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NON-COLLECTION OF CHILDREN POLICY 
This Policy is intended for the entire school including EYFS 

 
Policy Statement 
 
Naima JPS recognises that, from time to time, parents will be unavoidably late to collect 
their child/children from school. In the event that a child is not collected by an authorised 
adult at the end of the school day, we put into practice agreed procedures. These ensure 
that the child is cared for safely by an experienced and qualified member of staff who is 
known to the child. 
 
Aim 
 
We ensure that each child leaves the premises of Naima JPS with an authorised adult. In the 
event that a child is not collected by an authorised adult, we will ensure that the child 
received a high standard of care in order to cause as little distress as possible. We inform 
parents of our procedures so that, if they are unavoidably delayed, they will be reassured 
that their children will be properly cared for. 
 
Procedures governing arrangements for collection of children from school 
 

• The parents of the children at Naima JPS are required to fill in a registration form 
prior to their child/children starting with us, and are requested to provide specific 
information, including: 
 

o Home address and telephone number. Should the parents not have a 
telephone, an alternative contact number must be given 

o Mobile telephone number (if applicable) 
o Work telephone number (if applicable) 
o Two emergency contact details, i.e. the names, addresses and telephone 

numbers of adults who are authorised by the parents to collect their child, for 
example a childminder or grandparent 

o Information regarding any person who does not have legal access to the 
child. 
 

It is the parents’ responsibility to ensure that we have up-to-date contact 
details for both parents and any other persons they have authorised to collect their 
child/children. 

 
• On occasions when the parents or the authorised ‘emergency’ person is unable to 

collect the child, parents must ensure that the security guards, school office or the 
class teacher has details of the name, contact telephone number (home and mobile) 
and address of the person given special authorisation to collect the child. 
 

• Parents should agree with security guards, school office or class teacher how the 
identification of the person who is to collect their child will be verified. 



 

 

 

 

 

 

 

 
• In the event of a child being collected by a taxi driver, he or she must give a 

password, agreed by the parent and security guard, school secretary/administrator, 
or class teacher, before the child will be released into their care. 
 

• Parents are informed that if they, or another authorised person, are not able to 
collect their child as planned, they must notify the school immediately so that 
arrangements can be made for the child to be cared for after school. 

 
Procedures for children who are not collected from school 
 
Children who are not immediately collected at the end of the school day are looked after by 
an experienced and qualified member of staff in their classroom. 
 
If no contact is made with the school by the parents or carers within thirty minutes 
following the end of the school day for the relevant key stage, the staff member on late duty 
in the classroom will implement the following steps: 

 
1. First check with the school office, if possible, whether there is any information about 

changes to the normal collection routine 
2. If no information is available, parents should be contacted via their home, work or 

mobile telephone number 
3. If this is unsuccessful, the authorised ‘emergency’ contact(s) should be telephoned 
4. All reasonable attempts are made to contact the parents and, if not successful, the 
‘emergency’ contact(s). If these attempts continue to be unsuccessful, proceed to 
step 5. 

5. If no contact can be made with either the child’s parents or authorised ‘emergency’ 
contacts within 1 hour following the end of the school day or no later than 
5pm, the member of staff on late duty should contact the school’s Designated 
Safeguarding Lead, Gemma Babani who will then make a decision whether to contact 
the Westminster Access to Children's Services team on 020 7641 4000 (out of hours: 
020 7641 6000) and to subsequently follow their guidelines and procedures as 
requested. If the DSL is absent or cannot be reached, the Deputy Designated 
Safeguarding Leads Dani Karr and Corinne Nejad, should be contacted. Where 
neither DSL is available, the member of staff should contact the Head or, in his 
absence, any available member of the Senior Management Team. 

6. If the decision is made to contact Access to Children’s Services, the team will then 
aim to locate the child's parents or a relative and, if they are unable to do so, the 
child will be admitted into the care of the local authority. Attempts should continue 
to be made during this time to contact the child's parents or the authorised 
'emergency' person(s).  

7. A full report of the incident will then be placed on the pupil's file and on My Concern. 
 
At no stage must staff ever consider or offer to take a child home, or endeavour 
to look for the parents themselves.   
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No contact with parent(s) within 30 minutes of the end of school day 

Parents are informed that they should contact the school office as soon as they are aware that they will be 
late to collect their child(ren). If no contact has been made within 30 minutes of the end of the school day 

for the relevant key stage, proceed to next step.  

 

Phone a parent on their home, work or mobile 

A copy of the Parent’s Directory in yellow is in Jacqui’s office. It is in a separate folder on the wall.  

If you are not able to get hold of the child’s parent, you should contact any of the authorised ‘emergency’ 
contacts listed for that child in the class lists which is in the same folder. 

Phone the authorised ‘emergency’ contact 

Contact the Designated Safeguarding Lead within an hour 

If you are unable to get hold of either child’s parents or any of the authorised ‘emergency’ contacts, 
despite serval attempts, contact the DSL. If they are unavailable, contact the deputy DSL, the Head or a 

member of SMT 

 

DSL will contact Westminster Access to Children’s Services  
The Access to Children’s Services team will then aim to locate the child’s parents or relative and, if they 

are unable to do so, the child will be admitted into the care of the local authority. Attempts should 
continue to be made during this time to contact the child’s parents or authorised ‘emergency’ person(s). 

 

 


