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SECTION 13 
WHAT TO DO IF A CHILD IS NOT COLLECTED 
 
1   Introduction 
 

Incidences of children not being collected from play centres and after school clubs are relatively 
unusual. However, when it does occur it can be very traumatic for the child. Staff must, therefore, 
ensure that the child receives reassurance and support. 
 
Contacting the Out of Hours Duty Social Worker may involve a considerable wait. This is particularly 
true if all foster carers in the borough are full and fostering agencies have to be contacted for a 
place. Contacting the Duty Social Worker should only take place, therefore, once all other checks 
have been made. 
 
Ensuring that all relevant information is recorded on the Children's Registration Form will increase 
the chances of locating the parent, other carers or emergency contacts. Where possible, mobile 
telephone numbers should be recorded on the form. 
 
Other strategies might include encouraging partnership working, whereby parents become 
emergency contacts for each other. 

 
2 What to do if a child is not collected 
 

The following procedure should be followed if the adult due to collect a child has not 
contacted the play project to explain their lateness. 

 
Action to take: 
 
2.1 In general, 30 minutes from the time the child is due to be collected should be left before the  

following measures are taken. This should be varied according to the normal punctuality of the 
person collecting the child and the time of day. 

 
2.2 Staff must try to contact the parent/carer at home or at work. If the child lives close to the play  
 project, a staff member should go to the home address. 

  
2.3 Two members of staff must always remain with the child. 

 
2.4 If the parent/carer cannot be located, staff must telephone the emergency contacts and other adults 

authorised on the registration form to collect the child. The Community & Development Manager 
must also be informed. If they are not available, then an appropriate member of the PACE Board of 
Directors should be informed.  

 
2.5 If it has not been possible to make contact with the parent/carer or other listed contacts, and it is 
 outside normal office hours, contact the Emergency Duty Social Worker on 020 7974 4444. They  
 should be informed of the child's name, address, telephone number, date of birth and other relevant  
 details. 

 
2.6 If the child is not resident in Camden, Children’s Safeguarding and Social Care in the relevant  

borough must be contacted. This information can be obtained from the Emergency Duty Social 
Worker on 020 7974 4444. 
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2.7 Before finally handing over responsibility for the child to a social worker, the Service Manager must  

ensure that a note is put through the door of the child's home, reassuring the parent/carer that the 
child is safe and asking them to contact Safeguarding and Social Care (either the Area Office or out 
of hours services depending on the time of day). 

 
2.8 It is not necessary to contact the police. 

 
2.9 A child must not be taken to the home of a member of staff. 

 
2.10 The Service Manager must ensure that parents/carers are informed  
 of this procedure. 

 

  
If it is not possible to wait at the project (eg: due to closure of the building), 
staff must wait with the child in a public building where there is access to a 
telephone. This may be a police station, library, etc. Details of where the staff 
and child are waiting should be left at the project. 

 

 
3 Recording 
 
Action to take: 
 
3.1  Incidences of late collection must be recorded in the Daily Log Book. Parents should be informed 

that persistent late collection might result in the loss of their child's place at the project or a fine. 
 
 
 
 
  


