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Hackney New Primary School 

Collecting Children from School Policy 

 
Agreed by the Governing Body: September 2016 
Review Date  September 2017 
Review Schedule Annual / Biennial  
Person(s) Responsible  Headteacher 
	
Introduction 
 
It is essential that the school ensures all children leave school at the end of the day 
with a safe adult. We appreciate that for many families, arrangements need to be 
flexible and it may be that a few people care for the child after school. Sometimes 
there will be ‘one-off’ arrangements. For this reason we have set out clear 
procedures which all staff and parents/carers must adhere to.  
 
A safe adult is someone who has been authorised in accordance with this policy to 
collect the child from school. 
 
Under no circumstances should a member of staff allow a child to leave school with 
someone if they are showing signs of distress or anxiety.  
 
Under no circumstance should a member of staff take a child home themselves. 
 
Other Adults (non-parents/carers) 
 

• Parents must give verbal permission to the class teacher for all adults who 
are not the parents or carers of the child to collect them from school. This 
permission must be given with a full physical description of the person (if not 
already known to the school) and ideally this person will be introduced to the 
class teacher in advance of the first collection. 

 
• If any member of staff is unsure of the adult’s identity they may ask to see 

identification. 
 

• If, after checking identification, there is any uncertainty about the person(s) 
the member of staff should take the child to the school office and contact the 
parents by telephone to seek further guidance/advice, and inform a member 
of the Senior Leadership Team. 

 
• If the parents/carers are not contactable then the member of staff should refer 

to the procedures for children uncollected from school.  
 

• In the event of a family emergency when an adult not known to the school 
may need to collect the child at short notice, a physical description of the 
collecting adult must be given to the school and in the absence if 
photographic ID, the class teacher will choose a random password to give to 
the parents only. The parents are responsible for communicating this with the 
adult who is collecting their child.  
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Adults with court orders or restrictions in place regarding a child 
 

• In some cases there will be adults for whom specific restrictions are in place 
regarding contact with one of our children. 

 
• It is the parent/carer’s responsibility to communicate this to the class teacher 

and to provide a full description, and ideally a recent photograph, so that staff 
can recognise this person if not known already.  

 
• The class teacher must share this information with anyone responsible for 

dismissing the children at the end of the school day and with the Senior 
Leadership Team. 

 
• Of paramount importance is the child’s emotional welfare. As much as is 

practicable arrangements must be ‘normalised’ and any communication about 
the matter should be carefully controlled.  

 
• The child will be discretely given a place in the ‘lining up order’ towards the 

back of the line. If the member of staff dismissing the children spots the adult 
with restrictions in place, they will notify another member of staff to take the 
child back to the classroom, without them having seen or made any contact 
with the person involved. 

 
• The adult at the school door should then wait at the door to monitor the 

movements of this person, and seek the support of another staff member. If 
approached, staff will explain that as there is a restriction in place they cannot 
allow the child to leave in this instance. 

 
• The adult with the child in their classroom should immediately call the school 

office and ask they make contact with the authorised parent/carer to inform 
them of the situation and to ask them to come to school as soon as possible. 
They should then seek the support of an additional adult in the classroom. 

 
 
Child Uncollected From School  
 
In the event that a child is not collected by an authorised adult at the end of a day, 
and it has not been possible to contact their parents or carers. The following 
procedures will be put in place. 
 
 
Policy 
 
Hackney New Primary School follows the London Safeguarding Children Board child 
protection procedures which allow staff to make alternative arrangements for the 
child’s care. If there are no immediate child protection issues, staff will:  
 

• establish the child’s understanding of the whereabouts of the parent or 
responsible person and of the arrangements made;  

 
• if the parent can be located, reunite parent and child and ensure adequate 

arrangements are in place in future;  
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• if the parent or responsible person seems likely to return shortly, wait with the 

child.  
 

If the parent or responsible adult has not arrived within 30 minutes, the school will 
contact the child’s emergency contact person and arrange for the child to go to them. 
If this is not possible, FSSW will be contacted by 5pm. 
 
Procedures 
 
1. If a child has not been collected, the school will make every possible attempt to 

contact the parents, carers or another family member. The child may be able to 
indicate if there is something out of the ordinary. On some occasions another 
parent may offer to take a child home with them. At Hackney New Primary school 
we will never release a child into the care of another adult who is not a family 
member or the child’s emergency contact person without the consent of the 
parent or carer, and members of staff will not take children home with them. 

 
2. If no contact has been made and no one has arrived to collect the child, then the 

duty social worker at the relevant FSSW office should be contacted at 5p.m.  
 
FSSW Hackney  FSSW Islington  FSSW Camden 
020 8356 2710 020 7226 0992 020 7974 3317 
 
3. It may be necessary for the child to be taken from the school to a FSSW office. If 

a child is to be taken then a staff member will take them by taxi or mini cab. 
 
4. If a child has not been collected they must not be sent to the after school club. It 

is the responsibility of the teaching staff and the school office to try to contact the 
parent or pass the matter on to FSSW. The extended school day offer will have a 
separate register and parallel procedures for children who are uncollected from 
that service. 

 
5. Once the child is in the care of FSSW, they will take the responsibility for tracing 

the parents or carers. The duty social worker will make arrangements for the child 
to be looked after until the parents or carers can be traced. 

 
 
Children Collected Late from School on a Regular Basis 
 
Where children are collected late from school on a regular basis, the school may 
make a referral to the Education Welfare Service and the matter will be followed up.  
 
 

 


