[image: ]Little Roos Nursery and Forest Pre-School 

Non-Collection of a Child Policy and Procedure
Policy Statement
At Little Roos Nursery and Forest Pre-School, we are committed to safeguarding and promoting the welfare of all children. In line with the Statutory Framework for the Early Years Foundation Stage (EYFS), we ensure that clear procedures are followed where a child is not collected at the agreed time, prioritising the child’s safety, wellbeing and emotional needs at all times. 

Procedure for Non-Collection
Initial Response
· If a child is not collected at the agreed time, staff will: 
· Reassure and supervise the child, ensuring their comfort and safety.
· Inform the Manager or Designated Safeguarding Lead (DSL) immediately.
Contacting Parents and Carers
· The Manager/DSL will: 
· Attempt to contact parents/carers using all available contact numbers.
· If unsuccessful, contact all named emergency contacts.
· Record all contact attempts, including times and outcomes. 
Ongoing Care
· The child will remain in the care of the setting with a minimum of two members of staff present.
· Staff will continue to meet the child’s physical and emotional needs, offering reassurance and age-appropriate care. 
Escalation and Safeguarding Action
· If no contact is made within a reasonable period (typically one hour), the DSL will take safeguarding action by contacting: 
· Nottinghamshire Multi-Agency Safeguarding Hub (MASH) for advice and support
· Telephone: 0300 500 80 90
· The setting will follow all guidance provided by Nottinghamshire Safeguarding Children Partnership procedures to ensure the child’s safety. 
Further Action
· If necessary, children’s social care may take responsibility for coordinating next steps.
· Ofsted will be notified of any significant safeguarding incident where required. 

Late Collection Fees
At Little Roos Nursery and Pre Forest School, we ask that children are collected punctually to support their wellbeing and maintain staffing ratios.
· A late collection fee will be applied where a child is collected after their agreed session end time without prior notification.
· Sessions begin at 8:00am, and we cannot accept children before this time.
· If a child is dropped off before 8:00am, an additional charge will be applied.
· A charge of £10 will be applied for every 10-minute period (or part thereof) after the agreed collection time, or for early drop-off before 8:00am where applicable. This means that any lateness or early drop-off within a 10-minute block will be charged at the full £10 rate.
· If children are frequently dropped off before 8:00am, this will be treated in line with the late fee rule and charges will continue to apply.
· Late collection fees will be added to the parent/carer’s next invoice and are payable in line with the setting’s standard payment terms.
· Persistent late collection may be treated as a safeguarding concern and managed in line with the Safeguarding and Child Protection Policy.
· Late fees contribute towards additional staffing costs and ensure compliance with EYFS staffing ratio requirements.
Where there are exceptional circumstances, the Manager may exercise discretion; however, parents/carers must inform the setting as soon as possible.
· Failure to pay outstanding late fees may result in additional late payment charges and may also lead to a review of the child’s place at the setting.

Responsibilities of Parents/Carers
· Provide accurate, up-to-date contact details and emergency contacts.
· Inform the setting promptly of any changes to collection arrangements.
· Ensure that any person collecting the child is authorised and known to the setting, including agreed verification procedures (e.g. password system). 

Recording and Monitoring
· All incidents will be fully recorded, including actions taken and outcomes.
· Patterns of late or non-collection will be monitored and may be identified as a safeguarding concern where appropriate.
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