	                                                                                                          
Written: January 2024
Adopted: Little Stars
To be reviewed: January 2027
Reviewed: 29th January 2026
Updated on website: February 2026

[image: ]Childcare



THIS POLICY RELATES TO BOTH PAID AND VOLUNTARY STAFF MEMBERS.
38. Uncollected Child Policy

1. Introduction
The setting operates during set hours. Children can only be collected by people authorised to collect them.
We operate a list of approved people and in the event of someone else needing to collect a child, a password and ID system is in force.
In the event that a child is not collected by an authorised adult by their expected collection time, we will follow this procedure. The child will receive a high standard of care in order to cause as little distress as possible.
We ask parents/carers to notify setting if they will be late, delayed or if someone else needs to collect their child. 
Parents who are late without a valid reason will be charged to cover the additional staffing costs. The cost is £10 for the first 5 minute period regardless of how many minutes they are late within the 5 minute window, then an additional £1 per minute will be charged.

2. Information required
Parents are asked to complete a registration form containing the following information at registration. We will regularly ask parents to recheck this information and update contact details.
· Home address and telephone number - if the parents do not have a telephone, an alternative number must be given, perhaps a neighbour or close relative.
· Place of work, address and telephone number (if applicable).
· Mobile telephone number (if applicable).
· Names, addresses, telephone numbers of any adults who are authorised by the parents to collect their child from the setting, for example a childminder or grandparent (A minimum of 1 additional contact numbers are required).
· Who has parental responsibility for the child.
· Information about any person who does not have legal access to the child.(copies of court orders will be required)
On occasions when parents are aware that they will not be at home or in their usual place of work, they inform us in writing, by text or email of how they can be contacted. Parents should notify us if the child is staying at another address.

On occasions when parents, or the persons normally authorised to collect the child, are not able to collect the child, they provide us with a description of the person who will be collecting their child. 
We agree with parents how to verify the identity of the person who is to collect their child, this is done via a password/code word system and the person collecting bringing photographic ID.  If this is not achievable, we will ask for a photograph of the person to be send to us.

Parents are informed that if they are not able to collect the child as planned, they must inform us asap, so that we can begin to make back-up measures. Our contact telephone number is 07966090615. 
If a child is not collected at their expected collection time, we follow the procedures below:
· The child’s file is checked for any information about changes to the normal collection routines.
· Staff are asked if any message was left during handover.
· 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 one hour of their expected collection time and there is no-one who can be contacted to collect the child, we apply the procedures for uncollected children.
The child is now classed as abandoned and we contact the local authority children’s social care team:

(MILTON KEYNES) – MASH

	Direct Contact – 01908 253169/253170 
Out of hours -  01908 265545

(CENTRAL BEDFORDSHIRE) – INTERGRATED FRONT DOOR

Direct Contact  - 0300 300 8585
Out of Hours - 0300 300 8123
(BEDFORD BOROUGH) – MASH

Direct Contact -  01234 718700
Out of Hours –  0300 300 8123




They may also contact the police.


	

	
	


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.
· 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.
· We will inform them if we are unable to stay in the Setting building, we cannot take a child home.
· If we believe the parent may be at risk, then we will contact the police and ask them to do a welfare (safe and well) check
· Under no circumstances will we go to look for the parent, nor leave the setting premises with the child or take the child home with us.
· We will ensure that the child is not anxious, we do not discuss our concerns in front of them.
· A full written report of the incident is recorded and filed away in a secure folder.
	Ofsted must be informed:  0300 123 1231
	


Following the incident a report should be completed, looking at the circumstances and whether it could have been handled better.
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