
Procedure to be followed in the event of a parent failing to collect a child  

at the appointed time. 

(EYFS 3.73) 

 

When their child starts preschool, parents are asked to provide home contact details and 

mobile telephone numbers for both parents. We also ask for another person that we can 

contact in an emergency if we are unable to contact either parent. On occasions when 

parents are aware that they will not be contactable on the telephone numbers they have 

provided, they should inform us of how to contact them. On occasions when parents are 

unable to collect their child, they should provide us with details of the person who will be 

collecting their child. We ask for a brief description of the person and also a password that 

has been agreed with them and the preschool.  

In the event that a child is not collected by an authorised adult by the expected collection 

time, we put into practice the following set procedure. The child will receive a high standard 

of care and reassurance in order to cause as little distress as possible.  

 Both parents are contacted at home or work or mobile telephone using the numbers 

provided to us. If this is unsuccessful then we try to contact the person listed as the 

emergency contact, using the numbers provided to us.  

 The child will not leave the premises with anyone other than those named on the 

registration form or in their files. Two members of staff will stay at the setting with 

the child until they have been collected.  

 If we cannot get hold of any of the listed contacts and no one has collected the child 

within one hour of the session finishing, we apply the procedure for an uncollected 

child.  

 We contact our local authority children’s social services care team on 01403 229900 

and two members of staff will stay at the setting until the child has been collected by 

a social care worker or the parents.  

 Under no circumstances will the staff go to look for the parents or take the child 

home with them. A full written report of the incident will be recorded in the child’s 

file. We reserve the right to charge parents for the additional time worked by our 

staff.  
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