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St. Michael’s CE Primary School aims to provide a safe and caring environment for all our pupils. In the 
event that a child is not collected in a timely fashion, they will be reassured in order to cause as little distress 
as possible.  

 

POLICY AIM 

To ensure all children are collected on time. The reason for this is twofold: firstly, children who are left behind 
often feel an increasing level of anxiety and distress the longer that they are unsure of where their parents 
are. Clearly this is not a good thing to happen to any child. Secondly, the impact on the school of having a 
child left behind at the end of the day is also great as it requires a member of staff to supervise that child and 
this incurs an additional staffing cost. 

 
This policy will operate to the following timetable from the end of the school day: 
 

 Gates open for collection from 3.15 pm and close at 3.30 pm by which time all children should be 
collected. 

 At 3.30 pm children will be taken to the office for collection. 

 At 3.40 pm teacher training sessions and meetings begin. 

 From 3.40 pm the late collection policy applies and a charge will be incurred.  

 The late collection policy will also apply if a child has not been collected within ten minutes of the 
end of an after school activity.  

 
If a child has not been collected after one hour from the end of the school day or after school activity and no 
contact has been made with the parent, we will follow our child protection procedures for uncollected children 
(see below). 
 
Charges for late / non-collection of children 
 
Under Section 457 of the Education Act 1996 and relevant regulations, the school governing body has the 
power to impose a charge on parents or carers who fail to collect their child from school within a reasonable 
time after the close of the school day or after school activity. 
 
The governing body accepts that it is the responsibility of the school to ensure parents and carers are 
notified of the timing of the school day or after school activity and when those times are varied for a specific 
event or date. 
 
The governing body has decided that, except in emergency situations (be advised that traffic does not count 
as an emergency situation), where children are not collected from the school within ten minutes after the 
school day or after school activity ending, then a charge will be made to the child’s parent or carer. The 
school accepts that a variety of emergencies can arise due to unforeseen circumstances and will ensure that 
the charge is not imposed on the parent where there is a genuine unforeseen emergency. Notification must 
be given to the school as soon as the situation arises or when collecting the child. 
 
The charging arrangements: 
 
In cases where a child has not been collected within ten minutes of the end of the school day (by 3.40 pm) or 
within ten minutes of the end of an after school activity, a charge of £4.00 will be made to the parent/carer for 
up to 30 minutes of non-collection. This charge will be applied for children collected at any time between 
3.30 pm and 4.00 pm, or within 30 minutes of the end of the after school activity. 
 
Thereafter parents will be charged £10.00 for each thirty-minute period (from 4.00 pm) that the child is not 
collected.  
 
The office clock will be used to determine the timing and cost. 
 
The parent will be issued with an invoice and will be required to pay the charge via their School Money 
account. Failure to pay will lead to further action being taken. 
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Procedures for uncollected children: 
 

 Under no circumstances are members of staff to take the child home with them. 

 If there has been no contact made after one hour, or no staff available to stay on the premises, the 
police will be telephoned and given the child’s details. 

 Children’s social care may also be informed. 

 If the police cannot locate an appropriate adult to come for the child, they will notify children’s social care 
via the emergency duty team. 
 

 


