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Procedure for dropping off and picking up 

 

Rationale:  

 

This procedure has been written to ensure that the drop off and pick up of children from primary school 

in August 2020 is in line with the government guidance for keeping people safe and reducing the risk 

of COVID-19 transmission.  

 

It is to be used by staff, parents and children to ensure consistency in approach to the drop of and 

pick of children.  

 

Drop Off Procedure  

 

Upper School (Primary 4- Primary 7) 

 

A robust drop off procedure is necessary to ensure that all children and adults are as safe as possible 

from the risk of infection. To ensure that physical distancing can be maintained, there will be a 

staggered start to the school day. The older children will arrive first.  

 

The children must enter the school grounds no more than five minutes before their allocated arrival 

time. They must say goodbye to their parents at the school gate. Parents and carers must be sure to 

check with entrance gate their child should arrive through (Entrance A or B). 

 

The children must enter the grounds through their allocated entrance gate and make their way to the 

designated entrance door. Once they reach the door they must choose a star or a heart to stand on 

(painted on the ground).  

 

The children who are in B classes will stand on the green markers and those in A classes will stand on 

the blue markers.  

 

When their allocated time comes, their teacher will come out to the door and collect them. 

 

The school one-way system runs clockwise. The children will use the arrows on the floor to maintain 

social distancing as they make their way round the school to the staircase and into their classroom.  

 

 

There will be a member of school staff in the playground in case the children need anything, have any 

questions or require support.  

 

If your child has an Additional Support Need they will follow the same procedure above though they 

will be supported to come to the playground by a member of staff in the first instance, or their parent 

as required.  
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An individual Risk Assessment may be created to support identified children with this procedure. This 

would be written in partnership with the parents or carers and approved by the Additional Support for 

Learning Services Team. 

 

Infant Pupils (Primary 1 – Primary 3) 

 

The infant pupils will follow a similar procedure to the one above.  

 

No more than five minutes before the allocated time, the infant child can be brought to the infant 

playground – Entrance C.  

 

Your child will be met at the gate by a member of school staff which may be SLT, PSA or their teacher. 

They will be guided to the correct hearts and stars location for lining up.  

 

School staff will be in the playground waiting to supervise and support you to say goodbye to your 

child.  

 

If your child becomes distressed we will give them time to try to come in to the playground. If your child 

remains distressed, we will allow you to come to drop them at the line. If your child is unable to settle, 

we will ask that you take them away for a little while and try again in a few minutes. If this is still 

distressing, we will ask that you bring your child back the next morning to try.  

 

Your child will wait on the marking in the playground and will be guided into school by their teacher.  

 

All children will wash their hands as soon as they get to the classroom using the handwashing facilities 

there.  

 

It is very important, to avoid crowds gathering that parents drop their child and then leave from the 

perimeter of the school. We cannot have any situation where adults gather within or outside of the 

playground.  

 

One Way System  

 

To continue to prevent the spread of COVID 19 and to enable the successful implementation of 

physical distancing the school will now follow a one-way system which is in clockwise rotation. There 

are arrows and signs around the school to support this for all children.  

 

There is a virtual tour available on our website, which shows the one-way system. 
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Drop Off Rota  

 

 
 

Class School 

Start Time  

School 

End Time 

Gate 

Entrance 

Door 

Entrance 

Distance 

Line Colour 

Class 

Location 

7a 8.15 2.55 A 3 Blue Upper 

7b 8.15 2.55 A 4 Green Upper 

6a 8.25 3.05 A 3 Blue Upper 

6b 8.25 3.05 A 4 Green  Upper 

5 8.35 3.15 B 3 Blue Upper 

4a 8.45 3.25 B 4 Green  Upper 

4b 8.45 3.25 B 3 Blue  Upper 

3a 8.30 3.10 C 1 Blue Lower  

3b 8.30 3.10 C 2 Green Lower 

2a 8.45 2.45 C 1 Blue Lower 

2b 8.45 2.45 C 2 Green Lower 

1a 9.00 2.30 C 1 Blue Lower 

1b 9.00 2.30 C 1 Green  Lower 

 

The rota above ensures that all children receive 5.6 hours of teaching time when they are in school. 

This ensures that class teachers, over the course of Mon-Thurs are not in contact with children more 

than 22.5 hours which is the government maximum class contact time.  
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Pick Up Procedure  

 

Infants Pick Up  

 

To ensure we are following the physical distancing guidance as strictly as possible, there will be a 

structured end to the school day.  

 

You must arrive no more than five minutes before your child’s end of day time. When you arrive your 

child’s class will already be in the playground standing on the physical distance markers.  

 

You will be able to enter the infant playground via Entrance C and must wait against the back fence 

of the playground, physically distanced from any other parents. If you have other children with you, 

they must stay with you and cannot play in the playground.  

 

Your child’s teacher will point to you for your child and your child will come to you whilst you wait at 

the fence. Please feel free to wave to your child as they come towards you to welcome them back 

to you. 

 

You must leave immediately with your child. There will not be an opportunity to stay and play in the 

playground or the nearby parks.  

 

Upper Primary (Primary 4- Primary 7) Pick Up  

 

Your children will walk from their classroom with their teacher to the exit door. They will be dismissed 

one child at a time with a few seconds between the exit of each child, allowing for the 2m physical 

distancing guidance to be adhered to. 

 

If your child makes their own way home, they must immediately leave the playground and head 

home. An adult will be in the playground to supervise this.  

 

If you collect your child, you must wait at the correct entrance gate for your child and physically 

distance from any other waiting adults. Your child will come to you and you must immediately leave 

with your child.  

 

Communication with teachers  

 

We are aware that this structured procedure could cause limitations in your physically distanced, 

face-to-face communications with your child’s teacher. If there is anything that your child’s teacher 

needs to report to you, they will either email you, call you or write in your child’s communications 

diary.  

 

For the infant pupils, your child’s teacher will give a thumbs up at the end of the day to you. They can 

also communicate via email, telephone or communications diary as required.  

 

If you need to speak to your child’s teacher please contact the school by phoning the office or email 

the school admin account, admin@royalhigh-pri.edin.sch.uk. Your message will be passed on to your 

child’s teacher, who will be in touch with you in a timely manner.  

mailto:admin@royalhigh-pri.edin.sch.uk

