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Parents will ring the video intercom on the green door for Pre-school and the video intercom on the white door for Ground floor.  

Parents must wait to be permitted access by a senior staff member or qualified key person ensuring that this is robustly monitored to safeguard children and staff, adults not registered on our iconnect data base will not be permitted to collect.  Parents will hand over children at the door to be taken to their base room and inform staff of their last nappy change, who will be collecting, sign in medication, inform staff of any relevant information to support the childs day.  Parents will be asked to sign their children into the setting on the ipad for accurate record keeping and to ensure registers are maintained and upto date.
 
Parents must inform staff of who will be collecting your child that day, also any issues regarding your child’s well- being that may be relevant to the day ahead.  If your child has had an accident or injury away from the setting, please remember to allow enough time to inform staff and to fill in an existing injury accident record.  Parents should inform us of accidents and incidents even if there isn’t a mark or injury so we can observe the child throughout the day. 

When you are ready to leave, please always say goodbye to your child.  It helps if you resist the temptation to stay in the vicinity, your child will soon learn that you will return to collect them. If you have any concerns, please refer to our “Settling without tears” policy.
 
Please note your child will not be accepted into the Nursery until your child’s session time to ensure that we have sufficient staff to maintain legal ratios at all times. 
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Whilst your child is in the Nursery’s care we shall do our utmost to provide a secure environment.  Therefore it is also very important that our procedures for collection of children are clearly followed by all parents/carers. 

Please ensure that both parents/carers (if relevant) are known and recognised by staff as well as the relatives or friends that you nominate and register on our iconnect system to collect your child. 

Please notify us of any changes in family circumstances which may affect permission to collect, particularly in the case of separated parents/carers. 

Authorised Adults to collect
You must inform Amanda on info@charliecaterpillars.co.uk with Title, Forename, Surname, Address, Relationship to child, Contact telephone number, is this person authorised to be contacted, is this person authorised to collect. It is essential that they are informed of your family password however if you fail to tell us that this person is collecting we will not release your child to anyone on your authorised to collect list for safeguarding reasons, you will be contacted to check that you are happy for your child to be released.  

Emergency Arrangements
If your circumstances change during the day, you will be required to telephone into the setting to inform us of who will be collecting your child in the event of an emergency or last minute arrangement.  You will be issued a one off emergency password to give to your nominated person, it is the parents responsibility to pass on the emergency password in order to collect your child on this occasion only. 

No parents/carers that we suspect are under the influence of drugs or alcohol will be permitted to collect their child.  In this instance we will retain the child and call the relevant services e.g. social care for advice and guidance.  We believe staff, parents and children are entitled to a safe and protective environment in which to learn and work, please see “Staff Welfare” Policy, and our RESPECT posters displayed in the main areas, please also refer to “Parent/Carers Medication and Substance” Policy, for more information. 

Parents/carers who are running late must contact the Nursery as soon as possible. If no one has contacted us to alert us of any lateness and the Nursery is closing we will contact the emergency contacts listed on iconnect.   If we are unable to make contact with anyone on your authorised to collect list, after 30 minutes of the Nursery closing we will follow our Late Collection Procedure and contact children’s services as detailed below. 
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If children are collected later than agreed times parents/carers may be subject to a late collection charge as per nursery Terms and Conditions.  Please note late collection is not an overtime facility and persistent late collection will result in a nursery place being withdrawn. 

Our procedure if a child is not collected by the nursery’s published closing time is:
Two members of staff will stay with the child and we will make every effort to contact the parents/carers.  One of these members of staff will be a senior manager.  If parents/carers are unavailable, we will try to contact the child’s emergency contacts listed on iconnect. We will continue to try to contact the parents/carers or other named contact persons repeatedly for 30 minutes. 

The Designated Safeguarding Lead should be contacted within 15 minutes after closing time a child has not been collected, even if they are offsite.  The Designated Safeguarding Lead will inform the Managing Director. 

If no contact with the child’s parent/carer or emergency contact has been made by 30 minutes after closing time we will contact the Social Services duty team. 

Concerned about a child?

Children’s Services (Social Care) – Contact details
During the day
Monday – Thursday, 8.45am – 5.15pm
Friday, 8.45am – 4.45pm
The Multi Agency Safeguarding Hub (MASH)
The Quest, 2nd floor
139-143 Lichfield Street
Walsall WS1 1SE
Telephone: 0300 555 2866, option 2
Fax: 01922 658195
Out of hours: 0845 111 2922

Evenings, weekends, bank holidays (out of hours)
Emergency Response Team
Telephone: 0300 555 2922  or  0300 555 2836

If social services are unavailable then we will telephone the police. We will state the following: 
 Circumstances
 Name of the child 
 DOB
 Name of parents 
 Address
 Contact numbers 

We will ensure that drinks and snacks are offered if necessary and any physical care requirements such as nappy changes are met.  We will reassure the child especially in the event of the child being taken into care and try to prepare them for this as much as possible. 

Post incident: 
We will write the relevant reports required by OFSTED, Charlie Caterpillars and Social Services. 
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