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Arrival of children
It is the policy of the preschool to give a warm welcome to each child on their arrival.
The front door will be kept locked at all times. 
A member of staff will open the door to visitors throughout the day to ensure the preschool building remains secure at all times.
The child’s arrival will immediately be recorded on the daily register. Any specific information provided by the parent/carer(s) will be recorded.

Late arrival /Early Collection of children
Should a child arrive late or leave early, this gets recorded on our daily registers.  

Collection of children
Children will only be allowed to leave the premises with someone authorised by the child’s parent/carer.  Parents of children starting at Willow Bank Pre-School will be asked to provide specific information, which is recorded in our records, to include:
· Home address and telephone number (if a phone is not at home, an alternative number must be given).
· Place of work, address and telephone number.
· Mobile telephone number
· Names, addresses, telephone numbers of adults who are authorised by their parents to collect their children from the Pre-School.
· Authorised person collecting a child must be 18 or over. 
· We use a Password system. A password should be agreed by the parent/carer and the setting and are kept secure at the back of the register and with child’s records. To allow authorised but unknown adult (to staff) to collect a child. 

Authorised collection by someone not already named on documentation Procedure.
On occasions, when parents or the persons normally authorised to collect the child are not able to do the collection, we require the parent to inform us prior to collection giving us brief description of the person, they will also be required to give the password agreed to the person collecting. 

When a person is collecting a child and wears a full burka covering the face an agreed password between parent and setting must be used before the child can leave. 
Any persons wearing a motorbike helmet will be asked by staff to remove their helmet before collecting a child. This is in line with our safeguarding policy please refer to p. 19.

Late collection/ Non-Collection of a child Procedure
In the event a child is late/not collected by an authorised adult at the end of a session, Willow Bank Pre-School will put into practice agreed procedures. 
· The 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 - 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.
· If no-one collects the child within 30 minutes of their expected collection time and there is no named contact who can be contacted to collect the child, [we/I] apply the procedures for uncollected children.
· If we have any cause to believe the child has been abandoned, we will 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
· 
	Duty, Triage & Assessment Team on 0118 9088002
	

	
	


· 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 the care of two of our fully vetted workers, one of whom will be our manager or deputy manager 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)
.
In the event of a Critical Incident/Emergency, the collection of children arrangements outlined in that Policy will apply. 


Signed on behalf of the setting by

Chairperson __Jennifer Fox_____Sign _____[image: ]___

Manager     __Ketaki Karmarkar _______  Sign____[image: ]
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