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PROCEDURE FOR COLLECTING AND DELIVERING A LAPTOP TO A FAMILY


1. Family loan laptops can be collected from 9th floor, 5PS on Tuesdays and Thursday, 12pm – 4pm

2. Contact the oncall duty manager (mobile numbers below). They will meet you on the 9th floor and unlock the cupboard where the laptops are stored. 

3. Collect 1 x laptop kit and 2 x laptop loan letters from the duty oncall manager

4. Ask the oncall duty manager to call the family before you leave to confirm you will be delivering a laptop and you will be there in approximately x minutes. Please ask the oncall duty manager for PPE equipment (mask, gloves and hand sanitiser) and put this on.

5. Go to the family address and put the laptop and loan letters on the door mat.  

6. Knock on the door and step 2m back to maintain social distancing.

7. When a parent answers the door, give your name, say you work for Camden Council and show your staff badge. Explain you are delivering a loan laptop on behalf of Family Early Help and someone called them earlier to let them know you were coming. 

8. Ask the parent to complete the information on the laptop loan letters and sign both copies.

9. Ask the parent to keep one copy. 

10. Ask the parent to leave the other signed copy on the doormat so you can pick it up.

11. Ask the family to close the door. Once closed, pick up the signed copy of the letter.

12. Return the signed copy of the letter to the duty oncall manager at 5PS.

13. If the family do not answer the door, do not leave the laptop or letters. Return them to the duty oncall manager at 5PS. 


FSCF Oncall Manager numbers:

· Becca Dove 		07857 638721
· Lea Christolodou 	07939265808
· Jess Merlet 		07919166472
· [bookmark: _GoBack]Jess Eneberi 		07866916886
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