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Policy Title: Child Collection and Supervision Policy 

 
1. Purpose 
 
To ensure the safe, consistent, and legally compliant collection of students, 
meeting duty-of-care obligations and risk management requirements. 
 
2. Scope 
 
This policy applies to: 
 

●​ All enrolled students. 
●​ Parents, carers, and authorised collectors. 
●​ All staff, volunteers, and contractors. 

 
3. Legislative and Duty of Care Context 
 
This policy aligns with: 
 

●​ Duty of care obligations under NSW law 
●​ Child Safe Standards and safeguarding expectations 
●​ Conditions relating to community use of school facilities. 

 
The school maintains responsibility for students: 
 

●​ During scheduled class time, and 
●​ Until the student is safely collected or leaves with approved permission. 

 
4. Definitions 

 
●​ Authorised Collector: A person nominated in writing by a parent/carer 
●​ Late Collection: Failure to collect a student within 15 minutes of class 

conclusion. 
●​ Independent Travel: Approved arrangement allowing a student to leave 

unsupervised. 
 
 
5. Collection Procedures 
 



●​ Students must be collected promptly at the scheduled finish time. 
●​ Students will only be released to: 
●​ A parent/carer, or 
●​ An authorised collector recorded in school records 

 
Staff must: 
 

●​ Visually confirm the collector, or 
●​ Verify identity where required 

 
6. Authorised Collectors 
 
Parents/carers must provide: 
 

●​ Full name 
●​ Contact details 

 
The school: 
 
●​ Will not release students to unauthorised persons 
●​ May request identification at any time 
 
Collection by persons under 18 is not permitted, unless: 
 

●​ Written approval is provided, and 
●​ The school determines the arrangement is appropriate 

 
7. Changes to Collection Arrangements 
 

●​ Must be provided in writing prior to dismissal (email/SMS) 
●​ Verbal messages via students will not be accepted 
●​ Staff must verify any unexpected changes before release 

 
8. Late Collection Procedures 
 
If a student is not collected: 
 

1.​ Staff supervise the student in a safe area 
2.​ Parent/carer is contacted 
3.​ Emergency contacts are contacted if required 



 
If delays continue: 
 
The matter may be escalated in line with duty-of-care obligations 
 
Repeated late collection may result in: 
 

●​ Formal warning 
●​ Review of enrolment 

 
9. Independent Travel 

 
●​ Permitted only where written parental consent is provided 
●​ Applies generally to older students 
●​ The school’s duty of care ends once the student leaves the premises 

 
10. Supervision Responsibilities 
 
Staff must: 
 

●​ Ensure no student is left unsupervised 
●​ Remain on duty until all students are collected or safely dismissed 
●​ Follow school collection procedures consistently 

 
11. Sign-Out and Handover 
 
The school will implement one or more of the following: 
 

●​ Sign-out register, or 
●​ Controlled teacher release 

 
Records must be maintained where practical to demonstrate compliance. 
 
12. Safety Concerns at Collection 
 
If a staff member has concerns about a collector (e.g. intoxication, aggression, 
unknown identity): 
 

●​ The child must not be released 
●​ The matter is escalated to the coordinator 



●​ Authorities may be contacted if required 
 
13. Incident Management 
 
All incidents (e.g. late collection, refusal of release, disputes) must be: 
 

●​ Documented 
●​ Reported to school leadership 
●​ Reviewed for risk and improvement 

 
14. Breach of Policy 
 
Failure to comply may result in: 
 

●​ Formal communication with parents 
●​ Escalation to governing body 
●​ Review or termination of enrolment where safety is compromised 

 
15. Communication and Implementation 
 
This policy will be: 
 

●​ Provided at enrolment 
●​ Available upon request 
●​ Reinforced through regular communication 
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PARENT VERSION  
 

Greek Orthodox Community of NSW Afternoon and Saturday Schools 
 

Student Collection Guidelines 
 
Your Child’s Safety Comes First 
 
To keep all students safe, please follow these simple collection rules. 
 
Collection Time 
 

●​ Be at the school on time for pick-up 
●​ Aim to arrive 5 minutes early 

 
Who Can Collect Your Child 
 

●​ Only parents/carers or authorised people you have nominated 
●​ Tell us in advance if someone new is collecting 

 
Changing Pick-Up Arrangements 
 

●​ Send us a message before class ends (SMS/email) and include the 
person picking up the child details name, phone number and address.  

●​ We cannot accept messages passed through children 
 
Late Pick-Up 
 

●​ If you are running late, contact us as soon as possible 
●​ Staff will wait with your child for a short time 
●​ Ongoing late pick-ups may need follow-up 

 
Older Students Leaving Alone 
 

●​ Allowed only if you give written permission 
●​ After they leave, they are your responsibility 

 
Safety First 
 
We will not release a child if: 



 
●​ The person is not authorised 
●​ We cannot confirm identity 
●​ There are safety concerns 

 
Where to Wait 
 
●​ Please wait outside your child’s classroom or in the designated collection 

area for greek dancing  
●​ No student will be released to walk to the car park area on their own 
●​ Follow staff directions during busy times 
 
Working Together 
 
Your cooperation helps us: 
 

●​ Keep children safe 
●​ Support teachers 
●​ Ensure smooth and calm dismissal 

 
If you have any questions or changes to your child collection  
 
Contact: 

●​ Your child’s teacher on the teacher / parents WhatsApp Group 
 
Email:  education@goc.com.au 
Phone:  02 9740 60 22 
 

mailto:education@goc.com.au

