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06	 Safeguarding children, young people and vulnerable adults procedures
06.4	 Uncollected child 
If a child is not collected by closing time at Bollington Pre-School or the end of the session and there has been no contact from the parent/carer, or there are concerns about the child’s welfare, then this procedure is followed.
· The designated safeguarding lead is informed of the uncollected child as soon as possible and attempts to contact the parents/carers by phone.
· If the parents/carers cannot be contacted, the designated safeguarding lead uses the emergency contacts to inform a known carer of the situation and arrange collection of the child. Bollington Pre-School will endeavour to get more than two emergency contacts were possible
· After one hour, the designated safeguarding lead contacts the local social care out-of-hours duty officer if the parents/carers or other known carer cannot be contacted and there are concerns about the child’s welfare or the welfare of the parents/carers.
· The designated safeguarding lead should arrange for the collection of the child by social care.
· Where appropriate the designated safeguarding lead should also notify police.
· a record of conversations with parents/carers should be made and recorded on the child’s file with parents/carers being asked to sign and date the recording.
· a record of conversations with parents/carers should be made and recorded on the child’s file with parents/carers being asked to sign and date the recording. 
· This is logged on the child’s personal file along with the actions taken. 06.1c Confidential safeguarding incident report form should also be completed if there are safeguarding and welfare concerns about the child, or if Social Care have been involved due to the late collection.
· [bookmark: _Int_BozW21wf]If there are recurring incidents of late collection, a meeting is arranged with the parents/carers to agree a plan to improve time-keeping and identify any further support that may be required. 
Members of staff at Bollington Pre-School do not:
· go off the premises to look for the parents/carers
· leave the premises to take the child home, or to another carer
· offer to take the child home with them to care for them in their own home until contact with the parent/carer is made
Late Collection Fees and Procedure
We understand that occasional delays can happen, and we will always ensure children remain safe until collected. However, repeated late collection places are strain on staff and can become a safeguarding concern.
To cover the additional staffing costs incurred, a late collection fee will be applied:
· £10 if a child is collected more than 5 minutes after the agreed time.
· £1 per minute thereafter until collection.
All late collections are recorded in the register and setting diary. Fees will be added to the next invoice. 
Where late collection is persistent, a meeting will be arranged with parents/carers to agree a plan to improve timekeeping. 
In cases where lateness continues after discussions with parents/carers, Bollington Pre-School reserves the right to review and adjust your child’s attendance. This may include limiting attendance to the Child’s Free Early Education Entitlement only or, where necessary, reducing hours further to ensure safe staffing ratios and effective safeguarding practice. In circumstances where these measures do not result in improved punctuality, Bollington Pre-School may terminate a child’s place with a 3 week notice period. These steps are in place to support families in meeting agreed collection times and to uphold our duty of care to all children. Persistent lateness may be considered a safeguarding concern and may be referred to Children’s Social Care if required.
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