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Policy on the drop off and collection of children from nursery 
Aim

As part of our commitment to safeguarding children, Denton Island Nursery has put this policy in place to ensure that: -

· Only authorised adults can collect children from our care.
· Families can drop off and collect their children whilst maintaining social distancing 

Our Procedures

To meet our aims, we run the following drop-off and collection systems: -
Drop off procedures

Since the pandemic we have been running system to limit footfall inside the nursery.  We have switched to a ‘school style’ drop-off and collection process, which has had benefits for the children.
Waiting outside

The paved garden area between the wooden gates at either end on the nursery/centre is used as a waiting area for nursery families.
Please be vigilant and watch your children whilst waiting to drop them off or collect siblings, the gates remain open onto the adjacent car parks and the sunken garden which has a shallow pond. 
Families may wish to wait in their cars until staff come to the door.

We have asked all nursery families to be prompt at drop off due to set ratios and strict entry protocols unless we have prior warning the nursery may be unable to let late arrivals in for their session due.

Entry points

The nursery uses multiple entrance/exit points to reduce bunching and maximise social distancing.
· All Nursery drop offs between 8-8.50am will use the baby room gate (Entrance B)
· All Babies and Toddlers; 0 – 3-year-olds, at drop offs at 9am, 12pm, 1pm, baby garden gate (Entrance B)

· Nursery drop offs at 9am and 1pm for Main Room Children will happen at the main centre door (Entrance A),
These are arranged based on the time of day and the room the child will be going to, i.e. Baby Room; Toddler Room or Main Room. 

Collection of children by staff

Staff will come and collect children from these entry points and help get them settled, this will also offer an opportunity for a hand-over.  Staff will then take children into the nursery to wash their hands.

If you would like to have a more in-depth chat on arrival let a member of the team know and we will arrange something for you.  You are also always welcome to give a ring at any time.

Collection Procedures
The routine for collecting children runs in reverse, with families again waiting in the paved garden.  There are doorbells in place at both points for families to ring and wait for staff to bring their children out to them. 

· All Babies and Toddlers; 0 – 3-year-olds, at collection at 12pm, 1pm, 3pm, 4pm and 6pm at the baby garden gate (Entrance B)

· Nursery collections at 12pm, 1pm and 4pm for Main Room Children will happen at the main centre door (Entrance A),
· All Nursery collections between 4.15-6pm will use the baby room gate (Entrance B)
To ensure children can only leave with authorised adults the nursery operate the following systems: -

Paperwork

When a child first starts nursery with us the following information is recorded in their file;

· home address and telephone number - if the family do not have a telephone, an alternative number must be given, perhaps a neighbour’s;

· place of work, address and telephone number (if applicable);

· mobile telephone number (if applicable);

· names, addresses and telephone numbers of adults whom the family designated as ‘emergency contacts’

· names, addresses, telephone numbers of adults who are authorised by the parents to collect their child from nursery, for example a childminder or grandparent; and information about any person who does not have legal access to the child.

· Families are also encouraged to set up a password which they share only with adults who they have authorised to collect their child.
This information is kept in the child’s file.  The information is summarised on our contact sheets and kept in a secure location where staff can access it to check on such information. This information includes emergency contacts, the password and adults authorised to collect the child. 
The child’s family are responsible for informing the nursery of any changes to contact information, but in addition to this Denton Island Nursery also sends out forms for families to update contact information twice yearly.

Authorising older siblings to collect children from nursery

Denton Island Nursery discourages families from having anyone below the age of 17 as an authorised person to collect their child from nursery.

In the event that a family has no other person who can collect their child from nursery then we will ask the families to complete a disclaimer stating that they consider the young person capable and responsible enough to collect their child on this occasion.  This disclaimer will only be valid for the day of its completion.
We require that families give us written authorisation for an adult other than themselves to collect their child from nursery prior to collection time unless under emergency situations. (Please see the section titled ‘collections procedures for families or authorised adults’)
Collections procedures for families and authorised adults.
At Denton Island Nursery only qualified staff can answer the nursery door or let anyone into the nursery. During busy periods a senior member of staff is on duty at the door as a first point of reference for parents/carers.  Staff will only allow access to individuals that they recognise and know are authorised to collect a child from the nursery.  
A staff member who does not recognise a parent/carer will ask for the adults name and their relationship to the child.  They will then politely ask the parent/carer to wait in reception and will find the child’s keyperson or another staff member who can confirm the identity of the parent/carer or authorised adult.  

If no-one is on duty that recognises the adult, then the contact sheet will be checked and the individual be asked for the password.  Providing the parents/carers/adults details match the information on the contact sheet and that they give the correct password they will be given access to the nursery.
Staff may call a child’s parents/carers to clarify any confusion or allay any concerns if necessary.  On occasions when parents/carers are aware that they will not be at home or in their usual place of work, they must inform a member of staff who will record how they can be contacted in our message book.  

Procedure for authorising additional adults

If a parent/carer has arranged for an adult to collect their child from nursery who has not been previously authorised then we require the parent/carer to record the name, address and telephone number of the person who will be collecting their child in our Message Book.  Staff will agree with parents/carers how the identification of the person who is to collect their child will be verified. We also ensure the parent/carer has made the newly authorised person aware of the password which they will need before entry.  If this adult becomes a regular authorised adult their name and details will be added to the child’s file and contact card.
If a parent/carer is not able to collect the child as planned, they must inform us so that we can begin to take back-up procedures.  We provide parents with our contact telephone number when their child starts nursery with us.   If the parent/carer has arranged for an already authorised adult to collect their child, then the normal procedure will be followed on their arrival.  If the parent/carer has arranged for an adult to collect their child who has not previously been authorised, then message book will be completed over the telephone. 

Procedure for un-authorising an adult from collection

As stated above, parents/carers are responsible for informing the nursery of any changes to contact information.  If a parent/carer chooses to remove an adult from their list of authorised collections, they must inform the nursery immediately to ensure the security of the child.  The details of the adult will be blacked out from the forms and contact sheet.  With the consent of the child’s parents/carers the name and description of the adult no longer authorised to collect the child will be shared with staff to ensure the adult is not given access to the building.  The password will be changed.
In the event that an unauthorised adult attempts to collect a child, staff will contact the child’s parents/carers immediately for advice.  Staff will work through this situation in a calm and professional way. The unauthorised adult will be asked to leave the premises. In the event that the situation becomes volatile the police may need to be called.

Legal rights of the child
While Denton Island Nursery will make every attempt to respect the wishes of the parents/carers who are its clients and will follow the instructions of our clients in regard to information pertaining to who is authorised to collect their child. We have no legal right to deny a child access to a parent who has been or is listed on the contact information unless there is a belief that this will place the child at risk of significant harm, or there is a belief the parent may flee with the child. In such circumstance our child protection procedures will be enacted. 
We recognise that difficulties within the family can cause extreme distress to all parties and aim to be supportive in any way that is professionally appropriate.  However, we must make it clear that without a legal document, such as a court order or injunction, we cannot deny a parent access to relevant information about their child’s care and learning.

The nursery must act in the best interest of the child in all situations and will aim to take account of the views and wishes of all parties.  In the event that a parent/carer requests that a child’s other parent/carer is prevented from collecting the child we will offer information via our signposting system of supporting agencies which can advise and guide parent/carers.
Telephone passwords

If there is any concern over an un-authorised adult gaining access to a child or gaining information about a child, then Denton Island Nursery can set up a telephone password system to ensure the identity of anyone calling the nursery to change collection arrangements or request information about a child’s whereabouts.

Procedure for non-collection

If the child is not collected from nursery at the expected time, then we will follow our ‘NON-COLLECTION OF CHILDREN’ POLICY.  We also inform parents that - if their child/children are not collected from nursery by an authorised adult and the staff can no longer supervise the child in our premises - we apply our child protection procedures as set out in our Safeguarding and Child Protection Policy.

Procedure for late collections

Please see our LATE COLLECTIONS POLICY
Responsibilities of staff members

All staff members are expected to always follow this policy.  Failure to comply with this policy could result in disciplinary action.
