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Aim
Little Stars Early Years  aim to keep children safe and free from unnecessary upset and concerns.
The nursery closes promptly each day at 12.00 midday and 3pm.  If your child is not collected on time, our legal liability relating to the staff/child ratio will be infringed as two members of staff must remain at the nursery until the last child has been collected and we must remain in ratio for our afternoon session.  Any parent/carer who is late collecting their child will have to pay a charge which helps to cover the additional staffing costs incurred for this reason. 
To achieve this
Little Stars Early Years give clear instructions on how to contact the group, will put the telephone number on this policy, have the telephone number displayed on the website, Facebook page and parents group, the parent notice board.
We expect parents to support the group and their child by keeping them informed if problems arise effecting the collection of their child.
The group will give clear guidelines to parents of the finish times and update parents if times change for specific events.
What is expected from a parent/carer
We understand that emergencies do happen and this may make you late to collect your child. We would expect a telephone call explaining this and a reasonable solution made for your child to be collected at the earliest opportunity.
What happens if a child is not collected on time
If a telephone call is not received, we will charge the parent £10.00 for every 15 minutes they are late. This charge commences immediately from the end of the session. This is to cover the cost of 2 members of staff staying behind to wait with the child or to cover additional staffing  for the afternoon session. 
In the event of a child being left more than 15 minutes without a telephone call, we will  try the child’s contact numbers. If no response and no contact after 30 minutes, Social Services and the Police would be contacted.
If a telephone call is received the charge will commence from 15 minutes after the finish of the session. 
Where parents are repeatedly ringing to say they will be late the charge will begin immediate from the end of the session. 
Procedures
In the event that a child is not collected by an authorised adult at the end of a session the nursery puts into practice agreed procedures. These ensure that the child is cared for safely.

Parents of children starting at the nursery are asked to provide specific information which is recorded on the Admission Forms, including:
· home address and up to date telephone/mobile number.
· emergency contact numbers.
· names, and telephone numbers of adults who are authorised by the parents to collect their child from the setting.
· information about any person who does not have legal access to the child.
· information about who has parental responsibility for their child.
· On occasions when parents are aware that they will not be contactable by the usual means they should provide the nursery with alternative contacts.
· Parents who are not able to collect their child as planned due to emergencies or unforeseen circumstances must inform the nursery so that back-up procedures can be implemented. If an adult not on the contact list is to collect the child a password should be used.

If a child is not collected within 15 minutes of the end of the session, and no message has been received the following safeguarding procedures are implemented.
· The adults whose telephone numbers are recorded on the Admission Form are telephoned by a member of staff 
· All calls and numbers tried must be logged, recording the time and whether a message has been left.
· All reasonable attempts must be made to contact the parents/carers. If there is no success at making contact with any adults named.
· The child stays in nursery until safely collected by an authorised person. If it is at lunchtime the child may join the afternoon session – if it is at the end of the day we do not provide wraparound care.
· The child must only leave the premises with those named on the Admission Form or anyone who parents have given permission to collect (with the password) or any other person the nursery has been notified of in an emergency. (This person must be over the age of 16)
· If  nursery has finished for the day then the Manager will always ensure that two members of staff are present.

Emergency Safeguarding Procedures
If a child is not collected within 1 hour of the end of their session or by 4.00pm (whichever is sooner) and no message has been received the following safeguarding procedures are implemented.
· If there is no-one who can be contacted to collect the child, First Contact is contacted on 03000267979 and/or the police.
· Under no circumstances are staff to go to look for the parent, nor do they remove the child from school.
· A full written report of the incident must be recorded in the child’s file 
· If and when the parents/carers collect the child they are asked for a contact number that can be used in future before they leave with the child.


Monitoring and review of the policy.
The policy will be reviewed in response to changes in legislation and within the setting.
The Board of Trustees will review the policy annually and be responsible for making sure the policy is being carried out within the setting and liaising with other staff.
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