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LATE COLLECTION OR UNCOLLECTED CHILD POLICY
EYFS:  3.4, 3.7, 3.63 

For the purpose of this document the term ‘parents’ will be used to describe all types of primary caregivers, such as biological and adoptive parents, foster carers and guardians.

Session times at Little Learners

At Little Learners we have three session types:

· Morning session: 9am – 12pm
· Morning session with lunch club: 9am – 1pm
· All day session: 9am – 3pm

Parents collect their child at either 12pm, 1pm or 3pm depending on their contracted hours.
Children may occasionally be collected early (e.g. for medical appointments). Full fees remain payable for the contracted session.

Ordinarily, children must be collected at the agreed time. Session times are not flexible, although permanent changes may be arranged at the beginning of a term, subject to availability.
If a funded child leaves early due to illness, appointments or parental choice, no alternative funded hours will be offered.

If parents expect to be late

We give parents clear information about what to do if they expect to arrive late. Parents must:
· Telephone the nursery as soon as possible to inform us of their situation and expected arrival time.
· Agree an individual safety password in advance for anyone collecting their child who is not a named parent.
· Inform the nursery of the identity of the designated adult so staff can reassure the child where appropriate.
· Provide a description of the designated adult if not known to staff.
· Ensure the designated adult knows the safety password before arrival.
· Keep contact details up to date at all times.

Children will only be released to authorised adults in line with our safeguarding procedures.

Procedure for late collection or an uncollected child

If a child has not been collected 15 minutes after the end of their contracted session and the parent has not contacted the nursery, the following procedure will be followed:
· The Manager or Deputy Manager will be informed immediately.
· The child’s records will be checked for any information about changes to routines or collection arrangements.
· The Manager/Deputy Manager will attempt to contact parents using all available contact numbers.
· If unsuccessful, emergency contacts listed on the child’s registration form will be contacted.

Where collection is outside normal operating hours:
· The Manager or Deputy Manager and one other staff member will remain with the child.
· During operating hours, staffing ratios will be maintained in line with EYFS requirements.
· Contact attempts will continue every 10 minutes and will be recorded on an incident log.

Escalation procedure

If no contact has been made after one hour:
· The Manager or Deputy Manager will contact the Kent Safeguarding Children Multi Agency Partnership (Social Services Emergency Duty Team) on 03000 41 11 11 for advice.

If contact is made but no authorised adult is available to collect the child:
· The Manager or Deputy Manager will also contact the Kent Safeguarding Children Multi Agency Partnership for further guidance.

The nursery will notify Ofsted as soon as reasonably practicable where a child is uncollected and external agencies are involved.

Caring for the child

While waiting for collection or further instruction:
· Two staff members will remain with the child.
· The child’s welfare will remain the priority at all times.
· Staff will reassure, comfort and distract the child to minimise distress.
· Staff will remain calm and supportive.
· The child will never be left alone with a single member of staff.

Fees for late collection

To cover additional staffing and operational costs:
· A late collection fee of £20 per hour will be charged where care is provided beyond normal operating hours.
· Persistent late collection (more than 15 minutes after the end of the session) will incur a charge of £5 per 15 minutes, added to the following term’s invoice.
These charges are applied to support staffing ratios and ensure safe supervision of all children.

Safeguarding responsibilities

Late collection procedures are implemented in line with safeguarding duties. Staff understand that an uncollected child may indicate a safeguarding concern and will seek advice from appropriate agencies where required.

All incidents of late or uncollected children will be recorded and reviewed by management to identify any patterns or additional support required for families.

Contact numbers
Social Services Emergency Duty Team
(Kent Safeguarding Children Multi Agency Partnership)
03000 41 11 11
Ofsted
0300 123 1231    
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