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Policy and Procedure for Uncollected Child

The playgroup has an obligation to stay with any uncollected child at the end of the session, until that child is collected.

This playgroup will not release the child to an unauthorised person, even if the collection is late, unless an authorised person telephones to state that because of an emergency a different person will be collecting the child. The authorised person must give the name and a brief description of the unauthorised person collecting their child. This person will be asked for the password, which has been agreed by the authorised person and the Old-school Playgroup; the manager or a senior member of staff will check these details before permitting the child to leave.

If the authorised person requires an unauthorised person to collect their child from playgroup, a letter authorising this should be handed to the playgroup manager or a senior member of staff at the beginning of the session. Failing this, the authorised person should advise the manager or a senior member of staff verbally and they will be asked to sign a form giving permission for a named person to collect their child on that day. If the authorised person requires a named person to collect their child on a regular basis; the manager will require confirmation in writing. This will be held on file.

In the event of a child not being collected at the end of a session; the following procedure must be followed:

Two adults must stay with the child at all times.

Try to contact parent/ carer at home by telephone / mobile.

Re-assure the child.

Try to contact persons on emergency telephone numbers.

Keep trying all numbers for up to 1 hour

Consistently re-assure the child.

If the child has not been collected within 1 hour contact social services and advise Ofsted.

If social services are contacted write in the incident book.

If a parent feels the matter has not been dealt with sufficiently, advise the parent that it is within their rights to contact Ofsted. See complaints policy for details.
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