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We love God and each other and follow the example of St Teresa.
We enjoy learning together and doing our best in a happy, healthy and welcoming community.
We learn to be responsible and caring citizens.
“Let us do little things well today”.
St Teresa
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Purpose
St Teresa's Catholic Primary School is committed to ensuring that every child is collected safely at the end of the school day or after Wraparound Care. This policy sets out the procedures to be followed if a child is not collected at the expected time.
End of the School Day
If a child has not been collected at the end of the school day, staff will make reasonable attempts to contact the child's parent or carer.

If the parent or carer has not arrived within 10 minutes of the end of the school day, the child will be transferred to the school's Wraparound Care provision.

Parents will be charged in accordance with the school's published Wraparound Care charges. In addition, a late collection fee of £10 will apply where collection is more than 10 minutes late.

The child will remain supervised by appropriately qualified staff and reassured throughout.
Collection from Wraparound Care
Wraparound Care closes at 6.00 pm, children must be collected by 6pm.

If a child has not been collected by 6.00 pm:
• staff will immediately attempt to contact the child's parent or carer;
• if unsuccessful, staff will contact each of the child's three emergency contacts in turn;
• all telephone calls and actions taken will be recorded.
Escalation
If, despite all reasonable attempts, no parent, carer or emergency contact can be reached, and the child remains uncollected by 7.00 pm, the Headteacher (or senior member of staff on duty) will contact Essex Children's Social Care for advice and to agree the next steps.  The child will remain supervised until suitable arrangements have been made.  If at any point staff believe the child may be at immediate risk of harm, the school's Safeguarding and Child Protection Policy will be followed immediately.
Recording
A written record will be maintained of:
• expected collection time;
• actual collection time;
• all attempts to contact parents and emergency contacts;
• any advice received from Children's Social Care;
• actions taken by the school.
Responsibilities of Parents and Carers
Parents and carers are responsible for:
• collecting their child promptly;
• informing the school if they are delayed;
• ensuring contact details remain up to date;
• providing three emergency contacts who are able to collect their child if required.
Monitoring and Review
[bookmark: _GoBack]This policy will be reviewed annually or sooner if legislation or local procedures change.
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