
  

Dropping off and Collection Policy   
  

Policy Statement  
  

Bright Eyes Childcare Ltd is committed to smooth transitions for children during drop off and 
collection. We encourage a welcoming environment from the front door and in all communal 
areas to ensure ease of transition for parents and children.   
  

On registration, parents will be asked to register their fingerprint for the door access system. 
Once this is done you will be able to let yourself in and out of the building to collect your child 
during nursery opening hours. We allow two fingerprints to be registered for each child so if 
another family member or friend comes to collect who isn’t registered, they will need to ring 
the doorbell and wait for a staff member to verify entry. It is essential that you do not let other 
parents in and out of the building, every parent needs to use the fingerprint system or wait to 
be let into the building by a member of staff for safeguarding reasons.  
 
 
Children are only released to family or carers who are registered as able to collect in the child 
registration form completed by parents. If children are dropped off or collected by a person 
unknown to the setting, they will be not recognized via the finger print entry system and will 
need to ring the bell.  They will be required to provide a password on entry for safeguarding 
purposes. Passwords are set by parents with parental responsibility on child registration forms 
and can be changed or added for individual people who collect by writing/emailing to the 
nursery manager.  
  

We ask that all parents take children to their room to be greeted by key workers to ensure a 
proper handover is given and the same for collection. We are not able to accept children at 
the door unless previously arranged and there is a reason for this e.g. parental disability 
meaning they cannot access the upstairs room. In this instance it will be arranged that a key 
person will meet the parent at the door. This needs to be arranged in writing/email with the 
setting manager.   
  

We will be expecting children to be booked in for their regular sessions and dropped off at the 
times you have booked and collected at their session finish time. For extreme unforeseen 
emergencies, we do offer a free 15 minute grace period before and after drop off’s for 
emergencies for example if you are running late to collect. If you need to use the grace period 
for early drop off or late collection you will need to call the setting in advance to let us know, 
failure to call will result in charges being applied. We appreciate this may not always be 
possible so in emergencies the nursery manager will use their discretion as to if this is accepted 
or charged. If you are due to be late to collect you will need to ring the setting to let us know 
so that we can prepare your child for the fact that they will at nursery a little longer.   
  

We reserve the right to apply additional charges to parents dropping off late or early as 
highlighted in the parental contract.  
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