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ARRIVALS, DEPARTURES AND UNCOLLECTED CHILDREN POLICY 

 Policy written by: Lisa Wood 

 Link governor: Clare Lakeman and Aly Atkinson 

 Ratified by governors: January 2016 

 Last reviewed  by governors: January 2016, March 2018 

 Date of next review:  March 2020 or sooner if appropriate 
 

Introduction 

The school’s arrival and departure policy is part of the school’s policies for pastoral welfare and 

safeguarding. 

Ethos of the school 

Our School will give a warm and friendly welcome to each child on arrival and ensure that they 

depart safely at the end of each session. 

Admissions 

It is the responsibility of staff to ensure that an accurate record is kept of all children in school.  The 

class teacher (or representative) will take the register electronically at 8.55am and again at 12.55pm.  

Any staff member experiencing technical difficulties should use a class list to identify absentees and 

inform the office as soon as possible.  

 

For children arriving late and/or leaving early, they will do so via the main entrance where their 

parent/carer will sign them in/out of the system.  Children who arrive between 8.55am and 9.30am 

will remain with the nurture leader until the end of assembly (9.30am) when they will join their 

class.   

 

Records of daily registers should be kept by the school for recommended years by Local Authority. 

 

Arrivals 

There are two pedestrian entrances to school.   

One on Caithness Road                          and one on Cardigan Road.   
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Once on the school premises there are two further gates which access the playground and classroom 

areas.  The gate to the left of the building is for Y1 – Y6 and the gate to the right of the building is for 

EYFS. 

       

 

In the EYFS area, there are four doors (two for nursery and two for reception).  To ensure a smooth 

flow, we invite parents to enter the middle doors with their children as labelled below and then 

parents to exit via the outer doors.  

 

  

 

 

 

 

 

 

At the rear of the school there are three entrances, one each for Y1/2, Y3/4 and Y5/6.  Please see 

below: 

 

 

Doors will be open from 8.45am - 8.55am (and from 8.30am for morning nursery children). Gates 

will be locked at 8.55am prompt and any late comers will need to enter through the main office (as 

per current practice).   

To allow nursery parents to collect their children at the end of the morning session and drop off for 

the afternoon session, a member of the EYFS team will open, man and lock the gates between 11.30 

– 11.35am and 12.30 – 12.40pm. 

Entrance 

N          R 

Exit 

R 

  

Exit 

N 

  

Y3/4 

Y5/6 

Y1/2 
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When dropping off your child, an adult will be at each door to welcome them and to pass on any 

IMPORTANT messages to their teacher who will be waiting to welcome them in their classroom.  If 

you need to speak directly with the teacher, please contact the main office where an appointment 

can be arranged. 

For any children not accounted for by 9.00am office staff will endeavour to contact parents to 

confirm the reason for absence and to ensure the child has not “dawdled” on the way to school.  

This will ensure that parents and school know where children are at all times. 

Departures 

The two internal gates will be opened 2.55pm for parents to make their way to the designated areas 

to collect their children. Please see below: 

                                    

Please note designated areas are where we would like parents to wait to collect their children 

(depending on their year group).  These have been allocated to enable staff to see parents/carers 

easily and allow a clear path for children to make their way safely to their adult.  Crowding too close 

to the school building will make this difficult. 

Children will be dismissed at the times stated below, one at a time from their phase door, where 

they enter each morning, once the member of staff has seen their adult.  Key Stage 2 children with 

permission to walk home alone will be dismissed first. 

Nursery: 3.30pm 

Reception: 3:00pm 

Year 1/2: 3:05pm 

Year 3 – 6: 3.10pm 

All children not collected within 5 minutes are to be taken to the school office, where it is safe and 

warm, by the teacher or member of staff dismissing the class.  

 

OTHER INFORMATION 

Permission to walk home alone: 

Permission and arrangements for children leaving the school at the end of the day will be a matter 

for discussion between the school and parents/carers, based on an understanding of a child’s age, 

maturity and previous experience. Parents are invited to make their preference known for KS2 

children as some parents wish their children to walk home alone.    

Parents will be invited to express in writing their wish for children to walk home alone. This will be 

done as the children move into KS2. It is the parent’s responsibility to inform us if they wish 

circumstances to change. Therefore, unless we have it in writing that a KS2 child is allowed to walk 

home alone, we will assume they will regularly be collected by the parent, carer or named adult. The 
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school reserve the right to refuse permission for a child to walk home alone depending on the 

distance and the concerns of the school.  

It is the responsibility of the adult running an after school club to follow the above procedures. It is 

recommended that all children are collected from clubs by an adult during the months November to 

April, as it is dark and the roads dangerous.  

 

Who can collect my child? 

No adult other than those named on the child’s contact form will be allowed to leave the school with 

a child. In the event that someone else should arrive without prior knowledge, the school will 

telephone the parent/carer immediately and await their advice.  The adult nominated to collect a 

child must be one of those named by the parent. Only parents/carers/named persons aged 16 years 

and over – and with suitable identification, will be authorised to collect children.  

If the parent/carer or alternative nominated adult is going to be late to collect their child, staff must 

be informed of this well in advance.  If the designated adult is late in picking up their child without 

prior warning, the provisions of the Uncollected Children policy will be activated.  

N.B. please note that animals, with exception of guide dogs, are not allowed on school premises; 

even if carried.  

 

Procedures for non-collection of children 

 If a parent, carer or designated adult is more than 15 minutes late in collecting their child, the 

Safeguarding Lead Person, Deputy Safeguarding Lead Person or senior member of staff will be 

informed.  

The Safeguarding Lead Person or her representative will call the parent, carer or designated adult, 

and use any other emergency contact details available in order to try to ascertain the cause for the 

delay, and how long it is likely to last. Messages will always be left on any answer-phone requesting 

a prompt reply. 

While waiting to be collected, the child will be supervised by at least one member of staff who will 

offer them as much support and reassurance as is necessary. He / she will not be left unattended 

under any circumstances. The child will be able to access the After School Club provision. 

If, after repeated attempts, no contact is made with the parent, carer or designated adult, and it is 

5.00pm, the Safeguarding Lead Person or her representative will call the local Children Services 

Department for advice. 

In the event of Children’s services being called and responsibility for the child being passed to a child 

protection agency, the Safeguarding Lead Person or her representative will attempt to leave a 

further telephone message with the parent/carer or designated adults’ answer-phone. Furthermore, 

a note will be left on the door of the School’s premises informing the parent, carer or designated 

adult of what has happened. The note will reassure them of their child’s safety and instruct them to 

contact the local Children’s services department. 
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Under no circumstances will a child be taken to the home of a member of staff, or away from the 

School’s premises unless absolutely necessary, in the course of waiting for them to be collected at 

the end of a session. 

Under no circumstances will a child be left in the care of another parent unless they are identified on 

the child’s contact sheet or liaison with the parent/carer has agreed this. 

The child will remain in the care of the school until they are collected by the parent, carer or 

designated adult, or alternatively placed in the care of Children’s services. 

Incidents of late collection will be recorded by the Safeguarding Lead Person or her representative 

and discussed with parents/carers at the earliest opportunity.  

 

 

Changes of regular arrangements (ie when parent/carer is unable to collect their child) 

Any pre-planned changes to the collection of a child should be given in writing to the class teacher 

during morning registration.  For any child without written permission explaining a change of 

arrangements, they will be kept at school until collected by the parents. 

Changes of arrangements should only be made by telephone to the school office, in the case of an 

emergency.   

Procedures for emergency changes of regular arrangements made by telephone 

1.  Office staff taking the phone call will complete a proforma which includes: 

 Child’s name 

 Class 

 Date 

 Time of call 

 Message 
 

2. This will be passed to the class teacher. 

3. Class teacher will initial to say they have read the message and passed it to the child. 

4. In the case of the class teacher being unavailable to dismiss the children, proformas should be 

passed to a teaching assistant who is linked to the class.  

 

In addition 

A class list should be available in every classroom, clearly showing which children have written 

permission to walk home alone.   These children should be dismissed first. Then, the teacher will 

dismiss, one at a time, the remaining children who are collected by their parent/carer. 

Class teachers, supply teachers, teaching assistants and tutors should be made aware of this list. 

A class list will also be displayed in the staffroom. 
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Please note that gates to the car park will be locked between 8.30am – 9.00am and 3.00pm – 

3.30pm to ensure the safety of your children. 

 

 

 

 

 

Inclusion Statement 

 At Hylton Castle Primary School, we are committed to offering an inclusive curriculum to ensure the best possible 

progress for all of our pupils whatever their needs or abilities. 

 

Pupils have Special Educational Needs if they have a learning difficulty which calls for special educational provision 

to be made for them. Pupils with a disability have special educational needs if they have any difficulty in accessing 

education and if they need any special educational provision to be made for them, which is anything that is 

additional to or different from what is normally available in schools in the area. 

 

At Hylton Castle Primary School we undertake the duties, including in relation to this policy: 

• Not to treat disabled pupils less favourably for a reason which relates to their disability 

• To take reasonable steps to avoid putting disabled pupils at a substantial disadvantage 

• To do our best by all disabled members of our school community in relation to the requirements of this  

    particular policy 

 

Equality & Diversity Statement 

Hylton Castle Primary School fully recognises its duty to comply with equality and diversity legislation, and its 

Gender Equality Scheme sets out the school’s aims in relation to equality and what it will do to ensure that 

equality is fully embedded in practice. The school fully acknowledges its responsibilities in terms of equality issues 

in relation to gender, age, race, disability, religion or belief, sexual orientation and gender reassignment, including 

in relation to this policy.  

 

Hylton Castle Primary School is firmly committed to equality and diversity, and when carrying out our functions, 

we shall have due regard to the need: to eliminate unlawful discrimination and harassment; to promote equality of 

opportunity between men and women. 

This Policy should be read in conjunction with the School’s: 

 Child protection Policy 

 Attendance Policy 

 Children Missing from Education Policy 

 Admissions Policy 

 Inclusion Policy 
 

 

 

 

 

 


