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Friday 17th October 2025 

Dear Parents and Carers, 

Dismissal Procedures 

Following a recent incident, we have reviewed our dismissal procedures at the end of the day when the gates 

are open.  In doing so, we have sought advice from the Local Authority, local schools and our Chair of 

Governors, and have reviewed our risk assessment for dismissals at the end of the day. Revised procedures 

are now in place and are shown below: 

• The top playground gate, will continue to open at 3.20pm each afternoon. You can therefore enter 

the playground through this gate in order to collect your child.  This gate will now be closed just 

before the school bell rings.  All families will need to leave the playground through the main office 

gate to exit the premises.  Please leave promptly at this time. 

• Please ensure you arrive on time to collect your child so that we can safely see everyone off site.  The 

school day finishes at 3.30pm - please ensure you are on site by this time and leave promptly after 

collection. 

• Children will continue to be dismissed one at a time from the classroom. 

• Please re-iterate with your child, not to leave the classroom unless they are instructed to do so by a 

member of staff.  We will be reinforcing this with all children in assemblies and classes. 

• Should you wish to speak with the teacher after school, please wait until all children have been 

dismissed as the focus of the staff will be on dismissing children safely. 

• During dismissal, children will be unable to re-enter the classroom. Should they need to re-enter the 

classroom, e.g. to retrieve forgotten items, they will need to wait until all children have been 

dismissed. The external door will be a one way only system. 

• If your child attends the After-School Club in Park Hill Junior School, a staff member will take them 

after all children have been dismissed from the classroom. 

• A staff member will be on the gate at the end of the day, (where possible), as they are in the mornings.  

Please ensure your child remains with you at all times so that staff members can see that your child 

is accompanied. 

As you know safeguarding is our main priority and it is always good to refresh and review procedures.  Thank 

you for your support in helping us with the above procedures.  If you have any further questions, please 

speak directly to a member of the Headship Team. 

 

With best wishes, 

The Headship Team 
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