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Late-Collection Procedure Policy
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PADA is committed to maintaining the highest standards of safeguarding, supervision, and
wellbeing for all students. This policy outlines the procedures to be followed when a
studentis not collected on time at the end of their class, workshop, or PADA Performing
Team session. This policy should be read alongside the PADA Standards, Parents & Carers
Code of Conduct, Students Code of Conduct, and the Missing Child Policy.

Aim

We aim to ensure the safety and security of all students until they are collected, provide a
clear and consistent procedure for staff, maintain safeguarding standards, and support
effective communication between PADA and parents/carers.

Expectations for Collection

Parents and carers must collect students promptly at the scheduled end time. Students
under 13 must be collected directly from the entry door by a responsible adult. During
hours of darkness, all students must be escorted through the car park. Students cannot
wait outside unsupervised.

Definition of Late Collection
A studentis considered late when they have not been collected within 5 minutes of class
ending and no communication has been received.

Procedure When a Student Is Not Collected on Time
1. Supervision: Student remains inside with a staff member.

2. Contacting Parents/Carers: Staff call primary contacts.

3. Contacting Emergency Contacts: If no response after 10 minutes, secondary contacts
are called.

4. Continued Non-Collection: After 30 minutes, escalate to Principal Teacher; police or
safeguarding services may be contacted.



Safeguarding Considerations

Staff remain calm, avoid discussing the situation in front of students, ensure two staff
members are present when dealing with distressed parents, and never release a student to
an unauthorised adult.

Recording the Incident
A Late-Collection Record must be completed, including student details, times, staff
present, and notes. Records are stored securely.

Repeated Late Collection

PADA will contact parents via email if lateness becomes frequent. Persistent issues may
lead to a review of the student’s place at PADA. Phoenix AcroDance Academy reserves the
right to revoke student registrations in cases where late collection occurs frequently.

Communication
All communication must be via email, with urgent matters handled through the PADA
Phone during class hours.

Staff Responsibilities
Staff must supervise the student, follow procedures, maintain accurate records, and report
safeguarding concerns to the DSL & the Principal Teacher.

Phoenix AcroDance Academy staff are responsible for the implementation of this policy and for
ensuring that is it reviewed annually and updated as required. Next Review: September 2026
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