	
	[image: ]
	



Naye & Me Arrival, Collection & Late Collection Policy
Policy owner: Naye & Me
Responsible person: Marni-Janayé Monroe
Date adopted: September 2026
Review date: September 2027
Version: 1.0
1. Purpose
This policy explains how Naye & Me manages children’s arrival, handover, collection, authorised collectors, late collection and situations where a child remains uncollected.
Our priority is to ensure that every child enters and leaves the setting safely and is only released to an appropriate authorised adult.
2. Scope
This policy applies to:
· all children attending Naye & Me;
· parents and carers;
· authorised collectors;
· staff;
· students and volunteers where relevant.
3. Arrival at the Setting
Children should arrive within the start period for their booked session.
On arrival, children must be handed directly to a member of Naye & Me staff.
Parents and carers must not:
· leave a child unattended outside the premises;
· ask a child to enter the setting alone unless this has been specifically agreed and is appropriate;
· assume staff are aware that the child has arrived without completing the normal handover process.
Responsibility for the child transfers to Naye & Me once the child has been formally handed over and signed in or otherwise recorded as present.
4. Arrival Records
Naye & Me will maintain an accurate attendance record showing, where applicable:
· child’s name;
· date;
· arrival time;
· departure time;
· person collecting;
· relevant attendance notes.
Attendance records may be maintained through ParentLink or another approved system.
5. Parent Handover
Parents and carers should inform staff of anything relevant to the child’s care at the beginning of the session.
This may include:
· illness or symptoms;
· medication;
· injuries;
· changes in behaviour or mood;
· sleep or tiredness;
· food eaten;
· toileting concerns;
· changes to routine;
· changes to collection arrangements;
· any significant event that may affect the child’s wellbeing.
Where necessary, staff may record this information.
6. Existing Injuries
Parents and carers should notify staff of any significant injury or mark that occurred before the child arrived.
Where appropriate, Naye & Me may ask for an existing injury record to be completed.
Staff may record unexplained or concerning marks in accordance with safeguarding procedures.
7. Authorised Collectors
Children will normally only be released to:
· a parent or person with parental responsibility; or
· another person authorised by the parent or carer.
Authorised collector information should be provided during registration and kept up to date.
Parents are responsible for informing Naye & Me of any changes.
8. Changes to Collection Arrangements
If somebody different will collect the child, the parent or carer must notify Naye & Me before collection.
Notification should be made through an approved communication method.
The setting may request:
· the collector’s full name;
· relationship to the child;
· description or identifying information;
· agreed password or security information.
Naye & Me will not rely solely on information provided by an unfamiliar person arriving at the premises.
9. Collection Passwords and Identity Checks
Where an unfamiliar authorised collector attends, staff may use an agreed password or other reasonable identity-verification process.
If staff are not satisfied that the person is authorised, the child will remain in the care of Naye & Me while clarification is sought.
The child’s safety takes priority over avoiding inconvenience or delay.
10. Minimum Age of Collectors
Naye & Me expects children to be collected by a responsible adult.
A child will not normally be released to another child or young person under the age of 18 unless management has specifically assessed and agreed the arrangement in advance.
Any decision will consider:
· the age and maturity of the collector;
· the age of the child;
· journey home;
· time of day;
· individual safeguarding concerns.
Naye & Me may refuse an arrangement where it is considered unsafe.
11. Court Orders and Collection Restrictions
Parents must inform Naye & Me of any relevant:
· court order;
· child arrangements order;
· prohibited steps order;
· restraining order;
· safeguarding restriction.
Where necessary, a copy of relevant documentation may be requested.
Staff cannot normally prevent a person with parental responsibility from collecting a child without a lawful basis to do so, unless immediate safeguarding concerns require emergency action.
12. Concerns About the Collecting Adult
Naye & Me will not knowingly release a child to an adult where staff believe doing so would place the child at immediate risk.
This may include where the collecting adult appears:
· intoxicated;
· under the influence of drugs;
· seriously impaired;
· threatening or violent;
· otherwise unable to provide safe care.
Staff should remain calm and avoid unnecessary confrontation.
Where possible, staff will:
· contact another authorised adult;
· seek advice from the Designated Safeguarding Lead;
· contact emergency services or children’s social care where necessary.
All significant concerns will be recorded.
13. Collection by Taxi or Ride-Hailing Service
Children will not be released to an unknown taxi, minicab or ride-hailing driver unless an appropriate arrangement has been agreed in advance and complies with Naye & Me’s safeguarding procedures.
For young children, a responsible authorised adult should normally be present to receive and accompany the child.
14. Collection Time
Parents and carers must collect children by the end of the booked session.
The booked end time is the time by which the child should have left the setting, not the time at which the parent should first arrive.
Parents should therefore allow sufficient time for handover and gathering belongings.
15. Early Collection
Parents may collect a child before the booked session ends.
Where possible, advance notice should be provided.
No refund or reduction in fees will normally be given for voluntary early collection.
16. Session Extensions
Parents who need their child to remain beyond the booked end time should contact Naye & Me as soon as possible.
An extension is not automatically available.
It may only be agreed where:
· Naye & Me remains open;
· staffing is available;
· ratios can be maintained;
· the relevant room has capacity;
· the extension can be provided safely.
Any additional charge will be communicated to the parent.
A parent must receive confirmation before assuming that an extension has been approved.
17. Late Collection
A child is considered late once their booked session has ended and they have not been collected or an extension has not been agreed.
Where a parent knows they will be late, they should contact Naye & Me immediately.
Parents should provide:
· reason for the delay;
· estimated arrival time;
· details of an alternative authorised collector if appropriate.
18. Late Collection Charges
A late collection fee may apply where a child remains beyond their booked session.
The current late collection charge will be communicated to families.
The charge is intended to reflect:
· additional staffing costs;
· additional operating time;
· disruption to staff arrangements;
· the need to maintain safe supervision.
A late fee does not give parents permission to routinely collect after their booked end time.
19. Repeated Late Collection
Where late collection occurs repeatedly, Naye & Me may:
· discuss the issue with the parent;
· ask the family to book a later session;
· issue a written reminder or warning;
· restrict future booking options;
· require a meeting before further bookings are accepted;
· suspend or end the childcare arrangement where repeated lateness creates operational or safeguarding concerns.
20. Uncollected Child Procedure
If a child has not been collected by the end of their booked session and the parent has not contacted the setting, staff will begin the uncollected child procedure.
Staff will:
1. attempt to contact the parent or primary carer;
2. attempt to contact any second parent/carer recorded;
3. contact authorised emergency contacts;
4. continue to reassure and supervise the child;
5. inform the responsible manager or DSL where appropriate;
6. record all attempts to contact the family.
The child must remain appropriately supervised at all times.
21. Where Parents Cannot Be Contacted
If the parent, carer and emergency contacts cannot be reached within a reasonable period, the situation may become a safeguarding concern.
Naye & Me may seek advice from:
· children’s social care;
· the local Emergency Duty Team;
· police where necessary.
The appropriate escalation will depend on:
· the child’s age;
· how late collection has become;
· whether this has happened previously;
· known family circumstances;
· any existing safeguarding concerns.
Staff must not take the child home themselves.
22. Uncollected Child After Closing Time
Because Naye & Me provides evening care, a child remaining uncollected at closing time requires prompt action.
Staff will continue attempts to contact:
· parents;
· carers;
· emergency contacts.
At least two appropriate staff members should remain with the child where staffing arrangements allow and where this is necessary for safeguarding.
If no suitable adult can be contacted, the manager or DSL will seek advice from the relevant safeguarding service.
The child will never be:
· left alone;
· sent home alone;
· handed to an unauthorised person;
· transported to a staff member’s private home.
23. Emergency Services
Police should be contacted immediately where:
· there is an immediate safeguarding risk;
· staff believe a child may have been abandoned;
· a parent’s whereabouts raise serious concerns;
· the collecting adult behaves violently or dangerously;
· staff are advised by children’s social care to involve the police.
For immediate danger, staff should call 999.
24. Croydon Out-of-Hours Safeguarding
Where Naye & Me is operating within Croydon and an urgent safeguarding concern arises outside ordinary office hours, staff may contact the Croydon Emergency Duty Team.
Current contact information should be kept available within the setting and checked periodically for accuracy.
25. Reassuring the Child
A child who is waiting to be collected should never be blamed or made to feel that they have done something wrong.
Staff will:
· remain calm;
· reassure the child;
· provide age-appropriate explanations;
· maintain appropriate supervision;
· meet reasonable comfort, food, drink, toileting and rest needs while the situation is resolved.
26. Additional Evening Considerations
Where a child remains at Naye & Me later than expected, staff should consider:
· tiredness;
· hunger;
· anxiety;
· medication schedules;
· usual bedtime routines;
· comfort items;
· safe rest arrangements.
The child’s wellbeing must remain the priority.
27. Recording Late Collection
Significant late collections may be recorded.
Records may include:
· child’s name;
· booked collection time;
· actual collection time;
· attempts to contact parents;
· people contacted;
· reason given;
· person who eventually collected;
· action taken;
· any safeguarding concerns.
Repeated incidents should be reviewed by management.
28. Safeguarding Concerns Arising From Late Collection
Late collection alone does not necessarily indicate neglect.
However, repeated, unexplained or serious incidents may raise safeguarding concerns.
The DSL should consider factors including:
· frequency;
· length of delay;
· failure to respond to contact attempts;
· impact on the child;
· other known concerns;
· explanations provided.
Where appropriate, action will be taken in accordance with the Safeguarding & Child Protection Policy.
29. Parent Responsibilities
Parents and carers are responsible for:
· knowing the end time of their booked session;
· arriving early enough to complete collection by that time;
· keeping their phone accessible while their child is in care;
· keeping emergency contacts up to date;
· informing Naye & Me of collection changes;
· ensuring collectors are suitable and authorised;
· contacting the setting promptly if delayed;
· ensuring staff are informed of relevant court orders or safeguarding restrictions.
30. Staff Responsibilities
Staff are responsible for:
· maintaining accurate attendance records;
· checking collection arrangements;
· challenging unfamiliar collectors appropriately;
· maintaining confidentiality;
· recording significant incidents;
· escalating safeguarding concerns;
· never releasing a child where there is a reasonable immediate safety concern.
31. Disputes at Collection
If adults become involved in a dispute at collection, staff will prioritise the child’s safety.
Staff should not become involved in private family disputes beyond what is necessary to safeguard the child.
Where required, staff may contact:
· the DSL;
· police;
· children’s social care.
Significant incidents will be recorded.
32. Confidentiality
Collection arrangements, court orders and safeguarding information will be treated confidentially and shared only with staff or agencies who need the information.
Information will be managed in accordance with the Data Protection, Confidentiality & Record Keeping Policy.
33. Complaints
Concerns about arrival or collection procedures should be raised with Naye & Me.
Formal complaints will be managed under the Complaints, Concerns & Feedback Policy.
34. Review
This policy will be reviewed at least annually and sooner where:
· operating hours change;
· booking arrangements change;
· safeguarding guidance changes;
· an incident identifies the need for review.
35. Related Naye & Me Policies
This policy should be read alongside:
· Safeguarding & Child Protection Policy;
· Admissions, Enrolment & Settling-In Policy;
· Bookings, Fees, Cancellations & Refunds Policy;
· Attendance, Absence & Missing Child Policy;
· Health, Illness, Medication & First Aid Policy;
· Sleep, Rest, Evening & Long-Session Care Policy;
· Data Protection, Confidentiality & Record Keeping Policy.
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