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Arrival & Collection Policy and Procedure


  
(including unauthorised collection and non-collection)

The safety of every child is paramount within our Playgroup

Statement of intent

In the event that a child is not collected by the named adult at the end of a session/day, the setting puts into practice agreed procedures.  These ensure the child is cared for safely by staff members at all times.  

Aim

In the event that a child is not collected by the named adult, we will ensure that the child receives 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 will be properly cared for.

Procedures
A) Standard Collection

No child will be allowed to leave Playgroup unattended at any time.

· Parents/carers 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 telephone number (if applicable);
· Mobile telephone number (if applicable); 
· Names, addresses & telephone numbers of adults who are authorised by the parents/carers to collect their child from the setting.
· Information about any person who does not have legal access to the child.
· Who is the child’s main carer?
· All parents/carers fill out a daily registration form stating who will be collecting their child and at what time and then sign on collection.
· If someone different is collecting their child, then this needs to be confirmed to a member of staff and recorded in the communication book.

· On occasions when parents/carers are aware that they will not be at home or in their usual place of work, they must inform a member of staff how they can be contacted, which will be recorded on the collection form.
· Parents/carers are asked to contact the playgroup if the named adult is unable to collect.  Staff must be informed of the change of adult and a description must be given along with a safe password, known by person and playgroup.
· If an unexpected adult arrives to collect the child, the unauthorised collection procedure will be followed.

B) Un-authorised collection

· If an unexpected adult arrives to collect a child a member of staff would contact the parent/carer for further information.
· They will be asked to wait under the porch with the main door closed guarded by an adult until this has been confirmed.
· The child will be reassured and will remain in playgroup with another member of staff while the procedure is being followed.
· If the adult becomes abusive or violent the police will be telephoned and made aware of the situation; the staff member will follow any procedure given by the police.
· In all cases the incident will be logged (kept in safeguarding log) to monitor reoccurrence.
· At all times staff have the right to use their discretion and professional judgement to ensure the child’s safety.

C) Non collection

· A member of staff will reassure the child in the playgroup setting.  
· The communication book will be checked for messages.
· After 20 minutes a member of staff will telephone the main carer for further information/instructions.
· If there is no reply to the emergency contacts will be telephoned in order, this will continue until a response is received.
· All members of staff to be informed of the situation.
· If there is still no response after 1 hour of collection time, final action is to be taken:
· We apply the procedures set out in our child protection policy.
· We contact Somerset Safeguarding Children Partnership 0300 123 2224, and we may inform Ofsted 0870 218 3800

· A full written report of the incident is recorded and kept in the child’s personal folder.
· Under no circumstances will we go to look for the parent/carer nor leave the setting premises with the child.  We ensure that the child is not anxious, and we do not discuss our concerns in front of them.

· Depending on circumstances we reserve the right to chase parents for the payment of additional hours worked by our staff. 
Updated and Implemented Autumn Term 2023- Reviewed regularly and the procedure monitored and evaluated. 
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