
Policy for Uncollected Children

Our nursery has an obligation to stay with any uncollected child at the end of the day, until an
authorised adult collects that child. We put into practice agreed procedures that ensure the
child is cared for safely by experienced and qualified practitioners who is known to the child

We will ensure that the child receives a high standard of care in order to cause as little stress
as possible.  We inform parents/carers  of  our  procedures so that,  if  they are unavoidably
delayed, they will be reassured that their child will be properly cared for

The nursery will not release any child to an unauthorised person, even in a late collection.
The parent must contact the nursery to inform us of a different authorised person collecting
their child. If a different authorised person is collecting a child, we will ask for the password, a
physical description of that person and their name.

� On registration to the Nursery, parents are asked to give information on their child’s
care plans regarding the following;

Home address and telephone numbers

Place of work, address and telephone numbers

Two  emergency  contacts  with  name,  addresses  and  telephone
numbers

A password

� We need to be informed of any persons who do not have legal access to a child

� We insist on a reliable contact at all times wherever possible 

� The nursery  must  be  informed of  any changes  to  parent’s  details  and  emergency
contacts. We do ask that parents inform us if they will not be at home in their usual
place of work

� If parents/carers who usually pick up a child are not able to do so we must ask parents
to contact the nursery giving details of an authorised person who will be collecting their
child.  This  person  must  know  the  child’s  password  and  be  able  to  provide  id  if
requested.

� Late collections are recorded; we do operate a late collection charge

� The Nursery procedure for an uncollected child is as follows

� Daily diaries are checked for any information regarding changes to a child’s normal
collection routine

� If no information is available parents will be contacted

� If  this  is  unsuccessful,  we  will  use  the  emergency  contact  details.  All  reasonable
attempts will be made to contact either the parents or emergency contacts

� If no one collects the child after one hour and no one can be contacted to collect the
child the nursery will contact social services

� 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 will nursery staff members go looking for parents or take a
child home with them
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� A full written report of the incident is recorded and kept on the child’s file

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

� Ofsted may be informed
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