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ARRANGEMENTS FOR THE BEGINNING AND END OF THE DAY 

 
At the beginning of the day, all pupils line up in the playground.  Reception pupils enter via their 
own door, Year 1, Year 2, Year 3 and Year 4 pupils enter via the “bottom” door, whilst Year 5 and 
Year 6 pupils enter school via the “top” door. All classes are greeted by their teacher or teaching 
assistant on the playground each day. 
 
At the end of the day, parents should be within the grounds ready to meet their child / children 
before 3.30 p.m. The school office should be notified if unforeseen circumstances have occurred and 
this is not possible.  If an alternative arrangement for collection has been made (different from the 
usual designated adults), school should be informed as soon as possible. 
 
Reception and Year 1 pupils remain in their own classroom, until a member of staff identifies their 
designated adult. 
 
In Year 2, pupils meet their designated adult on the playground by using the “bottom” door, 
immediately next to their classroom. Pupils are given daily reminders to wait by their classroom 
window, should their designated adult not be immediately apparent. If the designated adult has not 
appeared, pupils either go back into the Year 2 classroom or report to Mr. Rose or the teacher on 
duty. This is a transition year, during which pupils are given greater responsibility. However, 
parents have the option for their child to remain within the classroom for collection. 
 
In Year 3 and Year 4, pupils leave their classroom and enter the playground via the “bottom” door, 
whilst Year 5 and Year 6 pupils leave their classroom and enter the playground via the “top” door. 
Whilst keeping children safe is our utmost priority, we also want to encourage independence and 
responsibility. Pupils are continually reminded in the classroom and in assembly of the procedures 
to follow if their designated adult has not appeared or if they are at all unsure. 
 
Yours sincerely 
 
 
Mr. J Rose 
Headteacher 
 
 
 
 
 

 
 


