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Rationale 
 
St Michael’s School places the safety of children as its highest priority and will adopt strict 
and thorough procedures to ensure their safety when entering and leaving the school.  St 
Michael’s School will give a warm and friendly welcome to each child on arrival and 
ensure that they depart safely at the end of each session by following the systems and 
procedures outlined in this policy. 
 
St Michael’s School has written this policy to ensure that best practice and procedures are 
carried out at the school. This policy complies with the legal requirements of the Early 
Years Foundation Stage statutory framework. 
 
Implementation of Policy 
 
 
Admissions 
 

 It is the responsibility of the School Business Manager to ensure that an accurate 
record is kept of all children in the school. Arrival or departure to and from the school 
is recorded in the daily registers and record sheets. 

 

 The register will be kept in an accessible location on the premises at all times and the 
location will be known by all members of staff. This process will be verified by regular 
head counts during the session. If a headcount reveals a child to be absent or missing 
the Missing Child Procedures should be implemented immediately. 

 

 Daily register records will be retained by the school for at least one year in a locked 
and secure location. 

 
Arrivals 
 

 When children arrive at the school, a member of staff will immediately mark the 
child’s attendance in the daily register which contains the time of registration and any 
appropriate comments which may be helpful to the staff member responsible for 
departures. 



 
 

 

 If the parent or carer requests for their child to be given prescribed medicine during the 
day by a member of staff, the parent must complete and sign the Administering 
Medication Form prior to the child’s attendance at the school.  

 

 Further details of this procedure are contained in the school’s Administering 
Medicines policy. 

 
Departures 
 

 If the child is to be collected by someone other than the parent or carer, this must be 
explained to the member of staff dealing with departures, and recorded in the 
register at the start of the session.  Parents and carers should inform the school of any 
changes to the collection arrangements for their child/ren. 

 

 The adult nominated by the parent/carer to collect a child must be named by the 
parent or carer.  

 

 Children will NOT be allowed to leave the school unaccompanied.  
 

 If a person arrives without the school’s prior knowledge, the school will make contact 
with the parent/carer to seek clarification and ask the parent/carer to collect the child 
should the school feel the person is unsuitable to collect the child. 

 

 If a child is picked up persistently late from Tea Club the Headteacher will arrange to 
meet with the parent/carer to discuss the issue. If the situation does not improve the 
school may implement a fine to cover the extra time worked by the 2 staff members 
(Tea Club assistant and Caretaker) and if no improvement they may terminate the 
child’s place at Tea Club. 

 

 In the event of an adult being late picking up their child, the procedures of the 
Uncollected Children Policy will be followed and a referral to an agency such as Social 
Care may be made. 

 
Absences 
 

 If a child is going to be absent, parents must inform the school by telephone or in 
writing in advance of the session. 



 
 

 

 If a child is absent from the school, and a reason has not been received, staff will 
contact the parents or carers to gain clarification for the absence and offer support if 
necessary. 
 

 If absence or punctuality is a concern then the Headteacher will follow the Absence 
Policy. 

 

 Regular or prolonged absences from the school may be an early signal that a child or 
family may be experiencing difficulties and may be in need of support from the school 
or partner agencies or professionals. If the level of absence is a cause for concern the 
Headteacher should refer to the Child Protection Policy. 

 
 
Disability Equality Impact Assessment 
 

This policy has been written with reference to and in consideration of the school’s Disability 
Equality Scheme.  Assessment will include consideration of issues identified by the 
involvement of disabled children, staff and parents and any information the school holds on 
disabled children, staff and parents. 

 

Any questions or concerns regarding this policy should be made to Mrs J Bruton 
 


