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Clarendon Cottage Preparatory School

Failure to Collect Child from School Policy
This policy is applicable to the whole school, including the EYFS

On admission to the school, parents are asked to complete specific information regarding contact information, emergency contact details and information about those authorised to collect their child from school. School endeavours to hold 2 emergency contacts for all children.

From Prep 8 with agreement with parents, children will be able to go home independently. For all other children, the school staff will hand over only to someone authorised to collect them. It is the responsibility of parents to ensure that the collection list remains up to date. School prompts this update annually. Any one-off changes to these arrangements must be communicated to the school electronically or in writing providing the name, address and telephone number of the person nominated to collect their child; this person must also have the collection password kept on file at school. 

Parents must inform the school in the event if any circumstances in which someone has a restriction placed on them in respect of legal access to their child.

On occasions when the parents are aware that they will not be at home or at their usual place of work, they are asked to email or write to inform the class teacher or school office.

In the event that a child is not collected by an authorised adult at the end of a session, the school puts into practice agreed procedures. These ensure that the child is cared for safely by an experienced and qualified member of staff, who is know to the child. The school aims to ensure that the child receives a high standard of care in order to cause as little distress as possible. 

A child who is not collected within 10 minutes of the normal end of the school day will join the school’s After School Club, for which a charge is normally payable. If this a child who is not usually in our after school care, the teacher will check with the child and office to see if there is a known reason; sometimes it may be deemed appropriate to ring parents to check on plans.

A child is deemed not to have been collected from school if they are still on the premises at closing time (6pm) and we have not heard from the parents/carers that they will be late. 

Actions:-

1. The parent/carer should be phoned after a 5 minute period of grace, i.e. after 6.05pm to politely check on how long they will be.

2. The person responsible/in charge, and the second member of staff must remain with that child whilst all parental contact telephone numbers are tried. 

3. In the event that no contact using parental numbers can be established then other emergency contact numbers should be tried.

3. If a parent/carer is contacted and they are coming to collect the child then both staff must stay with that child on school premises and they must hand the child over safely to a recognised parent/carer when they arrive. 

4. If no contact can be made on any telephone number and a parent or nominated carer has not contacted the nursery to explain lateness and ½ an hour past closing time has been reached N.B. 6.30pm then the responsible person must contact :

Emergency Duty Team 

0161 794 8888- Children’s Services Salford Emergency duty team
The person responsible must then follow the instructions given by the Social Team.
Staff from the school will not look for the parent, take the child home, or take the child to their own home.

Following such an event a full report must be made to the head teacher at the earliest opportunity but no later than the following morning. 

A full report of the incident will be placed on the pupil’s file.

If regulations so require, Ofsted will be informed of the incident. 
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