
Student Drop Off/Collection Policy 

Purpose:   to ensure schools have procedures in place for the safe collection of students 

from school, both during and after normal school hours. 

The Principal must 

 ensure parents/guardians are aware of the procedures to collect students during 

school hours 

 

 advise the school community of the school’s supervision times after school while 

students wait to be collected by a parent 

 

 Note: Parents are responsible for the collection of students from school or a school 

activity. 

Drop off of students before school 

 

The office will 

 Call parents of any student who arrives before 8:10am.  

  

The parent will 

 Not drop students at school before 8:25am, there are no teachers on yard duty to 

supervise these students.  

 

The teacher will 

 Discuss with the students the reason why we can’t be at school so early, without 

teachers supervising them 

 

Collection of students during school hours 

 

The office will 

 

 Provide parents with an early release room; this will be signed and taken to the 

classroom teacher. The office will enter this early release into the computer system.  

(in an emergency situations the office may have contacted the parent to let them 

know the parent will be collecting the child/or the child will be asked to come to the 

office with their bag) 



The parent must 

 Make their way to the office for an early release form. Parents will sign this form and 

take it to their child/rens teacher to be able to collect them early from school. 

 

The teacher will 

 Collect the early release form from the parent before they release the child, unless 

otherwise informed by the office. 

 

 

Collection of students after school hours 

 

The parent must 

 contact the office if they are running late. Students will then be called to wait at the 

office until 3:20pm at the latest. 

 

 Arrange for someone else to collect the students if they are not going to be able to 

collect them before 3:20pm 

 

 

Students must 

 wait inside the school grounds to be collected. If their parents don’t come they must 

walk back to the office so their parents can be contacted.  

 

The yard duty teacher will 

 Send any child who is still uncollected to the office when they complete their last lap 

of the school 3:15pm-3:20pm 

 

 

The school will  

 Provide parents with a copy of this policy if they are late collecting their child/ren 

from school. 

 

 For repeat offenders on the next occasion where a parent has not arrived on time the 

child/ren will be sent to OSHC at a cost to the parent. 

 

 

In extreme circumstances the school will  

 

 Follow the department’s policy in regards to contacting parents if a student has not 

been collected from the office.  

 

 

 

 

 

 



After school hours 

This table describes how schools should manage a student who is normally collected from school but 

is still at school beyond normal collection time, particularly primary students. 

Stage Who Description 

1 School Attempt to contact: 

 the parents 

 the emergency contact person identified in the school records 

 other known contacts. 

2 School Consider contacting the police or Department of Human Services to arrange 

care and protection if: 

 all reasonable attempts to locate the appropriate responsible adults, as 

per Stage 1 above, fail 

 it is well beyond reasonable collection time. 

3 School Leave details of the student’s whereabouts with the school office. 

4 School If possible, leave details of the student’s whereabouts with friends of the 

student or next door neighbours. 

Excursions 

 

The parents must 

 provide personal and emergency contact details so they can be contacted 

to collect their child at any time.  

  

The teacher will 

 contact the parent/emergency contact if students have not been collected 

on time. 
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