IBTS - EASY READ - Uncollected Children Policy 2026

Core Principles

e Welfare First: The safety and well-being of the child are the highest priorities. o

Maintain Calm: Staff must remain supportive and reassuring to the child at all

times.

e Supervision: A child must never be left alone; they must be supervised by a
designated staff member (two staff members if the delay exceeds 30 minutes).

Step-by-Step Response Timeline

Time Past Pick-Up | Action Required

0-15 Minutes * Child remains with a designated staff member
. * Log the delay in the Late Collection Log .
* Remind parents to contact IBTS if delayed in the future.

15-30 Minutes * Manager/Camp Leader attempts to contact parents/carers
. * Leave a voicemail or text if there is no answer .

* Call secondary emergency contacts listed on

the registration form .

* Provide the child with water and comfort.

30+ Minutes * Manager contacts the Local Authority Children's Social
Care Team for advice .
* Inform the police if appropriate .
* Two staff members must remain with the child until they
are collected or placed in Social Care.




Off-Site Procedures

If the venue must close and the child has not been collected:

e Leave a written notice on the venue door stating where the child has been
taken, the Manager’s contact number, and a brief explanation.
e Leave a message on the parent’s phone detailing these actions.

Fees and Record Keeping

e Late Fees: Parents are charged £15 per 15-minute period.

e Documentation: Every incident must be recorded in the Late Collection Log and
Incident Record, including names, times, actions taken, and signatures from the
Manager and parent.

e Safeguarding: If the delay suggests neglect or parental incapacity, inform the
Designated Safeguarding Lead (DSL) immediately.

Essential Contacts

e Director & DSL: 0161 515 3672 or whatsapp +447707360192

e Local Authority Children’s Social Care: see city briefing document

e Police (Non-Emergency): 101 (UK) / abroad see emergency services document
e Emergency: 999 / abroad see emergency services document
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