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Policy for Late Collection from School
Statement of Intent

In the event that a child is not collected by an authorised person at the end of the school day, the school will follow the procedures set out below. An authorised person is a responsible person aged 16 or over for children in Reception, Key Stage 1 and Year 3. Children from Year 4 upwards will be allowed to walk home on their own, if they live within a reasonable distance from the school. The school is not an after school child minding service and it takes late collection as seriously as late arrivals. We do understand that there are exceptions e.g. traffic or car problems and in these cases the school should be contacted as soon as possible, and in most cases this should be before home time.
The school recognises that many parents choose to bring their child to Naphill and not attend their catchment school. This is not excuse to collect your child late from school.  

Aim
If a child cannot be collected by an authorised adult, we aim to resolve the situation as quickly as possible so to minimise any distress the child may feel. In order to ensure this the school needs;

· Up to date contact numbers for parents

· Details for child minders who are collecting the child

· Up to date emergency contact details e.g. grandparents, neighbours.

· Where applicable any details about anyone who should not collect the child
· To be contacted as soon as possible in the event of a delay 

When normal arrangements change we expect parents to inform the class teacher or school office so that teachers know before the end of the day e.g. the child is going home with a friend.

Procedures if a child is not collected on time

· In Reception and Key Stage 1 classes the children will stay with their teachers in the classrooms for 15 minutes, until 3.30p.m. The children will then be brought to the school office.

· Year 3 children will wait on the playground with their teacher until they are collected, if they are not collected by the time everyone else has left, they will go to the school office.

· Children in Years 4,5 and 6 will be taken out onto the playground by the teacher, who will ensure that they have either been collected by the known adult or they have left the premises.

· If a parent has a child in Key Stage 1 and Key Stage 2 we expect them to be on time to collect their youngest child.
· The older children are frequently reminded that if they are being collected by their parents outside the school, to return to the school if they are not there. 

· The school office will log which children are not collected on time and when collected parents will have to sign a late register.

· The school will monitor this register and where a child has three recorded late collections in one half term a letter will be sent home.
· If there is no improvement, then a second letter will be sent and the Education Welfare Officer will be contacted. 

· If a child is not collected by 3:45 and the school has not been contacted, then the office will start to call the people listed as contacts.

· If there is no response then, if there is available space, the child will be placed in the after school club and a fee of £10.00 will be charged.

· If there is no space, then the child will have to wait at the office.

· If no contact is made with the school by 4:00 the school will contact First Response for advice as it will become a child protection issue.
· A letter recording the incident will be placed in the school’s child protection file, in the child’s school file and sent to the parents.

· For children attending clubs run either by outside providers or school staff, if the child is collected late (more than 10 minutes) on 2 occasions then they will automatically lose their place at that club. 
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