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At Castle Tots, the safety and wellbeing of every child in our care is our highest priority. This policy outlines 

our procedures in the event of a child being collected late or not collected at all. It is written in accordance 

with the safeguarding and welfare requirements of the Early Years Foundation Stage (2025), to ensure that 

we have policies and procedures in place to keep all children safe. We will only ever allow children in our 

care to be collected by an adult known to us or an adult that parents have informed the setting will be 

collecting their child. 

Collection of children at the end of their session 

On admission to Castle Tots parents are asked to complete an application form where we ask them to 

provide the following:  

●​ Their name and full address  

●​ Home and work phone numbers 

●​ Their mobile number 

●​ Two emergency contacts who may be called in the event of the parents/carers being unobtainable 

or in the case of an emergency 

 

If a different adult will be collecting 

Each parent/carer, when completing their application form, fills in the names of adults who are allowed to 

pick up their child. Any adult other than those named and known to the staff at Castle Tots will not be able 

to pick up a child without prior notice. To arrange this, parents/carers must give staff: the full name of the 

adult picking up their child and a password they will tell them before they come. The adult collecting the 

child must bring a photographic ID with them (passport or driver’s license) that clearly shows their full name 

in order to take the child home. If this is not possible parents can provide a photo of the adult or share a 

photo on Tapestry (our online platform). Once this adult becomes familiar to staff, they can be added to the 

list of people able to take the child home if the parent/carer wishes to add them. 

Session times 

Castle Tots’ operates from 7:30am until 5:30pm Monday – Thursday and 7:30am until 4:00pm Friday 

therefore children should not be brought in earlier than 7:30am nor collected later than 5:30pm/4:00pm. If 

a parent/carer is unavoidably delayed due to circumstances beyond their control, they should make every 

effort to phone Castle Tots to inform them. Parents/Carers should arrive by 5:30pm/4:00pm, to give enough 

time to both pick up children and for staff to give feedback on the child’s day. Parents/Carers who have not 

collected their child by 5:30pm/4:00pm will incur a charge. 

Procedure if a child is collected late 

If children are not collected by the end of their session time e.g., 5:30pm the staff procedures are as 

follows: 

●​ At 5:30pm, parents are phoned and requested to collect their child immediately 

●​ If no contact has been made by 5:40pm then emergency contact persons will be phoned 

●​ At 6:00pm if staff have been unsuccessful in contacting parents or emergency numbers, Single Point 

of Access (SPA) will be contacted: 020 85475008 (Monday - Thursday 8:00am-5:15pm) (Friday 

8:00-5:00pm) Out of hours: 020 87705000. 
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At least two members of staff, including a senior staff member where possible, will remain with the child 

until they are collected or suitable arrangements have been made. The child’s well-being will always take 

first priority during any period of late collection, staff will ensure the child is kept calm, comforted, and 

supervised at all times. 

 

Charges for late collection 

 Parents will incur a charge at the following rates for lateness after closure of the child’s session: 

● Grace is given for a 15min late collection after the session has concluded (except when a prior 

arrangement was made) and will be charged at £10 for the first hour or part of it.  

● £1.00 per minute thereafter 

In the event that parents/carers are routinely late in collecting their child it will not be possible to continue 

to offer extended day services before 9am or after 3pm. 

Procedure if a child remains uncollected for 45minutes 

This section of the policy relates to Castle Tots statutory duty to safeguard and promote the welfare of the 

children in our care.  

In the event that a child is not collected at the end of their session, and no contact has been made by the 

parent/carer with either Castle Tots or the school office, every effort will be made to contact the child’s 

parents or emergency contacts. 

If, after 45 minutes, all attempts to make contact have been unsuccessful, the Castle Tots Manager or 

Deputy Manager will inform the school office. The Designated Safeguarding Lead (DSL) will oversee all 

procedures involving non-collection to ensure appropriate safeguarding actions are taken. The DSL will 

contact Single Point of Access (SPA)  020 85475008 (Monday - Thursday 8:00am-5:15pm) (Friday 

8:00-5:00pm) Out of hours: 020 87705000 or the police via 101 for further guidance. 

This step enables the Social Care team to begin planning for the possibility that alternative care 

arrangements may need to be made to ensure the child's safety and wellbeing. 

Discretion should be used with the above procedures. Under no circumstances should staff take the child 

home.  

Recording incident 

All late or non-collection incidents will be logged on CPOMs, including times, attempted contact, and 

outcomes. In cases where late or non-collection raises a safeguarding concern, Castle Tots will notify Ofsted 

at the earliest opportunity. 

Contact Numbers 

●​ Single Point of Access (SPA)  020 85475008 (Monday - Thursday 8:00am-5:15pm) (Friday 

8:00-5:00pm) Out of hours: 020 87705000 

●​ Police (non-emergency): 101 
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