ELY & CAERAU INTEGRATED CHILDREN'S CENTRE
NON-COLLECTION OF A CHILD POLICY
Ely & Caerau Integrated Children's Centre (ECCC)
	Scope
	Baby Room, Daycare 2, Wraparound, Holiday Club, Nursery and Meithrin
	Policy owner
	Head of Centre – Annamaria Bevan

	Immediate childcare lead
	Daycare Manager; in her absence Senior of the Day
	Escalation
	Deputy Head / Head of Centre

	Approved by
	Head of Centre for childcare; education governance arrangements apply where required
	Approved
	August 2026

	Review
	At least annually and sooner if guidance or procedures change
	Related policy
	Safeguarding / Child Protection Policy

	Key childcare NMS links
	Standards 5, 15, 20 and 21
	Recording
	MyConcern and safeguarding procedures



1. Purpose
ECCC is committed to ensuring that every child is cared for safely, calmly and sensitively if they are not collected by an authorised adult at the expected time. The child's welfare and emotional security remain the priority throughout. A late or failed collection is never treated as the child's responsibility.
This policy applies across Baby Room, Daycare 2, Wraparound, Holiday Club, Nursery and Meithrin. The June 2026 National Minimum Standards apply directly to the CIW-registered childcare elements of the Centre; the same safe collection principles are applied consistently across education provision.
2. NMS June 2026 and regulatory links
NMS Standard 5 specifically requires registered providers to maintain procedures to be followed if a child is lost or not collected. This policy also supports safeguarding, safe staffing and significant-event notification requirements.
· NMS Standard 5 – Records
· NMS Standard 15 – Staffing ratios
· NMS Standard 20 – Safeguarding
· NMS Standard 21 – Notifications of significant events
3. Information held before a child attends
Parents/carers are asked to provide and keep up to date:
· home address and current telephone/mobile numbers;
· relevant work contact details where appropriate;
· at least one suitable emergency contact;
· the names and contact details of adults authorised to collect the child;
· information about parental responsibility and any person who does not have legal authority/access to the child;
· the agreed collection password.
Parents/carers must tell ECCC promptly if contact details or collection arrangements change. Where they know they will be delayed or unable to collect as planned, they should contact reception as soon as possible so the relevant provision can be informed.
4. Authorised collection and identity checks
Children will normally be released only to a parent/carer or another adult who has been authorised to collect them. Where staff do not know the collecting adult, identity will be checked using the agreed collection arrangements, including the family password.
SLT DECISION REQUIRED: Where a parent/carer contacts ECCC to nominate an adult who is not already on the authorised collection list, ECCC may release the child to that adult where the parent/carer's authority has been verified, the collecting adult's identity is checked, and the correct family password is provided. The details of the authorisation should be clearly recorded and communicated to the relevant staff.
A child will never be released where staff have unresolved concerns about the identity or authority of the collecting adult. Any legal restrictions relating to collection must be followed.
5. Procedure when a child is not collected
5.1 At the expected collection time
· Check whether reception, the room/service communication system or another relevant staff member has received a message about delayed collection or changed arrangements.
· Keep the child with familiar staff, reassure them and continue to meet their needs in a calm and age-appropriate way.
· Do not express frustration, blame the child or discuss concerns about the parent/carer in front of them.
5.2 Fifteen minutes after the expected collection time
If no satisfactory information has been received, staff will begin attempts to contact:
· the parent/carer using the current contact numbers held by ECCC;
· other persons with parental responsibility where appropriate; and
· authorised emergency contacts / authorised collectors if the parent/carer cannot be reached.
Reasonable attempts and any information received should be communicated to the person leading the response.
5.3 Twenty minutes after the expected collection time
If the child remains uncollected, or contact has not been successfully established, the matter must be escalated to the senior person responsible.
· For childcare, the Daycare Manager manages the immediate response or, in her absence, the Senior of the Day.
· The Daycare Manager / Senior of the Day escalates to the Deputy Head or Head of Centre where the situation remains unresolved or raises concern.
· For Nursery and Meithrin, the relevant education lead follows the same principles and ensures senior leadership is informed.
6. Care of the child while waiting
· The child remains at ECCC with at least two appropriately DBS-checked staff until they are safely collected or safeguarding arrangements determine otherwise.
· The child should remain with familiar adults wherever possible.
· Their emotional needs are prioritised and staff offer reassurance without creating unnecessary anxiety.
· Food, drink, toileting, nappy changing, rest, medication and other care needs are met as appropriate.
· Staff maintain safe supervision and appropriate staffing arrangements throughout.
7. When nobody can be contacted
If reasonable attempts to contact parents/carers and authorised contacts are unsuccessful and the child remains uncollected, the Daycare Manager / Senior of the Day must escalate to the Deputy Head or Head of Centre and ECCC's Safeguarding / Child Protection Policy must be followed.
Staff must use the current safeguarding contact details, including local authority / out-of-hours contacts, contained in the current ECCC Safeguarding / Child Protection Policy. These contact details are reviewed and updated annually and are therefore not duplicated in this policy.
The child will remain safely cared for by ECCC staff until an appropriate collection or safeguarding arrangement has been agreed.
8. Recording and safeguarding
· Every unresolved or significant non-collection incident must be reported to the Head of Centre.
· The incident and relevant actions must be recorded on MyConcern.
· Safeguarding procedures must be followed where the circumstances, pattern of incidents or other information raises concern about the child's welfare.
· Records should include the expected collection time, contact attempts, persons contacted, information received, escalation decisions, actual collection time and who collected the child.
· Information is recorded factually and handled confidentially.
9. Repeated or persistent late collection
Persistent late collection will be addressed with the parent/carer rather than being treated only as a series of isolated events. The purpose is first to understand the circumstances, agree expectations and identify whether practical support or different arrangements are needed.
· A pattern of repeated late collection will be discussed with the family and recorded.
· Where lateness continues, the Daycare Manager / relevant education lead will escalate the matter to senior leadership.
· Where the pattern raises concerns about neglect, parental capacity or the child's welfare, safeguarding procedures will be followed.
· ECCC reserves the right to apply a late-collection charge where late collection is persistent, in line with the Centre's communicated charging arrangements.
10. CIW notification – NMS Standard 21
An ordinary episode of late collection is not automatically a significant-event notification. However, the Head of Centre will consider the circumstances of any serious or unresolved non-collection incident and determine whether it meets the threshold for notification to CIW under NMS Standard 21 and the Regulations.
Where an incident is likely to affect a child's welfare significantly, or another notifiable safeguarding event has occurred, the required notification will be made without delay.
11. Responsibilities
11.1 Head of Centre
· Has overall oversight of serious, repeated or unresolved non-collection incidents.
· Ensures safeguarding escalation and CIW notification are considered where appropriate.
· Monitors patterns and ensures appropriate action is taken.
11.2 Daycare Manager / Senior of the Day
· Manages the immediate childcare response.
· Ensures appropriate contact attempts, staffing, care of the child and escalation.
· Ensures the Head of Centre / Deputy Head is informed where required.
11.3 All staff
· Follow collection and identity-check procedures.
· Keep the child safe, reassured and appropriately cared for.
· Communicate promptly and accurately with senior staff.
· Record and report concerns in line with this policy and safeguarding procedures.
12. Related ECCC policies and documents
· Safeguarding / Child Protection Policy and current safeguarding contact details.
· Statement of Purpose.
· Admissions / registration and authorised collection records.
· Staffing and supervision arrangements.
· MyConcern safeguarding recording system.
· Complaints Policy.
13. NMS June 2026 compliance overview
	NMS
	Requirement supported
	Where evidenced
	Examples of evidence

	5 – Records
	Requires a procedure for a child who is lost or not collected and secure, accurate records.
	Sections 3–10
	Policy; registration/contact records; MyConcern record.

	15 – Staffing ratios
	Children remain safely supervised with appropriate staffing.
	Sections 5–6
	Rotas; Senior of the Day arrangements; two-staff response.

	20 – Safeguarding
	Safeguarding is the first priority and concerns are reported without delay.
	Sections 7–9
	Safeguarding policy; MyConcern; escalation records.

	21 – Significant events
	CIW is informed where an event meets the statutory notification threshold.
	Section 10
	CIW notification record where applicable.


14. Policy approval
	Policy owner
	Head of Centre – Annamaria Bevan
	Approval date
	August 2026

	Childcare operational lead
	Daycare Manager – Karen March
	Review date
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	Version
	2026 – Whole Centre
	SLT review point
	Highlighted collection-authorisation clause
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