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Bringing and Collecting Children Policy 

 

 

Link to other Policies 

 
Safeguarding and Child Protection Policy 

 
Registration and Admissions Policy 

 
Partnership with Parents Policy 
Health and Safety policy 

What this policy covers 
Bringing and Collecting Children 
Procedure for uncollected children 
Visitors and Persons who are prohibited from collecting children 

 

The Nursery prohibits the collection of children by persons who are under the age of 18 unless they 
have parental responsibility for the child or are the main carers. 

Bringing Children and arrivals 

Parents/carers should ring the doorbell by the main entrance door and wait to be allowed into the Nursery. 
In order to ensure the safety of the children at all times, please ensure that all gates and doors are shut 
behind you when entering/ leaving a room or the nursery building and do not let any other persons enter 
after you.  

Parents/carers must inform the Nursery if someone else is collecting the child for you. Please do not take 
your child without speaking to the person who is in charge of your child. Parents/carers must sign in and 
out of the children's register upon entering or leaving with a child. 

• The full name and contact details of the adult collecting the child 

Procedure for Uncollected Children 

The Nursery understands that there are situations where parents/carers are unavoidably late. 
Parents/carers are advised to inform the nursery before the end of the day if they are going to be late in 
picking up their child or if another person is going to collect their child, on 0207 277 4488.The Nursery has 
an obligation to stay with any uncollected children at the end of the day until the child is safely collected. In 
the event that a child is not collected by an authorised adult at the Nursery closing time, the Nursery will 
ensure that the child is looked after by two senior members of staff and that a high quality of care is 
maintained to ensure the child suffers as little distress as possible. The Nursery will ensure that they make 
all attempts to contact the child’s parents/carers as soon as practically possible but will not attempt to go 
and look for the parents/carers or take the child home. 

The Nursery will not release the child to any unauthorised person at any time unless the child's 
parents/carers ring the Nursery in advance to provide us with permission for this to happen stating in 
addition: 

• A physical description of this authorised person including e.g.: their hair colour and build. 
• An approximate time of collection 
• A nursery practitioner will check this description before allowing the child to leave  
• A password nominated by the Parent/ Carer that will be passed onto the adult collecting the child.  
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A record will be kept of all children who are not collected by the due time. This will note the date, time and 
the details of who collected the child. In the event that a child is not collected by the due time, the Nursery 
will inform the parents that a £10.00 charge is applicable for every 10 minutes late after 5.45pm. In the 
event that a child is not collected by 5.45 p.m on three consecutive occasions there will be an additional 
charge of £5.00 and the parents/carers informed that the child may not be able to attend the Nursery if this 
happens again. 

If after an hour the Nursery has not been able to contact the child's parents/carers and there is no 
authorised adult to collect the child, we will contact Southwark Children's Social Care on 020 7525 1921 
who will take over the situation.  

The Nursery Director will also inform Ofsted of the incident (03001231231) and Southwark Children’s 
Services – Early Years (020 7525 5181).  

Authorised Collections 

During a child's registration with our Nursery parents/carers are required to indicate on the form provided 
the names and contact details of authorised persons who can collect their child or be contacted in the event 
of an emergency. It is the parent’s responsibility to inform us of any changes to a collection form that may 
occur. 

Procedure on answering the door 

The practitioner answering the door must identify the caller. Parents/Carers and visitors  are advised to 
speak loudly and clearly into the buzzer and camera at the main entrance,  stating their full name or 
purpose of visiting the nursery and ensure their face can be clearly seen by the CCTV camera situated 
above the entrance door. Before access is granted, staff is advised to check with a senior member of staff 
and never to grant access to someone who is not known to them. If the caller is not known, they must wait 
outside or in the hall until identification is sought regarding the name and details of the person they are here 
to see. 

 Visitors 

Visitors including sales people, parents/carers settling children, college assessors, prospective parents, 
and Ofsted or Local Authority visitors must wait in the hall area until confirmed they can enter the main 
Nursery and must complete the Visitor’s book on arrival and departure. 

Persons prohibited from collecting children 

The Nursery's Parental Contractual Agreement seeks to identify who has the parental responsibility for the 
child and therefore who will be responsible for looking after the child. The nursery also recognises that 
some children are not allowed to come into contact with certain members of their own family. In such 
circumstances, a letter must be written from an authorised parent to confirm the names of those family 
members with whom that child is forbidden contact or ensure that an official letter such as a Court 
Injunction is provided where access between parents/carers is officially denied and there is a risk of contact 
occurring in our Nursery. Should one of those family members call at the Nursery they must not be granted 
access and a member of staff must deal with the situation by contacting the authorised parent and ensuring 
that they come into the Nursery as soon as possible to rectify the situation. 
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