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Uncollected Child Policy
Policy Statement
At Holy Angels Pre-school, we are committed to safeguarding every child in our care. This policy outlines the procedures to follow when a child is not collected at the expected time. It ensures the child’s safety, supports staff decision-making, and promotes clear communication with families. We aim to handle such situations with sensitivity, professionalism, and in accordance with statutory guidance.
🛡️ Staff Procedure: If a Child Is Not Collected
If a child remains uncollected at the end of their session or closing time:
1. Inform the Designated Safeguarding Lead (DSL) immediately.
2. Attempt to contact parents/carers using all available phone numbers.
3. If unsuccessful, use emergency contacts to reach a known carer.
4. After one hour, if no contact is made and there are welfare concerns:
· Contact the Local Authority Social Care Out-of-Hours Duty Officer, 0300 4564 876
· If appropriate, notify the police.
5. The DSL will arrange for the child to be collected by social care if necessary.
🚫 Staff Must Not:
· Leave the premises to search for parents.
· Take the child home or to another location.
· Offer to care for the child personally until contact is made.
📝 Recording the Incident
· Document all actions and conversations in the child’s file.
· Ask parents to sign and date the record upon resolution.
· Record the incident on CPOMS
🔁 Recurring Late Collection
· If late collection becomes frequent, arrange a meeting with parents.
· Discuss timekeeping, offer support, and agree on a plan moving forward.
👩‍🏫 Staff Guidance: Implementing the Policy
· Stay calm and reassuring with the child.
· Keep the child engaged in a safe, supervised activity.
· Maintain confidentiality and avoid discussing the situation with other parents.
· Always follow safeguarding protocols and escalate concerns appropriately.
· Ensure all staff are familiar with emergency contact procedures and DSL roles.
👨‍👩‍👧 Parent-Friendly Summary
What happens if you're late collecting your child?
🔔 We understand delays happen. If you're running late, please call us as soon as possible.
📞 If we can't reach you, we'll contact your emergency contacts.
🕐 If no one arrives after an hour and we’re concerned for your child’s welfare, we may contact social services or the police.
🧾 We’ll keep a record of what happened and talk with you to make sure everything is okay.
💬 If lateness becomes a pattern, we’ll meet with you to find a solution together.
🙏 Our priority is your child’s safety and wellbeing. Thank you for helping us keep them safe.
⚖️ Legal Requirements and Guidelines
This policy is based on:
· Statutory Framework for the Early Years Foundation Stage (EYFS) – Section 3: Safeguarding and Welfare Requirements
· Working Together to Safeguard Children (HM Government)
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