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Red robins Nannery
Admissions, Collection & Absence Policy
Policy owner: Red Robins Nannery
Applies to: All Red Robins Nannery settings, employees, agency staff, volunteers, students, apprentices and relevant contractors
Children's age range: 2 years and over
Effective from: 1 September 2026
Review: Annually, or sooner if legislation, statutory guidance or circumstances change
Approved by: Corinna Evans 
Policy lead: Lucinda Price 

1. Purpose
Red Robins Nannery is committed to ensuring that children are admitted to the setting, collected from the setting and recorded as absent in a way that protects their safety, welfare and security.
This policy sets out our arrangements for:
· admitting children;
· settling children into the setting;
· authorised collection;
· collection by someone other than a parent/carer;
· late collection;
· children who are absent;
· unexplained absence;
· repeated absence;
· emergency contacts;
· safeguarding concerns relating to attendance or collection;
· children who do not arrive as expected.
The safety of children is the priority at all times.

2. Legal and statutory framework
Red Robins Nannery will comply with the requirements applicable to our provision, including:
· Early Years Foundation Stage (EYFS) statutory framework, effective from 1 September 2026;
· relevant safeguarding legislation and statutory guidance;
· Children Act 1989;
· Children Act 2004;
· relevant local authority safeguarding arrangements;
· Equality Act 2010;
· data protection legislation;
· other requirements applicable to the setting.

3. Admissions
Red Robins Nannery will have a clear admissions process designed to ensure that we have sufficient information to care safely for every child.
Before a child starts, parents/carers will be asked to provide relevant information including:
· child's full name;
· date of birth;
· home address;
· parent/carer contact details;
· emergency contacts;
· people authorised to collect the child;
· medical information;
· allergies;
· dietary requirements;
· SEND or additional needs;
· relevant health information;
· information about the child's development;
· relevant safeguarding information;
· any court orders or restrictions affecting collection or contact.

4. Emergency contacts
Parents/carers must provide appropriate emergency contact information.
At least one emergency contact should normally be available if parents/carers cannot be reached.
Parents/carers must inform Red Robins Nannery immediately when their contact details change.
The setting will regularly check that emergency contact information remains accurate.

5. Information about parental responsibility
Parents/carers must inform Red Rrobins Nannery of any relevant arrangements concerning parental responsibility.
Where the setting is provided with information or documentation relating to:
· parental responsibility;
· court orders;
· prohibited steps orders;
· child arrangements orders;
· restrictions on contact;
· other legal arrangements;
this information will be recorded and managed appropriately.
Staff will not make assumptions about who has parental responsibility.

6. Settling-in arrangements
Red Robins Nannery recognises that starting nursery can be a significant change for a child.
Settling-in arrangements will be tailored to the child's needs.
Where appropriate, this may include:
· visits before starting;
· meetings with parents/carers;
· shorter initial sessions;
· gradual increases in attendance;
· information about the child's routines;
· comfort items where appropriate;
· consistent key-person support.
Staff will provide reassurance and emotional support.

7. Key person
Each child will have an appropriate key person in accordance with EYFS requirements.
The key person will support the child to:
· settle into the setting;
· develop secure relationships;
· feel safe;
· develop independence;
· communicate their needs;
· build relationships with other children and adults.
Parents/carers will be given information about their child's key person arrangements.

8. Arrival at Red Robins Nannery
Children must be handed over to an appropriate member of staff on arrival.
Parents/carers must not simply leave a child at the entrance or outside the setting without ensuring that staff have received the child.
Staff will ensure that:
· the child is safely received;
· attendance is recorded;
· relevant information is communicated;
· any immediate health or welfare concerns are addressed.

9. Attendance register
Red Robins Nannery will maintain an accurate attendance register.
The register will record:
· children present;
· children absent;
· arrival times where required;
· departure times where required;
· relevant absence information.
Attendance records will be maintained securely.

10. Collection arrangements
Children may only be collected by:
· a parent/carer with appropriate authority; or
· an individual authorised by the parent/carer and known/appropriately identified to the setting.
Parents/carers must provide information about authorised collectors.
Where appropriate, the setting may request identification before releasing a child.

11. Changes to collection arrangements
Parents/carers should notify Red Robins Nannery in advance if someone different will collect their child.
The information should include:
· collector's name;
· relationship to the child;
· expected collection time;
· any relevant information required to identify them.
Where the setting cannot verify the person collecting the child, staff will not release the child until appropriate confirmation has been obtained.

12. Password or collection verification system
Where Red Robins Nannery uses a collection password or other verification system, parents/carers will be expected to use it as required.
The password should be kept confidential.
Parents/carers should not share collection passwords unnecessarily.
Where a collector cannot provide the expected information, staff will contact the parent/carer to verify the arrangement.

13. Collection by a young person
Red Robins Nannery will establish its own minimum age and suitability requirements for people collecting children.
The setting will consider:
· the age and maturity of the collector;
· the child's age;
· the journey home;
· whether the arrangement is safe;
· parental responsibility;
· any safeguarding concerns.
The setting may refuse collection where it reasonably believes that the arrangement would place the child at risk.

14. Collection by someone who appears unable to safely care for the child
If a person arrives to collect a child and staff reasonably believe that the person is:
· intoxicated;
· under the influence of drugs;
· medically unfit;
· behaving aggressively;
· unable to safely care for the child;
staff will prioritise the child's safety.
The manager will be informed immediately.
The setting may:
· delay release of the child;
· contact another authorised adult;
· contact the parent/carer;
· seek police or safeguarding assistance where necessary.
Staff must remain calm and avoid confrontation.

15. Unauthorised collection
If someone who is not authorised attempts to collect a child:
· staff will not release the child;
· the manager will be informed;
· the parent/carer will be contacted;
· relevant legal/safeguarding information will be checked;
· emergency services may be contacted where necessary.
The child will remain safely supervised.

16. Known safeguarding restrictions
Where there is a known restriction preventing an individual from collecting or having contact with a child, staff must follow the information provided to the setting.
Relevant staff will be informed on a need-to-know basis.
If an individual attempts to collect the child despite a known restriction, staff will follow safeguarding procedures and contact the appropriate authorities where necessary.

17. Late collection
Parents/carers are expected to collect children at the agreed time.
If a parent/carer is going to be late, they should contact Red Robins Nannery as soon as possible.
Where a child is collected late:
· staff will continue to supervise and reassure the child;
· the manager will be informed;
· the late collection will be recorded;
· parents/carers may be reminded of the setting's arrangements;
· repeated late collection may result in a meeting with management.
Any fees associated with late collection will be dealt with in accordance with the setting's separate terms and conditions.

18. Parent/carer cannot be contacted
If a child remains at the setting after the expected collection time and the parent/carer cannot be contacted, staff will:
1. Continue to supervise and reassure the child.
2. Attempt all available contact numbers.
3. Contact authorised emergency contacts.
4. Inform the manager.
5. Continue attempts to contact the family.
6. Seek advice from relevant safeguarding services where necessary.
The child must never be left alone.

19. Uncollected children
If a child remains uncollected and no authorised adult can be contacted, Red Robins Nannery will follow its safeguarding procedures.
If the setting has serious concerns about the child's welfare or cannot establish safe arrangements, advice will be sought from the appropriate local authority safeguarding service and/or the police.
Staff will not transport the child home unless this is part of an agreed and appropriately risk-assessed arrangement.

20. Children who do not arrive
Where a child is expected to attend but does not arrive, the absence will be recorded.
Where an absence is unexplained, Red Robins Nannery will make reasonable attempts to contact parents/carers.
This is particularly important where:
· the child is normally expected to attend;
· there has been no prior notification;
· the child has known vulnerabilities;
· there are safeguarding concerns;
· the child is subject to a child protection plan or other safeguarding arrangements.

21. Absence reporting
Parents/carers should inform Red Robins Nannery as soon as possible if their child will be absent.
They should provide, where appropriate:
· reason for absence;
· expected duration;
· information about illness;
· any relevant medical information.
Where absence is due to illness, the setting may request information relevant to infection-control arrangements.

22. Unexplained absence and safeguarding
Unexplained absence can sometimes be an indicator of a safeguarding concern.
Staff must consider whether absence is:
· unusual for the child;
· persistent;
· unexplained;
· associated with changes in family circumstances;
· connected with other safeguarding concerns.
Where appropriate, staff will follow the Red Robins Nannery Safeguarding & Child Protection Policy.

23. Repeated or persistent absence
Where a child's attendance becomes irregular, management may:
· discuss attendance with parents/carers;
· identify barriers to attendance;
· consider whether the child has additional needs;
· consider whether there are welfare concerns;
· review whether additional support is required;
· involve relevant professionals where appropriate.
The purpose is not simply to challenge families but to understand whether there is a reason for the child's absence and whether support is needed.

24. Illness and exclusion
Where a child is unwell, Red Robins Nannery will follow its Medication & Health Policy and current public-health guidance.
Parents/carers will be informed where a child becomes unwell during the session.
Where a child needs to be collected due to illness, parents/carers should arrange collection as soon as reasonably possible.

25. Collection during an emergency
If an emergency requires children to be collected, Red Robins Nannery will communicate arrangements to parents/carers.
Children will only be released to authorised adults.
Where normal collection arrangements cannot operate, management will establish a safe alternative procedure.

26. Emergency closure
If Red Robins Nannery has to close unexpectedly due to circumstances such as:
· fire;
· flooding;
· loss of utilities;
· serious building issue;
· severe weather;
· other significant emergency;
parents/carers will be contacted as soon as practicable.
Children will remain supervised until safely collected.

27. Children attending off-site activities
Where children attend an outing or activity away from the normal setting, appropriate arrangements will be made for:
· attendance;
· supervision;
· authorised collection;
· emergency contacts;
· safeguarding;
· communication with parents/carers.
Children must not be released to an unauthorised person during an outing.

28. Collection by staff members
Staff should not normally collect children from Red Robins Nannery in a personal capacity unless this forms part of an agreed, authorised and appropriately risk-assessed arrangement.
Professional boundaries must be maintained.
Staff must not make private collection arrangements with families that bypass the setting's safeguarding procedures.

29. Digital and telephone communication
Parents/carers may notify the setting of attendance or collection changes using approved Red Robins Nannery communication methods.
Staff must not rely on informal personal messages unless this is an approved communication method.
Any significant change to collection arrangements must be recorded appropriately.

30. Safeguarding and collection disputes
Where parents/carers disagree about who can collect a child, Red Robins Nannery will not attempt to resolve the family dispute itself.
The setting will:
· follow documented legal arrangements;
· seek clarification where appropriate;
· prioritise the child's safety;
· seek safeguarding/legal advice where necessary.
Staff must not take sides in parental disputes.

31. Information sharing
Information concerning collection restrictions, safeguarding concerns and attendance will be shared only with those who need the information to keep the child safe.
Confidentiality must not prevent information being shared where necessary to safeguard a child.

32. Records
Red Robins Nannery will maintain appropriate records including:
· attendance registers;
· authorised collector information;
· emergency contact details;
· collection changes;
· late collections;
· unexplained absences;
· relevant safeguarding concerns;
· significant collection incidents.
Records will be stored securely.

33. Parents/carers' responsibilities
Parents/carers are responsible for:
· providing accurate contact details;
· keeping emergency contacts up to date;
· informing the setting of absence;
· informing the setting of collection changes;
· ensuring authorised collectors understand the arrangements;
· arriving on time;
· informing the setting about relevant court orders or restrictions;
· ensuring the setting has current health and safeguarding information.

34. Staff responsibilities
All staff must:
· accurately record attendance;
· know the collection arrangements;
· never release a child to an unauthorised person;
· challenge uncertainty appropriately;
· report concerns immediately;
· maintain confidentiality;
· follow safeguarding procedures;
· remain calm during collection difficulties;
· ensure children are supervised until safely collected.

35. Monitoring and review
Management will monitor:
· attendance records;
· unexplained absences;
· late collections;
· collection arrangements;
· safeguarding incidents;
· parent feedback.
Repeated concerns will be addressed promptly.

36. Policy compliance
Failure to follow this policy may result in:
· additional training;
· supervision;
· management action;
· disciplinary action;
· safeguarding referral where appropriate.
The safety and welfare of children will always be the priority.

37. Policy review
This policy will be reviewed at least annually and sooner if:
· the EYFS changes;
· safeguarding guidance changes;
· relevant legislation changes;
· local authority procedures change;
· a serious incident occurs;
· an inspection identifies an issue;
· Red Robins Nannery's procedures change.


Approval
Approved by: Corinna Evans and Lucinda Price _____________
Position: Owner and Manager _____________________________________
Signature: C.Evans and L.Price_____________________________________
Date: 19/08/2026_______________________________________
Next review date: August 2027__________________________
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