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Magdalene Pre-School
Late Collection Policy
Policy Statement
Magdalene Pre-School recognises that punctual collection of children is essential for safeguarding, staff welfare, and the smooth running of the setting. We understand that unforeseen circumstances may occasionally cause a delay; however, repeated or persistent late collection places children and staff at risk and must be managed consistently.
This policy outlines the procedures to be followed if a child is not collected on time.
Aim
· To ensure children are collected safely and on time
· To safeguard children if a parent/carer is delayed
· To support staff by providing clear procedures
· To ensure fairness and consistency for all families
Expectations of Parents/Carers
· Parents/carers must collect their child promptly at the end of their booked session
· Parents/carers must inform the setting as soon as possible if they anticipate being late
· Parents/carers must ensure the setting has up-to-date contact details and emergency contacts
Late Collection Procedure
1. Initial Delay
If a child has not been collected within 5 minutes of the session ending:
· Staff will attempt to contact the parent/carer using the provided contact details
· The child will remain supervised and reassured
2. Continued Delay
If the child has not been collected within 15 minutes:
· Further attempts will be made to contact parents/carers
· Emergency contacts listed on the child’s registration form will be contacted
3. Persistent Delay
If no contact can be made, or if the delay exceeds 30 minutes:
· The Setting Manager will be informed immediately
· The situation will be recorded
· The safety and welfare of the child will remain the priority at all times
4. Failure to Collect
If a child is not collected within 60 minutes and no authorised adult can be contacted:
· Children’s Social Care and/or the Police will be contacted for advice
· This will be treated as a safeguarding concern
· Ofsted may be notified as required
Supervision of Late-Collected Children
· Children will always be supervised by at least two members of staff, where possible
· Children will be reassured, supported and kept calm
· No child will ever be left alone with a single adult unless unavoidable, in line with safeguarding procedures
Charges for Late Collection
· A late collection fee may be applied where delays are persistent or unreasonable
· Any fees will be clearly communicated to parents/carers in advance
· Late collection charges are intended to cover staffing costs and are not punitive
Persistent Late Collection
Where late collection becomes a regular occurrence:
· Parents/carers will be invited to a meeting with the Setting Manager
· Support and alternative arrangements will be discussed
· Continued failure to collect on time may result in a review of the child’s place at the setting
Record Keeping
· All late collections are recorded, including times and actions taken
· Patterns of late collection are monitored
· Records are stored securely in line with confidentiality and safeguarding policies
Safeguarding
Failure to collect a child on time may be treated as a safeguarding concern if:
· It occurs repeatedly
· Parents/carers cannot be contacted
· The child is left without appropriate care
The setting will follow its Safeguarding Policy at all times.
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