
  1 

 
 

 

Dropping off / Collection Policy 

It is imperative to ensure children’s safety and security within Tiny Explorers Childminding. 

This policy sets out the procedure that must be followed when a parent/ carer drops off and collects their child at the 

setting. 

All doors and gates to the premises should be locked at all times. Therefore, parents/ carers will have to knock the 

front door/ ring the bell to alert Tiny Explorers Childminding to their arrival and to let them in.  

Before allowing any parent/ carer to enter, the parent / carer should be identified through the door window and using 

the password facility if needed. If the parent is known they can be let in. If the parent/ carer is not known I will need to 

ask who they are and the reason they are visiting. Only once I can confirm the identity of the visitor and am assured 

the visitor has reason to enter the premises are they allowed to enter the building where they will be greeted by myself 

(Rada Scott).  

I will open the door and greet parents / carers and children. 

Drop off 

Parents are to stay at the door, children are encouraged to say goodbye to their parents at the door, helping with their 

settling and routine. Children then are to come into my premises unaccompanied by parents, and hang their coats and 

bags independently (with my help if required). The door should then be locked behind them.  

Babies under 12 months: The parent / carer is allowed to the premises to drop off / collect their child. Once the child 

is dropped off or before they are collected the parent/ carer must not be left alone to wander as they are not DBS 

checked and may pose a risk to children within the premises. Parents are encouraged to stay no longer than 5 

minutes to allow their child to understand they are safe and their parent / carer will be back later, allowing them to 

settle into routine.  

Collection 

Once the parent / carer has been identified the child will be collected together with their belongings and handover will 

be done at the door. I do not allow parents to come pass my hallway for safeguarding reasons unless necessary. 

Emergency contact 

As a setting I must have details of emergency contacts in the event of an emergency whereby I cannot make contact 

with you the parents / carers. I must be kept up to date with any changes to these contacts, or any additional ones you 

wish to add. I have robust procedures in place in the event of emergencies or in the event of an uncollected child. 

Please make sure you are familiar with these. 

Under the GDPR regulations I need you to ensure each emergency contact is aware that I hold their personal details, 

including names, telephone numbers and address. The responsibility of this remains solely with you the parent / carer 

to ensure each emergency contact knows I hold his data. I will only hold information on emergency contacts for as 

long as your child is in my care, once they leave the information will be destroyed via shredding. 

Password 

In the event that you the parent / carer cannot collect your child a password must be in place. I must be informed of 

the event of someone else collecting your child. If I am not informed and / or password is not given I cannot release 

your child and fees may be incurred if your child goes over their allocated booked time (see fees)   

       


