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SAFE COLLECTION POLICY & PROCEDURES
Introduction
At our preschool, the safety and security of children are our top priority. We recognize the importance of ensuring that children are only collected by authorised individuals and that clear procedures are in place to protect them from any unauthorised access. This Safe Collection Policy outlines our approach to managing arrivals and departures, confirming the identity of authorised individuals, and handling unforeseen circumstances related to child collection.
Aim
The aim of this policy is to:
· Ensure children are collected safely by designated individuals known to the preschool staff.
· Protect children by minimising the risk of unauthorised access to the premises.
· Provide clear procedures for managing changes in collection arrangements.
· Maintain transparent communication with parents and carers about our collection procedures.
Authorised Collection Procedures
1. Registration of Authorised Collectors

· Parents or carers must provide a list of individuals authorised to collect their child during the registration process. This includes providing the full names, contact numbers, and a safe collection password.
· Authorised collectors must be over the age of 16 unless otherwise agreed with the preschool management.

2. Passwords for Collection

· Each child will have a unique, agreed-upon password known only to parents, authorised collectors, and staff. The password will be used to confirm the identity of anyone unfamiliar to staff.
· The password should be provided by the collector during the collection process if they are not the child’s regular collector.

3. Regular and Alternative Collectors

· Parents or carers are asked to inform staff of any regular collector arrangements. If someone other than the regular collector will be picking up a child, the parent or carer must inform the preschool in advance.
· If an unforeseen person needs to collect the child, the parent must inform the preschool as early as possible and provide the agreed-upon password for identification.

4. Late Collection

· Parents are asked to collect their child on time to ensure continuity and safety for all children.
· If a child is not collected within 15 minutes of the end of the session and no prior notice has been given, staff will attempt to contact the parents and emergency contacts.
· In cases of extreme delay where no contact can be made, and it has been 30 minutes past the scheduled pick-up time, the preschool may contact the local social services duty officer as part of our safeguarding responsibilities.

Uncollected Child Procedures
In the event a child is uncollected, and no prior notification has been received, staff will:
· Contact the parents or primary carers.
· Attempt to reach emergency contacts if the parents are unavailable.
· Reassure the child and keep them comfortable while waiting.
· Escalate the situation to senior management or local authorities if no contact can be made within 30 minutes.
Collection by Someone Not Known to Staff
1. Unexpected Collectors
· If an unexpected individual arrives to collect a child, staff will contact the parents and verify their identity by asking for the agreed-upon password and may request photographic ID.

2. Parental Notification
· Parents or carers must inform the preschool if an unfamiliar individual will be collecting the child. Staff will record details of the collector, including name and relationship to the child.
Emergency Situations and Last-Minute Changes
1. Emergency Contact

· In the case of last-minute changes, such as unforeseen delays or emergencies, parents or carers should contact the preschool as soon as possible to inform staff of alternative collection arrangements.
· Staff will verify any new instructions by contacting the parents directly if the notification came through a third party.

2. Security and Identification

· Only authorised collectors will be permitted access to the preschool. All collectors are required to use the intercom system and identify themselves before entry and may be asked for ID if they are not known to staff.
· For security reasons, staff will not allow any unauthorised person to enter the preschool without permission.
Communication with Parents and Carers
· This policy is shared with all parents and carers during registration to ensure they are fully aware of collection procedures.
· Parents and carers are encouraged to update the preschool with any changes to authorised collectors or emergency contact information promptly.


This policy was adopted at a meeting of the pre-school held on 21st April 2010 and reviewed in September 2025.  This policy is reviewed annually.

Signed on behalf of Potton Pre-school_______________________________________________________
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