KEW GREEN NURSERY NON-COLLECTION OF CHILDREN POLICY

Early Years Foundation Stage (2025) requirements - 3.97

This procedure forms part of the nursery’s Safeguarding policies and procedures. This
process is implemented if:

a child is not collected by closing time (4.30pm), or half an hour past the end of
their session (12.30pm/1:30pm or 4:30pm) and

there has been no contact from the parent or

there are concerns about the child’s welfare.

Procedure

The Head of Nursery and Reception is informed of the uncollected child and the
Head of Nursery and Reception or Deputy contacts the parents by phone.

If the parents cannot be contacted, the Head of Nursery and Reception uses the
child’s emergency contacts to inform a known carer of the situation and arrange
collection of the child.

If, after an hour, no-one collects the child, and there is no-one who can be
contacted to collect the child, the procedures for uncollected children are
applied:

- the local authority Social Services department are contacted on
02085475008 from 8am to 5.15pm, Monday to Thursday, and 8am to 5pm
on Friday. Out of hours contact number is: 020 8770 5000

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

- the child stays at the nursery in the care of two fully vetted members of
staff until the child is safely collected, either by the parents, an authorised
person, or by a social worker.

Where appropriate, the DSL may consider notifying the police.

Members of staff must not:

- leave the premises to look for the parents

- take the child home or to another carer

- offer to take the child home with them to care for them in their own home
until contact with the parent is made.

Staff make a record of the incident in the child’s file. A record of conversations with
parents should be made, with parents being asked to sign and date the recording. This is
logged on the child’s personal file along with the actions taken.



An incident report form should also be completed if there are safeguarding and welfare
concerns about the child, or if Social Services have been involved due to the late

collection.

Ofsted will also be notified within 14 days of the event.

e Ifthere are recurring incidents of late collection, a meeting is arranged with the
parents to agree a plan to improve timekeeping and identify any further support
that may be required.

This policy was written by the Head of the Nursery and made available to parents.

Latest review: November 2025 By: Head of Nursery and Reception -
Rowena Heaton
Next review: November 2026 By: Head of Nursery and Reception -

Rowena Heaton




Appendix 1:

Incident reporting form (for concerns, child welfare, physical intervention, witness
statement, fact-finding)

Name of setting:

Child’s name: Name of person reporting: Name of designated
person:
Date of birth: Job title: Job title:

Date of concern -

when observation, event, disclosure was made

Nature of Concern. In the space below describe what was observed, using a body
diagram, if necessary.

Impact: what are your main concerns about how this might impact on the child physically
or emotionally, please include the child’s voice (as appropriate)?




Response to allegation/complaint: Please advise in your words, what happened, when and
where, what did you see or hear and where you were in relation to the alleged incident.

Signature of person completing the
form

Hand this form to your setting’s designated person; discuss your concerns and agree what
action is to be taken and when it will be reviewed.

Outcome decisions/actions to be taken (Tick all that apply)

No further action

Offer support (provide details)

Continue to monitor (detail what, who by and until when)

Referral/signposting/advice/guidance to be offered by setting (provide details)

Refer to social care for child protection.

Liaise with social care to refer to CAF (Common Assessment Framework)/EHA (Early
Help Assessment

Signature of designated Date completed:
person:




