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St Patrick’s Primary School Ethos
Our school ethos is the foundation of everything we do - shaping our culture, guiding our decisions, and inspiring our community. It reflects who we are, what we stand for, and the kind of environment we strive to create for every child, every day.

This ethos was thoughtfully developed through a collaborative process involving pupil, parent, staff, and governor surveys; pupil and parent focus groups; dedicated staff development sessions; and guidance from the Catholic Schools' Support Service. Together, these voices helped shape a shared vision and set of values that truly represent our school community.

Vision
At the heart of our ethos is our vision:
‘A welcoming and nurturing community, where every child is guided by faith, feels a true sense of belonging, grows with confidence, flourishes through engaging teaching, and develops a lifelong love of learning’.



Values
Our Values reflect what we believe in and how we live each day:
Child-Centred
Children are at the heart of our school - nurturing their wellbeing, independence, curiosity, and individuality.

Healthy Relationships
We build trusting, respectful relationships that support emotional wellbeing, collaboration, and lifelong friendships.

Inclusive
We grow together as a welcoming, inclusive school community where everyone feels they belong and contributes positively.

Lifelong Learners
We empower every child to reach their potential, celebrate their successes, and persevere through challenges.

Devoted to Kindness & Compassion
We treat others with care, empathy, fairness and understanding, creating a safe and supportive environment.

Mission
At our school, we are a welcoming and nurturing community where everyone is guided by faith and feels a true sense of belonging.
Every child is valued, supported, and encouraged to grow in confidence, kindness and curiosity.
Through supportive teaching and strong relationships, we help children flourish - celebrating their uniqueness, nurturing their wellbeing, and guiding them to achieve their full potential.

Motto
[bookmark: _Hlk212443607]And our Motto captures the essence of our commitment:
‘Every Child Matters, Every Moment Counts.’

Together, these elements form a living ethos - one that is felt in our classrooms, our playgrounds, and our relationships. It is a promise to our children, families, and staff that we will continue to grow as a community rooted in faith, compassion, and excellence.

This ethos also guides how we organise class groupings. Our decisions aim to ensure every child belongs, is supported, and is given the best environment in which to flourish.

1. Introduction
At St Patrick’s Primary School, every child’s safety, wellbeing and sense of belonging are at the heart of what we do. In line with our ethos - a welcoming and nurturing community where every child feels a true sense of belonging, is supported to grow in confidence, and enabled to flourish - we operate clear, consistent procedures for how pupils are dismissed and collected from school.

We work in close partnership with families, recognising that strong, open communication between home and school is essential for safeguarding. Parents and guardians play a vital role in helping us maintain safe routines by ensuring that collection arrangements are accurate, up-to-date, and promptly communicated whenever plans change.

This policy explains who may collect a child, how changes to arrangements are managed, when older pupils may walk home, and what happens if a child is not collected on time. It is designed for parents/guardians, and staff and should be read alongside our Safeguarding and Child Protection Policy and the school’s wider safeguarding guidance.

Our approach balances strong safeguarding practice with warm, predictable routines so children feel secure at transition times and families have confidence in the school’s commitment to their child’s wellbeing.
2. Rationale
A clear and robust Child Collection Policy is essential to safeguarding children and ensuring their safety at key transition points during the school day. This policy provides the framework that enables staff and families to work in close partnership, ensuring that end‑of‑day procedures are consistent, predictable and rooted in the best interests of every child. Effective communication between home and school is vital in protecting children, reducing risk, and promoting their wellbeing.


3. Aims
The aims of this Child Collection Policy are to:
· Ensure the safety and welfare of all pupils by setting out consistent, transparent procedures for dismissal and collection.
· Provide clear expectations for parents/guardians and staff regarding suitable authorised people, communication of changes, and child handover routines.
· Support children’s emotional security by promoting calm, predictable transitions between school and home.
· Promote effective communication between home and school so that collection arrangements remain accurate, up‑to‑date, and responsive to children’s needs.
· Maintain legal and safeguarding compliance by aligning collection procedures with statutory guidance, responsibilities around parental authority, and court orders where provided.
· Encourage appropriate independence for older pupils, where safe and suitable, through a structured and assessed approach to walking home and using public transport.
· Provide clear escalation pathways for staff when a child is not collected, when arrangements are unclear, or when safeguarding concerns arise.


4. Definitions
For the purposes of this policy, key terms such as suitable authorised person / people, alternative collection arrangement, independent travel, uncollected child, parent/guardian, and parental responsibility are used throughout.

A full glossary of definitions is provided in Appendix 1.



5. Scope of the Policy
This policy applies to all pupils enrolled at St Patrick’s Primary School, and to every adult involved in their collection or dismissal from school. It must be followed by:
· All school staff, including teaching staff, non‑teaching staff, and temporary or supply staff.
· Parents/guardians and any suitable authorised person responsible for collecting children from school.

The policy covers the collection and dismissal of pupils:
· At the end of the school day
· During the school day (e.g., appointments, illness, emergencies)
· At after‑school clubs, or other activities operating on the school site
· Following school‑led educational visits or off‑site activities returning to school for collection
· For pupils with independent‑travel permission, the procedures for assessing suitability and formally dismissing pupils to walk home or use public transport.

Once a child has been handed over to a suitable authorised person, or formally dismissed under independent‑travel arrangements, responsibility transfers to the parent/guardian.


6. Legal and Safeguarding Framework
This policy is guided by the key legislation, statutory duties and safeguarding guidance that apply to all schools in Northern Ireland. It reflects the requirements of the Children (Northern Ireland) Order 1995, relevant Department of Education (DE) safeguarding guidance, and the expectations set out for schools by the Education Authority and the Safeguarding Board for Northern Ireland (SBNI).

These frameworks ensure that the school’s procedures for collection, dismissal, verification, independent travel, information‑sharing and safeguarding escalation uphold the welfare of every child as the paramount consideration.

The policy should be read alongside St Patrick’s Primary School’s Safeguarding and Child Protection Policy, which sets out in detail how statutory guidance is implemented within the school.




7. Roles and Responsibilities
This section outlines the key responsibilities of parents/guardians, pupils, staff and other adults involved in children’s collection to ensure safe and consistent practice.

7.1 Parental Responsibilities
Parents/guardians are expected to support safe dismissal by ensuring that all information and arrangements provided to the school are accurate, clear, and promptly updated. Parents/guardians must:
· Keep all information up-to-date, including contact details, authorised collectors (Appendix 2), and any court orders or restrictions.
· Notify the school promptly of any same‑day changes to collection or travel arrangements by telephoning the school office.
· Submit written updates for ongoing or long‑term changes.
· Inform the school if the child is going to another child’s home or being collected by another family.
· Provide written consent for independent travel (walking home or using public transport) and discuss route and safety expectations with their child.
· Be reachable at dismissal times, including afterschool clubs, and respond to calls from the school office.
· Ensure children are signed in or out through the school office when arriving late or leaving during the school day.
· Understand that staff will not act on verbal messages passed by pupils or other adults regarding changes to collection.
· Be aware that if confirmation cannot be obtained, the child will not be released until arrangements are verified.

7.2 Pupils (age‑appropriate expectations)
· Follow staff instructions at dismissal and remain with staff until handed over or formally dismissed.
· Walk straight home via the agreed route if independently travelling; seek help or return to school if feeling unsafe.
· Tell a trusted adult if they feel unsure, worried, or if plans change unexpectedly.

7.3 Teaching and Non-Teaching Staff
· Dismiss pupils safely at the designated collection point and release only to a suitable authorised person unless written consent for independent travel applies.
· Verify identity when necessary.
· Escort pupils who are not promptly collected to the office and follow the late‑collection pathway.
· Ensure supply staff are supported with dismissal routines and the class collection point.

7.4 Office/Administration Staff
· Maintain accurate records for contacts, suitable authorised people and consent forms, updating information when parents/guardians provide changes.
· Coordinate communication between home and staff regarding alternative collection arrangements.
· Support identity checks by contacting parents/guardians where the suitable authorised person is unknown.
· Oversee signing‑in/out for pupils leaving or returning during the school day.

7.5 Safeguarding Team: Designated Teacher (DT) for Child Protection / Deputy DT
· Provide advice to staff on safeguarding and collection‑related decisions, including independent‑travel concerns.
· Lead escalation where late collection, disputes, or unusual behaviours raise safeguarding concerns.
· Quality‑assure records such as consent forms, sign-in/sign-out forms.
· Engage with parents/guardians where additional safeguards are required, such as restricted collectors or court orders.

7.6 Principal
· Ensure effective implementation of this policy and that all staff are briefed or inducted appropriately.
· Make decisions in complex or exceptional cases, including disputes, or repeated late collection.
· Coordinate with external agencies when escalation is required and update the Board of Governors accordingly.

7.7 Board of Governors
· Monitor and review this policy every four years (or sooner if guidance changes).
· Ensure alignment with the Safeguarding and Child Protection Policy and related safeguarding procedures.



8. Note on Suitable Authorised People
A suitable authorised person is an individual named by a parent/guardian as permitted to collect their child and whom the school considers able to provide safe supervision.

We strongly recommend that authorised persons are typically aged 16 or over. The school recognises that family circumstances vary and exceptional cases may be discussed in individual cases.


9. Standard Dismissal and Collection Procedures
9.1 Daily Dismissal (End of School Day)
Foundation Stage
· Children line up safely in the corridor at the end of the school day.
· Staff complete a headcount and prepare for a controlled handover.
· Parents/suitable authorised people wait in the canopy area.
· A member of staff releases each child individually to a parent/suitable authorised person.
· Children will not be released until staff have confirmed the adult’s identity.

Key Stage 1 and Key Stage 2
· Children line up safely in the corridor at the end of the school day – bus people first, followed by those children being collected and finally those children with permission to walk home.
· Staff complete a headcount and prepare for a controlled handover.
· Staff lead children to the front playground where they will line up in their designated line.
· A member of staff will lead the children travelling by public transport out to the bus.
· Parents/suitable authorised people will be invited to collect their child directly from a member of staff on the playground.
· Finally, those children with permission to walk will be escorted out of the school grounds - staff confirm independent‑travel approval is in place for that day before dismissal.


9.2 Same-Day Changes to Collection and Daily Travel Adjustments
· Parents/guardians must telephone the school office with any same‑day changes to collection or travel arrangements (e.g., different adult collecting, going home with another family, club cancellation, change to walking/bus travel).
· The office will log the change and communicate it promptly to the class teacher and, where relevant, club leaders.
· If a child who normally walks or takes the bus is to be collected instead, parents must notify the office.
· If a child states they are to walk or take the bus, but staff have no confirmation, the child will not be released. They will wait in the office until the arrangement is verified with parents/guardians.
· Staff must always follow the school’s authorisation and verification procedures before releasing any child under a changed arrangement.

9.3 During-the-Day Departures
· All in‑day departures occur via the office.
· Office staff sign the child in/out using the record in Appendix 3.
· Where the adult is unfamiliar, the office contacts the parent to confirm before release.

9.4 Taxis & External Collectors
· Parents must pre‑notify the office if a child is to be collected by a taxi or external provider.
· The office confirms the booking and identity; staff release the child only when verification is complete.
· If verification is unclear, the child is taken to the office.

9.5 Pupils with Additional Needs / Special Circumstances
Individual arrangements may be agreed (e.g., alternative collection points, additional staff support).
These must be recorded and communicated to all relevant staff.


10. Identification and Verification.
Children are released only to verified suitable authorised people or in line with approved independent‑travel permissions.

10.1 When Verification Is Required
Staff must verify the identity when any of the following apply:
· The adult is unfamiliar to staff or not listed on the authorised collection list.
· There are concerns that the adult may not be capable of safely collecting the child (e.g., appears under the influence of alcohol or substances).
· A court order or legal restriction is in place.
· The child expresses uncertainty or concern about the person collecting them.
· Collection arrangements differ from the information held by the school office.

10.2 Concerns Regarding Verification Procedure
1. Pause the handover and keep the child with you.
2. Check authorised‑collection records.
3. If identity remains unclear, contact the office to confirm with the parent/guardian.
4. Recognition of suitable authorised person by the child.
5. Record the verification check briefly.

10.3 If Verification Fails
· If no suitable authorised person attends, follow Late/Uncollected (Section 10.).

Non‑negotiable:
No child will be released to an unverified adult or anyone subject to a restriction.

11. Late or Uncollected Children
11.1 Procedure
0–10 minutes:
· Staff reassure and supervise the child.
· Child remains under supervision.
· Check with the office for updates.
· Staff begin calling all contacts.
If no contact is made:
· Continue calling.
· Notify DT/Deputy DT to review safeguarding context.
30–45 minutes:
· DT/Deputy leads decision-making.
45–60 minutes:
· If no safe adult is reached, DT/Deputy DT follows safeguarding escalation (EA CPSS / Children’s Services / PSNI depending on circumstances).

Non‑negotiable:
A child must not be released to any adult who is unverified or not authorised.
Recording: Office staff log all attempts, decisions, and outcomes.

11.2 Recording and Escalation
· Teachers log notable dismissal incidents and inform the office.
· The office maintains the central record of authorised adults, changes, and late/uncollected logs.
· Concerns are escalated to the DT/Deputy DT promptly.

12. Independent Travellers (Walking/Bus).
12.1 Eligibility and Rationale
Older primary pupils are generally better able to manage the risks associated with travelling home independently. By Primary 6 and Primary 7, most children have developed greater road awareness, emotional maturity, and decision‑making skills, enabling them to follow agreed routes safely and respond appropriately to unexpected situations. For this reason, independent travel is recommended only for older pupils.

Parental decisions should consider the child’s maturity, the route, and overall risk.
Normally recommended:
· Primary 6 and Primary 7, with written parental consent and school approval.
Possible factors to consider:
· the route or bus journey is short, direct, and low‑risk;
· the child demonstrates age‑appropriate maturity and safety awareness;
· parents provide written consent; and
· the Principal is satisfied that independent travel is safe.

12.2 Independent Traveller Procedures
· Pupils will only be dismissed once the teacher has confirmed that independent travel approval is in place for that day.
· Pupils must leave school promptly and follow a direct route to their destination.
· Any concerns about a child’s ability to travel safely on a given day should be referred to the Principal/Designated Teacher before dismissal.
· If a pupil feels unsafe or unsure, they are encouraged to return to school or seek help from a trusted adult.


12.3 Parental Consent (Walking or Bus)
Parents/guardians must complete the Independent Travel Consent Form (Appendix 4), specifying:
· whether permission covers walking, bus travel, or both;
· the agreed route or bus;
· days of the week the arrangement applies.

Same‑day changes must be phoned to the school office. (No child will be released to walk/take the bus on the day if staff do not have parental confirmation.)
12.4 School’s Risk‑Based Assessment
Staff/SLT may consider the following and consult with parents or relevant professionals (for example, Designated Teacher, Principal, Safeguarding Team, CPSS, PSNI) if they are concerned about arrangements:
· the child’s maturity, reliability and confidence (many children are not ready before 9–11; readiness varies);
· for walkers: route length/complexity, crossings/traffic, visibility, daylight;
· for bus travellers: single/direct route, clarity of the correct bus/stop, what to do if a stop is missed;
· additional needs (SEND/medical/emotional) and any recent safeguarding concerns;
· seasonal/weather factors.

12.5 Daily Dismissal for Bus Travellers
1. Supervision to the bus: Staff escort pupils to the bus collection point.
2. Boarding check: Staff ensure pupils are seated at the front of the bus with seatbelts secured.
3. Behaviour & safety: Pupils sit, follow instructions, and know their stop/what to do if uncertain.
4. If a pupil is confused/unsure: Do not board; the child returns to the office while the office contacts parents.
5. If a pupil misses the bus: The child is taken to the office; parents are contacted; the Late/Uncollected pathway is followed if needed.

12.6 Withdrawing Permission
Pupils independent‑travel approval may be withdrawn if:
· the child behaves unsafely on the route/bus;
· concerns arise about confidence, wellbeing or risk;
· SLT/DT identify safeguarding concerns, or route conditions change.

Parents/carers will be informed and, where helpful, a transition plan may be agreed.


12.7 Record‑Keeping
· Consent forms and relevant documentation will be stored securely.
· A register of independent travellers (walkers/bus) is maintained by the office and class teacher.
· Notable incidents (e.g., missed bus, refused dismissal) are logged.

12.8 Approval & Enforcement (Safeguarding)
· If the school judges that independent travel is unsafe, the child will not be dismissed to walk or take the bus. This reflects the school’s duty of care while the child is in school custody at dismissal.
· If a parent/guardian continues to insist on independent travel contrary to school advice, the matter will be referred to the Safeguarding Team as a safeguarding concern. The school may seek advice from EA CPSS/Children’s Services if necessary.
· Wherever possible, the school will work with families to reach a safe arrangement.


13. Exceptional Circumstances
Exceptional circumstances are situations where the usual collection and dismissal procedures cannot be followed safely or where there is an elevated safeguarding risk. In these instances, the wellbeing and safety of the child is the paramount consideration, and the school will act in line with safeguarding procedures.

13.1 Parental Disputes, Relationship Breakdown and Court Orders
· The school will follow Parental Responsibility (PR) as defined in law.
· Where parents are separated, the school cannot restrict collection by a parent with PR unless a court order has been provided to the school.
· Any court orders that restrict access or name prohibited individuals must be shared with the school. The office will flag these on the pupil record, and all staff must follow the restrictions.
· Staff must not release a child to any restricted individual. Any such attempt must be reported immediately to Senior Leadership / the Designated Teacher, and managed under safeguarding procedures, which may include contacting PSNI depending on risk.
· If no court order is in place, the school cannot refuse a parent with PR from collecting their child unless there is an immediate safeguarding concern (e.g., intoxication, threatening behaviour, or indicators the child may be at risk).
· If staff observe or become aware of escalating conflict, threatening behaviour, or distress between adults at collection, the Principal/Safeguarding Team may temporarily delay dismissal until it is safe to release the child.
· In situations where a parent’s arrival causes distress or potential risk to the child, staff may seek support from the other parent or safeguarding agencies before allowing dismissal.

13.2 Parents Unable to Collect / Emergency Situations
If a parent/guardian suddenly becomes unable to collect:
· They must phone the office as soon as possible.
· The school can only release the child to a suitable authorised person already recorded on the pupil file, or to an adult confirmed verbally by the parent during the call.
· Unannounced neighbours, acquaintances, or unfamiliar adults will not be permitted to collect without confirmation.

If verification cannot be obtained, the child remains with staff and is taken to the office, using the Late/Uncollected pathway if necessary.

13.3 Sudden Illness, Injury or Distress at Dismissal
If a child becomes unwell, injured, or emotionally distressed during dismissal:
· Staff may delay dismissal and move the child to a safe, supervised area.
· The office will contact parents/guardians for collection.
· If the child is due to walk or take the bus independently, the school may temporarily override permission and request collection to ensure safety.

13.4 Concerns About the Safety or Sobriety of a Collector
If a member of staff is concerned that an adult collecting a child may be:
· under the influence of alcohol/drugs,
· behaving erratically,
· showing signs of emotional instability or aggressive behaviour, or
· otherwise unable to provide safe supervision,
the staff member must:
1. Not release the child.
2. Bring the child to a safe space with another adult.
3. Inform the Safeguarding Team and/or Principal immediately.
4. The Safeguarding Team/Principal will contact another authorised adult to collect.
5. Where risk is immediate or severe, the school may contact PSNI or seek advice from safeguarding services.
Staff will always act with sensitivity and in the child’s best interests.

13.5 Suspicion of a Safeguarding Concern at Dismissal
If a member of staff has reason to believe that dismissal into a particular situation could expose a child to harm, staff must:
1. Delay dismissal.
2. Move the child to a safe space.
3. Inform the Safeguarding Team immediately.
4. The Safeguarding Team/Principal will assess and act in line with safeguarding procedures.
This includes:
· a child expressing fear or not wanting to leave with a particular adult,
· visible signs of distress relating to the collector,
· disclosures or behaviours that indicate possible risk.

13.6 Weather, Site Safety and External Hazards
In situations where weather conditions or external hazards pose a risk to safe dismissal, adjustments may be made to protect pupils and staff. These may include:
Situations that may require adjustments:
· Severe or dangerous weather (e.g., storms, lightning, heavy ice).
· Unsafe conditions outside school gates (e.g., road accidents, disrupted traffic flow).
· Community incidents that present risk (e.g., police activity, an unsecured dog near the entrance).
· Environmental hazards (e.g., fallen cables, collapsed tree).
Actions that may be taken:
· Dismissal may be paused and children held safely indoors.
· The Senior Leadership Team (SLT) may direct staff to use an alternative collection point (including moving indoors).
· Parents will be informed through the school’s usual communication channels (e.g., website, text/office message).
· Staff will continue to follow all authorisation and verification procedures during any change in arrangements.
Normal dismissal will resume once SLT confirms it is safe to do so.

13.7 Record Keeping for Exceptional Circumstances
All exceptional circumstances must be logged, including:
· time, date, nature of concern
· actions taken
· communication with parents/carers
· decisions made by SLT/ Safeguarding Team
· onward referrals (if any)

These records are stored securely in accordance with school safeguarding and data‑protection procedures.



14. Data Protection and Information Sharing
The school processes personal data relating to pupils, parents/carers, and authorised adults in line with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. This includes information used to manage safe collection arrangements, independent‑travel permissions, safeguarding actions, and communication with families.

14.1 Lawful Basis for Processing
The school processes data for purposes of:
· Public task (education and safeguarding obligations)
· Legal obligation (compliance with safeguarding legislation and record‑keeping requirements)
· Vital interests (where the safety of a child is at risk)

This reflects DfE data‑protection guidance for schools (2025) and ICO requirements for lawful processing.

14.2 Information We Record for Collection and Travel
To ensure children are dismissed safely, the school records:
· Suitable authorised people for collection
· contact details for parents/guardians and emergency contacts
· consent forms for independent travel (walking or bus)
· information on court orders or restricted collectors
· records of late or uncollected children
· relevant safeguarding notes in accordance with statutory guidance

Most of this data forms part of the pupil’s educational record, which parents have the right to access under ICO education‑information guidance.

14.3 How Personal Information Is Kept
The school:
· stores data securely in digital and/or locked physical systems
· limits access to staff who require the information to carry out their duties
· ensures data is accurate and updated promptly when parents notify changes (ICO principle of accuracy)
· retains information only for as long as required under EA and school retention schedules
· follows EA GDPR guidance to ensure compliant handling, retention and disposal of pupil data
14.4 Sharing Information
Information is shared:
· internally with staff who require it (e.g., class teachers, office staff, Safeguarding Team)
· with external agencies (EA CPSS, Social Services, PSNI) when necessary to safeguard a child
· with external providers (e.g., after‑school clubs) strictly on a need‑to‑know basis to ensure safe dismissal and collection

Under UK GDPR, safeguarding concerns may be shared without consent where necessary to protect a child, as clarified in DfE and ICO guidance.

The school will always document:
· what was shared
· with whom
· why it was necessary
· which lawful basis applied

14.5 Parental and Pupil Rights
Parents/guardians have the right to:
· request access to their child’s educational record (applies to all grant‑aided NI schools)
· request correction of inaccurate information
· understand how their data is used for safeguarding, collection procedures and communication

Requests are managed in line with UK GDPR, ICO guidance, and school procedures.

14.6 Data in Emergencies or Exceptional Circumstances
In situations where:
· a parent cannot be reached
· a restricted individual attempts collection
· a safeguarding escalation occurs
· police/social services request information

The school will share information only when necessary and in line with lawful bases (public task, legal obligation, vital interests), following DfE and ICO guidelines.


14.7 Data Protection Contact
The school’s Data Protection Officer (DPO) oversees compliance with UK GDPR.
Parents may contact the DPO through the school office for:
· questions about how data is processed
· requests for access or correction
· concerns regarding data handling


15. Communication with Families
Effective communication between home and school is essential to ensure safe, consistent and reliable collection arrangements for all pupils.

15.1 Routine Communication
· Parents/guardians will receive this policy when their child enrols and whenever significant updates are made.
· Reminders about collection arrangements, authorised adults, and independent-travel processes will be issued annually at the start of the school year.
· Key information will also be available on the school website and through regular school communication channels (e.g., app, email, newsletters).

Communication will be made through the most efficient available method (e.g., text, app notification, phone call).


16. Training & Induction
To ensure safe and consistent practice, all staff, volunteers and external providers must understand and follow the procedures in this policy.

16.1 Induction of New Staff
All new staff - including teachers, classroom assistants, support staff, office staff, temporary/supply teachers and students on placement - will be given an induction that includes:
· identification & verification procedures
· standard dismissal and collection routines
· late/uncollected child processes
· independent travel procedures
· safeguarding escalation routes and the role of the Safeguarding Team

This ensures that all adults working with pupils understand their responsibilities before taking part in dismissal or collection duties.

16.2 Ongoing Training
· Procedures in this policy will be revisited during annual safeguarding updates, staff meetings or compliance briefings.
· Staff with specific responsibilities (e.g., office staff, SLT, club leaders) may receive extra training linked to their role in collection and dismissal.
· Refresher training is provided whenever policy changes occur.

16.3 Supply Teachers
Supply teachers will receive:
· a brief induction summary highlighting their responsibilities at dismissal
· clear instructions on the authorised-collector system
· support in identifying authorised collectors
· direct contact information for office staff or the Safeguarding Team if concerns arise

16.4 Training Records
The school will maintain a record of:
· staff who have received induction
· staff who have attended updates or role-specific briefings
· volunteers and external providers who have been issued the induction summary

This ensures all adults involved in pupil dismissal meet safeguarding expectations.


17. Monitoring and Review
The implementation and effectiveness of this Child Collection Policy will be monitored regularly to ensure that procedures remain robust, consistent, and responsive to safeguarding requirements.

17.1 Ongoing Monitoring
· Senior Leadership will monitor practice throughout the year, including spot checks at dismissal, review of late‑collection logs, and feedback from staff.
· The Designated Teacher will review any safeguarding concerns arising from collection, independent travel, or disputes, and will identify patterns or recurring issues that may require policy or procedural adjustment.
· Office staff will ensure that records relating to authorised adults, consent forms, and collection changes remain accurate and up to date.

17.2 Annual Review
· This policy will be formally reviewed every year by the Principal and Board of Governors, taking account of: 
· changes to safeguarding legislation or departmental guidance;
· feedback from staff, parents/carers, and pupils;
· any incidents or trends identified during the school year;
· best practice recommendations from EA or safeguarding inspections.
· Revisions will be communicated to all staff and shared with parents/carers in line with school procedures.

17.3 Staff Induction and Training
· All new staff, volunteers and supply teachers will be made aware of the policy during induction, with particular attention to: 
· identification and verification procedures;
· late/uncollected child procedures;
· independent‑travel approvals and restrictions.
· Refresher guidance will be provided annually or when changes are made.

17.4 Parental Communication
· Parents/guardians will be informed of any major policy changes and reminded annually of their responsibilities in ensuring safe collection.
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Glossary of Definitions



For the purposes of this policy, the following terms are defined as:
· Suitable Authorised Person - An individual whom a parent/guardian has named as permitted to collect a child from school. The school recommends that this person should be at least aged 16 years or over.
· Parent / Guardian - A person who has parental responsibility for the child, as defined in the Children (Northern Ireland) Order 1995.
· Parental responsibility - The legal rights, duties, powers and authority a parent has for a child and their property, as set out in the Children (NI) Order 1995.
· Alternative collection arrangement - A one‑off change to normal collection plans communicated directly by the parent/guardian to the school office.
· Independent travel / walking home or using public transport - A school‑approved arrangement allowing an older pupil (typically P6–P7) to walk home alone, following written parental consent and staff assessment of safety.
· Uncollected child - A child who has not been collected within the expected timeframe and for whom parents/guardians or authorised adults cannot be reached, triggering the school’s escalation procedures.
· Safeguarding Team - The members of staff with lead responsibility for safeguarding and child protection within the school.
· Emergency contact - An adult named by parents/guardians who may be contacted if parents/guardians are unavailable; not automatically authorised to collect unless explicitly stated.
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AI-generated content may be incorrect.] 
Appendix 2
St Patrick’s Primary School, Glenariff
Child Collection Consent Form


Child’s name: ____________________

I understand and agree that only the people named below will be allowed to collect my child/children from St Patrick’s Primary School.
It is recommended that no child under the age of 16 years old should be permitted to collect a child.

	Name and telephone number of adult collecting my child – by providing person’s details, you are confirming that they consent for the retention of their personal data.

	Name of adult
	Relationship to child (e.g. grandparent, family friend)
	Telephone number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



I understand if a different adult from the people named above will be collecting my child, the school must be informed in writing or telephone beforehand.
Please discuss the collection arrangements with your child each day to reduce any unnecessary stress for them.
I understand that the children will not be released until a member of staff identifies who is collecting the child.
I understand that all children should be collected from the gate at the entrance to the playground at the end of the school day.
When children are released from afterschool clubs and not a member of staff, it is important they know who is scheduled to collect them. Children are reminded by the school to remain in school if they are unsure of arrangements and not to proceed home by themselves or someone else until one of their assigned adults have been contacted.

Signed: _________________________ Parent/Guardian			Date: __________
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Appendix 3
St Patrick’s Primary School, Glenariff
Child Collection During School Day


	Date
	Time In
	Name of Child
	Time Out
	Signed
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St Patrick’s Primary School, Glenariff
Independent Travel Permission Letter to Parents/Guardians


Dear Parent/Guardian,
We are writing to review your child’s arrangements for travelling home from school. If you would like your child to walk home independently or travel home on the bus without an accompanying adult, please complete and return the permission slip below.

Independent travel is suitable only for pupils who are ready to manage the journey safely. Older primary pupils, particularly those in Primary 6 and Primary 7, typically have greater road awareness, emotional maturity, and decision‑making skills, enabling them to follow agreed routes and respond appropriately if something unexpected arises. For this reason, independent travel is normally approved for P6 and P7, and only for younger pupils (e.g., P5) where both parents and the school agree that they are ready.
Before approval is granted, the school considers the child’s maturity, the route or bus journey, any additional needs, and relevant safety factors. Children will only be dismissed to walk or take the bus when staff have confirmation that parental permission is in place for that day.

Please note:
· No child will be allowed to walk home or travel by bus independently without written parental consent.
· Pupils must follow their agreed route, leave school promptly, and not wait for friends or make detours.
· If a child ever feels unsure or unsafe, they should return to school or seek help from a trusted adult.
· Any same‑day changes to arrangements must be phoned directly to the school office.

Please return the completed permission slip on the next page at your earliest convenience.

If you have any questions or would like to discuss whether independent travel is appropriate for your child, please contact the school office.

Kind regards,
Mr M Dinsmore
Principal
St Patrick’s Primary School, Glenariff
Independent Travel Permission Letter to Parents/Guardians

It is recommended that you complete a separate form for each child as independent travel arrangements may be different.

Name: ___________________________________________________________
Class: ____________________________________________________________

I give permission for my child to:
Tick all that apply
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Walk Home
	
	
	
	
	

	Walk to Childminder
	
	
	
	
	

	Travel by Bus
	
	
	
	
	

	Other (please specify)
	
	
	
	
	



Name: ___________________________________________________________
Class: ____________________________________________________________

I give permission for my child to:
Tick all that apply
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Walk Home
	
	
	
	
	

	Walk to Childminder
	
	
	
	
	

	Travel by Bus
	
	
	
	
	

	Other (please specify)
	
	
	
	
	



Signed: ___________________________
Print Name: _______________________
Date: _____________________________
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