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Rationale:

The health and safety of our students is obviously our first priority, and so ensuring students of all ages
arrive and depart from school safely is paramount. This policy outlines the procedures in place for students
arriving to our DIKg campus by private transport. Parents who utilize the school’s bus provision should also
refer to our school Bus Policy.

Drop-off and collection by private transportation:

DROP OFF

The security guard will open the gate at 6.40am (ready for a 7am start to the school day) and parents are
requested to drop their child just inside gate with TA. The TA will walk the child into class and to the
teacher and mark the child present on the attendance sheet.

COLLECTION

Children who do not commute by bus will be ready for collection at 12pm daily.

The security guard will not open the gate before 11.55am, as this enables staff to prepare children for
collection.

At that time, parents/drivers/cares can enter the school grounds to collect their child/ren.

PARKING

The security guard will show each parent a parking space/area at the front of the building. We ask that
parents drop off and collect quickly, enabling traffic to flow successfully outside. We ask that parents park
on the driveway as much as possible and the children enter the car through the door closest to the
building.

BUS PARKING
The bus will always be parked close to the gate on the right hand side at gate number 1, so that the
children may have easy access.

PARTIAL ABSENCE FORM

Parents requiring an early collection (due to appointments etc) must contact the Head of School with
details of collection. Parents who pick up their children before the school’s closing time of 12pm are

required to sign a Partial Absence Form to say why, and at what time, the child was taken out of class
before the end of the school day.

STUDENT PICK-UP REGISTER
On entering the school grounds, parents/drivers/carers/bus assistants will be expected to add their
signature to the sign out sheets.
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Please note, that parents are requested to remain outside or in the school building reception area during
the students’ collection time. Parents wishing to see the se and those with appointments, may access the
offices upstairs.

RESPONSIBILITY
Once the children are collected they must remain in the care of that same adult who picked them up; they
must not be left unattended during this time.

CHILD PICK-UP AUTHORISATION

All parents will complete a Child Pick-Up Authorization form at the beginning of the year. Only named
individuals will be allowed to collect the children, unless prior consent of other authorized adults is given
to the school office. Any person under the age of 18 will not be allowed to collect the children from the
school.

EXPECTATIONS OF PARENTS

Under no circumstances are parents/guardians/older siblings/drivers permitted to approach another
student with a concern. All concerns as per our parent feedback & complaints policy must be
communicated via the correct staff channels.

PERSISTENT LATE COLLECTION

Parents who are faced with challenges collecting their children on time on a regular basis should request a
meeting with the Head of School to discuss the matter. Parents who persistently collect their child late,
without any prior arrangement with the school, will be requested to meet with the Head of School.
Persistent late collection that cannot be accommodated by the school may result in proceedings by which
the student’s enrolment may not be continued in the school.
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