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INTRODUCTION

Our service will ensure that children arrive at and leave the service in a manner that 
safeguards their health, safety and wellbeing. Educators will manage this by adhering
to clear procedures regarding the delivery and collection of children, accounting for 
the whereabouts of children at all times whilst in the service’s care and ensuring that 
families understand their requirements and responsibilities. 

PURPOSE

The primary objective of this document is to set the policy and procedures relating to
the safe arrival and departure of children utilising Patersonia Early Learning.

POLICY

Delivery of Children

Children are not to be left at the service unattended at any time.

Any person delivering a child to the service must sign the attendance register and 
record the time of arrival and their signature or the electronic equivalent.

Educators will be aware of each child’s arrival at the service and exchange 
information with the person delivering the child such as who will be collecting the 
child, the child’s disposition and any other relevant information or changes which 
may affect the child’s time in care.

If a child requires medication to be administered whilst at the service, the person 
delivering the child must document this in writing as per the services Management 
of Medical Conditions and Administration of Medication procedures.

Collection of Children



Children must be collected by the closing time of the service. Refer to policy 3.5 Fee 
Policy for information regarding late collection fees.

Any person who is collecting a child from the service must be listed as an authorised 
nominee on the child’s enrolment form with their contact details, unless written 
authorization is provided or verbal authorization is accepted by a senior staff 
member in exceptional circumstances. The collection list must be kept current and 
updated on a regular basis.

The authorised nominee who is collecting a child must sign the attendance register, 
recording the time of collection, full name and their signature or the electronic 
equivalent.

Educators will be aware of each child’s departure from the service to ensure children 
are only collected by an authorised nominee listed on their collection list. Educators 
will use collection time to exchange information with the parent/guardian/nominee 
about the child’s time in care. If there are any incident forms for the child then the 
educators will inform the person collecting the child and ask them to sign it.

If a child required medication to be administered whilst at the service, the person 
collecting the child must sign the completed medical form as per the services 
Management of Medical Conditions and Administration of Medication procedures.

Educators should be notified as soon as possible if the authorised nominee will be 
later than expected and the child will be informed to avoid unnecessary anxiety.

If a person who is not on the collection list arrives to collect a child, written 
authorisation will be sought from an authorised nominee before the child is able to 
leave the service. Managment will also request identification from the person 
collecting the child and keep a photo copy of that identification with the child’s 
enrolment record.

In the case of an emergency where a child’s authorised nominees cannot collect the 
child and someone not on the collection list will be collecting the child, the service 
must be notified by phone as soon as possible by an authorised nominee. Written 
authorisation should be gained where possible (this may include text message, fax or 
email), however verbal consent and an identification check will be sufficient in the 
case of an emergency.

Families are required to notify educators as early as possible if children will be absent
from the service. Educators will record the absences in an appropriate place where 
other educators will be aware of the information.

Families will be informed of their notifying responsibilities upon enrolment and 
through the parent handbook.



Should a child not arrive at the service or not be waiting in the designated area when
expected, educators will record the absence with the other sign-ins and ask the 
parent/guardian to sign to confirm the absence the next time the child attends.

If a child is absent two days in a row without the centre being notified then staff will 
attempt to contact a parent/guardian to confirm the absence.

RESPONSIBILITIES

This policy applies to all staff and management of Patersonia for Early Learning 
activities run both on site and off site.

PROCESSES

The Business Manager will initially review the organisation’s procedures in all areas 
to ensure that these are in accordance with the principles expressed in this policy, 
and will report to the Board on this matter.

Staff and volunteers will follow these procedures. 

RELATED DOCUMENTS

 Education and Care Services National Law 2010
 Education and Care Services National Regulations 2010 and 2014 Update (r99,

158, 159, 160, 161, 168, 176)
 National Quality Standards (2.3, 7.3)
 Staff Handbook
 Parent Handbook
 Acceptance and Refusal of Authorisations Policy
 Enrolment and Orientation Policy
 Administration of Medication Policy
 Providing a Child Safe Environment Policy
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