[image: ]
image1.jpeg
Collection Procedures
Parents

Below is a Procedure in place for staff. We are very sorry for
the confusion, but have looked at our Procedures and have
ensured they meet all Safequarding requirements therefore we
have simplified them for you and staff

All staff MUST follow the below Procedure when children are
being collected

¢ All children will have a unique Password

e All children will have Authorised persons to collect

e It is the Parent/carers responsibility to update
password/authorized persons to collect

e Any regular persons collecting MUST be NAMED ON THE
AUTHORISED Person to collect

¢ Staff will NOT let any child go if they ARE NOT an
Authorised person to collect

¢ Authorised Persons MUST have the password

e Failure to get hold of the parent/carer or the
emergency contact’s, will result in the child having to
stay at the Nursery until contact has been made.

Non-Authorised Persons

o If you telephone a member of staff will call you back
and ask for the persons FULL NAME of who is collecting -
please ensure you give the person collecting the PASSWORD
and ensure they bring Photo ID to be shown on collection

Staff will record the information from the parent/carer so
all staff are aware





 

