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NON-COLLECTION OF A CHILD (FROM PRE-SCHOOL) POLICY

In the event that a child is not collected at the usual pick-up time, the following procedure will be followed: 

· If the child was due to be collected at 12:00pm and the parent has not arrived by 12:10pm, the child will be taken into lunch club.  (A charge may be made for this if the parent has not informed the Pre-School that they are going to be late).

· A member of staff will attempt to contact the parent or the person named to collect the child by telephone.

· If that person is not contactable, the emergency contacts will be telephoned and they will be asked to pick up the child at the earliest opportunity.  A message will be left to inform the parent of the location of their child in the following ways:

a) Phone messages will be left at home and on any mobile phone numbers the Pre-School holds for the parents(s) and the person named to collect the child.

b) A member of staff will be sent to call in person at the home address of the child.  If there is no reply, they will post a note through the door asking that the parent phones the Pre-School number immediately on their return to find out where their child is.  This number will be either the Pre-School Landline number, the Pre-School Mobile phone number – which can be used in such an emergency or the Supervisor’s personal mobile phone (depending on the circumstances).

c) As the Parish Clerk normally finishes at 12 noon, the number will not be given, but the office number of Bovingdon Primary School can be given as the child will be taken there by 1pm.  This number is 01442 406545.

· If the emergency contacts are unavailable and the parent has not arrived by 1pm, Social Services will be contacted and asked for advice. 

· To allow staff at the Pre-School to leave and the Memorial Hall be vacated on time, the child will be taken by a member of Pre-School Staff to Bovingdon Primary School where they will be recorded as on-site by The Office of the school.  They will remain in the office at Bovingdon Primary School until such time as the Parent/Carer or emergency contact person arrives to collect the child.

· A further message will be left on the home phone and mobile numbers of parent/carers  advising of the child’s location at Bovingdon Primary School.

NON-COLLECTION OF A CHILD (FROM PRE-SCHOOL) POLICY - continued

· In the event of a child being taken to Bovingdon primary School, proof of identity will be required by any person collecting the child, including the parents, as they will be unknown to the staff at Bovingdon School in most cases.  The child will then be signed out by Bovingdon School as having left.

·  If the child is not collected by the end of the school day at 3.20pm, Social Services will be contacted again, by The Supervisor of Pre-School or nominated deputy and advised of the situation.

· The child will remain at The Office of Bovingdon Primary School with a member of Staff until transferred into the care of Social Services. 

· Further messages will be left for the parent / carer to explain the whereabouts of the child.

In any event of a non-collection of a child, the care and comfort of the child will be priority.  It would be a stressful time for the child and any comforter or toys should be taken with them from the Pre-School together with all their personal details.  These will be handed to the office at the School and then onto Social Services if that becomes necessary.
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