
  

 

Executive Summary 
 
This procedure has been developed by a group of school Head Teacher representatives together with 
representatives from Education and Social Care Services and the Police.  It is in response to the increasing 
number of incidents reported by schools where children have been left at school and not collected until long after 
the end of the school day.   
 
There are demands on teachers at all levels to be involved with professional matters beyond the end of the school 
day that mean that supervision in these circumstances is problematical.   
Such incidents cause distress to children.  
    
The knowledge that a procedure exists for managing such problems should give reassurance to parents/carers that 
the welfare of their children is assured.   
 
School Responsibilities to ensure that parents/carers are notified periodically of the start and end time of 
the school day:   
 

 To instigate a system of regular updates of family/carer information, contact numbers and emergency 

contact numbers.  

 

 To ensure that relevant parental contact numbers are known and accessible to staff in the school who 

might need them. 

 

 To ensure that all children, staff and parents know where children will wait if they are not collected on time. 

  

 To ensure the policy and procedures for children not collected at the end of the school day are known to 

the parents.    This information should include advice to families. 

 

 They should contact school as soon as a delay is anticipated.  

 

 To ensure they make adequate alternative collection and supervision arrangements of their children if 

possible. (and inform school)  

 

 That school will keep a record of children not collected and the reasons given for the delay. The collecting 

adult to sign the record on collection.  
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 To inform them that procedures are in place to inform Children Services and the Police if parents 

persistently collect their children late without contact.  This procedure may lead initially to a meeting with 

the Safer Schools Police Officer  or a possible referral to Children & Families section of the Social Care 

and involve the parents in collecting their children from the Children & Family Service    

 

 Action to be taken by school staff   

 

 Children, who are not collected at the end of the school day, will be taken, by their teacher to a designated 

area within the school • Children should be signed in by the teacher and signed out by the collecting adult 

with the reason for the delay indicated. The non-collected children book is kept in reception.  

 

 Enfield LA School Sport Partnership  

 

 If parents persistently collect their children late from school a letter will be sent to the parent explaining the 

concerns and copied to Children and Families Services and Safer Schools Police Officers.  • If the school 

has not been contacted within a reasonable time, (10 minutes after the end of the school day (or school 

club) a staff member must try to contact the parent and emergency contact numbers held by the school.   

 

 These actions and their outcomes must be recorded in the ‘non-collected children book’ if school is unable 

to make contact with the parent or emergency contact and an hour has elapsed since the end of the school 

day, a referral to Children and Families Service will be made.   

 

 This referral should be made no later than 4.15 pm (or 30 minutes after a club has finished).  This contact 

will alert the service that a child may need to be accommodated to await collection by their parent.    

 

 When the telephone referral has been made a copy of the child’s details including name dob. address and 

all contact numbers must be faxed to Children and Families Service immediately. A Request for Service 

/Assessment must be sent within 48 hours of referral. 

 

 Where parents have persistently collected their children late, but not to the extent warranting immediate 

action by Children and Families Service, a letter will be sent to them.  This will highlight the problem, how it 

affects the children, and action that will be taken in future.  A copy of this letter will be sent to Children and 

Families Services.  The letter will be logged on ASSIST as a contact, but not taken as a referral at this 

stage.   

 

 If children are taken into care, the school will make efforts to inform parents/carers of the action that has 

been taken, by delivering a letter to the home address and leaving a letter in a prominent place at the 

school. These actions will be recorded on the child’s file for future reference by Children and Families 

Services or School. The letter will inform of the action taken and give a number for the parents/carers to 

contact at Children and Families Services.   

 

 Action by Children and Families Services Children will only be accommodated in Local Authority 

accommodation as a last resort after it has been demonstrated that this is in the best interest of the child 



  

and that no other alternatives exist. In particular Children and Families Services will need to satisfy 

themselves that the conditions for them providing accommodation under Section 20 of the Children Act 

1989 are met.   

 

 On receipt of a telephone referral from school, details of the child’s emergency contact numbers will be 

faxed over immediately with the completed request for assessment form. Where the form is not 

immediately available this must be received within 48 hours of the referral being made.  

  

 The Social Worker will liaise with the school, and information known about the child(ren) and family by both 

agencies will be exchanged.   

 

 The Social worker will alert Fostering Team or Emergency Duty Service that an emergency foster 

placement may be needed.  The timing of any move to foster carers will depend on the resources available 

at the school to continue to care for the child(ren). The immediate physical needs of the children for food, 

rest and domestic facilities must be met, and consideration given to the likelihood of the children being 

collected imminently.  

  

 The Social Worker will make arrangements with the school for the child(ren) to be taken to the emergency 

foster carer.  If possible, a familiar member of school staff should be involved in taking the child(ren) to the 

placement.  The social worker will be present during the placement.  

  

 If children are taken into care, the school will make efforts to inform parents/carers of the action that has 

been taken, by delivering a letter to the home address and leaving a letter in a prominent place at the 

school.  These actions will be recorded on the child’s file for future reference by Children and Families 

Services or School. The letter should inform of the action taken and give a number for the parents/carers to 

contact Children and Families Services.   

 

 If it is necessary for children to be looked after by the Social Service Authority due to being uncollected 

from school, this should normally be under the status of “accommodation” under section 20, of the Children 

Act 1989, on the grounds that the child(ren) has been abandoned or their usual carer is temporarily or 

permanently unable at that moment to provide them with suitable care and accommodation.  

  

 Before the child(ren) are left at the foster carers, the forms for accommodation of children should be 

completed.  The school staff may be helpful in supplying relevant information about the child(ren). 

   

 Following accommodation of the child(ren), continued efforts will be made to contact parents/carers.  

  

 When contact is made with the parent/carers, (either by day time or out of hours) the social worker will 

make a brief assessment of the circumstances leading to the child(ren) being accommodated, and whether 

the current home circumstances are appropriate and safe for the child(ren) to be discharged.  This 

assessment may be made in person, and the information assessed in conjunction with information already 

held by Children and Families Services and other agencies.   

 



  

 If there are immediate serious concerns for the welfare of the child(ren) were they to be discharged from 

accommodation, contact should be made with the police regarding the possibility of the children being 

made subject to Police Protection.    

 

 The social worker will be present when the children are discharged from accommodation to the care of 

parents/carers, to deal with any unforeseen circumstances at the time of discharge, complete discharge 

paperwork and inform parents/carers of further action by Children and Families Services.   

 

 A social worker will visit the family within I working day to further assess circumstances resulting in the 

child(ren) being uncollected, and discuss with parents/carers the seriousness of children being uncollected 

and any likely consequences.  This is a statutory function under the Children Act 1989. Serious situations 

may result in child protection procedures being initiated.   

 

 The social worker will liaise with the school as soon as possible to update the school regarding the 

resolution of the incident and discuss any further welfare issues concerning the child(ren).  

  

 Children Living in Other Authorities The above procedure will be operated for children resident in other 

boroughs.  At the point of referral by the school, the Assessment Team should make contact with the 

Children and Families Services department of the other authority, to notify them of the situation and seek 

any information the other authority may hold on the child(ren).  In some circumstances the other authority 

may wish to assume a role, for instance if they have a legal responsibility towards the child or if they are 

already involved with the family.   

 

 If full responsibility continues to rest with Enfield, the above procedure should be followed up to the point 

when the child(ren) are discharged from accommodation.  Following discharge, the other authority should 

be informed, and copies of all paperwork sent.  Responsibility should be passed to the other authority at 

this 
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