Safeguarding and Welfare Requirement: Child Protection
Providers must have and implement a policy, and procedures, to safeguard children.



1.4 Arrival and Collection of children and uncollected children

Policy statement

The safe arrival and departure of children into the setting is paramount, and we have established procedures to ensure this whilst supporting families and children, including those experiencing difficulties separating from their main carer.

In the event that a child is not collected by an authorised adult by their expected collection time, we put into practice agreed procedures. 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 will be properly cared for.

Procedures
Arrivals
· Children must remain with their parents until the Pre-school is opened by a member of staff.
· No children are allowed to enter the session prior to 09:30 or 13.30 for afternoon clubs.  Toilets and nappy changing facilities are accessible in the lobby. 
· At the start of the session the hall doors will be opened and a member of staff will supervise the main door until all parents have departed. 
· During the summer term fledglings may enter pre-school at 09:30 through the outdoor shelter with the 2 locked gates used to ensure safety. Throughout the remainder of the session only the main entrance will be used for arrivals.
· Only staff members may open the door and the shelter to allow parents/carers access to and from preschool. The doorbell should be used should a staff member not be visible The staff member will mark down the time of arrival of each child in the setting register. Parents may come into preschool and help their child with their lunchboxes, coats and bookbags etc, before leaving. 
· For 13.30 arrivals, unless the child is likely to be unsettled we will ask parents to leave their child with the member of staff at the door so as not to disrupt the session
· If parents feel, that to aid their child’s transition to school saying goodbye at the entrance, and allowing their child to independently put their things in the correct places will be beneficial they can arrange to do so with their key person and pre-school leader/deputy.  
· Once all the children have arrived a total headcount is noted.  

Late Arrivals
· A member of staff will greet any late arrivals at the front door.
·  Unless the child is likely to be unsettled we will ask parents to leave their child with the member of staff at the door so as not to disrupt the session. 
· The register to be updated with the child’s arrival.  

Departure from morning session: 
· During collection times at the end of the morning session and after lunch time the children leaving are taken into the lobby.  
· A member of staff will open the door for parents/carers to help children get ready and collect belongings.
· The children’s departure is marked on the register. 
·  If a parent and staff member would like to/need to speak then this will be done once all the children have left safely. 

Departure from end of the day session: 
· During collection times at the end of the days sessions children join in supervised story time until their parent / guardian arrives to collect them. 
· Parents come into the hall to collect children, and speak to staff if safe for children to do so, otherwise this will be done once all the children have left safely. . 
· A member of staff will man the door leading into the setting to ensure nobody enters or leaves the setting who is not authorised to do so. 

All collections:
· Parents of children starting at the setting are asked to provide the following specific  information, which is recorded on our Registration Form:
· Home address and telephone number - if the parents do not have a telephone, an alternative number must be given, perhaps a neighbour or close relative.
· Place of work, address and telephone number (if applicable).
· Mobile telephone number (if applicable).
· Names, addresses and telephone numbers of adults who are authorised by the parents to collect their child from the setting, for example a childminder or grandparent.
· Who has parental responsibility for the child.
· Information about any person who does not have legal access to the child.
· On occasions when parents are aware that they will not be at home or in their usual place of work, they inform us in writing of how they can be contacted.

· On occasions when parents, or the persons normally authorised to collect the child know they will be late to collect their child, or are not able to collect the child they should complete and sign our form in the lobby showing the details of the person who will be collecting their child.  If however it is necessary, for example in the case of an emergency, for parents to inform us that someone else will be collecting their child by telephone they should notify the preschool as soon as possible BEFORE the collection time, and provide us with details of the name and telephone number of the person who will be collecting their child.  We agree with parents a password to verify the identity of the person who is to collect their child.  Children will not be released to any UNAUTHORISED person. 
· The children in our care will not be released to anybody aged under 16.
· Once adult and child have been united in the Preschool, the child becomes the sole responsibility of that adult.
· If anyone collecting a child from the setting is deemed to be under the influence of drugs, alcohol or substance abuse, it is possible that the staff may have concerns for the child’s welfare. This could be regarding the adult’s ability to care for the child or for the safety of the child and others if the adult will be transporting the child from the setting.  Staff may take the following steps: 
·  Staff will, if they feel able, approach the adult and explain their concerns and the feared consequences in a private area.  
· Staff will offer support where possible by offering to contact family or friends to come and support the child and adult and ensure that they get home safely.  
·  Should the adult collecting the child, decline the help offered, staff may take further action if they are still concerned. This may involve contacting the local Police Authority for further assistance.  
· The staff will endeavour to record the following information to pass to the authorities: name of person collecting child, time of departure, car registration and anticipated destination address if known.  
· Staff will record any instances where drug, alcohol or substance abuse is suspected and records will be passed to the settings Safeguarding designated person for necessary action.  
· Records are locked securely in the setting.

· We inform parents that we apply our child protection procedures in the event that their children are not collected by an authorised adult after the setting has closed, after all reasonable attempts are made to contact parents or nominated parents and when the staff can no longer supervise the child on our premises.
· If no-one collects the child within 30 minutes of their expected collection time we apply the procedures for uncollected children::
· The diary and child’s file is checked for any information about changes to the normal collection routines.
· If no information is available, parents/carers are contacted at home or at work.
· If this is unsuccessful, the adults who are authorised by the parents to collect their child from the setting - and whose telephone numbers are recorded on the Registration Form - are contacted.
· All reasonable attempts are made to contact the parents or nominated carers.
· The child does not leave the premises with anyone other than those named on the Registration Form or in their file, or those authorised by parents or carers.
· If no-one collects the child after the setting has closed and there is no-one who can be contacted to collect the child, and the staff can no longer supervise the child on our premises we apply the procedures for uncollected children:
· 
· If we have any cause to believe the child has been abandoned we contact the local authority children’s social care team:
If the children’s social care team is unavailable [or as our local authority advise] we will contact the local police]
	    Children, schools and families                    
	0300 123 4043
	
	(name and phone number)


· Or the out of hours duty officer (where applicable):
	
	



· After an additional 15 minutes if the child has not been collected, we will contact the above statutory agencies again.
· The child stays at the setting in [for group provision: the care of two of our fully-vetted workers, one of whom will be our manager or deputy manager/for childminding provision: my care] until the child is safely collected either by the parents or by a social care worker, or by another person specified by social care.
· Social care will aim to find the parent or relative. If they are unable to do so, the child will become looked after by the local authority.
· Under no circumstances will we go to look for the parent, 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.
· A full written report of the incident is recorded in the child’s file.

· Depending on circumstances, we reserve the right to charge parents for the additional hours worked.
· Ofsted may be informed:
	0300 123 1231
	(telephone number)



· The local Early Years Development Worker may also be informed:
	Tracey Dawson 
	07770 637089
	
	(name and phone number)









image1.jpeg
Date to be reviewed:

Signed on behalf of the provider:

Name of signatory:
Role of signatory:

_2¢9 4of 2020
WZ@

ému Yor





image2.jpeg




