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Policy on the Acceptance and Handover of Children 

 
 

The school's Mission Statement says the children can expect a safe and caring place to 

come and learn, and in line with this statement, a policy on the acceptance of children 

into the school's care and the handover of children back into the care of their 

parent/guardian has been drawn up with the greatest emphasis on the safety of the 

child at all times. A representative of each of the following - the Board of 

Management of the school, the teaching staff and the Parents Association - have 

worked together to draw up this policy. 

 

Parents/ Guardians will be reminded to read this policy at the beginning of term 1, and 

submit any relevant paperwork. A copy of this paperwork, if signed, will be kept on 

the pupils class file.  

 

 

1. Admitting children into the care of the school at the start of the day. 

 

The school day begins at 8.30am and all children should enter the school using their 

class assigned door and proceed directly to their classrooms. Each class will be 

assigned an entrance and exit door at the beginning of the first term (or end of 

previous term) and will use this door for the year, unless advised otherwise.  

 

A member of staff will be present in the classroom from 8.20am, but the 

responsibility of the school for its students will not commence until 8.30am. 

 

It is important that pupils arrive in time for the 8.30 bell. However, doors will remain 

open and staff will be on hand to escort any late-comers to their class until 8.40am. 

After this time all entry doors will be closed and all children arriving after that time 

must enter through the front door of the school.  

 

Parents/guardians are reminded that if they need to speak to the teacher, an 

appointment should be made, as anything other than a brief issue (for example, 

reminding of a child's appointment or other minor matter), is not appropriate at drop-

off or collection. 

 

 

2. Releasing children back into their family's care. 

 

When school finishes, children will be brought out to each relevant door by their 

teachers and handed over to their parent/guardian/childminder.  

 

Parents/guardians/childminders are encouraged to wait at their child’s assigned door 

for collection. Parents are encouraged not to wait on the school ring road/set down 
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area  as vehicles may pass through during collection time.  Parents/guardians must 

wait for the teacher to send their child over to them, rather than calling the child over, 

as the teacher must keep track of all handovers. 

 

After-school clubs are run by the Clubs Committee and responsibility for children is 

handed over to the Clubs Committee/club leaders, who collect the children from each 

class/ line  and bring them to their club, and then hand over the children at the end of 

the club in the yard, or, in the event of rain, from either the Hall or one of the doors 

onto the yard (depending on whether there is a club using the hall, and where the club 

is taking place). 

 

 

3. When a child has to leave school during the day. 

 

If a child has a necessary appointment during the school day (such as 

doctor/dentist/hospital), then the parent/guardian must advise the school in advance, 

and, on the day, the parent/guardian must collect the child and sign the child out. 

 

To advise the school that your child has an appointment during the school day, please 

either drop a note with the relevant details (your child's name, class and the date and 

time of the appointment) into the school office, email the details to 

admin@skerrieseducatetogether.ie or phone the office with the details. 

 

If a child becomes ill during the school day, the school will contact the 

parent/guardian at the phone number provided, and the child must be collected from 

school by the parent/guardian. If the parent/guardian is not available during school 

hours, then an emergency contact number must be provided to the school and 

arrangements should be put in place for someone to collect the sick child. Sick 

children will not be permitted by the school to make their own way home. 

 

 

4. Children walking home from school alone. 

 

It is the policy of the school that children will not be allowed to make their way home 

from school alone until they are in 2nd class. Once children are in 2nd class, it shall 

be the decision of the individual parent/guardian as to whether to allow the child to 

make their own way home. If the parent/guardian decides that their child may make 

their own way home, then the parent/guardian must advise the school of this decision 

in writing. 

 

5. Children being allowed to leave the school in the company of older 

siblings. 

 

It is the policy of the school that all children in Junior Infants and Senior Infants must 

be collected by a parent/guardian/childminder. 
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For children in 1st - 6th classes, children will be allowed to leave school at the end of 

the school day in the company of an older sibling if the parent/guardian advises the 

school in writing that this is acceptable. However, where the older sibling is ill or 

absent, the younger child/children will only be released into the care of a 

parent/guardian/childminder. 

 

 

6. Persons permitted to collect children 

 

Parents/guardians will be asked to provide the school with a list of named people who 

have permission to collect their child - such as grandparents or other relatives, 

childminders, or other parents of children in the school. If it is necessary at any stage 

for someone other than the persons on this list to collect a child, the parent/guardian 

must let the school know in advance, by phone if necessary. If your child will be 

going home with another child's parent, please contact the office to let the school 

know (either by note in advance or by email or phone). 

 

If there is a custody order in existence in respect of any child, please provide a copy to 

the school, so the school will understand who will be responsible for the drop-off and 

collection of the child. 

 

 

It is important that you share this policy with any person who will be dropping 

off or collecting your child from school.   

 

* 
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Covid-19 Precautions and changes to policy 

 

With the prevalence of Covid-19 and the restrictions it has imposed, the Board of 

Management decided to stagger the entry and exit times for classes. This amendment 

was in place while Public Health, NPHET, and the Government deemed it necessary.  

These staggered entry and exit times were in place from September 2020 until 7th 

February 2022, at which point the Government announced there was to be a return to 

normal school routines.  The standard start time of 8:30am now applies to all classes 

and finish times of 1:10pm (for Seolta, Junior and Senior Infants) and 2:10pm (all 

other class groups) are also now in place.   

 

 

Class Entry Time Exit Time 

Seolta 

Senior Infants 

2nd Class 

5th Class 

6th Class 

8.30am 1.10pm 

 

2pm 

Junior Infants 

1st Class 

3rd Class 

4th Class 

 

8.45am 1.15pm 

2.15pm 

 

 

Please see Appendix 1 for full amendment recommendations that were in place as part 

of Covid-19 restrictions. 
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Permission for children to make their way home alone. 

 
If your child is in 2nd-6th class, please fill out the form below, and draw a line 

through whichever does not apply to your child (do/do not give permission). 

 

This record of permission, in accordance with section 4 of the Policy on Acceptance 

and Handover of Children, will be kept on file and if you wish to change your 

decision about whether or not your child may make their way home from school 

alone, please fill out another form and give it to the school office. 

 

 

Name of Child __________________________________________ 

 

Class child is in [2nd-6th]__________________________________ 

 

Name of Parent/Guardian__________________________________ 

 

I do give permission for my child to make his or her way home alone 

 

I do not give permission for my child to make his or her way home alone 

 

Date___________________________________________________ 
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Permission for your child to make their way home with an older 

sibling 

 
If your child is in 1st-6th class, please fill out the form below and draw a line through 

whichever does not apply to your child. 

 

This record of permission, in accordance with section 5 of the Policy on Acceptance 

and Handover of Children, will be kept on file and if you wish to change your 

decision about whether or not your child may make their way home from school with 

an older sibling, please fill out another form and give it to the school office. 

 

 

Name of Child __________________________________________ 

 

Class child is in [1st-6th]__________________________________ 

 

Name of older sibling_____________________________________ 

 

Class older sibling is in____________________________________ 

 

Name of Parent/Guardian__________________________________ 

 

I do give permission for my child to make his or her way home with an older sibling 

 

I do not give permission for my child to make his or her way home with an older 

sibling 

 

Date___________________________________________________ 
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Parent/Guardian list of persons who may collect their child 

 
 

Name of Child_______________________________________________ 

 

Class Child is in______________________________________________ 

 

 

List of persons who may collect the child (with contact number) 

 

1.__________________________________________________________ 

 

2.__________________________________________________________ 

 

3.__________________________________________________________ 

 

4.__________________________________________________________ 

 

5.__________________________________________________________ 

 

 

 

Is there a custody agreement/order in relation to this child? (If yes, please attach a 

copy)  

 

Yes / No 

 

 

 

Name of Parent/Guardian_______________________________________ 

 

Date________________________________________________________ 
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Appendix 1 

 

Covid-19 Precautions 

Arrival and Departure Procedures Skerries ETNS  

 

 

● Children are encouraged to arrive at their official start time. Not before it. 

● Children are given 10 minutes to arrive. 

● Late comers are to enter via the main entrance at Sharon’s office. 

● Children are not to line up, they are to walk to their classrooms where teachers will be 

there to receive them with a morning activity. 

● Siblings who have different start times are asked to come at the earlier time and for 

children to enter the appropriate door. 

● Upon entry to the school building all children must sanitise their hands. 

● SNAs will be allocated to each door to dispense hand sanitiser out for children as they 

enter. 

● If you need to pick up a child early from school. Please phone the office when you 

are outside the building.  

● Please stay outside the school building and once the child has been 

taken out of their classroom they will be brought out to you. 

● If a child goes home sick please stay outside of the school building and we will bring 

them out to you. 

● Before exiting the school building children will also be asked to sanitise their hands. 

● Parents of children with SNA access can collect children from SNA at the bike sheds 

unless otherwise arranged with class teacher in writing. 

● Only parents/guardians who have a parking permit should drive into the school 

grounds. This is to ensure the safety of everyone as they arrive and depart school each 

day. 

● If you are driving to school, please use the car park at Eurospar and walk with your 

child to the front gate of the school, where they can make their way to their entrance 

door from there (there will be adults on hand to help with this). 

● Teachers are asked to be punctual at home time. Please arrange your class and have 

the children that walk home on their own at the front of the line and allow them to go 

first. 

● Children who get collected can then be handed over to parents waiting on the socially 

distanced spots. 

● Siblings who walk home together are to wait at the Sibling meeting spot (The island 

outside the front of the school) and go home together. A teacher or SNA will be there. 
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