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Policy Title
	
Cedars - Non-collection of a Child Policy


This policy operates in conjunction with the school’s safeguarding policy, which has also been adopted by Cedars. The Cedars Payments, fees and bookings policy also acts alongside this policy. 
Late collection
If a child is collected late by ten minutes or more, this can lead to staff needing to stay beyond the end of their shift. This incurs a cost, which will be passed on to the parents at a rate of a half hour session if pick up is delayed by ten minutes. Further charges will be added at a rate of £1 for each subsequent 5-minute period. Late collection payment fees will automatically be added to the parents’/carers’ next Cedars invoice.  
[bookmark: _Difficulty_with_payments]These costs may be waived in exceptional circumstances at the discretion of the headteacher or the governing board. In these instances, the reasons for waiving the fees will remain confidential between school and the family concerned. 
Non-collection of a child at the end of the session
It is the parents’ responsibility to inform Cedars if they will be late collecting their children. If a child is not collected at the end of a session, and the parent or carer has not notified staff that they will be delayed, the following procedures will be implemented:
· After 5:30pm, the manager or other member of staff will contact the parents.
· The parent or carer will be informed that penalty fees will have to be charged.
· If there is no response from the parent or carer, messages will be left requesting that they contact Cedars immediately. 
· The manager will then try to contact the emergency contacts listed on the child’s registration form and send a text and an email, using the school’s Schoolcomms system used for communicating with parents and carers.
· While waiting to be collected, the child will be supervised by at least two members of staff in the entrance hall of school. 


Over an hour late
· If staff have been unable to contact the child’s parents or carers after an hour, the manager will notify the deputy head (line-manager for Cedars) and the headteacher. Staff will then contact the local Social Care team for advice.
· The child will remain in the care of two of the Club’s members of staff, on the Club’s premises if possible, until collected by the parent or carer, or until placed in the care of the Social Care team.
If it is not possible for the child to remain on the school’s premises, a note will be left on the gate of the school, informing the child’s parent or carer where the child has been taken (e.g. into the care of a safeguarding agency) and leaving a contact number. A further message will be left on the parent or carer’s telephone (voice message where possible, text and email) explaining events. Ofsted will be contacted if staff have to ring first response.   
Charging
When the parent or carer arrives, if they did not notify staff before the event, then they will be reminded that they must call to notify staff if they are delayed in the future. Staff will oversee the parent or carer recording the exact time the child is signed out, and the late fee will automatically be added onto the next month’s bill.
Managing persistent lateness 
The manager will record incidents of late collection and will discuss them with the child’s parents or carers, who will be reminded that if they persistently collect their child late they may lose their place at Cedars.
Cedars reserves the right to refuse a place if a child is persistently collected after 5:30pm. 
Lateness or non-collection during extended provision in holiday periods
This policy extends to all Cedars activity and is not restricted to the club in term time. Late payment and late collection fees will also be applied during holiday periods. 
Useful contacts 
Visit: https://www.staffordshire.gov.uk/Care-for-children-and-families/Childrenwithdisabilities/Social-work-support.aspx 
· [bookmark: _GoBack]Staffordshire Children’s Advice and Support Service during office hours (Monday to Thursday 8:30am-5:00pm and Friday 8:30am-4:30pm). 0300 111 8007
· In an emergency, outside office hours please contact the Emergency Duty Service. 0345 6042886 or e-mail: eds.team.manager@staffordshire.gov.uk  (If emailing, never put the details of the referral in the email)
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