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At Compton Preschool, the safety and welfare of every child is our highest priority. We have clear procedures in place to ensure that children are only released to their parents, legal guardians, or other adults who have been appropriately authorised to collect them.
We ask all parents and carers to follow the procedures below to help us maintain a safe and secure environment for every child.
1. Collection by Parents or Legal Guardians
Children will normally be collected by their parent or legal guardian, as agreed with the preschool. Staff must be made aware of any changes to the usual collection arrangements.
2. Collection by an Authorised Person Other Than a Parent
If someone other than a child's parent or legal guardian is collecting them, the following requirements must be met:
· Parental authorisation: Parents must inform the preschool in advance of the alternative collection arrangements wherever possible.
· Collection password: A password must be provided by the parent and confirmed by the person collecting the child. This password must be shared securely with the preschool.
· Photograph of the collector: A recent photograph of the person collecting the child must be sent to the preschool by email or uploaded via Tapestry, our online learning journal, in advance of collection wherever possible. This allows staff to familiarise themselves with the authorised collector.
· Staff awareness: Staff will check the collection arrangements and the identity of the person collecting the child before releasing the child into their care.
These procedures apply even when the person collecting the child is a relative, family friend or someone who is already known to staff.
3. Unexpected Collection Arrangements
If a relative, friend or any other person arrives to collect a child unexpectedly, staff will not release the child until confirmation has been received directly from the child's parent or legal guardian.
This applies even if the person is well known to staff or has collected the child previously.
For safeguarding purposes, staff must not rely solely on the collector's familiarity, verbal assurances or claims that permission has been given. The preschool must receive confirmation from the parent or legal guardian through an appropriate, verified contact method before the child can be released.
Where the required confirmation or authorisation cannot be obtained, the child will remain safely in the care of the preschool until the situation has been resolved.
4. Failure to Meet Collection Requirements
If the required password, photograph or parental confirmation is missing, unclear or cannot be verified, staff will not release the child to the alternative collector until the necessary checks have been completed.
Staff will contact the parent or legal guardian to clarify the arrangements. The child's safety and welfare will always take priority over convenience.
5. Staff Responsibilities
All staff are responsible for following this policy consistently. Staff must:
· Verify collection arrangements before releasing a child to an alternative collector.
· Ensure the password and photograph requirements have been met, where applicable.
· Obtain direct parental confirmation for unexpected collection requests.
· Never release a child based solely on recognising the person or being told that permission has been given.
· Record any unusual collection arrangements, concerns or incidents in accordance with the preschool's safeguarding procedures.
· Refer any safeguarding concerns to the Designated Safeguarding Lead (DSL).
6. Parents' Responsibilities
Parents and legal guardians are responsible for:
· Informing Compton Preschool of any changes to collection arrangements as early as possible.
· Ensuring the authorised collector knows the agreed password.
· Providing a photograph of the authorised collector via email or Tapestry.
· Remaining contactable where alternative collection arrangements have been made.
· Understanding that staff will not release a child without the required authorisation, even if this causes a delay.
7. Safeguarding Commitment
Compton Preschool reserves the right to withhold collection until staff are satisfied that the appropriate safeguarding checks have been completed.
We appreciate parents' cooperation and understanding. These procedures are in place to protect every child in our care and to ensure that children are only released to appropriately authorised adults.
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