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Whitings Hill Collection and Non-Collection Procedures  

including independent travellers 

Schools have a duty to safeguard children in their care. An important part of this is 
considering how we ensure that pupils arrive and leave premises safely. Our 
procedures reflect the age of pupils and any additional needs they may have.  

General collection procedure  

Parents will promptly collect pupils at the end of the school day, which is 3:20pm, 
from the playground.  

Pupils will only be permitted to leave the premises with adults who are registered 
with the school as a person with collection responsibility.  

Staff members will not release a pupil if it is felt that the parents/guardians are not in 
a fit state to ensure the pupil’s safety or if the pupil shows signs of distress or 
anxiety. In these cases, the school’s Child Protection and Safeguarding Policy will be 
followed and children’s social care, and the police if appropriate, will be contacted. 
Under no circumstances will a pupil be allowed to leave the school with someone if 
they are showing signs of distress or anxiety.  

Staff led club collection procedure 

All after-school clubs and extra-curricular activities will finish by 4:30pm. Pupils who 
have not been collected following an after-school club will be escorted to the 
school’s after-school care club run by Non Stop Action. If parents/guardians are late 
to collect their children, which results in the pupils attending the after-school care 
club, parents/guardians will be charged in accordance with the charging and 
remission policy.  

Late collection procedure  

Parents will notify the school at the first possible opportunity if they believe they will 
be late to collect their child. The school will allow for a 10-minute window for late 
arrival. If a pupil has not been collected 10 minutes after the specified collection 
time, a staff member will escort them to the office and try to contact the pupil’s 
parents/guardians.  

The pupil will join the after-school care club and parents/guardians will be liable to 
pay the cost for this service. All staff members, including those in charge of after-
school activities, will be aware of the school's internal procedure for late collection 
and will ensure that the situation is resolved whilst causing as little distress as 
possible to the pupil.  
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If the pupil’s parents/guardians cannot be reached via the contact details provided, 
emergency contacts will be contacted, and the school will continue to try and contact 
the parents/guardians. If the parents/guardians and emergency contacts cannot be 
contacted, the non-collection procedure will be followed as outlined below.  

Recurrence of late collection  

The length and frequency of late collections are monitored by the school. The school 
will keep a record of incidents where parents/guardians are late with no reasonable 
explanation. Concerns regarding a pupil’s safety and welfare associated with late 
collection will be dealt with in accordance with the school’s Child Protection and 
Safeguarding Policy. Persistent lateness might indicate that a parent is struggling to 
meet their child’s needs. Schools should contact parents or carers outlining their 
concerns. This should also be recorded as a safeguarding concern using the school’s 
safeguarding procedures. If schools have ongoing concerns about a child’s welfare, 
they may need to make a referral to children’s social care so that the family can 
receive support. 

Non-collection procedure  

The school will continue to try and contact the parents/guardians and named 
emergency contacts in the event of a non-collection. A staff member will supervise 
the pupil at all times. If no contact has been made with the pupil’s parents/guardians 
or emergency contacts, and no one has arrived to collect the child within an hour 
since the original collection time – the end of the school day or at 4.30pm if it was 
prearranged for a pupil to attend a school club – the school’s Child Protection and 
Safeguarding Policy will be followed and children’s social care, and the police if 
appropriate, will be contacted for advice.  

A member of staff will stay with the pupil until children’s social care arrives. Once the 
situation has been resolved, the reason the circumstances arose will be established 
and noted, and steps to avoid recurrence will be taken by the school and 
parents/guardians.  

Collecting a child on someone’s behalf  

The school never releases a pupil into the care of another adult who is not a named 
emergency contact without the consent of their parents/guardians. A parent/ 
guardian must call the school office and inform the school directly of any change in 
collection. Emails in relation to same day collection will not be accepted as they may 
not be received in time for pick up.  

In the event that someone else should arrive without prior knowledge, the school 
will telephone the parent/ carer immediately and await their advice.  
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Older siblings accompanying a child to or from school on a parent or carer’s behalf 

All children in Nursery, Reception, Year 1 and Year 2 can be collected an older sibling 
above the age of 16. Pupils in Years Three, Four and Five may be collected from 
school by an older sibling if the sibling is aged 14 or older with written consent from 
the parent (see appendix A). The school reserve the right to request identification if 
there are concerns over the age of an older sibling. Pupils in Year 6 can travel home 
independently (please see section below on independent traveller).  

When determining the age that a sibling can accompany a child to school, parents 
and carers should take the following factors into account: 

 the maturity of all the children involved 
 the length and nature of the journey home 
 the behaviour of all the children involved 
 the relationship between the children collecting or being collected. 

The school refuse the right to release a child to an older sibling if there are concerns 
in relation to the above four points.  

Independent travellers 

We advise parents to think about whether your child is ready to walk to and from 
school and assess any risks associated with the route and your child’s confidence. 
Parents and carers should make their decision based on their child’s maturity, ability 
and the safety and distance of the route to school. 

Work with your children to build up their independence while walking to school 
through route finding, road safety skills and general awareness. When deciding 
whether your child is ready for this responsibility, you may want to consider the 
questions in Appendix C.  

If the parent of a year 6 pupil wishes for their child to walk home alone, the school 
must be informed of this in writing (see Appendix B). Your child will also be 
responsible for their behaviour whilst on the school premises either before or after 
school. Should their behaviour not be acceptable on the premises or on the way 
home, you will be asked to accompany or collect them until they have proved they 
can be trusted again.  

Monitoring and review  

Following an event of non-collection, the relevant procedures will be reviewed to 
ensure they were effective and amended where necessary. This policy will be 
reviewed every three years. 
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Appendix A 

Permission for pupils (Y3, Y4, Y5 and Y6) to be collected by older siblings  

I wish to inform you that my child will be collected from school by their older sibling. 
I can confirm that their older sibling is at least 14 years of age and I as the parent 
accept full responsibility for their welfare walking home from school.  

I will notify you immediately should this arrangement change.  

I have read and understood the guidelines, systems and reasonable precautions set 
out in the ‘Collection and Non-Collection Procedures including independent 
travellers’ 

Child’s name ……………………………………………………………  

Class (Years 3, 4, 5 and 6 only) ……………………………………………….  

Name of older Sibling collecting 
………………………………………………………………………………………………  

 

Signed: ......………………………………............ Date: ............................................  

Print Name: 
.................................................................................……………………................ 

 

Appendix B 

Permission for pupils to walk to and from school unaccompanied  

Person with parental responsibility to complete and return this reply slip to school 
ASAP  

Name of Child: ......................................................................................... Class:  6 
Sapphire/ 6 Quartz  

I wish to inform you that my child will be walking to/from school on regular basis. I 
will notify you immediately should this arrangement change.  

I have read and understood the guidelines, systems and reasonable precautions set 
out in the ‘Collection and Non-Collection Procedures including independent 
travellers’ 

Signed: ......………………………………............................ Date: .......................................  

Print Name: 
.................................................................................………………………………............. 
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Appendix C 

When deciding whether your child is ready for this responsibility you might want to 
consider the following:  

1. Do you trust them to walk straight home?  
2. Do you trust them to behave sensibly when with a friend?  
3. Are they road safety aware?  
4. Would they know what to do if a stranger approaches them?  
5. Would they have the confidence to refuse to do what a stranger asked?  
6. Would they know the best action to take if a stranger tried to make them do 

something they didn’t want to do (scream, shout, kick or fight)?  
7. Would they know what to do if they needed help? Would they know who best 

to approach to get help? 


