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Non-Collection Policy
Introduction

Before a child starts, parents are asked to state the name, address and telephone number of the person who will be generally responsible for collecting the child.  They are also asked to provide the contact details of an Emergency Contact (a person other than the child’s main carers).

If for any reason there is a change to this arrangement, staff must be notified in person or in writing.  Voice messages or text messages are both acceptable alternatives. Staff check for messages on their respective community phones at the end of each session.
Parents are requested to ensure that children are dropped off and collected promptly each day.  If for any reason there is a delay, the school must be notified (via a telephone call or text message to the community phone) so the child and concerned staff members may be informed.

On arrival your child must be handed over directly to the Guide on duty, unless they have arrived there by themselves.  Parents are fully responsible for their child/children once they have been collected either after lunch or afternoon collection times.  Parents are reminded that after collection, the children must be supervised for their own safety when in the Family room, and that it is the parents’ responsibility to ensure this. 
Collection by someone other than parent or carer
Under no circumstances will a child be allowed out of The Montessori Place with anyone but their parent or regular carer, without receiving written permission in advance. This permission is then recorded in a place accessible to all staff members of the relevant community.  This includes collection by a parent of another child at The Montessori Place. 

If the person collecting is unknown to staff, the parent will be asked for a description and be given a unique password that must be stated by the new person before the child is released.  If there is confusion at leaving time this can be very upsetting for the child and creates problems for the staff.

No child will be released to an undesignated adult unless written consent has been received or, in an emergency, by special arrangements with a Director.  
Children travelling to- and fro- by themselves

Some of the Elementary children and the young people will be travelling to- and fro- independently. In this situation, the child is responsible for ensuring their own safety between home and school. Guides will discuss with parents when children are ready for this responsibility.
Late collection 
In the event of a child not being collected at the end of session:

a. Two members of staff must remain on the premises with the child.

b. 1) Staff will telephone the child’s parents

2) Staff will take recourse to the 3 contact number/s on the Child Health Form (updated annually) to ensure that collection takes place as soon as possible.

c. In the event that no responsible adult is available to collect the child after one hour, the staff will notify one of the Directors.

d. A Director will as a last resort contact the Brighton & Hove Advice Contact & Assessment Service at 01273 295 920 (01273 335 905 for Emergency Out of Hours) for the Hove site, and the Single Point of Advice Team (SPOA) at 01323464222 (01273 335 906 for Emergency Out of Hours) for the Eason’s Green site. 
e. The child stays at school with two staff members until safely collected either by parents, a person designated by the parents, or a social worker.
f. A full written report of the incident is recorded in the children’s file.
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