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Procedure in the event of a child not collected

December 2008

Procedure in the event a child is not collected at the end of a session

Purpose
To ensure an uncollected child is returned to their parent/carer, agreed emergency contact or Social Services as quickly as possible and with the minimum distress to the child.

Background

All children have an emergency contact list completed upon admission to nursery\school\extended care scheme. Parents are reminded at regular intervals to keep this updated. If a child is not collected at the end of a session, the following procedure will be followed.

Procedure

1. After 10 minutes, the teacher in charge will ensure that the parent\carer is contacted. If they are not available, the emergency contact will be phoned.

2. If the child attends a morning session they will join the lunch and afternoon child group. They will be added to the appropriate register until they are collected.

3. If the child attends an afternoon session the teacher in charge will ensure a member of staff stays with the child and offers reassurance.

4. The teacher in charge will ensure the headteacher\co-ordinator is informed of the situation to make any necessary staffing arrangements.

5. If the child has not been collected and no appropriate arrangements made by 1 hour after the end of a session, the social services at Darnall office (0114 203 7463) will be contacted by the teacher in charge.

6. The teacher in charge\co-ordinator will agree with the social services a course of action specific to the incidents circumstances and ensures that the actions required of the nursery\school\extended care scheme are completed and passed on to a colleague(s).

7. Until such a time as the child is passed on into the care of those within the actions agreed with the social services, the nursery\school\extended care scheme staff will continue to provide appropriate care and reassurance to the child.

8. As soon as practicable after the incident, the teacher will record the incident and outcomes in the nursery\school\extended care scheme log\late pick-up book.
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Equality Impact Assessment Template

	Name of policy or project being assessed?
	Date

	Child not collected Policy
	30/11/07


	Priority Level
	

	High
	

	Medium
	

	Low
	x


	Lead Officer: Helen Stokes

	Members of the assessment team: Helen Stokes & Suzanne Marriott

	Others involved in the assessment (peer review/external challenge): Co-ordinator’s Committee members


	What are the aims of the policy or project?

To ensure that an uncollected child is returned to their parent/carer, agreed emergency contact or social services as quickly as possible and with the minimum of distress to the child

	Who is the intended customer/service user of this project or policy?

Staff and children

	What are the desired outcomes from this project or policy?

To provide clear guidelines for the actions to take when a child is not collected at the end of a session

	List any other key policies, procedures, projects or strategies that this policy/project has implications on: 




	What are the racial, disability and gender equality implications of the policy or project?



	Does the policy or project have any significant positive impact for:

· Different racial groups

· Disabled persons

· Men and women

· Boys and girls  


	NO

	Does the policy or project have any significant adverse impact for:

· Different racial groups

· Disabled persons

· Men and women

· Boys and girls  


	No

	Do you have any evidence?


	

	Is there any way that you could reduce or eliminate the adverse impact or increase positive impact?
	


	Action to take 

	If you have indicated there is a negative impact, can it be justified?     
	YES
	
	NO
	

	If you have indicated there is a negative impact and it cannot be justified, is it discrimination?   N/A
	YES
	
	NO
	

	If you have answered YES, please list all the changes that you have made to eliminate this discrimination:



	Please state how will you monitor the policy or project?: Policy review (by staff/governors by dates on policy)




	Signed (Person completing the form):


	Date: 30/11/07
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