Uncollected Pupil Policy

Name of Policy: Uncollected Pupil Policy

Date of Policy Revision: July 2025

*Amended October 2025 to include direct references to
Malaysian Law

Revised by: Deputy Heads Pastoral

Approved by: Deputy Principal

Date approved: August 2025
Date of next revision: June 2026
By whom: Safeguarding Committee

Location(s) where

Policy can be found: Whole School Drive




I. Introduction

At Stonyhurst International School Penang, the safety and wellbeing of all pupils are our highest
priorities. This policy outlines the procedures for Junior School pupils who are not collected on time
and ensures compliance with both Malaysian law and the School’s safeguarding duty of care as a

British International School Overseas. It also highlights protocols for Senior School pupils.

Our procedures reassure parents that pupils are safe from the time they arrive at school to the time

they leave and that staff follow consistent and appropriate steps should a child remain uncollected.
2. Aims

2.1 To ensure the safety and security of all pupils at the end of the school day or after

co-curricular  activities.
22 To ensure compliance with Malaysian legislation, including the Child Act 2001 (Act 611).

23 To ensure robust safeguarding procedures are in place and that uncollected pupils are

supervised and cared for appropriately.
3. Responsibilities
3.1 Role of the Head of Pastoral (Junior and Senior)
The Head of Pastoral will:

e Ensure all staff, pupils and parents understand and follow this policy.

e Ensure that all adults supervising uncollected pupils are appropriately trained, vetted, and

prioritise pupil welfare.

e Oversee implementation and review of the procedures.

3.2 Procedure for Pupil Collection (Junior School)

® Junior School pupils must be collected from the designated pick-up point by a parent or

nominated carer.

e Parents who wish their child to travel independently must complete the Junior School

Lone Travel Consent Form.



e Consent will only be approved if the School is satisfied that the child will travel safely and
will not be left unsupervised at home, in compliance with Section 33 of the Malaysian
Child Act 2001.

® The School reserves the right to decline or withdraw consent if it believes the arrangement

is unsafe or unlawful.

® In the case of an emergency or one-off situation, parents may provide consent via phone,
email, or ClassDojo message. Parents must notify both the Pupil Services Team and the Class

Tutor to avoid confusion.

3.3 Procedure for Uncollected Pupils (Junior School)

e If a pupil is not collected within 15 minutes of dismissal or the end of a CCA, staff will

contact the parent/carer using the emergency details provided.

e The pupil will be reassured and supervised by two responsible adults, at least one of whom
will be a member of school staff. The second adult may be a member of the Security Team,

provided they have completed the school’s safeguarding and background checks.

e If parents/carers cannot be reached, staff will contact the authorised emergency contacts.

® If no contact can be made and the pupil remains uncollected, the Designated
Safeguarding Lead (DSL) will be informed.

e The DSL may contact the local authorities — including the police or Jabatan Kebajikan
Masyarakat (Department of Social Welfare) — if it is believed that the pupil may be

left unsupervised or unsafe at home in breach of the Child Act 2001.

e The DSL will ensure all actions are documented and parents are informed of any steps taken.

3.4 Senior School Pupils (Safeguarding Reference)

While this policy primarily applies primarily to Junior School pupils, the following procedures

apply to Senior School students for safeguarding consistency:

e Senior pupils are permitted to leave the school site independently at the end of the school

day without written permission.



Parents are encouraged to ensure their child knows the safe route home and whether

they should remain on site with them if a parent is on campus.

If parents cannot collect their child promptly at 3:20 pm or 4:20 pm, the pupil must sit in the

café area or leave the school site promptly.

Woandering the school site unsupervised is not permitted.

If a Senior School pupil remains on site into the evening (after the end of scheduled late
activities) or is found wandering the campus unsupervised, the Security Team will
immediately notify the DSL, who will take appropriate safeguarding action and contact

parents.

3.5 Role of Parents/Carers

Parents and carers must:

Ensure prompt collection of their children at dismissal or after CCAs.

Inform the School immediately if delayed or if another authorised adult will collect their
child.

Keep contact and emergency details current.

Complete the Lone Travel Consent Form if authorising independent travel, ensuring

appropriate supervision is available at home.

Understand that the School will contact authorities if it believes a pupil will be left alone at

home in breach of Malaysian child protection law.

In emergencies, communicate one-off changes clearly via phone, email, or ClassDojo,

notifying both Pupil Services and the Class Tutor.

4. Awareness and Training

This policy will be communicated through staff safeguarding training, parent briefings, and induction

sessions. All staff receive regular updates in line with Keeping Children Safe in Education (UK) and
the Malaysian Child Act 2001.



5. Related Policies and Documents

e Child Protection and Safeguarding Policy
e Junior School Lone Travel Consent Form
e Educational Visits Policy
e Health and Safety Policy



JS Lone Travel Consent Form

Dear Parents and Guardians,

At Stonyhurst International School Penang, the safety and wellbeing of our pupils is our highest
priority. As our School continues to grow, we aim to balance the needs of families with our
commitment to the highest standards of care and safeguarding.

In line with our Uncollected Pupils Policy, we recognise that some families may wish for their Junior
School children to travel home independently or remain on campus after school (for example, at the
café for a later pick-up, to go home with a sibling or family friend, or to visit a nearby shop or café).
While we understand this may help develop independence for those living close to school, we do
not recommend that Junior-aged pupils travel home without adult supervision.

By completing this form, parents/guardians acknowledge that they are choosing to allow their
child to travel without direct supervision and accept that they are fully responsible for their
child’s welfare and safety once dismissal has taken place — whether the child remains on
school grounds, travels home, or goes elsewhere.

There is no fixed age limit set by the School for pupils travelling independently once this form
has been completed, as we respect the right of parents to make this decision for their child.
However, the School will take into account each child’s maturity, level of responsibility, and
individual circumstances when considering these arrangements, and reserves the right to
strongly advise against or decline consent if it considers the arrangement unsafe (for example,
where a young child would be required to walk home alone over a significant distance).

Consent Declaration

I, (parent/guardian’s name) ,

give permission for my child/ren:

e Name of child: Year Group:

e Name of child: Year Group:

to leave the Stonyhurst International School Penang campus on their own / with a sibling (please
circle as appropriate) without parental supervision at the end of the school day.



My child will be:
walking / cycling / on a scooter / other (please specify):
to/from (please state

destination or arrangement).

| understand that by signing this form, | accept full responsibility for my child’s welfare once dismissal
has taken place, and that the School does not recommend unsupervised travel for Junior-aged pupils.

Signed:

Date:

Adyvisory Note

This form is designed in accordance with safeguarding best practices and Malaysia’s Child Act 200/
(Act 611), which governs the care and protection of children. There is no specific Malaysian law
setting 2 minimum age for independent travel to or from school; however, it is an offence under
Section 33 of the Child Act 2001 to leave a child without reasonable supervision in
circumstances that may cause physical or emotional harm.

Accordingly, the School cannot approve or allow independent travel if it believes that a child
will be left unsupervised at home in breach of this law. In such cases, parents will be contacted
immediately and asked to make appropriate arrangements for collection. If a parent or guardian
refuses to collect their child or no safe arrangement can be confirmed, the School may refer the
matter to the relevant authorities (such as the local police or Jabatan Kebajikan
Masyarakat) in line with safeguarding and child protection procedures.

By completing this consent form, parents/guardians confirm that:

e they have considered the safety of the route and their child’s maturity;
e appropriate adult supervision is available once the child arrives home; and

e they accept full responsibility for their child’s welfare after dismissal.

The School reserves the right to withdraw consent or review arrangements if circumstances are
deemed unsafe or inconsistent with Malaysian child protection law.
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