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Policy on leaving and collecting children

Under no circumstances must a child be left unattended until being admitted into the playgroup premises by a member of staff.

If someone other than yourself, (an unauthorised person), is to collect your child from playgroup we require a letter of authorisation; which should be handed to the manager or deputy manager. If you do not bring a letter, you will be asked to sign a form giving permission for your child to be collected by another person. The unauthorised person may be asked for identification and will be asked for the password held on record.

In an emergency, we will accept authorisation, for an unauthorised person to collect your child, via a telephone call to the manager or senior supervisor. You must give the unauthorised person’s full name, address and a brief description of them, if they are not known to our staff. If possible, ask them to bring a form of identification with them and share the password with them.

Telephone authorisation is only to be used as a matter of urgency.

Refer to policy for uncollected child.

We request that your child be collected promptly to avoid the child becoming distressed.

Thank you for your co-operation.
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