
                    
 
 
 
 
 

Drop Off and Collection of Children Policy 
 
 

RATIONALE 
At St. Teresa’s Catholic Primary School, the children’s safety is of paramount importance. The school will 
endeavour to ensure that clear and robust procedures are in place for drop off and collection times, and 
that they are regularly reviewed and clearly shared with staff, parents, carers and pupils. The school has a 
duty to safeguard the children in its care at all times. 
 
 
PURPOSE 
To ensure that there are clear guidelines for staff, parents and carers regarding the drop off of children at 
the beginning of the school day and the collection of children at the end of the school day. 
 
GUIDELINES 
 
At St Teresa’s, in order to safeguard our children, we ensure that we have a full knowledge at all times of 
the arrangements for drop off and collection for every child at the school.  
 
Supervision on the School Grounds 
 
Children must be supervised on the school bank by an adult every morning until the doors open at 8.50am. 
Children remain the responsibility of their parents until the doors open at 8.50am. Children from Reception 
to Year 4 should not be left unaccompanied before this time. 
 
Safe Arrival 
The school gates are opened at 8.45am by the caretaker who remains in position until 9.00am. The 
children from Years 1-6 inclusive will walk down the school ramp and into the yard. The bell will be rung at 
8.50am and children will line up and be led into class by their class teacher. When the second bell rings at 
8.55am, the children should be in their classrooms so that lessons can begin promptly at 9.00am. 
 
Reception class children and their parents/carers will be greeted at the gate of their outdoor area by their 
teacher or teaching assistant and children will walk into their classrooms from there.    
 
Any children arriving after the gates have been locked at 9.00am must enter via the main office entrance 
and report to a member of the office staff. 
 
Daily text messages are sent, where appropriate, to parents informing them that their child has arrived late 
for school. 
 
Children on the school bus will be picked up at their local bus stop and escorted to school by the School 
Bus Escort. They will then be brought into the building via the main entrance and make their way to their 
classrooms.  
 



 
SAFE COLLECTION 
 
School finishes at 3.15pm.  
 
EYFS 
At the end of the school day, children in Reception will be dismissed by their teacher from the classroom 
by the outdoor area. Parents should wait outside of the classroom once the gate has been opened. The 
teacher will only hand the children over to a named and recognised adult (please see authorised adult 
section).  Any children who will be travelling on the school bus will be picked up by the School Bus Escort 
from their classroom.  
 
Years 1-6 
The children in Years 1, 2, 3, 4, 5 and 6 will be brought into the school yard by their classroom teacher or 
teaching assistant. They will then be asked to line up and will only be handed over to a named and 
recognised adult. Parents should pick the children up from the school yard, and not the ramp into the yard, 
so as they are clearly visible to staff members. Any children travelling on the school bus will meet The 
School Bus Escort on the yard after the children in Reception and Year 1 have been collected.  
 
Late Collection  
If after 10 minutes, no one has arrived for a child, the teacher will take the child to the office and a 
member of staff will telephone the identified parent or carer to see what the delay might be. The child will 
stay in school until an authorised adult arrives.  
 
Children attending Pre-school or after school clubs or work sessions 
 
Children attending pre-school clubs or work sessions should report to the main office upon arrival where 
they are required to sign in. They will be met by the member of staff / adult leading their session who is 
responsible for taking a register and supervising the children until the beginning of the school day. 
 
Children attending after school clubs or work sessions are handed over to their responsible adult by a 
member of staff at the end of the session or allowed to walk home if they are in Years 5 and 6. Children in 
Years 5 and 6 should be collected by a responsible adult in the winter months (October to February).  
 
The Authorised Adult  
Children will only be handed over to a named and recognised adult unless prior arrangement with a 
member of staff has been made.  
The authorised adult should be a responsible person aged 16 years or over. The person may be a: 

 Parent/carer 

 Family member 

 Child minder 

 Family friend 

 A sibling over the age of 16  
 
The following guidelines apply to all children including those attending pre-school or after school clubs or 
work sessions: 
 

 Parents/carers must inform the school if their child is being collected at the end of the school day 
by a responsible adult other than themselves. 

 

 Siblings over the age of 16 may drop off or collect a child providing prior notice has been provided 
to the school and reported to the Head Teacher.  



 

 Parents/carers wishing their child to travel to and from school unaccompanied must inform the 
school in writing of their wishes. 

 

 The school will not hand over any child to any person who appears to be under the influence of 
alcohol or drugs or appears to have mental health needs to the extent that their own needs mean 
that they are unable to keep the child safe from harm. 

 
In such cases it may be necessary to make a referral to Children’s Services or a call may be made to 
the police e.g. if the person is behaving violently or is likely to place others in danger by driving a 
car whilst deemed to be unfit through alcohol or drugs. 

 
 
Independent Travel to and from School  
 
There is no set legal age that children can walk to and from school independently or be left on their own. It 
is an offence, however, to leave a child alone if it places them at risk and schools have a continual 
obligation to alert relevant authorities if they believe this to be the case. This could, theoretically, include 
the school journey. 
 
The children in Years 5 and 6 can leave the premises to walk home alone as long as the school has received 
written permission. The ‘Walk home from School’ form will be handed out to these classes at the beginning 
of the autumn term and they can also be downloaded from the website or requested from the school 
office.  
 
 
Children attending Breakfast Club and After School Club  
 
Children attending breakfast club should be dropped off at the main office and will need to be signed over 
to a member of staff in the Breakfast Club.  
Children being collected from After School Club will be brought to the main office when a named and 
recognised adult rings the bell for collection. They will then be signed out of the building.  
 
Non-Collection of Children 
 
If a child has not been collected from school and there is no written agreement that they should travel 
home alone, the school will make every effort to contact the parents/carers. 
 
No child is allowed to leave unless we are sure they are safe. If no contact has been established with the 
parent/carer after 1 hour after the usual collection time, the school will follow their child protection 
procedures and it may be necessary to contact Children’s Services or the Police. 
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