
 

 

Uncollected child 

Policy statement 

In the event that a child is not collected by an authorised adult at the end of a session, the setting 
implements agreed procedures to ensure the child is cared for safely by an experienced, qualified 
practitioner known to them. We aim to maintain a high standard of care to minimize any distress. 
Parents/carers are informed of these procedures so they have reassurance that their child will be properly 
looked after in the event of an unavoidable delay. 
 
1. Emergency Contact Information & Registration Upon enrollment, parents must provide the following 
details on the Registration Form: 

• Contact Numbers: Home telephone, place of work, and mobile numbers (or an alternative number 
if no landline exists). 

• Authorised Collectors: Names, telephone numbers, and agreed passwords for individuals over 16 
years of age authorised to pick up the child (e.g., grandparents). 

• Legal Context: Identification of individuals with parental responsibility, as well as details of any 
person legally denied access to the child. 

• Temporary Changes: Parents must inform staff if they will not be at their usual home or work 
numbers during a session, or if an alternative person will collect the child. The identity of temporary 
collectors must be verified using photo ID and a pre-agreed password. 
 

2. Immediate Action Protocol (Late Collection) If a parent foresees a delay, they must notify the setting 
by phone immediately. If a child is not collected at the end of a session, staff will execute the following 
steps: 

1. File Review: Check the child’s file for any temporary notes or messages regarding changes to 
collection routines. 

2. Parent Contact: Attempt to contact the parents/carers at home, work, or mobile. 
3. Emergency Contacts: If parents are unreachable, call all authorised adults listed on the 

Registration Form. 
4. Safeguarding Premises: The child will never leave the premises with anyone not named on the 

Registration Form or file. Staff will never go searching for the parent or transport the child to their 
own home. 
 

3. Uncollected Child Protocol (After 30 Minutes) If 30 minutes pass after the scheduled pick-up time and 
no authorised contact can be reached: 

• Escalation: Staff will apply formal child protection procedures and contact local social care services 
immediately: 

• Essex County Council Children and Families Hub: 0345 603 7627 
• Staffing Requirements: The child must remain at the setting under the care of at least two 

qualified staff members, one of whom must be the Manager or Deputy Manager, until safely 
collected by a parent, emergency contact, or social worker. 

• Local Authority Action: If Social Care cannot locate a parent or relative, the child will become 
looked after by the local authority. 
 

4. Documentation, Regulatory Reporting & Fees 
• Incident Log: A comprehensive written report of the incident will be recorded in the child's 

permanent file. 
• Regulatory Notification: Ofsted may be informed of the incident (Contact: 0300 123 4666). 
• Late Pick-up Charges: As per our fees policy, late pick-ups will incur the following charges to cover 

additional staffing costs: 

• First 15 minutes: A £10 fee will be charged. 



• Subsequent time: A further £5 fee will be charged for every 5 minutes (or part thereof) that follow. 
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