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Amendments 
This Policy was last amended in December 2015. 
Due for Review: 2017 
 
Who is responsible for implementing this policy? 
Child Care Manager/Coordinator 
 
Document Owner 
Group Manager Children’s Services 
 
Purpose 
A smooth and safe transition for children arriving and leaving care provides for a positive 
experience for families and a continuation of safe care and custody. Both Educators and 
families are to be aware there is a shared legal responsibility, commitment and accountability 
in ensuring that each child being dropped off or collected from the service experiences a 
smooth, safe transition and all attendance records are completed accurately. 
 
It is the service’s responsibility to ensure:  

• the safe and documented arrival and departure of children at the service with 
the proper person/s.  

• Arrivals/departures take place in a way that meet the needs of 
children/families/Educators  

• Arrivals/departures take place in a way that ensures the children are reunited 
quickly with parents or with carers and risk management and child 
protection guidelines are met.  

• Support children in settling into the service each day and experience quality 
education and care through continuity of Educators and positive interactions 
within the community  

  
Families are to be advised that children should be collected from the services by the specified 
closing time. All educators should be aware of procedures for non collection of children.  
 
Principles and Practices 
Arrival and departure - the experience for the child and family 
Arrival time sets the tone for the day for families, children and Educators. As both Educators 
and parents/guardians can be rushed at this time of the day and children arrive and leave at 
different times and sometimes with a variety of carers it needs particular awareness to ensure 
the transition into care is smooth and safe. 
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The responsible person will: 

• on orientation and on the first day of enrolment, remind families that all 
children need to be signed in and out as a part of regulatory and funding 
obligations. Families will also be informed that sign on sheets will be used 
for emergency evacuations and need to be completed by families both on 
arrival and on departure from the service.  

• develop rosters to provide for continuity of care for the families and children 
throughout the day. 

 
Educators will: 

• take into consideration different work patterns of parents and caregivers 
• set the environment with familiar areas for children to enjoy when they are 

settling into care. Changes in the environment will be discussed with 
children and families to promote consistency and to help children feel secure 
in their setting. 

• greet families and find out about the child’s needs for the day. 
• support children to participate in an activity, assist with separation for both 

adults and children and to say goodbye 
• welcome families at the conclusion of the day and communicate about the 

child’s day. Any important messages will be passed on to families, including 
any changes in the child’s routine, accident reports or medication needs. 

 
 
Arrival and departure - security 
A numerically coded entry system is used to protect the security of the centre. 
Parents/Guardians are provided with the coded number in order to enter the centre, the 
number is not to be disclosed to any unauthorised person. 
 
Families are to enter through the front door of the building and ensure the doors and gates are 
closed firmly behind them.  
 
Record of attendance 
A record of attendance will be kept at the service. The record will include: 

• the date 
• full name of each child attending 
• arrival and departure times 
• signature of the person who delivers and collects the child or the nominated 

supervisor or educator  
 
Families/family member or delegated authority will sign each child in and out of the 
service, with a full signature, upon arrival and at the time of departure, on Sign In Sheet. The 
parent/guardian/delegated authority remains responsible for the child whilst they are on the 
education and care premises. 
 
Educators will regularly review the attendance record and ensure 

• records are accurate  
• each child has been signed in on the attendance records each day 



 
In instances when a parent or authorised nominee has not signed the child in, an educator will 
record the time that the child is in attendance. 
 
Departures 
As part of the lock up procedure each evening, two Educators verify all children have been 
signed out of the centre. If a child is not signed out, Educators will check all areas of the 
centre to ensure no child remains. The check will be documented by signing the Statement on 
the Attendance Record (Sign In/Out sheet). 
 
Departures 
A child may leave the premises in accordance with the written authorisation of the child’s 
parents or authorised nominee in the child’s enrolment. The child will be signed out by the 
nominated supervisor or an educator. (Vacation Care)  
 
Authority to Collect 
Children can only be collected from the service by authorised persons whose name appears 
on the enrolment form. If Educators do not know the person by appearance, the person will 
be asked to produce identification (preferably a photo licence) proving that they are the 
person authorised to collect the child on the enrolment form. Changes to Authorisation for 
Collection will be updated annually or as required. 
 
Parents are required to give prior notice with a signed 'Authority to Collect' form where the 
person collecting the child is someone other than those mentioned on the enrolment form. 
The person nominated by the parent must be able to produce some form of identification.  
 
In an emergency situation, where prior notice was not given, the person nominated by the 
parent must be able to produce photo identification. A courtesy call will be made to the 
parents to advise them of the situation before the release of the child. 
 
Children WILL NOT be released: 

• into the care of persons not authorised to collect the child e.g. court orders 
concerning custody and access 

• if notice is not provided AND the parents cannot be contacted. 
 
Late collection penalties 
A late collection fee, as described in the current Fees and Charges, is charged when children 
are not collected by the advertised centre closing time.  
 
When a child is collected after closing time more than 4 times in the enrolment year, parents 
will be asked to show cause why their child's place should not be withdrawn.  
 
Uncollected children 
A child is deemed 'uncollected' if they are still at the service 10 minutes after the service 
closing time. While ensuring two Educators remain with the child at all times, 
Educators will endeavour to contact: 

• the child’s parents (or delegated authority) 
• nominated emergency contacts that are authorised to collect the child.  

 
If Educators are unsuccessful in contacting any of the above-mentioned people, the local 



Police Station will be contacted to seek information about any incidents or accidents that may 
have delayed the parents or person collecting the child. Educators may also contact the 
Department of Community Services Helpline 133627 (mandatory reporters line only) 
or 132111 (general number) for advice and support. 
 
After a two hour period (2 hours being considered appropriate to recognise the situation as in 
need of further action), Educators will contact the Department of Community Services 
Helpline to seek assistance. The Department of Communities and the Police may liaise to 
assess the situation and will take appropriate action. A plan of action will be communicated 
to the service. 
 
If the child is to be taken from the Service, the Department of Communities or Police will be 
responsible for the child’s safe transportation. It is recommended that an Educator 
accompany the child to ensure their emotional well being in an unfamiliar situation and 
where possible, remain with them until settled. 
 
In this situation, Educators MUST:  

• provide a copy of Emergency Contact Information and/or Enrolment papers 
to Department or Police Officers 

• record all details of the situation and action taken on a Incident Injury 
Trauma and Illness Record. The person taking responsibility for the 
child’s care when they leave the service (DOCS Police or other) is required 
sign this form prior to leaving the Service 

• contact the local police and request that a “formal telephone message” be 
recorded about the incident/outcome 

• leave a clearly visible message at the Service’s entrance for the parents (or 
collecting person), advising that they contact the Police or DOCS Helpline, 
for information regarding the child 

 
Educators have now fully discharged their legal responsibility to the child. The 
Department of Communities and/or Police are now responsible for ongoing attempts to locate 
the carer, and for the well being of the child.  
 
Carer deemed to be unfit 
Educators will always act in the interest of safety for the child, themselves and other children 
in the service. If any person arrives to collect the child, and Educators believe they are in an 
unfit condition to do so (appearing to be under the influence of alcohol/drugs, mentally or 
physically ill, threatening violence), the following procedure is to be followed. It is at the 
educators’ discretion to determine if they believe an authorised person is unable to 
appropriately care for the child based on the individual case and circumstances:  

• Educators, where possible, must first consult with another Educators 
member and/or the Director 

• Educators will make a judgement about the safety of the child and the ability 
of the carer to provide adequate care 

• Where there is no threat or fear of violence – one worker will endeavour to 
engage the impaired carer in conversation. They will approach the subject of 
the carer’s impairment with tact and responsibility. It is recommended that 
they use words like “prefer” and “it is probably best”, and that they should 
word the discussion in terms of the child’s well being 



• An alternate Educator will endeavour to provide safe care for the child away 
from the perceived impaired carer while phoning for assistance by trying to 
contact alternative carers nominated emergency contacts. Where possible, 
the situation will be resolved by one of these people collecting the child 

• Where there is a threat or fear of violence, Educators and children will 
endeavour to move to a secured, safe place within the service 

• Police will be contacted and advised that “there is an emergency situation 
involving the threat or fear of violence to children and workers”. Educators 
will request urgent attendance at the childcare service 

• If it is recommended that Police are contacted the Educators will provide:  
o Name, date of birth and address of the child  
o Name address and contact number of parents and authorised 

nominees to collect the child  
o Name of the person who collected the child  
o Name address and contact number of emergency contacts  

• Full details of the situation, action taken and outcome must be recorded on a 
Warringah Council Critical Incident form. Educators are required to sign the 
form 

• Should Department of Community Services, Educators or Police Officers 
remove the child from the Service then they will be requested to also sign a 
note in the diary to that effect. This information will be included in the 
Educators Report 

 
Educators have now fully discharged their legal responsibility to the child. The 
Department of Communities and/or Police are now responsible for ongoing attempts to locate 
the carer, and for the well being of the child. Educators must acknowledge that a primary 
carer has the right to leave the service with the child.  
Legislation and References 

• Department of Community Services CSA DoCS (2004), 
• NSW Department of Family and Community Services 
• Children (Education and Care Services National Law Application) Act 2010: 

Sections 165, 167 
• Education and Care Services National Regulations 2011: 99, 158-159, 

168(2) (f) (m), 176 
• Links to National Quality Standard: 2.3.2 
• Guide to the National Quality Standard October 2011: Quality Area 2: 

Children’s Health and Safety  
• Child Care Benefit (Eligibility of Child Care Services for Approval and 

Continued Approval) Determination 2000  
• Family Assistance Law 
• Family Law Act 1975 as amended 2011 
• Children and Young Persons (Care and Protection) Act 1998 (Accessed 

10/2015) 
• Department of Education and Training - www.education.gov.au 
• ACECQA - www.acecqa.gov.au (Accessed 10/2015) 

 

http://www.community.nsw.gov.au/for-agencies-that-work-with-us/policies-and-guidelines
https://www.education.gov.au/
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