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1. Purpose
This policy sets out the procedure for the early collection of a student from VTA Tamil School before the scheduled end of class, and for the collection of a student by a person other than their usual parent or guardian (an alternate pickup person). The policy exists to protect student safety and to ensure that every student is only ever released into the care of a person who is known to, and authorised by, their parent or guardian.
2. Scope
This policy applies to all students, parents, guardians, coordinators, teachers, and volunteers across all VTA Tamil School campuses. It should be read together with the school's Child Safe Standards Policy and Code of Conduct.
3. Definitions
1. Early Pickup — collection of a student from school before the campus's scheduled finishing time.
1. Alternate Pickup Person — any person collecting a student who is not the student's usual parent or guardian recorded at enrolment, including relatives, family friends, or carers.
1. Authorised Pickup List — the list of persons a parent or guardian has approved to collect their child, held by the campus coordinator.
4. Standard Collection Arrangements
Students are ordinarily collected by their parent or guardian at the scheduled end of class from the campus grounds. Parents and guardians should arrive on time; students will not be permitted to wait unsupervised outside the classroom or leave the campus alone.
5. Early Pickup Procedure
Where a student needs to be collected before the end of class, the parent or guardian must:
1. Notify the campus coordinator in advance wherever possible, by phone, email, or in person, stating the student's name, class, expected pickup time, and reason for early pickup.
1. Complete the VTA Student Early Collection Form on arrival at the campus, recording the student's name, grade/year level, reason for early collection, and the name of the person collecting the student.
1. Sign and date the form, and have the coordinator or supervising staff member sight photo identification and confirm the arrangement with the parent before the student leaves the premises.
The coordinator will confirm the identity of the person collecting the student against the Authorised Pickup List before releasing the student, and will notify the class teacher so that attendance is recorded accurately as an early pickup.
6. Alternate Pickup Procedure
A student will only be released to a person other than their usual parent or guardian where that person appears on the Authorised Pickup List, or where the parent or guardian has provided authorisation for that specific occasion.
1. Parents and guardians should add any regular alternate pickup persons to the Authorised Pickup List at enrolment or by notifying the campus coordinator in writing.
1. For a one-off change of pickup person, the parent or guardian must notify the campus coordinator in advance in writing (email, text message, or note), naming the alternate person and the date this arrangement applies to.
1. The coordinator or supervising staff member will request photo identification from any alternate pickup person who is not already known to school staff before releasing the student, as recorded on the Student Early Collection Form.
1. If a person arriving to collect a student is not on the Authorised Pickup List and no prior authorisation has been received, staff will not release the student and will attempt to contact the parent or guardian directly to confirm the arrangement.
Where there is any doubt about the identity or authorisation of a person collecting a student, staff will decline to release the student until the parent or guardian has been contacted and the arrangement confirmed.
7. Identification and Verification
Campus coordinators are responsible for maintaining an up-to-date Authorised Pickup List for every enrolled student and for checking photo identification for any pickup person not personally known to staff, recording this on the Student Early Collection Form under Office Use.
8. Record Keeping
Every early pickup and every occasion a student is collected by an alternate pickup person must be recorded using the VTA Student Early Collection Form (attached at Appendix A). Completed forms are retained by the campus coordinator as part of the school's attendance and child safety records.
9. Related Documents
1. VTA Student Early Collection Form (Appendix A)
1. Child Safe Standards Policy and Code of Conduct
1. Complaints Procedure

Approved by: Mr Murugesu Paramanathan, Principal, VTA Tamil School Board


Appendix A: Student Early Collection Form
Student Early Collection Form
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	STUDENT EARLY COLLECTION FORM
VTA Tamil School – [Campus Name]
	Student Name:  _______________________________
	Grade/Year Level:  _____________


Reason for Early Collection:
 
 
I am a parent / authorised adult to take this child early from the school
	Name:  _______________________________
	Signature:  _______________________

	Date:  _______________
	Time:  _______________


Office Use:
Photo Identification Sighted:        YES / NO
Student Collection Confirmed with Parent:        YES / NO



	STUDENT EARLY COLLECTION FORM
VTA Tamil School – [Campus Name]
	Student Name:  _______________________________
	Grade/Year Level:  _____________


Reason for Early Collection:
 
 
I am a parent / authorised adult to take this child early from the school
	Name:  _______________________________
	Signature:  _______________________

	Date:  _______________
	Time:  _______________


Office Use:
Photo Identification Sighted:        YES / NO
Student Collection Confirmed with Parent:        YES / NO
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