Ellergreen Nursery School and Childcare Centre
The arrival and collection of Children Policy – including non collection of a child

The arrival and collection of Children Policy (including non collection of a child)
	‘Providers must take all necessary steps to keep children safe and well’. (Statutory framework for EYFS).
Aim of the policy:

To ensure that children are safely delivered and collected from the provision and that the requirements for doing so are known, understood and implemented by the staff and parent/carers.

Procedures in the Childcare Centre and Nursery School
· When completing the admission form, information will be taken from parents/carers about adults who other than themselves can collect their child from the Childcare Centre and the Nursery School.

· All children will enter the Childcare Centre and the Nursery School through their main entrances, parents/carers are aware that until children enter these buildings they are responsible for their children’s safety.  Access to the setting will be controlled by the Leadership Team member of staff on duty. 
· Every child will be welcomed by staff as they arrive.  The children will be signed in by a member of staff, identifying the time they arrive at the childcare setting and signed out when they are collected. In the Nursery School the teacher will complete the daily register.
· Children can only be handed over to adults who are known to the Childcare Centre and Nursery School. When registering with the setting, parents will nominate members of the family/friends who can collect the children.  If these adults are not known to the staff we ask that parents/carers introduce them to the staff before they come to collect the child on their own. A system of passwords known only to the setting and the parents will be used, to ensure we are handing children over to an appropriate adult.  If the person is not known, but is able to give the known password, the staff member will still check with the parent/carer that it is acceptable to hand over the child.  In an emergency a parent, who may for example be delayed due to traffic, will be able to ring and advise who can collect the child, again giving specific identification information.   Parents/carers will be informed of this procedure at registration.

· Persons that are nominated to collect the child / children from the setting must be at least 16 years of age.

· Parents/carers will be advised that if a child is not collected and no contact can be made with named contacts, half an hour after the expected collecting time we would contact CASS to seek advice on how we should proceed. Their guidance will be followed.

Procedure in the event of a child not being collected
· A member of the Leadership Team on duty will try to contact the parent/carer or named others (contact numbers in child’s file).

· If no response and child has a Social Worker, contact Social Worker or his/her team manager.

· If both are unavailable, contact CASS for assistance on 0151 459 2606.

· If child does not have a Social Worker, contact CASS.

· A member of the Leadership Team is to ensure that staff rotas reflect a minimum of 2 staff on duty to cover such eventualities.

· Staff member to ensure that all times the child is comforted and suffers minimum distress.

CASS CONTACT NUMBER 0151 459 2606
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