
How to Drop off and Collect Children – Reception to Year 6 

Reopening March 2021 

Bringing children to school and collecting them at the end of the day is the main aspect that 
parents/carers are involved with in relation to how the day is managed under Covid-19 systems.  The 
following information is intended to help clarify how procedures will work across the site and specifics 
for each Year Group.  It is essential that everyone understands that this is about creating a consistent 
system aimed at creating as safe and efficient procedure as possible. 

How do we access and move around the school site? 

• To avoid too many adults crossing over each other, there is a one-way system. 

• Adults are to enter the gate marked with an entrance sign next to the bridge and are to leave 
via the gate next to the car park (see map below). 

• Parents/carers should consider the timing of accessing the site so that they do not spend too 
long waiting before doors open in the morning or before children are dismissed. 

• At all points, parents/carers must not see the school site as a place to socialise 
and should keep an appropriate distance from others when waiting for their child.  

• Due to the need for some parents/carers to collect children from additional points, there will 
be some double-backing on paths, espcially from  the front of the school (Y3/4) to the back of 
the school (EYs, KS1 and Y5 & Y6).  

To be as safe as possible, please try to follow two main principles: Keep Left and Keep Your Distance.   

In line with current national guidance, all adults on site are expected to wear 
face masks unless exempt.  

How do I drop off in the morning? 

• Only one adult should come onto site when dropping-off. 

• All children in Years 3, 4, 5 & 6 will be encouraged to come onto 
the school site themselves, from 8.45am, with adults being able to 
leave them at the main gates. 

• Children from Reception to Year 6 will all come in on a 'soft drop' 
between 8.45am and 9.00am.  Registration is not until 9.00am. 

• Adults/children should not need to queue before the doors are opened.  Everyone should 
simply come from 8.45am and the doors will be open for children to quickly enter the 
building, allowing adults to leave the site swiftly. 

• Doors will close at 9.00am to allow registration to start.  Any child arriving after 9.00am will 
be marked as late. 

• Reception, Year 1 and Year 2 are to be dropped-off at their classrooms. 

• Years 3 & 4 are to enter the building via the front of the school - Lamesley Entrance - to the 
left of the office entrance. 

• Years 5 & 6 children must enter the school at their usual door via the yard. 

How do I collect at the end of the day? 

Rather than create a long, staggered exit period which would be challenging for parents of multiple 
children, we will be aiming to reduce the number of people waiting in one area along with a short, 
staggered period.  This means that there are different collection areas for different year groups. 



This is a key period for the school as it is the largest gathering on the site.  In order 
for this to work safely for all, it will rely on the co-operation and understanding of 
parents/carers.  It is essential that this time is not used for socialising.  Adults 
must leave the site with their children as soon as they have collected. 

Only one adult should come onto site when collecting children. 

There are two end times to support dismissing of children:  

3.15pm  Reception, Year 1, Year 2, Year 3 

3.20pm  Years 4, 5 & 6 

Parents/carers who collect at 3.15pm and do not have any other children, should leave the site with 
their child, as quickly as possible.  This will reduce the number of people on site significantly. 

What about collecting more than one child? 

If another child is to be collected, the parent/carer should move to the next collection point, as safely 
as possible, and wait until their child is dismissed by their teacher. 

Where are the collection points? 

• Reception class will be dismissed from their class. 

• Year 1 and Year 2 classes will be dismissed from their classroom doors. 

• Year 3 and Year 4 will be dismissed at the front of the school from the Lamesley door. 

• Year 5 and Year 6 will be dismissed from the MUGA. 

Year 5 & 6: 

Parents/carers who are 
collecting Year 5 & 6 children 
should enter the MUGA via 
the left front gate.  They 
should then wait in the area 
designated for their child's 
class (see signs). 

The teachers will bring their 
children onto the MUGA 
through the middle front 
gate and all children will wait 
in their designated area until 
the teacher has dismissed 
them (including children 
going home themselves). 

Children and parents should 
go to the back of the MUGA 
and walk around to leave via 
the right-hand side gate.  


