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INTRODUCTION: 

IN THE EVENT THAT A CHILD IS NOT COLLECTED BY AN AUTHORISED ADULT AT 
THE END OF A SESSION/DAY, FIRST SPORTS COACHING PUTS INTO PRACTICE 
AGREED PROCEDURES.  

WE INFORM PARENTS/CARERS OF OUR PROCEDURES SO THAT, IF THEY ARE 
UNAVOIDABLY DELAYED, THEY WILL BE REASSURED THAT THEIR CHILDREN WILL 
BE PROPERLY CARED FOR. 

PROCEDURES: 

PARENTS OF CHILDREN ATTENDING AT OUR CLUB ARE ASKED TO PROVIDE THE 
FOLLOWING SPECIFIC INFORMATION WHICH IS RECORDED ON OUR 
REGISTRATION FORM:  

• HOME ADDRESS AND TELEPHONE NUMBER – IF THE PARENTS DO NOT HAVE 
A TELEPHONE, AN ALTERNATIVE NUMBER MUST BE GIVEN, PERHAPS A 
NEIGHBOUR OR CLOSE RELATIVE. 

• PLACE OF WORK, ADDRESS AND TELEPHONE NUMBER (IF APPLICABLE). 
• MOBILE TELEPHONE NUMBER (IF APPLICABLE). 
• NAMES, ADDRESSES, TELEPHONE NUMBERS OF ADULTS WHO ARE 

AUTHORISED BY THE PARENTS TO COLLECT THEIR CHILD FROM THE 
SETTING, FOR EXAMPLE A CHILD-MINDER OR GRANDPARENT. 

• WHO HAS PARENTAL RESPONSIBILITY FOR THE CHILD? 
• INFORMATION ABOUT ANY PERSON WHO DOES NOT HAVE LEGAL ACCESS 

TO THE CHILD.  

ON OCCASIONS WHEN PARENTS ARE AWARE THAT THEY WILL NOT BE AT HOME 
OR IN THEIR USUAL PLACE OF WORK, THEY INFORM US IN WRITING OF HOW THEY 
CAN BE CONTACTED. 

ON OCCASIONS WHEN PARENTS OR THE PERSONS NORMALLY AUTHORISED TO 
COLLECT THE CHILD ARE NOT ABLE TO COLLECT THE CHILD, THEY PROVIDE US 
WITH WRITTEN DETAILS OF THE NAME, ADDRESS AND TELEPHONE NUMBER OF 
THE PERSON WHO WILL BE COLLECTING THEIR CHILD. WE AGREE WITH PARENTS 
HOW TO VERIFY THE IDENTITY OF THE PERSON WHO IS TO COLLECT THEIR CHILD. 
THIS IS USUALLY DONE BY GIVING US A PASSWORD IN ADVANCE. 

PARENTS ARE INFORMED THAT IF THEY ARE NOT ABLE TO COLLECT THE CHILD AS 
PLANNED, THEY MUST INFORM US SO THAT WE CAN BEGIN TO TAKE BACK-UP 
MEASURES. WE PROVIDE PARENTS WITH OUR CONTACT TELEPHONE NUMBER. IF 
CHILDREN ARE NOT COLLECTED FROM 15 MINUTES AFTER THE SESSION HAS 
FINISHED, WE WILL CHARGE A LATENESS FEE OF £5 EVERY 10 MINUTES 
THEREAFTER UNTIL THE PARENT/CARER ARRIVES.  



UNCOLLECTED CHILD | POLICY 

 
WE INFORM PARENTS THAT WE APPLY OUR CHILD PROTECTION PROCEDURES IN 
THE EVENT THAT THEIR CHILDREN ARE NOT COLLECTED FROM SETTING BY AN 
AUTHORISED ADULT WITHIN ONE HOUR AFTER THE SETTING HAS CLOSED AND 
THE STAFF CAN NO LONGER SUPERVISE THE CHILD ON OUR PREMISES.� IF A 
CHILD IS NOT COLLECTED BY FIFTEEN MINUTES AFTER THE END OF THE SESSION, 
WE FOLLOW THE FOLLOWING PROCEDURES:  

• THE CHILD’S FILE IS CHECKED FOR ANY INFORMATION ABOUT CHANGES TO 
THE NORMAL COLLECTION ROUTINES. 

• IF NO INFORMATION IS AVAILABLE, PARENTS/CARERS ARE CONTACTED AT 
HOME OR AT WORK. 

• IF THIS IS UNSUCCESSFUL, THE ADULTS WHO ARE AUTHORISED BY THE 
PARENTS TO COLLECT THEIR CHILD FROM THE SETTING – AND WHOSE 
TELEPHONE NUMBERS ARE RECORDED ON THE REGISTRATION FORM ARE 
CONTACTED. 

• ALL REASONABLE ATTEMPTS ARE MADE TO CONTACT THE PARENTS OR 
NOMINATED CARERS. 

• THE CHILD DOES NOT LEAVE THE PREMISES WITH ANYONE OTHER THAN 
THOSE NAMED ON THE REGISTRATION FORM OR IN THEIR FILE. 

• IF NO-ONE COLLECTS THE CHILD AFTER ONE HOUR AND THERE IS NO-ONE 
WHO CAN BE CONTACTED TO COLLECT THE CHILD, WE APPLY THE 
PROCEDURES FOR UNCOLLECTED CHILDREN. 

• WE CONTACT OUR LOCAL AUTHORITY CHILDREN’S SOCIAL CARE TEAM. 
• THE CHILD STAYS AT SETTING IN THE CARE OF TWO FULLY-VETTED 

WORKERS UNTIL THE CHILD IS SAFELY COLLECTED EITHER BY THE 
PARENTS OR BY A SOCIAL CARE WORKER. 

• SOCIAL CARE WILL AIM TO FIND THE PARENT OR RELATIVE. IF THEY ARE 
UNABLE TO DO SO, THE CHILD WILL BECOME LOOKED AFTER BY THE LOCAL 
AUTHORITY. 

• UNDER NO CIRCUMSTANCES DO STAFF GO TO LOOK FOR THE PARENT, NOR 
DO THEY TAKE THE CHILD HOME WITH THEM. 

• A FULL WRITTEN REPORT OF THE INCIDENT IS RECORDED IN THE CHILD’S 
FILE INCLUDING A WRITTEN RECORD OF ALL ATTEMPTS TO CONTACT THE 
PARENTS/ GUARDIANS AND A LOG OF ALL OTHER CALLS AND RESPONSES. 
DEPENDING ON CIRCUMSTANCES, WE RESERVE THE RIGHT TO CHARGE 
PARENTS FOR THE ADDITIONAL HOURS WORKED BY OUR STAFF. 

• OFSTED MAY BE INFORMED 


