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Policy Statement 

This policy acts to ensure that: 

→ We are committed to the safe delivery and collection of children from our service, 
when the responsibility of caring for a child is being passed to and from the service 
provider  

 

→ We value and respect our families’ decisions about their children this includes 
decisions about the people authorised to collect their children from the service 
premises 

 

→ We acknowledge the important role played by our service Educators and staff.  
They are provided with the necessary training and support to implement the 
policies and procedures for the delivery of children to, and collection from the 
service premises 

 

 

Explanation 

In accordance with the Education and Care Services National Law(167): 
The Approved Provider of an education and care service must ensure that 
every  reasonable precaution is taken to protect children being educated and 
cared for by the service from harm and from any hazard likely to cause injury. 

 

Children's safety and wellbeing is of primary importance and Approved Providers of 
services must ensure that appropriate measures are in place to protect children from any 
harm or hazard, including providing adequate supervision and preventing the entry of 
authorised unauthorised persons. 

 

The transition of children to and away from a service requires particular attention 
particularly given how busy it can be at certain times, and the number of people coming 
and going from the service.  Safeguarding children during their delivery to and collection 
from the service premises will be enabled by the creation of policies and procedures and 
an effective process for their implementation.  It is important that parents/guardians and 
Educators are clear where their respective responsibilities for each child starts and 
finishes. 

 

Children are considered to be under the care of an education and care service at the 
point the service is taken to assume responsibility for their care and wellbeing. 

 

Accountability requirements for children in Commonwealth funded childcare 
services in Australia state that the person dropping the child off, or picking the 
child up must sign the child in and out of care.   

 

It is our services’ position that only persons aged 18 year or over can be authorised to 
collect children from our education and care service. 
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    Goals 

→  Keep an accurate record of child attendance to ensure that there is a record of the 
children being cared for or educated by the service, and that the correct staffing 
ratios are being me by the service 
 

→ Practical and safe approaches to the delivery and collection of children at the 
education and care service will promote a smooth transition between home and 
the service, or the school and the service.  This ensures a child’s arrival and 
departure at the service continues their safe care  
 

 

  Strategies  
  Attendance   

    A record of attendance will be kept at the service that includes: 

→ Date 

→ The full name of each child booked to attend for the session/day 

→ Arrival and departure times 

→ Electronic signature of the person who delivers and collects the child, or the 
Responsible Person or Educator  

 

  Attendance and Enrolment Records 

  The Approved Provider of an education and care service must ensure that a record of   
   attendance is kept for the service that: 

→ Records the full name of each child attending the service 

→ Records the date and time the child arrives and departs 

→ Is signed by one of the following persons at the time that the child arrives and 
departs: 

→ The person who delivers or collects the child to the education and care 
service premises  

→ A Nominated Supervisor, Responsible Person or and Educator 

 

  Review of the Attendance Record  

→ Educators will regularly check the sign in and out records to ensure their accuracy 
at all times 
 

→ In instances where a parent or authorised nominee has not signed the child in, or 
out, an Educator will sign that the child is in attendance or has been collected from 
the service 

 

→ Prior to closing the service Educators must verify that all children have been signed 
out and have left the premises.  If a child is not signed out Educators will verify if 
the child has been collected, and check all areas of the service to ensure no child 
remains 
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  Children Suspended from School 

→ Where a child has been suspended from school, they will also be suspended 
from attending the service and fees will still be payable 
 

→ A child suspended from school will be able to return to the service once the 
child has returned to school after the suspension period has been completed 

 

→ Where a child has an in-school suspension discussions will occur between 
the school, service and family as to whether it is appropriate for the child to 
attend the service  

 

   Parents Suspended from the School Grounds 

→ Where a parent or guardian has been suspended from being on the school 
grounds, this also extends to them being on the school grounds during the 
services operating hours  
 

→ A parent or guardian suspended from attending the school needs to make 
alternate arrangements for another authorised person to collect their child 
from care for the duration of the suspension  

 

 

  Children not Arriving for Booked Sessions 

→ Where a child has not arrived for a booked BSC session and the Service has not 
been notified of the absence, Educators must follow up with the family/guardians 
as to the child’s whereabouts 

→ If a child has not arrived for a booked BSC session by 8.15am Educators will 
contact the family/guardians to find out where the child is 
 

→ Where a child has not arrived for a booked ASC and the Service has not been 
notified of the absence, Educators will follow the Safe Arrival of Children Policy and 
Missing Child procedures 
 

→ Where a child has not arrived for a booked Vacation Care session and the Service 
has not been notified of the absence, Educators must follow up with the 
family/guardians as to the child’s whereabouts 

→ If a child has not arrived for a booked Long Day Vacation Care session by 
9.15am Educators will contact the family/guardians to find out where the 
child is 

→ If a child has not arrived for a booked Short Day Vacation Care session by 
10.15am Educators will contact the family/guardians to find out where the 
child is 
 

→ Family/Guardians will be reminded regularly to notify the service if their child will 
not be attending a booked session of care.  Failure to notify the service may result 
in the termination of the child’s place at the service  
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  Authorised Nominees 

→ On enrolment parents/guardians are to provide the names of two additional people 
apart from themselves who are authorised nominees for the purpose of collecting 
the child/ren from the service 
 

→ Authorised Nominees may be required to show photo ID prior to collecting and 
signing children out  

 

→ Educators will check that the person coming to collect the children is on the list of 
approved persons 

 

→ If an Educator is unable to confirm that the person trying to collect the child is 
authorised, the child’s parents will be contacted immediately  

 

  

 

  Concerns for the Safety, Health and Wellbeing of Children  

  Educators will always act in the interest of safety for the child, themselves and other   
  children in the education and care service.  If Educators are concerned for the safety of a  
  child or do not consider that a person is in a fit state to take responsibility for a child, they   
  will exercise their duty of care by not allowing that child to be removed from the service  
 

  by that person.  In this circumstance Educators will contact an authorised nominee to  
  collect the child. 

 Situations when this may occur: 

→ When a parent/guardian or other person who is authorised to collect the child 
seems to be ill or affected by drugs or alcohol, or does not appear to be able to 
safely care for the child 

 

 

  Roles and Responsibilities  
  Approved Provider  

→ Ensure the service operates in line with the Education and Care Services National 
Law and National Regulations with regard to the delivery and collection of children  

 
 

  Nominated Supervisor/Coordinator/Responsible Person  

→ Provide supervision, guidance and advice to Educators to ensure adherence to the 
policy at all times 
 

→ For Family Day Care Educators during induction provide training on delivery and 
collection procedures, including the procedures for entering and leaving an 
Educators home or venue in a safe manner such as negotiating doors, driveways 
and car parking areas 
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→ Train Educators on the process to follow if an authorised person arrives to collect a 
child  

 

→ Ensure that a child only leaves the service under the following circumstances: 

→ A parent/guardian or authorised nominee collects the child 

→ A parent/guardian or authorised nominee provides written authorisation 
for the child to leave the service with a person aged 18 years or older 

→ A parent/guardian or authorised nominee provides written permission for 
the child to attend an excursion or regular outing 

→ The child requires medical treatment in an emergency  
 

→ Authorised persons nominated by the parent/guardian must be aged 18 years or 
older 
 

→ Refer to the “Child Authorisations” Table for further guidance on different 
scenarios where children might require authorisations  

 

→ Ensure the “Child Authorisations” Table is located where it can be easily accessed 
for quick reference  

 

→ Assist Educators in the development, practice and evaluation of their handover 
(delivery & collection) Risk Assessments and Procedures  

 

→ Conduct regular “Roll-Call” Checks throughout each session  
 
 
 
 

→ Inform parents/guardians upon enrolment of the delivery and collection 
procedures, and regularly via newsletters and Facebook posts  
 

→ Ensure that a parent of child being educated and cared for by the service may enter 
the service premises at any time when the child is being educated and cared for by 
the service, except when: 

→ Permitting entry would pose a risk to the safety of the children and staff  

→ Permitting the parent’s entry would contravene a court order  

 

 

  CKC Educators 

→ Wear a service vest so it is easy for children to see who is working at the service 
each session, and who is collecting them  
 

→ Ensure accuracy of attendance records at all times 
 

→ Ensure attendance records are completed by the person dropping off or picking up 
the child using Kidsoft icheckin  

 

→ Refer to the “Child Authorisations” Table for further guidance on the different 
scenarios where children might require authorisations  
 

→ When the Kidsoft icheckin system is down the following steps should be taken: 

→ Inform CCEL 

→ Try to hotspot off the service phone 
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→ Use paper copies to sign the children in or out, ensuring that the child’s full 
name, date, time of arrival/departure educators full name and signature 
are recorded  

→ Once icheckin is operational again forward the completed paper copy to 
your Coordinator for filing   

 

→ Be available to greet and settle children 
 

→ Provide a supporting and welcoming environment for children and families to assist 
with separation and settling 
 

→ Greet and farewell parents and caregivers directly  
 

→ Educators will be placed for optimal supervision of the services sign in and out area 
to ensure they can see all children being delivered and collected from care 

 

→ Children must be dropped off or collected from the service by a parent/guardian or 
authorised nominee, children must not arrive or leave the service without an adult 
present  

 

→ Inform parents/guardians of their responsibility to supervise children until 
handover has occurred at the beginning of a session, and on departure at the end 
of the session 

 

→ Ensure delivery and collection of children is during the services operating hours, 
children cannot be left at the service prior to the services opening hours, or after 
the services closing hours – late collection from the service will incur a late fee 

 

→ Educators are responsible for signing the children out at the end of each BSC 
session and in at the start of each ASC session – signing children in and out of care 
confirms who is taking care of the child  

 

→ Ensure children are signed in as soon as they arrive at the service, or as soon as 
they leave the service – not retrospectively.  This ensures an accurate record of 
each child’s attendance  

 

→ If children are arriving  or departing the service on the school bus ensure 
procedures are in place to record that children have departed on the bus or been 
collected from the bus, and that children are signed in/out as soon as they have 
been delivered or collected  

 

→ Children arriving or departing the service on a school bus will be escorted by an 
educator to the bus and will be put on or collected off the bus each session  

 

→ Should a child not arrive at the service (this includes children who may catch a bus 
to the service), or is not waiting at the designated area when expected, refer to the 
Risk Assessment located in the Operational Diary for guidance on how to proceed 

 

→ Ensure that parents/guardians are aware of the delivery and collection procedures, 
and their child knows where the collection point for ASC is located  

 

→ Ensure a separate Bus Risk Assessment is signed by parents/guardians upon 
enrolment for children who catch buses to/ from BSC or ASC 

 

→ If an adult arrives to collect a child and they have not been seen before, yet are on 
the Authority to Collect List, Educators may request Photo Identification  
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  Family Day Care Educators  

→ Develop and distribute their own Handover Procedure that is appropriate for 
each family using their childcare service 
 

→ Ensure attendance records (timesheets) are signed by the person dropping 
the child off or picking the child up at ALL locations where a handover occurs 
(e.g. playgroup, school) using e-signature through Harmony 
 

→ Ensure that children are signed in and out of care as they arrive and leave, 
not retrospectively 

 

→ If the Software is down and children cannot be signed in electronically: 

→ Try hot-spotting off a phone 

→ Use paper timesheets to sign children in and out, ensuring full 
names, dates and family names and signatures   

→ Once the kiosk is operational again update the children attendance 
times 
 

→ Physically receive the child when they arrive at the Family Day Care 
residence or venue 
 

→ Ensure that the arrival and departure of school age children is in accordance 
with the Arrival/Departure Details Form completed by the parent 

 

→ Ensure the entrance to the Educator’s residence or venue is securely locked 
at all times to prevent children leaving the residence or venue unattended, 
and to prevent unauthorised entry of persons (allow for an alternate exit in 
case of emergencies) 

 

→ Develop a Handover Procedure for when children are delivered or collected 
away from the Family Day Care residence or venue e.g. playgroup.  This must 
be discussed and documented by both the parent and Educator 

 

→ Inform parents of their responsibility to closely supervise children: 

→ On arrival at the Educator’s residence or venue until physical 
handover has occurred, and  

→ On departure after handover from the Educator to the parent, 
particularly if any hazards such as driveways, glass, prickly bushes, or 
ponds are in the entry/access route to the handover area 
 

→ If a child is delivered by a person who is not on the Educator or CCELs’ list of 
authorities the Educator is to sign the child in with their Educator PIN and 
contact the parent /guardian to seek written authority for the child’s 
attendance at the service for the day 

→ The Educator is to advise the parent/guardian of this policy  

→ The Educator is to notify CCEL of the incident 
 

→ Do not allow access to any unauthorised persons to their home to collect a 
child until written authority is obtained by a parent/guardian 
 

→ Authorised persons unknown to the Educator are required to present photo 
identification to the Educator the first time that they collect a child 
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→ In the situation where written authority cannot be obtained by a guardian, 
then the child cannot be released to the unauthorised person 
 

→ In the situation where an unauthorised person refuses to leave the Educator 
should follow their lock down procedures 

 

                              Before and After School Care with Family Day Care Educators  
→ Educators need to make sure they sign children in or out - depending on 

whether it is Before or After School Care 

→ Ensure Excursion Forms, including the required Risk Assessment are 
completed for the walk or travel to and or from the Before or After School 
care home or venue 

→ Ensure the Excursion Form/s are signed by parents upon the child’s 
enrolment 

→ Ensure a separate authority/ agreement is signed by parents upon 

enrolment for children who catch buses to and from the Before or After 

School Care home or venue 

 
 

    Families utlising CKC 

→ Ensure that you are aware of the delivery and collection procedures prior to your 
child’s commencement, and that your child knows where the collection point for 
ASC is located  
 

→ Ensure that your child is left in the care of an Educator, they are not to be left at the 
service unattended at any time prior to the opening hours of the service  

 

→ Ensure you escort your child up to the service, and collect them upon departure – 
children cannot arrive or depart from the service without an authorised adult 
accompanying them  

 

→ Ensure delivery and collection of children is during the services operating hours, 
children cannot be left at the service prior to the services opening hours, or after 
the services closing hours – late collection from the service will incur a late fee 

 

→ Using icheckin sign your child/ren in on arrival and out on departure 
 

→ Provide prior notice of an alternate person picking up a child by either texting or  
calling the service, or sending a message through the Parent Portal  
 

→ Ensure educators are aware your child has been delivered to or collected from care 
 

→ Ensure to pass on any additional information necessary for your child’s care needs 
for that session to staff at the Service, for example, changes to Parents and 

Emergency Contact Details, medical conditions, medication, illness, Behaviour 
strategies or any worries or concerns you or your child may have. 

 

→ Contact Details, medical conditions, medication, illness, Behaviour strategies or any 
worries or concerns you or your child may have. 

 

→ Provide the service with a court order relating to your child where relevant  
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→ If an adult arrives to collect a child and they have not been seen before, yet are on 
the Authority to Collect List, Educators may request Photo Identification  

 

→ Ensure contact information is up to date in case of an emergency 
 

→ Notify the service as soon as possible if your child is going to be absent from any 
sessions of care, this includes BSC, ASC & Vacation Care by either calling or texting 
the service phone, or marking them absent through the Parent Portal  

   

 

  Families utlising Family Day Care 

→ Discuss and document Handover Procedures with the Educator 
 

→  Complete attendance records using e-signature indicating the exact time 
handover with the Educator occurred  

 

→ Verify the timesheet at the end of the week, verifying the timesheet ensures 
there is an accurate account of the hours used and fees charged 
 
 
 
 

→ Pick-up and deliver the child at the contracted times, unless prior notice is 
given of a change of times 
 

→ Provide prior notice in writing to CCEL and the Educator of an alternate 
person picking up a child using the Authority to Collect Form 

 

→ Ensure contact information is up to date with the Educator in case of an 

emergency 

 

 

  Children 

→ Always arrive with your parent/guardian for care 
 

→ Always leave with your parent/guardian at the end of care 
 

→ Make sure you are dropped off or collected at the door by your parent/guardian   
 

→ Wait for your parent/guardian to come in and collect you 
 

→ Let an educator know that you are leaving 
 

→ Come straight to the meeting place at school for ASC 
 

→ Look for the educators wearing the service vests  
 

 

 
 

LINKS TO: 

→ Education & Care  
      Services National Law  
      Section 165, 167, 170 
 

→ Education & Care 
 Services National 
 Regulations 
       86, 87, 99, 100, 101, 102,  
       102(a), 102(b), 102(c),  
       102(d), 122, 123, 157,  
       158, 159, 160, 161,    
      168, 169, 170, 171, 172
  

→ National Quality 
 Standards/Elements:  
       2.2, 3.1, 4.1, 4.2, 6.1, 6.2, 
      7.1 

 

→ Child Safe Standards 
 1, 2, 3, 4, 5, 6, 7, 8, 9, 10 
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   Continual Monitoring and Improvement 

    Continual improvement and monitoring will occur in the following ways: 

→ Incidental and planned consultation with families 
 

→ Approved Provider and Coordinators accessing current relevant information 
 

→ Approved Provider, Coordinators and Educators accessing current and relevant 
training 

 

→ Internal evaluation of incidences and the improvement of systems 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

LINKS TO OTHER POLICIES: 

→ Acceptance & Refusal 
of Authorisations 

→ Child Authorisations 
Table 

→ Child-Safe 
Environment  

→ Enrolment & 
Orientation 

→ Incident, Injury, 
Trauma & Illness 

→ Refusal of 
Authorisation  

→ Regular Outing and 
Excursion  

→ Transportation of 
Children  

 

SOURCES 

→ Education and Care Services National Regulations - December 2021 

→ Education and care Services National Law - January 2022  

→ Guide to the Education and Care Services National Law and the Education and Care 
Services National Regulations - October 2017 

→ Guide to the National Quality Standard - January 2020 

→ Implementing the Child Safe Standards: A Guide for Early Education and Outside School 
Hours Care Services, NSW Department of Education, 2021 

→ A Guide to the Child Safe Standards, NSW Office of the Children’s Guardian, 2020 

→ ACECQA – FDC Approved Provider compliance responsibilities – October 2017 

→ Be You 
→ My Time Our Place: Framework for School Age Care in Australia 

→ The Early Years Learning Framework 

→ ECA Code of Ethics 

→ United Nations Convention on the Rights of the Child  
 

 

https://legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653
https://content.legislation.vic.gov.au/sites/default/files/2021-12/10-69aa014%20authorised.pdf
https://www.acecqa.gov.au/sites/default/files/2018-01/NQF-Resource-02-Guide-to-ECS-Law-Regs.pdf
https://www.acecqa.gov.au/sites/default/files/2018-01/NQF-Resource-02-Guide-to-ECS-Law-Regs.pdf
https://www.acecqa.gov.au/sites/default/files/2020-01/Guide-to-the-NQF.pdf
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/working-in-early-childhood-education/media/documents/Guide_Child_Safe_Standards.pdf
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/working-in-early-childhood-education/media/documents/Guide_Child_Safe_Standards.pdf
https://www.ocg.nsw.gov.au/child-safe-organisations/training-and-resources/child-safe-resources/child-safe-standards
https://www.acecqa.gov.au/sites/default/files/2019-06/FDC-ComplianceGuide-ApprovedProvider.pdf
http://www.beyou.edu.au/

