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This policy outlines the expectations for the timely collection of pupils at the end of the school day 
and ensures that all children are dismissed safely and responsibly. 

Parents and carers are expected to collect their child promptly at this time or ensure appropriate 
collection arrangements are in place. 

At The Leys, the safety and well-being of our pupils is our highest priority. This policy outlines our 
approach to the late collection of children at the end of the school day and is guided by statutory 
safeguarding responsibilities, including the Keeping Children Safe in Education (KCSIE) guidance 
and Section 11 of the Children Act 2004.   

 
The school has a duty of care under Section 3 of the Department for Education’s (DfE) statutory 
guidance ‘Keeping Children Safe in Education’ (KCSIE) to ensure children are supervised until they 
are safely collected. Persistent late collection may raise safeguarding concerns and may be recorded 
and monitored in line with the DfE ‘Working Together to Safeguard Children’ guidance. 
 
 
 



Expectations for Parents/Carers 

Parents and carers must: 

●​ Parents/carers must inform the school office immediately if they will be late collecting their 

child 

●​ Contact the school office on [01438 314148] or email [admin@leys.herts.sch.uk] 

●​ The office is staffed until [3.45 pm] 

●​ Parents/carers should notify the school as soon as possible if collection arrangements change 

Emergency Contacts: 

●​ Parents/carers must provide alternative contact details for at least two authorised adults 

(e.g., grandparent, neighbour, friend) who can collect their child if they're unable to do so 

●​ These details should be provided on the pupil registration form and updated annually 

●​ Parents/carers must inform the school in writing of any changes to authorised collectors 

 School Procedures for Late Collection 

Immediate Actions (0-15 minutes late): 

●​ The class teacher/designated staff member will supervise the child in a safe location/ office 

reception area 

●​ Staff will check for any messages about delays or changes to collection arrangements 

Extended Delay (15-30 minutes late): 

●​ Staff will attempt to contact the pupil's parents/carers using all available contact numbers 

●​ If unsuccessful, staff will try alternative or emergency contacts on file 

Serious Concern (30-45 minutes late): 

●​ Continue attempts to contact all listed contacts 

●​ The Designated Safeguarding Lead (DSL) will be informed 

●​ A senior member of staff will remain with the child 

After 45 minutes: If unsuccessful and the child is still not collected after 45 minutes: follow 

safeguarding procedures. This could involve the school notifying the police, children's social care or 

the local safeguarding team, and could include safely transferring the child to their care.  

Staff Responsibilities: 

●​ Class teacher: Initial supervision and first contact attempts 

●​ School office staff: Coordinate contact attempts and maintain records 

●​ DSL: Oversee safeguarding procedures after 30 minutes 

●​ Senior Leadership Team: Make decisions regarding social services involvement 



Standard Collection Expectations 

The school day ends at 3:15pm, and we expect all children to be collected promptly. We acknowledge 

that the vast majority of parents and carers collect their children on time, typically at or within 

five minutes of the end of the school day. We also understand that on occasion, delays are 

unavoidable due to unforeseen circumstances such as traffic or emergencies. In these cases, we ask 

that the school office is contacted as soon as possible to keep us informed.   

Collection Arrangements  

Pupils in Years 5 and 6 may only walk home unaccompanied, but only if the school has received 

permission (via school coms) from a parent or carer.  All other pupils must be collected by a 

parent/carer or other known adult. This adult must be someone whose name has been provided to 

the school in advance by the parent or carer. It is the responsibility of the parent/carer to ensure 

the school is informed of any changes to collection arrangements.   

After School Activities    

Children who attend after-school activities or clubs must also be collected promptly at the stated 

end time, which is usually 4:15 pm, unless otherwise communicated by the school or club provider.   

Late collection procedures and potential charges apply in the same way following these activities.  

An appropriate member of staff will take responsibility for the pupil and follow the procedures 

outlined above. 

Repeated late collections for after-school clubs and activities: If a pupil is collected late on 
three occasions, and there is no subsequent improvement, the school may withdraw the pupil 
from optional school-run clubs and activities, in line with safeguarding considerations. 

Nursery 

The content of the policy applies to Nursery, where finish times are either 11:30 am or 3:30 pm  (30 

hours 2.45pm).  

Impact of Late Collection  

Repeated or extended late collection places emotional stress on children and can lead to feelings of 

anxiety and confusion. It also has operational implications for the school, including the need for 

additional staff supervision beyond contracted hours, and concerns over the child’s safety and care. 



Repeated Late Collection  

Where late collection occurs three times within a half term or a rolling 6 week period, the school 

will: 

●​ Arrange a meeting with parents/carers to discuss the issue.​
 

●​ Offer support where possible (e.g., signposting wraparound care providers).​
 

●​ Record concerns in accordance with the school’s safeguarding policy.​
 

Continued late collection may lead to escalation under the DfE safeguarding framework. 

Records of late collections will be logged on the school’s systems to monitor safeguarding concerns. 

The agreed threshold for this is 3 late collections in a half-term or rolling 6-week period. If 

lateness continues, the school reserves the legal right, Section 450-457 of the Education Act 

1996 , to charge for the additional supervision provided.  Parents/carers will always be informed in 

writing in advance of any intention to commence charging. Charges will only be applied in cases of 

repeated lateness, not for isolated or occasional delays.  (See Charging and Remissions policy) 

If implemented, charges will be made as follows: To cover the cost of additional staffing and 

supervision, the school will apply the following charges: 

●​ £5.00 for the first 15 minutes after the 10-minute grace period.​
 

●​ £5.00 for every additional 15-minute block thereafter. 

Charges will be invoiced to parents/carers and must be paid promptly. An invoice would be issued 

with payment expected within 30 days. The school would take reasonable legal steps to recover any 

debts incurred this way. 

 
 

 

 

 

 

 

 
 
 
 



Safeguarding Protocols  

If a child is not collected within 45 minutes of the end of the school day or an after-school 

activity, and no contact has been made with parents/carers, the school will implement safeguarding 

procedures by SLT or DSL on site. This may include:  

   • A referral to Children’s Social Care, as the child may be considered abandoned under 

safeguarding definitions.   

•  Police involvement if no safe arrangements can be confirmed.  

 
These actions are consistent with our statutory safeguarding duties and are taken in the best 

interests of the child’s welfare. All parents and carers with parental responsibility will be notified 

of any situations where concerns arise regarding late collection. 

We ask for the support of all parents and carers in ensuring that children are collected promptly at 

the end of the school day and after any school-run activity, and that all collection arrangements are 

clearly communicated with the school. We remain committed to working in partnership to ensure 

every child feels safe, secure, and valued at all times.  

If you have any questions regarding this policy or your individual circumstances, please contact the 

headteacher.  
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