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Collection Of Children Policy& Arrangements If A Child Is Not Collected 

 

Aim 

 

To ensure the safe handover of pupils to known persons, and arrangements for a child that is not 

collected. 

All EYFS Policies are written in line with guidance from relevant Government EYFS Documentation 

including but not limited to: 

• Early Years Statutory Foundation Stage Framework (Sept 25) 

https://assets.publishing.service.gov.uk/media/687105a381dd8f70f5de3ea9/EYFS_framework_for_group_and_school_based_provi

ders_.pdf  

• Development Matters (Sept 23) 

https://assets.publishing.service.gov.uk/media/64e6002a20ae890014f26cbc/DfE_Development_Matters_Report_Sep2023.pdf  

• Early Years qualification requirements and standards (Sept 25) 
https://assets.publishing.service.gov.uk/media/6870ede610d550c668de3e81/Early_years_qualification_requirements_and_standar

ds_document_2025.pdf  

• Early Years Profile Handbook (Nov 24) 

https://assets.publishing.service.gov.uk/media/6747436ba72d7eb7f348c08b/Early_years_foundation_stage_profile_handbook.pdf  

• KCSIE 2025 (July Version, full implementation Sept 25) 

https://assets.publishing.service.gov.uk/media/686b94eefe1a249e937cbd2d/Keeping_children_safe_in_education_2025.pdf 

• SEND Code of Practice 0-25 Years (Jan 2015m updated 2024) 

https://assets.publishing.service.gov.uk/media/5a7dcb85ed915d2ac884d995/SEND_Code_of_Practice_January_2015.pdf 

 

 

Policy 

 

• All pupils must be handed to parents/guardians. If a child is to be collected by another person, 

the school requests that permission is given by the parents either verbally or written. Should this 

person be unknown to the school staff, a password will be requested by the staff member to be 

shared with the setting and the person collecting. Staff should write a note on the white 

information board in Mill House, communicating this information to the rest of the team. From 

time to time parents are held up; in this situation we request that parents’ phone to inform staff. 

If staff are unsure a phone call will be made to confirm any collection arrangements.  

 

https://assets.publishing.service.gov.uk/media/687105a381dd8f70f5de3ea9/EYFS_framework_for_group_and_school_based_providers_.pdf
https://assets.publishing.service.gov.uk/media/687105a381dd8f70f5de3ea9/EYFS_framework_for_group_and_school_based_providers_.pdf
https://assets.publishing.service.gov.uk/media/64e6002a20ae890014f26cbc/DfE_Development_Matters_Report_Sep2023.pdf
https://assets.publishing.service.gov.uk/media/6870ede610d550c668de3e81/Early_years_qualification_requirements_and_standards_document_2025.pdf
https://assets.publishing.service.gov.uk/media/6870ede610d550c668de3e81/Early_years_qualification_requirements_and_standards_document_2025.pdf
https://assets.publishing.service.gov.uk/media/6747436ba72d7eb7f348c08b/Early_years_foundation_stage_profile_handbook.pdf
https://assets.publishing.service.gov.uk/media/686b94eefe1a249e937cbd2d/Keeping_children_safe_in_education_2025.pdf
https://assets.publishing.service.gov.uk/media/5a7dcb85ed915d2ac884d995/SEND_Code_of_Practice_January_2015.pdf
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• The school will not allow children to leave with unauthorised persons and makes this clear in the 

parent’s handbook. 

 

• The school will hold the child and will make phone calls to parents to request permission if this 

has not been given. 

 

• The Pre-school at Mill House offers flexible sessional care. There are a number of collection times 

through out the day. The main collection times are 1pm and 6pm (end of Pre-school sessions). 

Due to parents’ commitments, we understand that there will be times where children will be 

collected outside of these times, but within the school day - 8-6. We request that should this be 

the case; parents notify their child’s key person.  

 

• Children are to be collected promptly by parents eliminating any anxiety for the child and for 

staff to start the next session or tidy up.  

 

• If a child is not collected at the end of the session, they will access the next session. 

Arrangements will be made to provide adequate staff in line with staff/child ratios as set out in 

the EYFS statutory guidelines.  

 

• At the end of the Pre-school session, parents are asked to wait outside, beyond the white arc 

marker, until their child is brought to them. All drop off’s and collections are through the main 

conservatory entrance. Parents must not enter the building until it is risk assessed as safe to do 

so during drop-offs and should remain appropriately distanced when waiting outdoors.  

 

• Fees will apply to any additional care accessed if children are not collected as booked.  

 

• If parents/carers are unavoidably held up, staff must reassure the child as this situation can be 

unsettling for some children.   

 

When A Child Is Not Collected 

 

• If a child is not collected after one hour of their planned collection time for that day, and every 

attempt has been made to contact parents/carers and emergency contact person, staff will 

inform the Pre-school Manager or Head of Junior School or member of Senior LeadershipTeam. 

The Local Authority Children’s Social Care Team will be contacted. 
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• The child will stay in the setting and be fully supervised and cared for until collected by either 

parents/carers or social care.  

 

• Social Care will aim to find the parents/carers or relatives. If they are unable to do so, the child 

will become looked after by the local authority.  

 

• Under no circumstances should staff go and look for parents/carers, nor do they take the child 

home with them.  

 

• A full written report of the incident will be recorded on the child’s file.  

 

• Depending on circumstances, we reserve the right to charge parents for additional hours worked 

by staff for care beyond 6pm. 

 

 

Children’s Social Care Contact Details 

 

Customers Services Centre 

and 

Emergency Duty Team (out of hours) -01609 780780. 

 

 

 

Reviewed by:   C B Shuttleworth, Pre-school Manager 

Review period:  Annual 

Updated:   August 2025 

Next review date:  August 2026 

 

 

 

 

 

 

 

https://www.northyorks.gov.uk/get-touch

