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Purpose

To ensure the safeguarding of all children, it is essential that the school has a
procedure in place for safe collection of all children at the end of the school day,
and guidance for parents in the event of them being late/unable to collect their
child.

Aims

To keep children safe.

To ensure that all members of the school community are aware of the correct
procedures for the end of the school day.

To highlight the importance of maintaining clear lines of coommunications and up
to date contact details.

Policy for afternoon collection

e The school expects pupils to be collected at the end of the school day,
which is 2.50 pm.

e Ifan appropriate adult fails to arrive to collect a child, the child will remain
in class until 3.00 pm.

e At 3.00 pm an adult will then take any remaining children to the Late Desk,
the details of children will be recorded in the Late Book by a member of the
Pastoral Team or Office Staff.

e A member of staff will check with the school office whether the
parent/carer has telephoned to give an estimated time of arrival.

e |f no contact has been made, then a member of the office staff will attempt
to call the parent.

e A member of the Safeguarding or SLT Team will remain on site until all
children are collected.

e When a child is collected by an adult from Late Desk the time and reason
will be recorded.

e If contact cannot be made with the parent then the emergency contacts
will be called.

e The office will continue to try and make contact with the parent/carer and
the emergency contacts.

e If contact cannot be made with the parent/carer or the emergency
contacts by 4.00 pm, then a member of the Safeguarding or SLT Team will
contact MASH (Multi Agency Safeguarding Hub) 0203 373 4600 (Monday to
Thursday, 9 am to 5.15 pm or Friday 9 am to 5.00 pm.) O208 430 2000 (Out
of hours Duty Team). The member of the Safeguarding or SLT team will also
contact another member of SLT so that they can be supported should the
child need to be transported to an alternative location.

e The Late Book will be reviewed on a half-termly regular basis by the Deputy
Head Teacher responsible for attendance and letters will be issued for
parents that regularly collect their children up late.



Policy for After School Clubs

The school expects pupils to be collected at the end of the After School
Club, which is 4.00 pm.

At 4.00 pm an adult will then take any remaining children to the Main
School Office, the details of children will be recorded in the Late Book by a
member of the Pastoral Team or Office Staff.

A member of staff will check with the school office whether the
parent/carer has telephoned to give an estimated time of arrival.

If no contact has been made then a member of the office staff will attempt
to call the parent.

A member of the Safeguarding or SLT Team will remain on site until all
children are collected.

When a child is collected by an adult from Late Desk the time and reason
will be recorded.

If contact can not be made with the parent then the emergency contacts
will be called.

The office will continue to try and make contact with the parent/carer and
the emergency contacts.

If contact cannot be made with the parent/career or the emergency
contacts by 4.30 pm, then a member of the Safeguarding or SLT Team will
contact the MASH (Multi Agency Safeguarding Hub) 0203 373 4600
(Monday to Thursday, 9 am to 5.15 pm or Friday 9 am to 5.00 pm) ©208 430
2000 (Out of hours Duty Team).

The Late Book will be reviewed by the Deputy Head Teacher responsible for
attendance on a regular basis and letters will be issued for parents that
regularly collect their children up late.

If a child has been collected late from club 3 times during the term, the
child will lose their place in the club and no refund will be provided.

Guidance for parents/carers in the event of a parent/carer not arriving to
collect a child at the end of the school day

As a parent/carer, it is your responsibility to ensure that your child is
collected on time at the end of the school day.

Please ensure that the school has up-to-date telephone numbers of all
emergency contacts.

If you are unexpectedly delayed and will be late in collecting your child
from school, please contact the school immediately by calling the Main
School Office 0207 476 2323.

If you arrange for another adult to collect your child, you must inform the
school directly.

If no contact has been made and you have failed to arrive by 4.00 pm, the
school will contact Social Services.

If your child is attending an After School Club and no contact has been
made by 4.30 pm, the school will contact Social Services.



Procedures for Admission of Late Children (Morning)

Punctuality is an important life skill.
Children must be at the school gate by their allocated time window.

Gate Start Time End Time

KS2 Main KS2 820 am 250 pm

Playground
Small KS2 Gate (Gates close at (Gates close at
5-a-side Gate 8.30am) 3pm)
KSI1 Main Entrance

(side gate)

EYFS Renfrew Entrance

-Registers will be started at 8.30 am.

-Children will be marked late if they arrive at school after the registers have been
taken.

-Children who arrive after the gates are closed should proceed to the Main Front
Entrance where they will be checked in by a member of office staff and added to

the late list.

-Parents are asked to provide a reason for the child being late, this information
will also be recorded.

Managding Lateness

Pupils who are consistently late are disrupting not only their own education but
also that of the other pupils. Parents/carers of pupils who seem to be developing
patterns of lateness will be reminded by letter of the importance of good time
keeping. If lateness persists, parents/carers will be invited to attend the school and
discuss the problem with the Attendance Officer and Deputy Head Teacher.

Lateness will be monitored by the Administrator and shared with the Head
Teacher. If the arrival at school is half an hour after the registers have closed the
child will be marked with a ‘U’ code. This equates to an absence although we are
aware that the pupil is on the school premises in accordance with health and
safety. If a pupil is late due to a medical appointment, they will receive an
authorised absence coded ‘M'.



Please be advised that where possible doctors and dentists appointments are to
be made outside of school hours or during school holidays. Where appointments
in school time are unavoidable children should only be withdrawn from school for
the duration of the appointment, not a whole session. Your child's appointment
letter should be shown to the school administrator.



