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Child Not Collected Procedure
Principles
It is an essential requirement of admitting a child to Taunton Opportunity Group that parents complete an Admissions Form identifying who will collect their child as well as two emergency contact details. Parents must notify TOG of any changes to these details (particularly mobile phone numbers) and our Manager or deputy will periodically ask for updated details. Where parents arrange for somebody else to collect their child, they must notify Taunton Opportunity Group beforehand and complete a permission slip, giving the name of the person and his/her contact number, along with a secure password.
Taunton Opportunity Group realises that it is sometimes difficult to be on time but recommend that a parent telephones through to TOG to say they are delayed so that we can reassure the child and ourselves.
Procedure
· Provide reassurance to the child and encourage him/her to play. Provide food and drink if wanted.

· Staff will try contacting the parents on the telephone numbers that we have for them, immediately.
· Staff will also follow up the emergency numbers that Taunton Opportunity Group have on file.
· If necessary, contact other known involved agencies to check contact numbers.

· Ensure that at least two members of staff are prepared to stay and look after the child.

· After an hour staff will notify Somerset Direct Children and Young Persons Team on 0300 123 2224 that TOG has a child who has not been collected. Follow their advice, making sure that they are aware that supervision cannot continue after 2.30 p.m.

· If the child has not been collected by 2.30 p.m. responsibility must be handed over to Somerset Direct Children and Young Persons Team.

· The Manager or key member of staff will leave messages where possible to inform the parents of the action taken and will put this in writing.

· The team will write up a report of the incident and will meet with the family following guidance from Children’s Social Care.
This policy will be reviewed annually. 
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