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Uncollected Children Procedure 

In the event that a child is not collected by an authorised adult at the end of the school day, extra curricular activity or All Stars, the school puts into practice the following procedures. These procedures are to ensure that the child is cared for safely by an experienced and qualified practitioner. We will ensure that the child receives a high standard of care in order to cause as little distress as possible. 

We recognise that one off reasons may cause a parent/carer to be late to collect a child. Repeated occasions will be following up with the Designated Safeguarding Lead. The school reserves the right to charge parents/carers for the additional time worked by our staff whilst supervising uncollected children. 

Procedures

· Parents/carers of children starting at the school are asked to provide contact details, including at least two phone numbers which can be used in the event of an emergency. It is the responsibility of parents/carers to ensure that these details are updated and that someone can be contacted by the school in a timely manner in case of an emergency. 

· Children are given out to their responsible adult (Pre-school to Year 4) by school staff at the end of the school day or extra curricular activity. Children in Year 5 and Year 6 are allowed to leave the classroom and walk home if that is the agreed procedure with home. If a Year 5 or Year 6 child anticipates a responsible adult to be on the playground and they are not, the child must return to their member of school staff.      (Yr5 and Yr6 children are reminded regularly that this is a responsibility given in order to prepare them for high school) 
· On occasions when parents or the people normally authorised to collect the child are not able to collect as planned, it is the responsibility of the parents/carers to inform the school who will be collecting their child. Parents may request a password system to be used for their child.

· The school will not transfer a child into the care of anyone who is not authorised to collect a child unless they have been directly asked to do so by the child’s parents/carers.

If a child has not been collected we follow these procedures:

· The timing of the event will be considered:

At the end of the school day/extra curricular activity after waiting for ten minutes, the supervising member of staff will take the child to the school office or senior member of staff on-site, if the office is closed. 

· The school office or the senior member of staff will attempt to contact parents/carers using the emergency contacts given. If parents/carers are going to be delayed further the child/ren will be escorted into All Stars Out of Hours Club and parents will be charged accordingly to the price structure of the provision.  

· After an evening event (this includes school trips which return after the school office has closed) the child will be supervised by two members of staff at the designated entrance/exit for the event.

After all reasonable attempts have been made: 

· Children can remain in All Stars Out of Hours Club if adult/child ratio allows until 6:00pm 

· If no-one collects the child after 15 minutes (6:15pm) and there is no-one who can be contacted to collect the child, we contact Cheshire East Consultation Service CheCS on:

· 0300 123 5012

· 0300 123 5022 (out of hours)

· The child stays at school in the care of two members of staff until the child is safely collected either by the parents/carers 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 will staff go to look for the parent, nor do they take the child home with them.

· A full written report of the incident will be recorded in the child’s file on CPOMS.

Procedure introduced in summer 2015 

Updated in autumn 2018 

Written in accordance with the Statutory Framework for the Early Years Foundation Stage (2017): Safeguarding and Welfare Requirements: Information for parents and carers [3.73] .
