoidable delayed, they will be reassured that their child will be properly cared for.
Methods:

Parents of children starting the Nursery are asked to provide specific information, which is recorded on our Registration form, this includes:
· Home address and telephone number; if the parent does not have a home number, then a mobile number or grandparent/neighbours.

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

· Mobile telephone number (if applicable number)

· Name and contact numbers of adults who are authorised by parents to collect their child from Nursery, e.g. grandparents, friend, childminder etc.

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

· On occasion when parents are aware they won’t be at home or at their usual place of work, they are asked to write any new details down and date it; this is then stored in their child’s Registration folder along with their Registration form.
· When any of the authorised registered adults are unable to collect their child, again parents should record the name and address of the person collecting their child and gives this to the Nursery staff via telephone or in writing, and also informs them of their ‘password’ so these details can be verified on collection of the child.

· Minimum age of a person collecting a child MUST be 16 yrs old.

· We also inform parents that if their child is not collected from the Nursery by an authorised adult and staff can no longer supervise their child on the premises then we apply our Child Protection procedures as set out in our Child Protection Policy.

If a child is not collected at the end of their session/day we follow the following procedure:

· The Diary and child’s Registration folder is checked for any information that may indicate any changes to the normal collection routine.

· If no information is available then after 15 mins the parents/carers are contacted at home or work, via telephone.
· If this is unsuccessful then the authorised adults listed on the Registration form are contacted immediately and Identification will be required in the form of a Passport/Password etc.
· All reasonable attempts are made to contact the parents/carers.
· The child stays at the Nursery with two fully-vetted workers until the child is safely collected.

· The child does not leave the Nursery with anyone other than those named on the Registration form.

· If no-one collects the child after 30/45 mins, we apply the procedures set out in our Child Protection Policy. We contact our Local Authority Social Services Department and also inform Ofsted.

· A full written report/incident report is completed.

· A Late Collection fee will be applied at £10.00 per hour.

· Positive Relationships – 2.2 & 2.4
· Enabling Environments – 3.4
· A Unique Child – 1.3 & 1.4
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