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Failure to collect policy

The safety of any child is the responsibility of Pepperpot Bathford Preschool staff until the child is handed over to an authorised adult (as defined in the Security section of the Health and Safety Policy) at the end of a session. This policy defines the actions Pepperpot staff will take if a child is not collected and also how cases of persistent lateness will be handled.

Aim

If a parent/carer fails to collect a child at the end of a Pepperpot session, we aim to ensure that staff care for the child in a safe environment until an authorised person arrives to take responsibility for the child.

Method

In order to achieve this aim, we operate the following procedure:

· The phone number of the Pepperpot building will be printed in the newsletter and posted on the notice board. Laminated cards showing the phone number are available in the cloakroom for parents to take. Parents are encouraged to carry this number with them and are expected to call Pepperpot if they know they are unable to collect a child on time.

· Parents are asked to make alternative arrangements for collection (e.g. other parents), if necessary, and to make Pepperpot staff aware of these.

· If a parent/carer fails to collect a child with no prior warning, staff will wait 15 minutes after the designated pick-up time and then the most senior member of staff will take the following steps:

· Telephone the parent/carer usually responsible for collecting the child and organise an appropriate course of action.

· Telephone any other parents/carers listed on the admissions form and organise an appropriate course of action.

· Telephone the emergency contact number listed on the admissions form.

· If no answer is received from any of the contact numbers, staff will continue to try the numbers for one hour, after which staff will contact Social Services. 

· Any arrangements made over the phone will be documented and signed by the staff member. When possible, a second member of staff will witness this.



· If there is a problem with persistent lateness, Pepperpot staff will invite the parents/carers in to discuss the problem, explore potential solutions and agree future behaviour. Pepperpot staff always try to understand domestic situations that cause difficulties collecting children (e.g. work commitments) and support families when these arise.

Policy adopted by the Pepperpot Bathford Pre-school Management Committee.

Signed ………………………………………………………………………………………………

Chair of Pepperpot Bathford Pre-school Management Committee

Signed ………………………………………………………………………………………………

Pre-school Leader, Pepperpot Bathford Pre-school 

Date…………………………………………………………………………
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