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The flow chart below details what should happen if children are collected late from school by 
parents/carers within a half term.  
 

 

Step 1 
If a child(ren) is(are) collected late 
once per half term, a reminder will 
be given to parents/carers about 
what time school finishes etc.  
 
Parents/carers will be requested 
to give a reason why they are late 
and asked to sign the child(ren) 
out. 

Step 2 
If a child(ren) is(are) collected late 
again, a reminder will be given to 
parents/carers about what will 
happen if they are late again (Step 
3) 
 
Parents/carers will be requested to 
give a reason why they are late and 
asked to sign the child(ren) out. 

Step 3 
If a child(ren) is collected late 3 
times Jackie Moldrich (PSA) will 
be informed and a meeting will be 
arranged to discuss late 
collection.  
 
Parents/carers will be requested 
to give a reason why they are late 
and asked to sign the child(ren) 
out. 

Step 4 
Any further recorded lates in the 
same half term a referral will be 
made to a member of the Strategic 
Leadership Team and 
parents/carers will be invited to 
attend a meeting.   
 
Parents/carers will be requested to 
give a reason why they are late 
and asked to sign the child(ren) 
out. 

At the start of every new half term, the procedure begins at Step 1 again.  


