



Uncollected Child Policy

Our Aim:-

Little Footsteps Nursery aims to ensure that all children are always kept safe.

We will ensure that children are always collected by a responsible adult (over 16 years old), usually the legal guardian as stated on their individual registration forms unless proper alternative arrangements are made. We will use the child security password system for adults other than the legal guardian collecting children.

We will make sure that we obtain relevant information such as contact numbers which will be listed in contact order on the registration forms by sending out reminders on newsletters.

In the event of an uncollected child nursery will follow an exact procedure as stated in this policy.

Staff will always inform appropriate authorities of any incidents of an uncollected child if a vast time elapses.

Uncollected Child Procedures:-

When a parent/carer is over 5 minutes late collecting a child when their nursery session has finished, staff will then telephone the 1st contact on their registration form to enquire of their whereabouts. 

In the event that the 1st contact cannot be made then the 2nd followed by the 3rd contacts will be telephoned.

[bookmark: _Hlk72237040]In the case of regular late occurrences, a fee of £25.00 will be charged per 15 minutes. 

Staff will continue to try and make contact until 30 minutes has lapsed. After this time social care will be contacted on 0845 034 9417 and we will report the uncollected child incident. We will give full details of the child, contact numbers that have been tried and staff in attendance plus any other relevant details.
At least two members of staff will be always present.
Staff will follow procedures and instructions given by social care from this point.
If staff cannot get in touch with the social care, they will then contact the police. 

Staff Role:-

Staff involved in the uncollected child incident will write a report giving details of action taken, times involved and the general well-being of the child and his/her reaction to the incident.

Staff will continually reassure the child to avoid distress.

Staff will only allow children to be taken by a responsible person over 16 years of age. Only parents/carers listed on the registration form may collect the child unless permission is given by them for another responsible adult to collect the child either at the beginning of or during the child’s nursery session.  
Staff will only allow children to be collected by people who provide us with the correct child security password provided to us by the parent/carer upon registration. 

Any written reports will be filed in the office in a locked cabinet.

Staff will act in the best interests of the child if a legal guardian or other authorised adult attempts to collect a child under the influence of any substances. Our safeguarding policy will be adhered to as the child’s safety is paramount and this could be a risk to the child. 
In the case of a parent/carer being identified as under the influence by a member of staff the child will stay within the setting while social care is contacted. 

In cases where parents/carers are no longer in a relationship and one parent asks that we do not let the child go with the other, we have no legal obligation to stop either parent from collecting the child. We can contact the parent and inform them that the other parent has arrived to collect the child, but we cannot stop the adult from collecting the child, unless we suspect the child may be at risk of harm, (for example an adult under the influence) in this case our safeguarding policy would override. If there is legal documentation such as a restraining order or other relevant court orders against a parent/carer which states that they are not to have contact with the child, the child will remain at the setting, staff would contact the relevant person depending on the severity of the order but in most cases, the police on 999 and social care.
Nursery would need to retain a copy of any legal orders in place as proof so we can protect the safety of the child/ren in our care. 

Nursery will review this policy annually and amend if necessary.
Next Review date: ___________
Signature:- ___________________
Date :________________________
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