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Safeguarding and Welfare Requirement: Child Protection
Providers must have and implement a policy and procedures, to 

safeguard children
Collection and non collection of child policy
St Augustine of Canterbury Preschool believes that it is in the best interests of the children that they are collected promptly from preschool.
Children may only be collected by an authorised person over the age of sixteen i.e. persons named on their registration form, or  persons who the parent/carer have informed us will be collecting  via their  contact  book/ our pick up book or in the case of emergency by telephone  prior to collection time.
 If the request is made by telephone the member of staff must be confident they are speaking to the parent/carer, if not they must phone back to confirm. The time of the phone call and the name of the person collecting must be recorded in our collection book.
If the person collecting is thought to be under the influence of drugs or alcohol the child will not be released and Access Response team will be contacted.

In the event that a child is not collected from Preschool the following procedure will be followed: -

1) If preschool has been notified of a delay in a parent/carer collecting a child, the session leader and an additional staff member must remain with that child until an authorised person collects them. 
2) If the Preschool has not been notified of a delay, the session leader must follow this procedure:-
·   Fifteen minutes after the end of the session, they will ring the emergency numbers provided on the registration form until they contact a parent or authorised person.  The two members of staff will remain with the child until an authorised person collects them. 
·   If the session leader is unable to contact a parent or authorised adult within 30 minutes of the end of the session then they will ring the Access and Response team. The two members of staff must remain with the child until other arrangements are made. 
· If we are unable to contact the Access and Response team or are notified by them to do the police will be contacted.
· If after a further 15 minutes we have no response from Access and response we will contact them again.
Under no circumstances must the child be removed from the Preschool building unless authorised to do so by South Gloucestershire Access Response team or the police.
Late collection fees –whether notified or not
On the first occasion that a parent collects a child late, they will receive a written warning that any future late collections will incur a fee, this is to cover additional preschool costs. The charges are £10.00 if 10 minutes late, plus a further £5 for every 5 minutes thereafter. This must be paid within two weeks of receiving an invoice. In the event fees are not paid, the procedure for unpaid fees will be followed, please see our fees policy.
We do operate a late collection club with a charge of £1.50 per session. This must be pre booked at least the day before late collection to ensure correct staffing ratio is in place. If child is not booked into the late collection club the above late collection fees will apply.
NB The Preschool will keep children’s records updated. It is the parent’s/carer’s responsibility to keep us informed of any changes to the emergency contacts and any mobile phone numbers.
Please read this policy alongside our safeguarding policy.
This Policy was *adopted/renewed at a meeting held on _______________________________​​​​​​​​​​​​​​​​​​​​​​​​​________
Signed on behalf of Pre-school by ____________________________________________________​____
Position _____________________________________________________________________________

Signed on behalf of Pre-school Staff by _______________________________________________​​_____
Position _____________________________________________________________________________ 

The Policy will be reviewed on ___________________________________________________________
* (Please Delete)
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