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PUPIL DEPARTURE, COLLECTION & DISMISSAL POLICY
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1. Policy Statement & Purpose
Susi Earnshaw Theatre School is committed to ensuring that all pupils leave the school premises safely, securely, and in accordance with their designated dismissal arrangements at the end of the school day or when departing early.
This policy outlines the statutory procedures for pupil departure and directly supports the school’s legal safeguarding duties in accordance with Keeping Children Safe in Education (KCSIE 2026) and the Independent School Standards.
The school is legally responsible for safeguarding pupils while they are on site and until they are safely handed over to a parent/carer, an authorized adult, an approved chaperone, or permitted to leave independently (where appropriate authorization exists). Outside of the school premises, it is the joint responsibility of the pupil and parent/carer to ensure a safe transition between school, professional venues, and home.
2. Parental Responsibility & Collection Rights
Those with legal parental responsibility have a statutory right to collect their child.
· Legal Disputes & Court Orders: In the event of any family dispute or change in custody, parents/carers must immediately notify the school in writing and provide official documentation. The school will comply fully with any legally binding court orders, child arrangement orders, or formal legal restrictions.
· Notification of Changes: Parents/carers must inform the school promptly of any temporary or permanent changes to collection arrangements or legal restrictions.
3. Standard Departure Protocols
3.1 Pupils Travelling Home Independently
Pupils permitted to travel home independently are expected to do so responsibly and with due care for their personal safety:
· Travel Safety: Pupils are advised to travel with peers where possible, proceed directly home, and refrain from engaging with unfamiliar members of the public.
· Journey Updates: Pupils must keep their parents/carers informed of any travel delays, transport disruptions, or route changes.
3.2 Taxi Collection
If a pupil is being collected by a pre-booked taxi or private hire vehicle:
· Advance Notification: Parents/carers must notify the school office in advance with the company name and driver details where available.
· Supervision: Pupils must wait at the designated collection area (the blue school gates) accompanied by a member of staff until the vehicle arrives.
· Strict Control: Pupils must not under any circumstances leave the building or enter a taxi without being accompanied to the vehicle by a member of school staff.
3.3 Collection by Nominated Persons
If a parent/carer nominates another adult (over 18) to collect their child:
· Prior Authorisation: Parents/carers must notify the school office and ensure the pupil is aware of the arrangement.
· Unknown Nominees & ID Verification: If the nominated individual is not known to the pupil or staff, the pupil must wait at Reception. The collecting adult must present valid photo identification (e.g., driver's license or passport) to staff prior to the pupil being released.
4. Early Departures During the School Day
4.1 Medical & External Appointments
Parents/carers should avoid scheduling medical or dental appointments during school hours wherever possible. When daytime appointments are unavoidable, written notification must be provided to the school office prior to departure.
4.2 Early Departure Due to Illness
· Travel Restrictions: Pupils leaving school early due to illness are not advised to travel home alone.
· Parental Permission & Assessment: If a parent/carer requests that an unwell pupil travel independently, the pupil will not be permitted to leave until explicit verbal or written permission is received from the parent/carer. The pupil’s medical wellbeing and capability to travel safely will be evaluated by staff before departure is authorized.
5. Professional Work & Performance Departures
As a specialist performing arts institution, Susi Earnshaw Theatre School adheres strictly to the National Network for Children in Employment and Entertainment (NNCEE) guidelines and the DfE framework for Chaperones working in the entertainment industry.
· Legal Supervision Requirement: Pupils engaged in licensed professional entertainment or performance work must remain under the direct care of their legal guardian (parent/carer) or a Council-Approved Chaperone at all times.
· Handover Chain of Care: Any pupil departing early for professional work must be collected by a licensed chaperone, a parent/carer, or an authorized person (aged 18 or over) nominated by the parent/carer. The pupil must be accompanied continuously until handed over at the professional production venue.
· Verification at Reception: Nominated chaperones or drivers unknown to the school must report to Reception with photo ID and licensing documentation for verification before the pupil is released.
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