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Pick Up/Drop Off Policy

Procedures at pick up and drop off

For all students who attend Shana Keelers School of Dance classes, we ask you to provide to us up to date contact details (home, mobile and work numbers).

We also require information about other adults who have permission to collect your child (Authorised Persons), along with their contact details.

You need to also choose a password, to use if someone unexpected picks up your child (for example, a grandparent or friend).

We need to know – daily - if someone other than a parent/main carer is collecting your child, or if it is a person unfamiliar to us.

We will now have a Collection Book located at the entrance your child uses for attending classes, this is to be used for you to record the name and contact details (if we don't hold them) of the person picking up.

Examples of when this may need to be used are:

· You are new to the SKSD: Mum is dropping off, but Dad is picking up, and we haven't met him yet. Please sign our Collection Book and help us to minimise embarrassment by giving Dad the password, for that first pick up. After that, it is not required.
· You drop off but your childminder or friend is picking up. Please sign our Collection Book or inform us in writing if this is a regular arrangement you can email us if easier.
· Grandparent drops off and will be picking up. We ask that person to make themselves known to staff if we have not previously met them.
· You are unable to get back in time for pick up and ask a friend to help. Please ensure that person has your password – we cannot release your child without that information.

Please remember that these guidelines exist to protect you and your child, as well as SKSD staff.

Uncollected children

If you cannot collect your child from us on time, please inform us as soon as possible. 

Please be aware that we reserve the right to charge late fees if children are not collected on time. In the event of a child not being collected by an authorised adult within ONE HOUR of the session finishing, we put into practice our Child Protection procedures.

Procedures

If no authorised adult comes to collect a child, we will make all reasonable attempts to contact parents/carers, and then other authorised persons. Please note that we will not allow your child to leave with anyone not authorised by yourself. If no one collects the child after one hour and no one can be reached to collect the child, we contact our local safeguarding board: Manchester Contact Centre – 0161 234 5001.
The child stays with us in our care until he or she is safely collected, either by a parent/authorised person, or by a social care worker. Social Care will aim to find the parent or relative; if they are unable to do so, the child will become looked after by the local authority.

Under no circumstances will staff go to look for the parent or take the child home with them. 

A full report of the incident is recorded and stored by us.

We reserve the right to charge parents for the additional hours worked by our staff.

Please ensure that we hold the following (and keep us up to date with any changes):

· Home address and all contact numbers: if you do not have a phone, an alternative number must be given, perhaps a neighbour or close relative.
· The names and contact numbers of adults who are authorised by you to collect your child from our classes, for example, a childminder or grandparent.
· Who has parental responsibility, and information about any person who does not have legal access to your child.
· On occasions, when you are aware that you will not be at home or in your usual place of work, how you can be contacted.
· A password. On the occasions when you or your authorised persons are not able to collect your child, we use this to verify the identity of your chosen person.
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