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Introduction

At Whyteleafe, we have a duty to safeguard and promote the welfare of children.  This includes having

arrangements in place to look after children who are not collected at the end of the school day, or after an after

school activity or club.

Contact Information

On admission to the school, it is our policy that parents/carers must supply:

● Names and full addresses of all parents/carers with parental responsibility.

● Home/mobile and work telephone numbers for all parents/carers.

● The emergency contact details of three people who may be called in the event of the parents/carers being

unobtainable or in the case of an emergency.

This information should be updated annually or whenever circumstances change through the school office.

Our procedures

It is the parent/carer’s responsibility to ensure that their child is collected by a responsible person.  Parents/carers

must notify the school immediately if it becomes apparent that the person collecting the child may be late.

Whyteleafe Primary School agrees to care for a pupil who has not been collected from school until such a time as

he/she has been collected by a responsible person, or until appropriate, alternative care arrangements have been

made.

If parents/carers have not collected their child by 3:20pm after the normal end of a school day, and have not rung

the school to advise of their lateness, the child will automatically be taken to wraparound care and parents will be

charged the full afternoon rate (£10 per child).  If a parent telephones to say they are going to be late, they will be

given an extra 10 minutes, until 3:30pm, in which to collect their child.  If the parent has not collected within this

time, the child/children will be taken to wraparound care.

Children who have not been collected within 15 minutes of the end of an afterschool activity or club, will also be

taken to wraparound care and parents will be charged the full afternoon rate.  Any child who has attended

wraparound care due to a late collection will be invoiced by the After School Club.

Parents/carers who do not collect their child before 3:20pm will be sent a letter notifying them of possible

arrangements that may be put in place for their child if they continue to collect their child late and inviting parents

in to discuss their current circumstances if applicable (see appendix 1).

The school’s Designated Safeguarding Lead will keep a record of occasions where parents/carers do not collect a

child from school, or are late for no explained or good reason (see appendix 2).  If any concerns about the child’s



safety and welfare result, these will be dealt with in accordance to the school’s safeguarding policy and

procedures.
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Appendix 1

Date

Dear Parent/Carer,

As you are aware, INSERT NAME, was collected late from school on DATE.  I would like to remind you that, in order to keep

your child/ren safe, the school is obliged to implement its Late Collection Policy for children not collected on time.  If you are

regularly late to collect your child, fail to collect them by 3:20pm, or fail to make suitable alternative collection arrangements,

this may lead to the school contacting Children’s Services and/or the police.

Please do speak to either myself or your child’s teacher if you are currently experiencing difficulties in collecting your child, or

if you would like to discuss this further.

Your sincerely,

Miss Hunt

Head of School



Appendix 2

Name of child/family: Date:

Class(es): Year group:

Did parents make contact  with school to inform them they

were running late:

YES                            NO

What steps did the school take to make contact with

parents/carers? (please list below)

Time the children were collected:

Were the children taken to wraparound care (parents

charged at the full session rate):

YES                            NO

Name of person collecting child/children:

Reason given for late collection:

External agencies contacted?  If so, who? Arrangements made:

Follow up actions:

Name and signature of person completing the form: Date:

Time:

Name and signature of person collecting the child: Date:

Time:




