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Related legislation and key documents: 

●​ Keeping Children Safe in Education 2024 

 

This policy should be read in conjunction with the following SCS policies: 

●​ 7a Safeguarding 

●​ 14b Missing Child  

 
Aims of the Policy: 

●​ To minimise the possibility of late collection   
●​ To establish clear procedures in the event that a pupil is not collected at the end of the school day 

(parents are asked to update or confirm emergency contact details annually) 
●​ To follow up the non-collection to minimise the possibility of it happening again 

Salisbury Cathedral School has a duty to safeguard and promote the welfare of the children. This duty 
should include making arrangements for dealing with children not collected at the end of a school day, or at 
the end of a school activity which is authorised by the school. 

The times of the school day are clearly communicated to parents in the Parents’ Handbook under ‘After 
School Arrangements’.  Parents are also informed of the importance of notifying the school if there are any 
changes to their collection arrangements or if they are going to be late and the possible implications.  

Late Collection Procedures: 

●​ The Pre-Prep school day runs from 08.30am until 3.30pm each day.  Nursery Children attend full or 
part-time and parents will have pre-agreed a collection time with the Nursery Manager. 

●​ Parents are asked to collect their child from Pre-Prep promptly at 3.30pm and to advise staff in 
advance if their child is to be collected by someone other than their parents. This can be done by 
letter, via email, verbally during morning drop off or by telephone with the school main reception. 
This also includes arrangements made between parents when helping out with collections for 
specific days or on an occasional basis.  
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●​ Children who have been pre-booked into our aftercare provision are signed into Little Spires by Ms 
Wallis. 

●​ In the case of a child not being collected at 3.30pm, the class teacher will wait in the playground for 
5-10 minutes to see if the delayed parents arrive.  Following this, should the child still not have 
been collected, they will then be taken to Little Tea and given a snack and drink.  The class teacher 
will then ask Reception if any messages have been received. The child will be cared for in our Little 
Spires provision by a qualified member of staff.  

●​ If there have been no messages, then the class teacher will attempt to contact the parents or other 
carers listed as an emergency contact.  The child will be supervised and reassured by staff whilst 
they are waiting for collection. 

●​  At 6.00pm, once Little Spires has finished, the child will be taken to the Bishops Palace to be looked 
after by the boarding staff/teacher on duty and a member of the SLT will be advised. 

If no contact can be made with parents or carers, the Head, Deputy Head or Designated Safeguarding Lead 
will consider the need to contact Social Services/Emergency Duty Services (08456 070888) for advice. The 
child will be reassured and cared for by the boarding team or member of SLT, who will look after them until 
further information is gathered by social services. 

Procedure for Apple Tree Nursery non term time 

If a child has not been collected by the collection time specified to the Nursery Manager, the Nursery 
Manager will call their parents to obtain an expected arrival time.  

If the parents are non contactable after 15 minutes, the Nursery Manager will phone the child's 
emergency contact. The child will remain supervised in the Nursery until collection.  

A  suitably qualified member of staff will stay with the child at all times until they are collected. If a child is 
supposed to be collected at lunchtime and this does not happen, then the child will be kept with the rest of 
the Nursery children and cared for as for full time attendees. The Nursery Manager will then attempt to 
contact parents or carers and follow the procedure above.  

If no contact can be made with parents or carers, the Head, Deputy Head or Designated Safeguarding Lead 
will consider the need to contact Social Services/Emergency Duty Services (08456 070888) for advice. The 
child will be reassured and cared for by nursery staff. 
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