05.23.03 CHILDREN NOT COLLECTED FROM SCHOOL POLICY
(Pick-Up Policy)

When a child is not collected from school the following procedures should be followed:

In the EYFS and Pre Prep

· Children in the EYFS or Pre Prep should be collected at 3:30pm every day unless they are attending mini club or ASC by prior arrangement.
· Children who are not collected will remain with a staff member while the child’s parents/carers are contacted.
· If the parents are not contactable the child will be placed in mini club or After School Club and the parents will be charged accordingly.
· At the end of ASC if the child is still not collected and the parents/carers remain unavailable, the child will go to the school office, an EYFS staff member may stay with them if possible. All contact numbers provided by parents will be tried.
· If there is no response by 6:30pm the school will contact the DSL to make further arrangements and to contact the Front Door for help and guidance.

In the Prep School 

· Children in the Prep School will be collected at 5:15pm every day, unless they are attending Prep or an after-school club.

· If a parent is running late, pupils will wait on the Red Sea carpet supervised by the duty staff, or the office staff, till the parent arrives. This is the same expectation of staff supervising prep or clubs. If a parent has not been in touch as to why they are running late, every effort will be made to contact the child's parents / relative or guardian to come up with a plan.

· If the parent is running later than 6pm or 15minutes after the end of prep or clubs, pupils are handed over to the boarding team (in person). The child is now under the care of the boarding team and will be looked after by them till the child is picked up. If the parent is completely indisposed the child has the option to board.

· On a Friday the same procedure applies till 6:15pm. Where upon, if the child has not been picked up, either the Deputy Head Pastoral will be contacted to supervise the pupil till collection. Alternatively, or a member of senior management team on site will be contacted and will look after the child till collected. With agreement of the child’s parent a pupil can stay within the house of the member of staff supervising.
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