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Collection policy/procedure
We have a strict policy relating to the collection of children from the nursery. This policy is in place to protect your children. 

· Names of those authorised to collect your child from the nursery MUST have their details entered onto your child’s registration form and authorisation card.

· Children will not be released into the care of a person under the age of 18 years unless they are the child’s parent.
· No child will be allowed to leave the centre without an appropriate adult.
· Each child is signed in on arrival and again upon collection along with the appropriate adult. 
· Arrival and departure of children is entered into a daily register in the playroom, which is signed off by a member of management at the end of each session.
· If someone else unnamed on contact card is due to collect a child in the event of a emergency, we require parents/carers to contact the centre as soon as possible and confirm whom will be collecting and their relationship to the child. On arrival to the centre they should report to reception and will be shown to the playroom by a member of staff. If someone arrives without prior notification we contact the parent/guardian for confirmation.
· If a child is collected for contact, we require the social worker to ring ahead and confirm contact time & name of contact worker. 
          On arrival contact worker should report to reception and show              

          credentials. If contact worker arrives without prior notification we  

          will contact the link social worker for the named child. 
Parents/guardians should adhere to session times, if there is an emergency that will unavoidably delay the collection of a child, please contact the nursery immediately and make alternative arrangements for collection of the child.  
Procedure for non-collection

In the event that the child is not collected from nursery at the expected time and no parent/guardian/emergency contact can be contacted, we will contact Social Services after approx. 45mins – 1hr. 
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