Emmer Green Pre-School – Policies & Procedures

LATE COLLECTION POLICY
Our pre-school is open from 9.00am to 3.00pm. Children have been allocated sessions with different start and finish times. Children should be collected at the appropriate time as follows:
· If a child is staying for a morning session then pick-up time is at 11.30am, prompt.
· If a child is staying for a morning session followed by Lunch Club then pick-up time is at 12.30pm, prompt.

· If a child is staying for an afternoon session then pick-up time is at 3.00pm, prompt.

Pre-school staff understand that there may occasionally be a real one-off emergency when parents/carers cannot get to pre-school for the correct collection time. In these circumstances we ask for the parent/carer to telephone the pre-school. If children are regularly collected late from pre-school this causes issues with staffing/costs/adult-child ratios; therefore the following late collection fees will be charged if children are persistently being collected late from pre-school:
· 5 minutes late = £5.00

· 5-10 minutes late = £10

· 10-15 minutes late = £15 etc.
After an hour, we are duty bound to inform Social Services, who will take over the care of the said child.

This policy was adopted by Pre School on …..……………………………………….
Signed on behalf of the committee …………………………………………………..
Name of signatory ……………………………………………………………………..

LATE COLLECTION POLICY

Page 1 of 1

