
 

Absent and 
Uncollected Child 
Procedure 

 
Part of my role as a childcare practitioner 
involves safeguarding children and as such, 
it is my responsibility to check on any family 
who do not arrive at my setting to drop-off 
or collect their child, when scheduled. 

Disclaimer: This resource is provided for informational and educational purposes only and does not constitute legal advice. If you require legal advice, you should contact a suitably qualified 
professional. You should not rely on the material included within this resource and Twinkl does not accept any responsibility if you do.

‘Providers must take all necessary 
steps to keep children safe and well.’

‘Not only can regular absence, 
particularly unexplained absence, 
be a red flag for safeguarding issues, 
but only when children are in (a 
childcare setting) can they talk to 
staff and be given support for any 
pastoral and safeguarding problems’

P21, EYFS Framework 2021, DfE

The Safeguarding Company 

What would happen if a child did 
not arrive at 
			   when expected?

What would happen if a child was 
not collected when expected?

Should a child fail to arrive at my setting when 
expected, the following procedure would  
be followed:

•	 The child’s parents/carers would be contacted 
(INSERT NUMBER)                      minutes 
after the child was due to arrive.

•	 I will continue to attempt making contact 
with parents/carers using any numbers 
provided. This will include directly calling 
and leaving written messages.

•	 If there were no response after                  
(INSERT NUMBER)                      minutes, the 
child’s emergency contacts would be called to 
see if they know why the child has not arrived.

•	 If there were still no contact from the 
parents/carers after (INSERT NUMBER) 
hours, I would call the police for them 
to do a welfare check on the family. 

This procedure is extremely important, as 
something could have happened to the 
parent/carer looking after the child, which 
could in turn lead to the child also being 
in danger if they are left unchecked.

Should a child fail to be collected from my setting, 
the following procedure would be followed:

•	 The child’s parents/carers would be called 
(INSERT NUMBER)                 minutes after 
the child was due to be collected.

•	 If there were no response after (INSERT 
NUMBER)                           minutes, the child’s 
emergency contacts would be called.

•	 If none of these people were contactable 
and the child was not collected, they 
would be kept at the setting for up to 
(INSERT NUMBER)                      minutes. 

•	 At this point, the Local Safeguarding 
Partners would be contacted for advice. 

•	 If the parents/carers were not to get in touch 
following such an incident, I would contact the 
Local Safeguarding Partners for an update.

Parents/carers should always aim for their 
child to arrive and depart the setting at their 
contracted times. There may be occasions 
when this is not possible due to busy traffic 
or other delays. In such situations, parents/
carers should always get in touch to let me 
know when their child should be expected. 

Please be aware that if you arrive late to the setting 
and we have a school run or scheduled visit, you 
may be required to meet us there or wait until we 
return. At the end of the day, please be respectful 
of the fact that I may have other commitments 
or family events. At times, you may be required 
to send another adult to collect your child if 
you cannot collect them at the agreed time.

Please also be aware that continued late 
arrival or recurrent absences can create 
a safeguarding concern which I will 
need to record on your child’s file. 

Ongoing issues with lateness may also 
prompt a contract review and/or termination 
notice if a resolution cannot be found.

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf
https://www.thesafeguardingcompany.com/resources/blog/attendance/
https://www.twinkl.co.uk

	Text Field 2: (INSERT SETTING
	Text Field 5: NAME)     
	Short Text Field 27: 5 hours
	Short Text Field 32: 60
	Short Text Field 28: 30 minutes
	Short Text Field 29: 10 minutes - 60 minutes
	Short Text Field 30: 10
	Short Text Field 31: 30 


