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Kenyngton Manor Nursery and Preschool
Non-Collection of Child Procedure

If you are unable to collect your child/children at the normal time of 3pm, we ask
that you contact Kenyngton Manor School office on the contact number provided-
01932 783778- as soon as possible, so we can make any necessary arrangements. If
a parent notifies school staff that they will be uncontactable or out of the area, this
will be recorded, and an alternative contact must be given.

If a child has not been collected and no message has been received regarding their
collection, the following steps will take place-

the nursery manager will try all contact numbers given on the child’s record
on SIMs (computer-based registration system).

At least 2 members of staff must wait in the setting with the child until they
are safely collected. One person waiting must be a member of the
management team.

The designated safeguarding lead- Mr John Duffy- will need to be advised.
After 30 minutes of non-collection and no successful contact with all
emergency contacts on the child’s record, we are required to inform Surrey
Children's Services.

Under NO circumstances must staff members attempt to take the child home
to their home address.

In the case that an unknown person will be collecting a child or children,
parents/carers must inform staff members on the day or as soon as possible.
Kenyngton Manor Nursery & Preschool operates a ‘password system’ for unknown
persons collecting, see below:

Parents/carers provide a password to staff members during their child's home
visit.

The nursery & preschool manager/deputy manager stores the password
securely with limited access.

If an unknown person collects, parents/carers must inform nursery or
preschool staff at the gate or by telephone. The person collecting the child
then needs to give the correct password at the gate when collecting the child.
If the password does not correspond, the child’s parents/carers/emergency
contacts will be telephoned to confirm or make alternative arrangements.

Updated September 2025- Non-Collection of Child Procedure



(D

\

Kenyngton Manor Nursery and Preschool
Non-Collection of Child Procedure

Passwords must be kept confidential to the parents/carers. If we are not satisfied that
the person collecting should be, we will contact the parents/carers/emergency
contacts to find out more information. If we are unable to contact the child’s
parents/carers/emergency contacts and are not happy to release a child to the
person collecting, the steps as outlined above will take place.

In the event of a parent/carer presenting as aggressive, threatening, under the
influence of drugs or alcohol or similar, the child will not be released, and an
alternative parent/carer/emergency contact will be contacted to collect the child. We
will contact the police and children’s services to undertake further enquiries. The
information will be recorded securely on the child’'s safeguarding record.

We understand that we have no legal right to prevent a child being taken by a family
member for example, an estranged parent with parental responsibility; however, we
endeavour to protect the child to our best ability. On joining our setting all parents
are asked to show their child’s birth certificate as proof of legal guardianship of their
child. Kenyngton Manor Nursery & Preschool asks that documented evidence is
provided should there be a legal reason for someone not to be authorised to collect
or have access to a child, e.g. a court ordered restraining order.

Parents/carers are advised of this procedure when their child starts, and staff ensure
parents/carers have all necessary contact details for school. All parents/carers sign in
the ‘Terms and Conditions’ to accept that Kenyngton Manor Nursery & Preschool
can impose a late collection fee of £5 for every 15 minutes after their funded or
additional session has ended.
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