ST MATTHEWS CHILDREN’S ACTION GROUP

LATE COLLECTION POLICY

All children are to be collected by 6.00pm at the latest for the after-school club and 4.00pm
during holidays.

Please ensure that you collect your child or someone who is on the register picks your child/ren
on time. Please understand that we must pay for members of staff to stay behind to wait for
you when you are late.

There will be a three-strike policy in place for persistent lateness. This means when you are
late to collect your child (over 10 minutes) on the third occasion then we will need to discuss
your child’s place at the Cabin and you will need to make alternative arrangements.

Please remember we are a charity and we do not charge money although we still must pay for
salaries. Ensure you call us if you are running late so we can expect someone to collect your
child. We cannot emphasise the need to be punctual when you are collecting your child,
children don’t want to be the last one collected.

We will make every effort to contact all people on your child’s registration form when we
cannot reach you and ask them to collect your child.

However, if we cannot contact anybody, we shall not wait more than 1 hour after the closing
time of 6.00pm term time and 4.00pm during holidays.

After this time, we shall have no choice but to contact Children & young Peoples Services
and ask for someone to take your child in to care for their safety until you contact either us or
Children & young Peoples Services on 0116 4541004 24 hours service.

The staff team may attempt to walk your child to their registered address after the first 30
minutes after closing if they live on St Matthews, and if there is no one at home they will call

CYPS.

We must take these steps to protect children and the staff team.
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