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1. Policy statement 

In the event that an authorised parent/carer or other person does not collect a child at the agreed end 

of the school day, session or wraparound provision, the school will take prompt, proportionate and 

child-centred action to keep the child safe and reduce distress. 

The school will follow this policy alongside its Child Protection/Safeguarding Policy, Attendance Policy, 

First Aid/Medical Policy, Staff Code of Conduct and local safeguarding procedures. Safeguarding 

concerns will be referred without delay to the Designated Safeguarding Lead (DSL) or Deputy DSL and, 

where required, to Wiltshire Children’s Services/Integrated Front Door (IFD) or the police. 

2. Aim 

The aim is to ensure that every child remains safe and appropriately supervised until safely collected or 

an alternative arrangement has been agreed with the parent/carer and, where necessary, with 

children’s social care. 

The school will act in the best interests of the child, taking account of the child’s age, developmental 

stage, additional needs, vulnerability, wishes and feelings, and the circumstances surrounding the failure 

to collect. 

3. Scope 

This policy applies to the whole school, including EYFS provision, Reception and school-led 

wraparound/after-school provision where the school is responsible for the child. 

For EYFS children, the school will meet the current EYFS statutory safeguarding and welfare 

requirements. This includes ensuring that children are only released into the care of individuals explicitly 

notified by the parent/carer and that children do not leave the premises unsupervised. 

4. Information obtained before a child attends 

Parents/carers will be asked to provide and keep up to date: 

• names and contact details of parents/carers and those with parental responsibility; 

• home, work and mobile telephone numbers and email addresses where appropriate; 

• at least two emergency contacts, where reasonably possible; 

• the names and details of people authorised to collect the child; 

• information about any person who must not collect or have contact with the child, together with 

relevant court orders or other legal documentation; 

• any relevant information about the child’s additional needs, vulnerability or circumstances that may 

affect safe collection; 

• any agreed password or other identity-checking arrangement used by the school. 

Parents/carers must notify the school promptly if the usual collecting adult changes or if they will be 

delayed. The school will verify collection arrangements in accordance with its safeguarding procedures. 



5. Procedure when a child is not collected 

1. At the agreed collection time, the member of staff responsible for the child will establish whether 

the parent/carer or authorised collector is delayed. 

2. The child will remain safely supervised on the school premises. The child will not be left alone. 

3. Staff will contact the parent/carer using the current contact details and record the attempts made, 

including the time and outcome. 

4. If the parent/carer cannot be reached, staff will contact the nominated emergency contacts and 

other authorised adults, as appropriate. 

5. The DSL/DDSL or, in their absence, a member of the Senior Leadership Team (SLT) will be informed 

without delay where initial attempts to contact the responsible adult are unsuccessful, or where 

there is any concern about the child’s welfare. 

6. The child will remain in the care of suitable, vetted staff. Staffing and supervision will remain 

appropriate to the child’s age, needs and the circumstances. For EYFS children, required staff:child 

ratios and EYFS safeguarding/welfare requirements must continue to be met. 

7. Staff will continue reasonable attempts to contact the parent/carer and authorised emergency 

contacts. Staff must not make their own arrangements to take the child home. 

8. If the child remains uncollected, or if the circumstances give rise to a safeguarding concern, the 

DSL/SLT will contact Wiltshire Children’s Services/Integrated Front Door (IFD) for advice and/or make 

a referral. The school will follow the advice and direction of children’s social care. 

9. If there is immediate danger, a suspected crime, or an urgent risk of significant harm, the 

police/emergency services will be contacted on 999. 

10. The school will continue to provide safe supervision while awaiting advice or the agreed transfer of 

responsibility. 

6. Safeguarding escalation 

Failure to collect does not automatically mean that a safeguarding referral is required. However, staff 

must consider whether the circumstances indicate neglect, abandonment, domestic abuse, parental 

incapacity, substance misuse, mental health concerns, family crisis, exploitation, or another 

safeguarding risk. 

Examples of circumstances requiring immediate discussion with the DSL/DDSL include: 

• no responsible adult can be contacted and the child is at risk of being left without safe care; 

• a parent/carer or collector appears intoxicated, unwell, aggressive or otherwise unable to care safely 

for the child; 

• an unauthorised person attempts to collect the child; 

• the child says they are frightened, unsafe or do not want to go with the proposed collector; 

• there is a dispute about who has authority to collect the child or information about a court 

order/parental responsibility is unclear; 

• there is a pattern of repeated late or failed collection which may indicate a wider welfare concern; 

• the child has additional vulnerabilities which make the circumstances particularly concerning. 



Where there is reasonable cause to suspect that a child is suffering, or is likely to suffer, significant 

harm, the school will refer to children’s social care in line with local safeguarding procedures. Staff 

should not wait for a particular clock time if a safeguarding concern already exists. 

7. Collection and release of EYFS children 

Children in EYFS must only be released into the care of an individual explicitly notified to the provider by 

the parent/carer. Staff must check the identity of an unfamiliar authorised collector in accordance with 

school procedures. 

An EYFS child must not leave the premises unsupervised. Where a collecting adult is not authorised or 

cannot be safely verified, the child will remain supervised and the DSL/DDSL will be consulted. 

If an EYFS child is not collected at the agreed collection time, the school will make reasonable attempts 

to contact the parent/carer and, where necessary, the nominated emergency contacts or other 

authorised adults. The school will keep the child safely supervised throughout. 

The parent/carer will be informed that the collection was late and reminded of the agreed collection 

arrangements. The late collection will be recorded, including the expected and actual collection times, 

contact attempts and any action taken. 

• Repeated or significant late collections will be brought to the attention of the DSL/DDSL and may 

result in a discussion with the parent/carer, a review of collection arrangements, or further 

safeguarding action where the circumstances indicate a welfare concern. 

• transport the child in a private vehicle or otherwise make an unauthorised transport arrangement; 

• go in search of the parent/carer; 

• release the child to an adult who has not been explicitly authorised by the parent/carer, unless 

children’s social care/police have directed an alternative arrangement; 

• leave the child unsupervised; 

• promise confidentiality where a safeguarding concern may need to be shared; 

• delay a safeguarding referral simply because the parent/carer may still arrive. 

9. Recording and information sharing 

All incidents of failure to collect will be recorded contemporaneously, including the child’s name, date, 

expected collection time, actual collection time, staff involved, contact attempts and outcomes, the 

identity of the eventual collector, and any safeguarding actions or referrals. For EYFS children, this 

record will also evidence that the parent/carer was informed of the late collection and any reminder or 

follow-up provided. 

Records must be factual, proportionate and stored securely. Information will be shared with 

parents/carers, children’s social care, police or other relevant professionals when necessary to 

safeguard the child and in accordance with data protection law and the school’s safeguarding 

procedures. 



Repeated incidents will be reviewed by the DSL/SLT to identify patterns and consider whether Family 

Help/early help or a safeguarding referral is appropriate. 

10. Local safeguarding contacts – Wiltshire 

Children’s Integrated Front Door (IFD): 0300 456 0108 (Monday–Thursday 08:45–17:00; Friday 08:45–

16:00). 

Out of hours Emergency Duty Service: 0300 456 0100. 

Email for less urgent enquiries: mash@wiltshire.gov.uk / integratedfrontdoor@wiltshire.gov.uk as 

directed by current Wiltshire safeguarding procedures. 

Police non-emergency: 101. Emergency: 999. 

School staff must check the current Wiltshire safeguarding contact arrangements and the school’s 

safeguarding policy if local arrangements change. 

11. Roles and responsibilities 

The DSL/DDSL has oversight of safeguarding concerns arising from failure to collect and will liaise with 

local statutory children’s services and the Local Safeguarding Partners as appropriate. 

All staff are responsible for maintaining safe supervision, following this procedure, recording incidents 

and reporting safeguarding concerns promptly. 

The Headteacher/SLT will support escalation, decision-making and liaison with external agencies where 

required. 

12. Review and monitoring 

This policy will be reviewed at least annually and sooner if legislation, statutory guidance, local 

safeguarding procedures or school arrangements change. 

The policy will be read alongside the current Keeping Children Safe in Education, the current EYFS 

statutory framework for group and school-based providers, Working Together to Safeguard Children and 

the school’s Child Protection/Safeguarding Policy. 

Statutory and local guidance underpinning this policy 

• Department for Education, Keeping children safe in education 2026 (in force from 1 September 

2026). 

• Department for Education, Early years foundation stage statutory framework for group and school-

based providers (effective from 1 September 2026). 

• Department for Education, Working together to safeguard children (2026). 



• Wiltshire Safeguarding Vulnerable People Partnership, current procedures for reporting concerns 

about children. 
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