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Failure to Collect Policy / Procedure  

 
TreeHouse Pre-School appreciates that there may be circumstances which cause a 
parent/carer to be late to collect their child from the Pre-School, such as a situation 
arising with a sibling or problems with travel, and, if kept informed, the Pre-School 
will endeavour to assist in these circumstances. 
 
However, parents/carers who repeatedly collect their children late from the Pre-
School will be subject to a surcharge. A charge of £5.00 will be made for every 
additional 15 minutes, or part thereof, that the child remains uncollected, and is 
necessary to cover the additional staffing costs. Parents/guardians should be aware 
that the Pre-School has to be vacated by the designated closing time. If we are 
unable to contact anyone to collect the child/children after approximately one hour, 
Social Services will be contacted. 
 
Method 
 
If a child is not collected at the end of a session the following procedure will be 
followed. 
 

1. Fifteen minutes after the end of the session the parent / carer should be 
telephoned. If there is no response, the other contact numbers for that child 
should be tried 

 
2. Thirty minutes after the end of the session the parent / carer should be 

telephoned again. If there is no response, the other contact numbers for that 
child should be tried. If there is still no response, known friends could be 
contacted. 

 
3. If the child has a sibling at school, try and contact the school for information. 

 
(Winslow Church of England School   01296 712296) 

 
4. The Pre-School Leader, or Deputy in their absence, plus one other member of 

staff must stay with the child while the rest of the staff go home. 
 

5. Social services must be contacted after approximately one hour, and their 
advice should be followed 

 
(First Response    Local 01296 383692 or Out of hours 0800 9997677) 

 
 
 
 
 


