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St Winifred’s School - Procedures for Answering the Door, for the Collection of Children, Lost Children and Uncollected Children

To ensure the safety of all pupils and staff the following procedures must be adhered to:

1 Answering the door 
It is the policy of this school to keep the front door locked at all times. The person who answers any of the doors must always look through the window or spy hole to identify the caller.  If the caller is not known the safety chain must be kept on whilst identification is sought, i.e. name, reason for call, name of the person whom the caller is here to see, employment card.  Before granting a caller access, always check with an authorized person.  Never grant access to anyone who is not known.

2.
 Visitors
Any visitors, such as sales people, maintenance engineers, inspectors etc. must fill in the visitor’s book on arrival and be escorted around the building at all times.

3. Authorised collectors 
Each pupil should have at least two authorized collectors if possible.  Parents/Carers are required to provide work, home, mobile phone numbers and e-mail addresses. 
Pupils will be supervised at the end of school, clubs and after school care by staff who will ensure that pupils are collected by an authorized collector.
At the start of every year it is the intention that parents will be sent a form and letter: 

a) reminding them that no one else is allowed to collect their child unless the school is notified otherwise in an emergency.

b) asking them to inform the school of their child’s authorized collectors.

c) All new parents are asked to fill in this form at their child’s entry to the school.
4. Persons prohibited from collecting children
If a different person calls to collect a child, and the parents have not informed the school of this, then the parents’ permission must be obtained before handing over the child. 

All staff should be aware that some pupils are not allowed to come into contact with members of their own family.  In such circumstances this information about a child is kept confidentially and the names of those family members with whom that child is forbidden contact.  If one of these family members should call at the school they must not be granted access. An authorized person must deal with the situation and ensure that no contact is permitted until the primary carer is informed of the incident and the school given any different instructions thereafter.

5. Lost children
There are a limited number of situations where a child could be lost and these 
are:

· Where a child wanders off on an outing

· Where a child escapes from the playground  

· Where the school gate is left open, by a school visitor
· Where a child is taken from the school by an unapproved adult
Should a pupil become lost the following action should be taken:

· Alert the Head or Senior staff who will make enquiries of relevant members of staff as to when the child was last seen and where.

· Remember the safety of the other pupils, with regard to supervision and security, ensuring that no class is left unattended.

· Ensuring that the remaining pupils are sufficiently supervised and secure, one or preferably two members of staff should search the building, garden and immediate vicinity.

· If the pupil cannot be found within fifteen minutes then the Police and parents must be informed.

· Continue to search, opening up the area, and keeping in touch with mobile phones.   

When the situation has been resolved members of staff should review the reasons for it happening and ensure measures are taken to ensure that it does not happen again.

6.
Uncollected pupils
If a child is left at the end of the school day, after school care or any club uncollected, the co-ordinator, supervisor or staff member would phone the parent and any other emergency numbers to discover the problem. If unsuccessful the Head or Senior Teacher should be contacted. In the event that the Head or Senior Teacher cannot be contacted, the member of staff should contact Social Services. Meanwhile the pupil should be kept safe at school or at club venue or taken home by senior management.
7.  Procedure for Uncollected Pupils
The school obviously has an obligation to stay with any uncollected pupil at the end of the day, until that pupil is collected.

The school must not release the pupil to an unauthorised person, even if the collection is late, unless an authorised person telephones to state that because of an emergency a different person will be collecting.  The authorised person should give the name and address and a physical description of the unauthorised person and the teacher in charge should check this description before permitting the pupil to leave.

A record will be kept of all pupils who are not collected by the due time.  This will note the date, the time at which the pupil was collected, who collected the pupil, and the reason given. In the event that a pupil is not collected by the due time on three occasions in one year the parent will be written to by the school, pointing out the difficulties late collection causes the school.
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