SAFE & SOUND

St. Patrick’s Catholic Primary School


POLICY FOR UNCOLLECTED CHILDREN

All children must be collected by 5.45pm. If a child is not collected by closing time then the following procedure should be followed.

· The Deputy Manager and one other member of staff must remain on the premises. 

· The caretaker must be informed and asked if overtime is possible. 
· The Head Teacher or Assistant Head Teacher must be contacted and informed, they will also lock up the school if the caretaker is unable to do overtime.

· One member of staff should attempt to locate the child’s parent / carer.

· If the parent / carer is not contactable then emergency contacts should be phoned.

· If all attempts to contact parent / carer or emergency contacts fail then the procedure should be repeated at ten minute intervals.

During this time staff should be careful not to cause undue stress to the child. When the parent / carer arrives staff will expect an explanation however, this should be dealt with in a courteous manner.

If after all reasonable attempts to contact parents / carers have failed then the Head Teacher will contact the relevant Social Services departments.

CENTRAL DUTY TEAM: 01942 828 300
OUT OF HOURS: 0161 834 2436

Under no circumstances will a child be allowed to depart from ‘Safe & Sound’ unless it is with a previously identified authorised person. A member of staff must always acknowledge the departure of a child by completing the child register.

Parents will be charged for the staffing costs incurred at the rate of £15 per ½ hour or part of.
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