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Congresbury Community Preschool & Wraparound Care
Late Collection Policy & Procedure

1. Purpose of the Policy
This policy is designed to safeguard and protect children who are not collected at the agreed time or who remain at preschool or wraparound care beyond their booked session or official closing hours. Late collection can cause distress to children, disrupt staff working hours, and impact compliance with Ofsted requirements and safeguarding regulations.
This policy outlines the procedures and fees relating to late collection and the steps taken to ensure children's safety and wellbeing.

2. Duty of Care
Congresbury Community Preschool & Wraparound Care has a legal and ethical duty of care to ensure all children are collected on time and remain safe while on the premises.
Children who remain in our care after their booked session or closing time will continue to be supervised by staff until they are safely collected by an authorised adult.

3. Opening Hours
Preschool:
9:00am – 3:00pm
Preschool Morning Sessional Care End Times:
12:00pm or 12:30pm (if staying for lunch)
Wraparound Care – Afterschool Club:
3:15pm – 4:30pm* or 6:00pm
*Please note: If your child is booked to attend until 4:30pm, they must be collected by 4:30pm.
All children must be collected by the end of their booked session and no later than 6:00pm. We are not permitted to operate beyond this time due to Ofsted registration requirements and staffing restrictions.

4. Parent Communication and Emergency Collection
We understand that emergencies and unforeseen delays may occasionally occur. In such circumstances, parents/carers must:
· Contact Preschool (01934 707262 or 07828 715368) or Wraparound Care (01934 782327) immediately to inform us of the delay
· Provide an estimated time of arrival
· Arrange for an authorised adult, listed on the child’s Collection Arrangement Form, to collect their child if necessary
All families are required to complete an up-to-date Collection Arrangement Form, which includes authorised collectors and a password system for safeguarding purposes.

5. Late Collection Supervision
If a child is collected late:
· The child will be supervised in a safe, calm, and reassuring environment
· A minimum of two staff members will remain on site with the child wherever possible
· Staff will provide comfort and reassurance to minimise distress

6. Late Collection Fees
Late collection fees are applied to cover additional staffing costs and disruption.
	Time Late
	Fee

	Up to 5 minutes late
	£15.00

	Every additional 5 minutes
	£5.00 per 5-minute block



Additional information:
· Fees must be paid on the same day, either by card or cash
· If payment is not made on the same day, an additional £5.00 daily late payment charge will be applied until settled

7. Persistent Late Collection
Repeated late collection is taken seriously and may result in:
· A formal written warning
· A meeting with management to review childcare arrangements
· In persistent cases, termination of the child’s place at Preschool or Wraparound Care
Our priority is to ensure the wellbeing of children and fairness to staff.

8. Uncollected Child Procedure (Safeguarding)
If a child has not been collected and parents/carers cannot be contacted, the following safeguarding procedures will be followed:
· Staff will attempt to contact all listed emergency contacts and authorised collectors
· Two members of staff will remain with the child where possible 
· If the child remains uncollected and no contact can be made, Children’s Social Care and/or the Police will be contacted for guidance and assistance
· A full written record of the incident, including all contact attempts and actions taken, will be completed
Under no circumstances will a child be left unsupervised.
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