


Late Collection and Non-Collection of Children Policy
Bell Day Nursery

Policy Statement
At Bell Day Nursery, we offer morning, afternoon and full-day sessions. Parents may collect their child at any time within their booked session; however, children must be collected no later than the session end time:
· Morning session: no later than 12:55pm ( Allowing time for a hand over)
· Afternoon or full-day session: no later than 5:55pm (Allowing time for a hand over)
Parents may collect earlier if they wish; however, full fees remain payable for the booked session.
We understand that, on occasion, parents may be delayed. This policy outlines the procedures we follow to safeguard children where collection is late or where a child is not collected.

If a Parent Expects to Be Late
Parents must:
· Telephone the nursery as soon as possible to inform us of the delay and expected arrival time.
· Arrange for a designated adult to collect the child where possible.
· Ensure the designated adult knows the child’s agreed password.
· Inform the nursery of the designated adult’s full name and contact details.
· Provide a detailed description if the person is not known to staff.

Children will only be released to authorised individuals recorded on the child’s registration form or as notified by the parent. Identification may be requested.
It is the parent’s responsibility to ensure emergency contact details are kept up to date.

Late Collection Procedure
If a child has not been collected by 5:55pm:
· Staff will attempt to contact the parent/carer immediately.
· The Nursery Manager (or Deputy in charge) will be informed.
· Emergency contact numbers will be used if parents cannot be reached.
· Two members of staff will remain with the child at all times.

During normal operating hours, staffing ratios will be maintained in line with EYFS requirements.
If the child remains uncollected and no contact has been made:
· After 30 minutes, all available emergency contacts will be reattempted.
· After one hour (6:55pm), if no contact has been made and no suitable arrangements are in place, the Nursery Manager will contact the Local Authority Children’s Social Care Emergency Duty Team.
· Ofsted will be notified of the incident as soon as reasonably practicable, and always within required notification timescales where applicable.
Under no circumstances will a child be left unsupervised or taken off the premises by unauthorised persons.

While Awaiting Collection
The child’s welfare remains paramount. Staff will:
· Comfort and reassure the child.
· Offer age-appropriate activities.
· Provide food or drink if appropriate.
· Maintain supervision by two staff members until suitable arrangements are made.
A full written record of the incident will be made, including times, actions taken and persons contacted.

Late Collection Charges
To cover additional staffing and operational costs:
· A late fee of £10.00 will be charged after 6:00pm.
· An additional £10.00 will be charged for every 10 minutes thereafter.
Persistent late collection may result in a formal meeting with the Nursery Manager and could lead to a review of the child’s place if the issue continues.

Uncollected Child (Safeguarding Concern)
Where a child is not collected and no contact can be established, this may constitute a safeguarding concern.
The nursery will follow Local Safeguarding Partnership procedures and fully cooperate with Children’s Social Care.

Confidentiality and Record Keeping
All incidents will be recorded and stored securely in accordance with the Data Protection Act 2018.
Information will only be shared with relevant authorities where necessary to safeguard the child.

Contact Numbers
Local Authority Children’s Social Care Emergency Duty Team:
0300 456 4546
Ofsted:
0300 123 1231

Policy Review
This policy was adopted on: 18/02/2026
Signed on behalf of the nursery: G. Searle
Date for review: 18/02/2027
This policy will be reviewed annually or sooner if legislation or statutory guidance changes.
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