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Non-collection of Children Policy

Parents of children starting at the setting are asked to provide specific information which is 
recorded on our Contact Form, including:

 home address and telephone number - if the parents do not have a telephone, an alternative 
number must be given, perhaps a neighbour or close relative;

 place of work, address and telephone number (if applicable);

 mobile telephone number (if applicable); 

 email address (if applicable)

 names, addresses, telephone numbers and signatures of adults who are authorised by the 
parents to collect their child from the setting, for example a childminder or grandparent.

On occasions when parents are aware that they will not be at home or in their usual place of work, 
they record how they can be contacted in our Parent's Diary.  

On occasions when parents or the persons normally authorised to collect the child are not able to 
collect the child, they record the name and telephone number of the person who will be collecting 
their child.  (see also Arrival and Departure Policy).

In the event that an authorised adult does not collect a child at the end of a session, we put into 
practice procedure below.

Procedure for non-collection of children

The Parent's Diary, Staff Diary email, answer phone and other members of Staff are checked for 
any information about changes to the normal collection routines.

The Manager or Deputy will stay with the child:

 If parents have not informed the nursery in anticipation of their lateness within 5 minutes after 
collection time, they will be contacted. Every effort will be made to contact the parent and a 
message to call the nursery left on all available answer phones.

 If they cannot be contacted the Emergency Contact Numbers will be tried. 

 The child does not leave the premises with anyone other than those named that have been 
given to do so. In the instance that the parent has informed the nursery that they are unable to 
collect the child and they give permission for someone else to, if the person is not already 
known to the nursery photographic identification will be required. eg ; Driving licence Passport. 
EYFS 3.61. These persons have to be over 18.
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 If after every effort has been made to contact the relevant people with no success, after 30 
minutes the Local Authority Social Services Department will be contacted on 0300 123 1610
Unless advised otherwise by the social services department the Police will be contacted also.

 At all times a calm attitude will be maintained to ensure the child is not alarmed in any way.

 The child stays at the setting in the care of two fully vetted workers (one must be qualified to at
least level 3) until the child is safely collected either by the parents or by a social worker;

 The incident must be fully documented and added to the Confidentiality folder.

 Ofsted must be made aware within 24 hours if social services or The Police are contacted 
regarding the incident.

Social services will aim to find the parent or relative if they are unable to do so, the child will be 
admitted into the care of the local authority.

Under no circumstances are staff to go to look for the parent, nor do they leave the setting with the
child.

Depending on the circumstances, we reserve the right to charge parents for the additional hours 
worked by our staff.

Non Attendance

We remind parents it is part of our policy and good practice to expect them to advise us should a 
child be absent from the setting.

We remind them using newsletters on our whiteboard and as part of our daily conversations.

We also give parents a check-list of good practice and policies to read within their starters pack.

When a parent does not give reason for a child’s absence we phone or email the parent. We  
follow up this with a letter.  If at anytime there is a concern about the well being of the child see our
Safeguarding Policy.
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