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 “Love one another. As I have loved you, so you must love one another.” 
John 13:34 
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This policy is part of the school’s policy for safeguarding children. 
 
Arrivals 
The main gate to the school playground is opened at 8.45 am, when a member of staff is on duty to 
supervise children. KS2 children go straight to their classrooms to prepare for the day whereas KS1 
remain in the playground until the bell is rung for them to line up prior to going into class for a prompt 
9.00am start. 
 
Any children arriving between 8.00 am and 8.30 am for early morning clubs need to buzz to be 
admitted into school and must close the gate behind them. The school caretaker is in the playground 
at this time to ensure the gate is always safely closed. 
 
The gate is shut at 9.00 am. Parents/carers need to have left the playground prior to 9.00 am. 
 
The car park gates are operated electronically by staff and remain closed after a car has passed 
through. Parents/carers are not allowed access to school through the car park gates. 
 
Class teachers take the register as soon as they reach the classroom. Any child arriving late must 
go straight to the office so their attendance can be registered. 
 
It is the responsibility of the parents/carers to ring the school before school starts to notify the office 
staff if a child is going to be absent. Registers are completed and submitted to the office by 9.10 am. 
Any child who is not in school by this time is recorded as late. Any child not in school by 9.40 is 
recorded as an unauthorised late. Office staff will contact parents/carers to find out why they are not 
in school. 
 
Looked after children and vulnerable children who are absent must be reported to the headteacher 
as a matter of priority.  
 
The headteacher will arrange to meet with the parents/carers of any child whose punctuality or 
attendance is a concern. Attendance and punctuality matters are reported regularly at Governing 
Body meetings. 
 
Departures 
The main gate to the playground is opened at 3.20 pm when Reception children are escorted to the 
playground for collection.  
 
The other classes are brought down to the playground at 3.30pm and go with their teacher to their 
designated places in the playground and line up ready for collection. 
 
All children must tell their teacher that they are going to their responsible adult so that the teacher 
can see the adult and know that they are leaving the premises. 
 
Parents must notify the school if they wish someone different to collect the child and give their 
permission for this. Staff must ensure this has been done and that the child obviously knows the 
adult. 
 
Parents of children in year 5 or 6 who want their child to walk home by themselves must provide the 
school with written permission to this effect. 
 
Children not collected are brought to the office by staff and their names noted in the Late Book.  
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Office staff will then attempt to contact the parents/carers to collect their child. If a child remains 
uncollected the school will contact social services to inform them we have an uncollected child on 
the premises. 
 
The school gate is shut after all children have left the playground.  
 
The gate is opened at 4.45 pm for collection of children attending after school extra-curricular clubs. 
The member of staff leading the club should bring the children to the playground to dismiss them to 
their responsible adult or for children in Year 5 and 6 with permission they should dismiss them to 
walk home alone.  Once all children have left the school playground they should make sure the gate 
is safely closed.  
 
Children not collected should be brought back into the school and the staff member should take 
them to a member of SLT who will contact the child’s parent/carer.  
 
Parents of children attending the after- school care club need to ring the club mobile phone number 
to inform staff that they are there to collect their child. Staff will then escort the child through the 
playground to meet their parent/carer. 
 
If a child is to be collected during the school day for any reason, the parent needs to come to the 
school office on entering the premises. Office staff will collect the child from the classroom and take 
them to the office to meet the parent. The parent must then sign the child out. If the child is returning 
to school, the parent must bring them straight to the office and sign them back in. Office staff will 
then take the child back to their classroom. 
 


