
 

 

Approv al Date : 15 December 2025     Review Date:  14 December 2030     Page | 1 

Safe Arrival and Departure of Children Policy and 
Procedure 

This document relates to the preschool service operated by St Joseph’s School Port Lincoln 

(“the Preschool”). 

Early Childhood Services like the Preschool must ensure that policies and procedures are in 

place to ensure the safety and protection of children when they are delivered to, arrive at 

and are collected from the service and/or any other education or early childhood service. 

This commitment must be in accordance with the duty of care and risk management 

obligations of the National Law and Regulations.   

1. Practice Principles 

This policy describes the requirements the Preschool follows when children are delivered to, 

arrive at and are collected from the service and any other service. The Preschool is 

committed to ensuring that the health, safety and wellbeing of all children and adults is 

always paramount. Children will only be allowed to leave the care of the service or another 

education or early childhood service with a parent/guardian, authorised nominee and/or an 

authorised person and in accordance with the child’s safety and best interests. 

Catholic Education South Australia is committed to ensuring the safety, wellbeing and dignity 

of all children and young people 

The Preschool is committed to the safe arrival of children whether they are being delivered 

directly to the service by a parent/guardian/authorised nominee or are arriving at the service 

after travelling between/from another education and care service.  

2. Background [National Law 167; 170; Regulations 99; 
102AAB; 102 AAC; 158;161; 168] 

The Education and Care National Law and Regulations require ECEC services to have 

processes and procedures in place to ensure that children arrive and leave the service 

premises in a safe manner. At the Preschool, we have developed and implemented 

clear/appropriate processes, procedures and practices for the delivery and collection of 

children that ensures that daily and regular events become safe, predictable, embedded 

practice and support the familiarity of routines and transitions. 

We acknowledge that safe, routine procedures for delivering and collecting helps to support 

a child’s emotional wellbeing, especially important for those children who may experience 

arriving at a service as an emotionally challenging time. 
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It is important that routines for the safe delivery/arrival and collection of children are 

developed in partnership with families to best support children’s needs and rights. 

Children need: 

• To be safe, secure and protected while being educated and cared for by the service. 

• For the arrivals at and departures from the service and any other education or early 
childhood service to be relaxed, positive and a safe transition. 

• Educators to adapt aspects of the environment, routines, transitions and staffing 
arrangements to facilitate the inclusion of all children. 

• To be supported to know the routines for arrival and departure from the service or any 
other service. 

• To safely travel (including walking or being transported by a vehicle) between an education 
and care service and any other education or early childhood service. (Refer to 
Excursion/Regular Outing Transportation Record Template)  

 

3. Procedure Detail  

Individual circumstances will dictate that procedures need to be tailored accordingly to 
ensure the safe arrival and departure of children to and from the service and/or any other 
service. The individual circumstances that may influence the procedures to be developed 
and followed are: 

• Who is responsible for delivering and/or collecting the child to and from the service. 

• Where the child is being delivered and/or collected from. If the child is transferring from 
one service to another or if the child is coming to the service directly from the care of a 
parent/guardian or authorised nominee/person. 

• Any special considerations for the child such as safety and health requirements, additional 
needs, cultural or religious expectations/needs. 

• Clear and effective communication and partnerships with families and/or other service 
management/educators. 

• Appropriate staffing and active supervision. Specifically, educators must be working 
directly with children to be included in ratios (Regulation 122). 

 

Processes/Procedures that support safe arrival and departure of children 

Enrolment record (Regulation 102, 102D, 160-162, 161(1)(c), (2)(c)) 

• An enrolment record must be created for each child in accordance with regulation 160. 
The enrolment details for the child need to be completed prior to the child’s education and 

https://cesacatholic.sharepoint.com/:w:/r/sites/EarlyYears/_layouts/15/Doc.aspx?sourcedoc=%7bDEE15832-4108-4083-BBAB-80ADA4C14DA8%7d&file=Excursion_Regular+Outing+Transportation+Record+Template.docx&action=default&mobileredirect=true&xsdata=MDV8MDJ8U3VzYW4uSGFubmlnYW5AY2VzYS5jYXRob2xpYy5lZHUuYXV8ZjkzNjMwNTc1ZGRjNDNmMTJjY2YwOGRkY2Q5OGFmZTV8MzI0ZDBlYWI4ZjQ2NGM5NGFlZmYyMzcxNDhmYjk2OGV8MHwwfDYzODg5Mjc3Nzg3MDMzOTEyNnxVbmtub3dufFRXRnBiR1pzYjNkOGV5SkZiWEIwZVUxaGNHa2lPblJ5ZFdVc0lsWWlPaUl3TGpBdU1EQXdNQ0lzSWxBaU9pSlhhVzR6TWlJc0lrRk9Jam9pVFdGcGJDSXNJbGRVSWpveWZRPT18MHx8fA%3d%3d&sdata=RTZ5SEVtMzMwSDA4cmNYSEE1MUYzVmpHWDk1RFQ4ellVc0VSTEFiZERDND0%3d
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care at the service commencing. Regulation 160(3) specifies what must be included on 
the enrolment record. 

• All the information in an enrolment record needs to be comprehensive and accurate to 
support children’s safety, health and wellbeing, especially in relation to medical information 
about the child and safe arrival and departure of children from the service and/or any other 
service. 

• The enrolment record must be kept at the service. 

• If the child is travelling between one service and another, both services must have an 
enrolment record that ensures the child’s health, safety and wellbeing is paramount at all 
times. 

 

Authorisations/permission requirements 

Only authorised people can collect children from the service. Authorised people are listed on 
the enrolment record and include what they are authorised for. 

The following authorisations must be kept in the enrolment record for each child enrolled at 
an education and care service as in accordance with regulation 161: 

• Any person who is an authorised nominee. An authorised nominee refers to a person who 
has been given permission by a parent or family member to collect the child from the 
education and care service. (National Law 170(5)). 

• Details of any Family Law court orders, parenting orders or parenting plans provided to 
the approved provider/service management relating to powers, duties, responsibilities or 
authorities of any person in relation to the child or access to the child must be adhered to 
when considering releasing children. 

• Any person who is to be notified of an emergency involving the child if any parent of the 
child cannot be immediately contacted 

• An authorisation signed by a parent/guardian or a person named in the enrolment record 
to authorise consent for medical treatment of their child to be sought by service 
management, a responsible person or an Educator/staff. 

• The authorisation allows service staff to seek medical treatment from a registered medical 
practitioner or hospital, or organise ambulance transportation for the child if required.  

• Any person authorised to give permission to the educator to take the child off the premises. 

• Authorisation for a child in the event they are to be taken on regular outings from the 
service while in the care of the service. This authorisation is required to be obtained once 
every 12 months.  

• Any person authorised to give permission for the child to be taken outside the premises 
on transport provided, or arranged, by the service. The National legislation specifies that 
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the authorisation must include specific information in accordance with Regulation 102D 
and 161. 

• Any person authorised to give permission for the child to be taken outside the premises 
on an excursion. 

• All excursion authorisations/permissions must be given by a parent/guardian or other 
person named on the child’s enrolment record as having authority to authorise taking the 
child outside the centre by an Educator. The authorisation must be a written record and 
must include all the requirements specified in regulation 102 – Authorisations for 
excursions. (Refer to the Excursion/incursion including transportation policy). 

• Authorisation/permissions for an excursion are only to be sought after a comprehensive 
excursion risk assessment has been completed. The purpose of the risk assessment is to 
identify, assess and minimise any risks of harm and/or hazards the proposed excursion 
poses to the safety, health or wellbeing of any child while leaving/being away from the 
service and returning. 

• The service’s Acceptance and Refusal of Authorisations policy (Regulation 168(2)(m) 
should set out the circumstances the provider would accept or refuse an authorisation. 

  

Safe and Supported Transitions 

• Transitions can occur every day between routines, play spaces or settings, as well as 
transitions between home, education and care settings, and school. In particular, 
transitions in early childhood education settings occur: 

o from home to the education and care setting 

o between settings 

o between education and care settings and school 

• Working collaboratively with families, other Educators, and other professional services, 
Educators support children to actively prepare for transitions between settings/services. 

• Transitions offer children different opportunities and challenges as it involves them having 
to adapt to different purposes, expectations and practices 

• When a transition involves a child being transported to or from the service or another 
service by car, bus, train, tram or on foot, they need to be supported and appropriately 
supervised to ensure smooth, safe and positive transitions. (Refer to 
Excursions/Incursions and Transport Policy Template)  

 

https://cesacatholic.sharepoint.com/sites/EarlyYears/Shared%20Documents/Policies/EXCURSION%20INCURSION%20TRANSPORT%20POLICY%20TEMPLATE.docx?web=1
https://cesacatholic.sharepoint.com/:w:/r/sites/EarlyYears/_layouts/15/Doc.aspx?sourcedoc=%7bD58B52E7-F373-480F-9A34-CBD4F0380F8A%7d&file=EXCURSION+INCURSION+TRANSPORT+POLICY+TEMPLATE.docx&action=default&mobileredirect=true&xsdata=MDV8MDJ8U3VzYW4uSGFubmlnYW5AY2VzYS5jYXRob2xpYy5lZHUuYXV8MTU3Yzk3ODZkNjQzNGI0OTA4YjIwOGRkY2Q5NTA2ZTF8MzI0ZDBlYWI4ZjQ2NGM5NGFlZmYyMzcxNDhmYjk2OGV8MHwwfDYzODg5Mjc2MjE1Mzc0MTk0M3xVbmtub3dufFRXRnBiR1pzYjNkOGV5SkZiWEIwZVUxaGNHa2lPblJ5ZFdVc0lsWWlPaUl3TGpBdU1EQXdNQ0lzSWxBaU9pSlhhVzR6TWlJc0lrRk9Jam9pVFdGcGJDSXNJbGRVSWpveWZRPT18MHx8fA%3d%3d&sdata=aS9sa044VWpMRzVuSWZjLzBHTUY5T001Vnp5UXJDUzlnSDZZNmJlRVpoVT0%3d
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Attendance Record – (regulation 158)  

• Completing accurate attendance records helps to keep children safe by ensuring that they 
are accounted for at all times. This is particularly important when children leave the service 
or another service to mitigate any higher risks at these times. 

• A record of attendance must be available, accessible and kept at the service in accordance 
with the requirements specified in regulation 158. Specifically recording: 

o the full name of each child attending the service; and 

o the date and time each child arrives and departs; and 

o is signed by one of the following persons at the time that the child arrives and 
departs: 

▪ the parent/authorised person who delivers the child to the education and 
care service premises or collects the child from the education and care 
service premises 

▪ if a parent/authorised person does not sign, then a centre director, a 
nominated supervisor or an Educator. 

• Accurate attendance records support supervision, adherence to child to Educator ratios 
and the implementation of efficient, emergency evacuation and lock down procedures. 

 

Safe arrival of children from the care of a parent/guardian/authorised nominee 

• Parents/authorised nominee are responsible for the children before they are signed in at 
the service, unless alternative arrangements have been negotiated or an emergency 
situation has occurred. 

• When a parent or the authorised person delivers a child to a service they are required to 
complete and sign the attendance record indicating the date and time of arrival of the child. 

• The parent will ensure that an Educator/staff member is made aware of their child’s arrival 
at the service. 

• Educators will ensure that children are welcomed on arrival at the service and are 
encouraged and supported to engage in the day’s activities and experiences. 

• Parents are encouraged to share any information that may be relevant to the child’s day 
in care.  

• In a circumstance where a parent or authorised person fails to sign a child into the service, 
an Educator should record the child’s attendance including the arrival time. Parent will then 
be notified that they didn’t comply with their obligation to sign their child in at the service. 

• If a child does not attend a booked session, the service enters the absence on the 
attendance record and allowable absence record. The parent/guardian must verify the 
absence by signing or initialling the attendance record and providing any necessary 
documentation at a later date.  
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Safe arrival of children from another service (99, 102) 

• There must be procedures in place for the safe arrival of any children who travel between 
the service and any other education or early childhood service. An education or early 
childhood service is: 

o a school 

o an education and care service 

o a children's service, or 

o any other service which provides education and care to children. 

• There are specific requirements specified in regulation 102AAB for implementing the 
procedures for the safe arrival of children at a service. They include: 

o Consulting with educators/staff, parents/guardians and children (when 
developmentally appropriate) at the service about the safest way for the children to 
transfer from one service to another. 

o A safe arrival risk assessment must be completed that addresses the safe arrival of 
children to and from another service to reduce any likelihood of harm and/or hazards. 

o The risk assessment needs to identify and assess any risks to the safety, health and 
wellbeing of a child. Specifically addressing issues such as: 

▪ The age, developmental stage and individual needs of the child. 

▪ The proposed route and destination, including any proximity to harm and hazards. 

▪ The service premises involved in providing education and care. 

▪ The process for entering and exiting any service premises. 

▪ The collection/pick-up location or destination. 

▪ The procedure to be followed by the service to ensure the child leaves the service 
premises in accordance with regulation 99(4). 

▪ Who is responsible for the children when they are travelling between the service 
and another education or early childhood service. 

▪ The role and responsibilities, including communication strategies of all service 
Directors/Educators involved, either when the child is entering or leaving a service. 

▪ Appropriate Educator/child ratios to ensure active supervision is possible to ensure 
safe arrivals and departures from any service. 

▪ The need for active supervision of children during travel to and from the service is 
critical, especially given the heightened risk to the safety and wellbeing of children 
during these transition times. 

▪ Ensuring that all educators/staff comply with road safety and safe transport 
procedures and practices. 

https://cesacatholic.sharepoint.com/sites/EarlyYears/SitePages/ECEC-Policies-and-Supporting-Documentation.aspx?xsdata=MDV8MDJ8U3VzYW4uSGFubmlnYW5AY2VzYS5jYXRob2xpYy5lZHUuYXV8NzkzMGRhMjY2NzkxNDMzZDk5MzMwOGRkY2Q5NTlkMDB8MzI0ZDBlYWI4ZjQ2NGM5NGFlZmYyMzcxNDhmYjk2OGV8MHwwfDYzODg5Mjc2NDY5NDAxMzA2NHxVbmtub3dufFRXRnBiR1pzYjNkOGV5SkZiWEIwZVUxaGNHa2lPblJ5ZFdVc0lsWWlPaUl3TGpBdU1EQXdNQ0lzSWxBaU9pSlhhVzR6TWlJc0lrRk9Jam9pVFdGcGJDSXNJbGRVSWpveWZRPT18MHx8fA%3d%3d&sdata=V1M5NkdkMXR2WmZydlhmNDlLQ3NtakxkbWZaY0pLdVVvdGVZQTcwcWFsbz0%3d
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▪ Ensuring there is clear and effective communication with all the staff involved, 
including staff at the other service/s to ensure that child safety procedures are 
followed. 

▪ Ensuring there is clear communication with the child’s parents/guardians or 
authorised nominee about the procedures in place for when their child leaves one 
service and enters another, e.g. transferring from school to OSHC or from a 
kindergarten to long day care/early learning centre. 

▪ When a child arrives at the service from school and/or from another service e.g. 
kindy, the attendance record is completed by an authorised person e.g. an 
Educator. 

▪ A clear process is in place in the event a child is missing or cannot be accounted 
for during the child transferring from one service to another. 

o A copy of the safe arrival risk assessment must be kept. 

o The risk assessment must be reviewed regularly (at least every 12 months) or as soon 
as any risks of potential harm or hazards are identified. 

 

Safe collection of children / children leaving the service 

A child may only leave an education and care service if the child is: 

• Given in to the care of the authorised parent/guardian of the child, or 

• Given in to the care of an authorised nominee or person named in the child’s enrolment 
record, or 

• Otherwise leaves the premises in accordance with the written authorisation of the child’s 
parent or authorised nominee named in the child’s enrolment record (but it is our policy 
that Preschool children are not allowed to leave the Preschool’s premises 
unaccompanied), or 

• Is taken on an excursion and/or regular outing; or 

• Is transported by the service or transportation has been arranged by the service in 
accordance with regulation 102(B) (C) (E) & (F); or 

• They are authorised to transition to and from another education or early childhood service; 
or 

• Is given in to the care of a person or taken outside of the service premises because the 
child requires medical, hospital or ambulance care or treatment or because of another 
emergency. 

The parent or authorised nominee collecting a child is required to complete the attendance 
record, indicating the date/time the child leaves the service. In addition, the parent/nominee 
is required to advise an educator they are about to take the child from the service. 
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The educator is required to complete an identity check before releasing a child to a person 
who is not known to them. The educator will check the name on the identification against the 
list of approved persons allowed to collect that child.  

Educators are unable to release a child to a person if they do not have identification, or if the 
identification does not match the authorisation list. If an educator cannot confirm that a 
person trying to collect a child is authorised to collect the child, a parent of the child will be 
contacted for confirmation. 

Parents/authorised nominee are responsible for the children after they have been signed out 
of the service, unless alternative arrangements have been negotiated or an emergency 
situation has occurred. 

 

Unauthorised persons/unfit behaviour 

• Procedures need to be followed when a previously unauthorised person attends the 
Preschool to collect a child, including where a parent/guardian or authorised nominee 
telephones the service to notify that such a person will be collecting their child.  

• Service management, Educators/staff will ensure the following authorisation procedures 
are followed:  

o Request that the parent/guardian or authorised nominee send an email, text message 
or an app-based message authorisation if it is possible to do so, detailing the name, 
address and telephone number of the person who will be collecting the child  

o Accept a verbal authorisation if it is not possible for the parent/guardian or authorised 
nominee to provide written authorisation via email etc. provided the following 
procedure is followed:  

▪ All details of the person collecting the child, including the name, address and 
telephone number of the person must be obtained from the parent/guardian or 
authorised nominee. 

▪ Two educators to verify the verbal authorisation message  

▪ The verbal authorisation is documented and stored with the child’s enrolment 
record for follow-up.  

▪ Photo identification is obtained to confirm the person’s identity on arrival at the 
service.  

▪ Ensure that parents/guardians or authorised nominees follow up their verbal 
authorisation by completing an authorisation form when next at the service, or by 
adding details of the new authorised nominee to the child’s enrolment form. 

▪ Ensure that a copy of any authorising email and authorisation form are stored with 
the child’s enrolment record.  

▪ Ensure the attendance record is completed prior to child leaving the service.  
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▪ Refuse to release a child where authorisation is not or cannot be provided by the 
parent/guardian or authorised nominee. 

▪ Contact police if the safety of the child or service staff is threatened. 

▪ Implement late collection procedures, if required.  

▪ Notify service management in the event that written authorisation is not provided 
for further follow-up. 

• Service Educators/staff have a duty of care not to endanger children at the service by 
knowingly placing them in a situation that could reasonably be expected to be dangerous, 
including releasing a child into the care of an inappropriate person – specifically, someone 
who may pose a risk to the safety, health or wellbeing of any child at the service.  

• Measures need to be in place to ensure that children do not come in to direct contact with 
unauthorised persons during an emergency/evacuation or during excursions/ regular 
outings and while being transported. 

• It is our policy that Preschool children are not allowed to leave the Preschool alone and 
are not allowed to travel home unaccompanied. 

• If parents require an older sibling to collect a child from the Preschool, they must nominate 
the sibling (in the booking system). Parents are reminded that once the younger child has 
been signed out from the Preschool, the parents and the older sibling(s) assume full 
responsibility for the child. 

• When considering this, we recommend parents review suggestions from ACECQA, the 
peak body governing the provision of Early Childhood Education and Care across 
Australia. At the very least, it is our policy that: 

o The older sibling must be 16 years or older and must be used to navigating safely from 
home to school using the proposed route 

o Consideration be given to the child’s health needs, e.g. is the child asthmatic or 
anaphylactic and do they carry and can administer their own emergency medication 

o They have telephone access to an adult who can assist them in the case of an 
emergency on the way home 

o That a safety plan has been developed and agreed upon by Preschool staff and the 
parents 

o The distance travelled between the Preschool and home is manageable. This may 
vary in winter compared to summer, or due to different weather conditions.  

• The following procedures are to be followed where an educator believes that the 
parents/guardians or an authorised nominee may be ill, affected by alcohol or drugs, seem 
to be in an unfit state to take responsibility or safely care for a child, behaving in a manner 
that is threatening, disrespectful or abusive (verbally or physically). Consult with service 
management/nominated supervisor or the approved provider, if possible. 

o Advise the person collecting the child of the concerns and suggest contacting an 
alternative authorised nominee to collect the child.  

https://cesacatholic.sharepoint.com/sites/EarlyYears/SitePages/ECEC-Resources-Templates.aspx?xsdata=MDV8MDJ8U3VzYW4uSGFubmlnYW5AY2VzYS5jYXRob2xpYy5lZHUuYXV8NzU4ZmNmYzVjMTc3NGRiMWM3NTUwOGRkY2Q5ODJjYzV8MzI0ZDBlYWI4ZjQ2NGM5NGFlZmYyMzcxNDhmYjk2OGV8MHwwfDYzODg5Mjc3NTY2MjY0MDM4M3xVbmtub3dufFRXRnBiR1pzYjNkOGV5SkZiWEIwZVUxaGNHa2lPblJ5ZFdVc0lsWWlPaUl3TGpBdU1EQXdNQ0lzSWxBaU9pSlhhVzR6TWlJc0lrRk9Jam9pVFdGcGJDSXNJbGRVSWpveWZRPT18MHx8fA%3d%3d&sdata=SldveFVVeVRJN2d6ZGE0QklGNmNRZUM5UmtGZFIveGZzNEQweXFzY25Mdz0%3d
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o If the approved provider/nominated supervisor/service management fears for the 
safety of the child, themselves or other service staff at any time, the police should be 
called immediately. 

o An Incident, Injury, Trauma and Illness Record needs to be completed and filed with 
the child’s enrolment form. 

o Inform the approved provider as soon as is practicable, and at least within 24 hours of 
the incident.  

o Inform the Regulatory Authority (Education Standards Board) within 24 hours of a 
serious incident occurring.  

• In the event a child leaves the premises unaccompanied, or with a person not authorised 
in writing, the child will be considered missing and unaccounted for.  The child’s parent will 
be notified immediately and procedures will be followed, including making all required 
notifications. 

• In the event an unauthorised person arrives and attempts to collect a child, the following 
table provides a summary guide in how the situation can be managed and the procedures 
that should be followed: 

Step 1 The service staff will advise the person that they do not have the authority to release 

the child to them. This may involve showing the person relevant information that 

specifies who is authorised to collect children from the service. 

Step 2 If the person insists, they will be offered the use of the service telephone to contact 

the parent/guardian or authorised nominee to verify their authority to collect the child. 

Alternatively, the nominated supervisor can phone the parent/guardian or authorised 

nominee to discuss the situation and seek verification for the unauthorised person to 

collect the child. 

If the parent was to give verbal permission over the phone for that person to collect, 

they would be asked to confirm that authorisation in writing e.g. via email, app-based 

message etc. 

The unauthorised person would be required to provide photo ID verification prior to 

the child being released to them. 

Step 3  If the parent does not authorise that person to collect their child and/or there is a court 

order in place specifying that person cannot access/collect the child and they are 

insisting they collect the child, the nominated supervisor or an educator should 

discretely contact the police. 

Step 4 The service staff will take all reasonable steps to prevent the child from being taken 

from the service and any other children witnessing the situation. Where reasonable 

and safe to do so, they will actively attempt to delay the child being taken until the 

police arrive. The health, safety and wellbeing of all children and educators/staff at 

the service is the paramount objective in this situation.  

https://www.acecqa.gov.au/sites/default/files/2023-07/PolicyGuidelines_DeliveryOfChildrenTo%26CollectionFromEducation%26CareServicePremises.pdf
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Step 5 In the event the educators aren’t able to prevent the child being taken prior to the 

police arriving, it is recommended - if possible and safe to do so - that an Educator 

accompany the child to the car and note the details of the car e.g. the make, model 

and registration number and any other relevant details about the situation. 

The police and parent will be updated about the situation. 

Step 6 The nominated supervisor or an Educator will document the incident immediately. A 

notification will be made on the NQAITS portal about the incident. 

Step 7  Any children and Educators affected by the incident will be appropriately supported. 

 

People who are not considered as an unauthorised person at the service 

• A person who holds a current working with children check. 

• A parent or family member of a child at the service (not including a parent or family member 
whose access to the child is prohibited by a court or tribunal order, of which the approved 
provider/nominated supervisor is aware, or who is an inappropriate person)  

• An authorised nominee of a child at the service  

• In the case of an emergency, medical or emergency service personnel. A person who is 
permitted under the relevant working with children law to remain at the service premises 
without holding a working with children check or card. 

 

Access for parents 

• While National regulation 157 specifies that a parent may enter the service premises at 
any time that the child is in care at a service, there are exceptions to this legislative 
requirement if allowing the parent/guardian to enter the service: 

o poses a risk to the safety of the children and/or staff 

o conflicts with any legislative and duty of care obligations 

o is contravening a court order 

• The duty of care obligations and best interests of children will always be paramount in 
regard to ensuring children’s health, safety and wellbeing when arriving, being delivered 
and collected from a service. 

 

Visitors 

• Children need to be kept safe and supervised so they don’t have any unauthorised contact 
with an unauthorized person at the service.  

• While there is no legislated requirement for an approved service to keep a record of 
visitors, including time of arrival and departure, best practice is that a visitor’s book is kept 
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to help ensure any unauthorised persons do not remain at the service unless under direct 
supervision. (Section 170 National Law). 

 

Late collection 

• Parents/guardians who are unavoidably delayed in collecting their child at the negotiated 
collection time must promptly contact the service to advise of their delay and their expected 
time of arrival.  

• Educators need to reassure any child who may be feeling anxious about the delay in being 
collected and/or being the last one collected. 

• If a parent/guardian or authorised nominee/person is going to be significantly delayed and 
are unlikely to arrive before the service is due to close, they need to try and organise for 
an emergency contact listed on their child’s enrolment form to collect their child. 

• In the event a parent/guardian or authorised nominee/person has notified that they will be 
late collecting their child, service staff must ensure educator-to-child ratios are maintained 
at all times that children are in attendance at the service. 

• If the child has not been collected by the agreed time, service staff will contact the 
parents/guardians and/or authorised nominee/emergency contacts to request the urgent 
collection of the child. 

• In the event a parent advises that a responsible adult is available, but that person is not 
an authorised nominee or an emergency contact person, the following procedures must 
be followed: 

o A parent/guardian or authorised nominee must provide written authorisation for a 
responsible adult they are delegating on their behalf to collect their child e.g. An 
authorisation via email etc. after verbal verification. 

o The parent/guardian or authorised nominee needs to provide specific details of the 
responsible adult who is being given delegated authority to collect the child/ren and 
advise them that they will be required to show photo ID when they arrive at the service. 

o The parent/guardian or authorised nominee must follow up as soon as is possible and 
complete a written authorisation form. 

o If a parent is regularly late arriving to collect their child, the nominated supervisor/ 
Educator needs to discuss other collection arrangements with them, especially if the 
service is not being notified that the parent is going to be late collecting. 

• A late (after hours) collection fee may be charged in accordance with the service’s Fees 
Policy. 

• The service may cancel the child’s Preschool enrolment if late collection repeatedly 
continues and there are no extenuating circumstances. 
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Non-Collection 

• If the parent/guardian does not arrive at the service to collect their child after the expected 
time of collection and has not advised why they have been delayed, the service will attempt 
to make contact with them. It is recommended that multiple ways on repeated occasions 
of trying to contact a parent are tried e.g. phone call, voice message, SMS and email. 

• If contacting a parent is unsuccessful, the person/s listed as emergency 
contacts/authorised nominees on the enrolment will be contacted. 

• If no one listed as an emergency contact or authorised nominee is able to be contacted, 
CESA (as the approved provider will be informed of the situation.  

• The Preschool will ensure that there are procedures in place for the physical and emotional 
care of a child who has not been collected from the service on time. 

• Department for Child Protection and possibly the police will be approached for guidance 
and for taking responsibility for the care of the child/ren if no authorised person for the child 
can be contacted to collect them.   

• Contact phone numbers will be placed on the entry door of the service after it has been 
closed, advising a parent/guardian/authorised nominee who to contact about their child.   

 

Notification obligations that may relate to the safe delivery, arrival and departure of 
children 

• The intent of the National Legislation is to ensure the regulatory authority is notified of 
serious incidents, complaints and circumstances where the health, safety or wellbeing of 
children may have been compromised so that it is able to take appropriate action. National 
Law Section 174(2)(a) 

• A serious incident notification needs to be made on the NQAITS portal within 24 hours if 
an incident such as a child leaving a service unaccompanied by an authorised person or 
with an unauthorised person occurs. The notification can be made initially in whatever way 
is best in the circumstances. (Regulation 12,86,176) 

• Making notifications is an important step in supporting the health, safety and wellbeing of 
all children, attending early childhood education and care services. 

• Information and details about incidents included in notifications provide the service with an 
opportunity to assess/review any risks and critically reflect if there are any trends or 
patterns relating to incidents/behaviour occurring. This provides a valuable opportunity to 
focus on continuous improvement and inform the service’s Quality Improvement Plan 
(QIP).  
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• The following table is a summary of notifications required to be made that could be related 
to the delivery, arrival and collection of children from an education and care service. 

Type of Notification Timeframe  

Any incident involving serious injury, illness or trauma to a child while being 

educated and cared for which the child attended or ought reasonably to have 

attended a hospital, or a reasonable person would consider that the child 

would require urgent attention from a registered medical practitioner - 

National Law Section 174(2)(a) Regulation 12 

Within 24 hours 

of the incident 

Any emergency for which emergency services attended - National Law 

Section 174(2)(a) Regulation 12 

Within 24 hours 

of the incident 

A child is missing or cannot be accounted for or appears to have been 

removed from the premises by a person not authorised by a parent 

Within 24 hours 

of the incident 

A child is mistakenly locked in or out of the premises or any part of the 

premises - National Law Section 174(2)(a) Regulation 12 

Within 24 hours 

of the incident 

Any complaint alleging that a serious incident has occurred or is occurring at 

an education and care service, or the National Law has been contravened – 

National Law Section 174(2)(b) Regulation 12 

Within 24 hours 

of the incident 

The centre-based service is educating and caring for extra child/ren due to 

an emergency – National Law Section 174(2)(c) Regulation 175(2)(c) 

Within 24 hours 

Any circumstance at the service that poses a risk to the health, safety or 

wellbeing of a child attending the service – National Law Section 174(2)(c) 

Regulation 175(2)(c) 

Within 7 days 

Any incident where the provider reasonably believes that physical or sexual 

abuse of a child or children has occurred or is occurring while the child is 

being educated and cared for by the service – National Law Section 174(2)(c) 

Regulation 175 (2) (d) 

Within 24 hours 

Allegations that physical or sexual abuse of a child or children has occurred 

or is occurring while the child or children are being educated and cared for 

by the service - Section 174(2)(c) Regulation 175 (2) (e 

Within 24 hours 
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Notifications specifically to be made to parents 

Parent of a child being educated and cared for by the service is to be notified 

if the child is involved in any incident, injury, trauma or illness while at the 

service – Regulation 86 

As soon as 

practicable, no 

more than 24 

hours 

If medication is administered in case of an anaphylaxis or asthma emergency, 

the approved provider or a nominated supervisor of the service must ensure 

that a parent and emergency services are notified - Regulation 94 

As soon as 

practicable 
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4. Roles and Responsibilities  

Roles  Responsibilities  

  

CESA 
(Approved 
Provider) 

• Ensure that services are meeting the requirements of the Safe Arrival and 
Departure of Children Procedure including ensuring all relevant actions are 
managed to minimise risks to children’s health, safety and wellbeing.   

• Take reasonable steps to ensure that Principals, Directors, coordinators, staff 
and volunteers follow the procedure 

• Ensure the Safe Arrival and Departure Policy/procedure is compliant with any 
feedback and advice received by the Education Standards Board 

Principal 
(Nominated 
Supervisor) 

• Approve the Safe Arrival and Departure Policy/procedure 

• Ensure arrangements are in place to support the Safe Arrival and Departure 
Policy/procedure 

• Making staff arrangements to ensure children are supervised and cared for 
by appropriately trained and skilled staff including when transitioning 
between school and the Early Childhood Education and Care service 

• Adhering to mandated reporting timeframes in the event of a notifiable 
incident 

• Promote a child safe environment by ensuring children’s rights and dignity 
are safeguarded so that they can safely access and participate in the 
program 

• Read through and approve the Safe Delivery and Collection of children Risk 
Assessment. This is to be done every 12 months or as situations require the 
risk assessment to be reviewed.  

Early Years 
Leader 
(Responsible 
Person) 

• To ensure that parents/guardians have completed the authorised 
person/nominee, all relevant authorisations, including the emergency 
medical permission sections on their child’s enrolment form, and that the form 
is signed and dated.  

• To provide parents/guardians with information regarding procedures for 
delivery and collection of children from the service and when children travel 
to and/or from another service/venue.  

• Collaborate with families and other services to ensure children are safe and 
accounted for at every stage of any transport process.  

• To provide an attendance record that meets the requirements of regulation 
158(1)   

• To ensure the attendance records are accurately completed and have been 
signed by the parent/guardian or an authorised person on the delivery and 
collection of the child/ren.  

• To provide a means of recording all visitors to the service to help protect 
children and meet work, health and safety obligations.  
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• To ensure that all personal information obtained and kept about 
children/families is appropriately and confidentially managed in accordance 
with the Privacy Act principles.   

• To ensure all Educators/staff are adequately inducted so they understand 
and effectively implement the policy and procedures regarding the safe 
arrival and collection of children from any service.  

• Ensure that educators/staff have ready access to authorisation details  

• To ensure that no child is allowed to leave a service without the appropriate 
authorisations.  

• To have a clear understanding of the circumstances in which authorisations 
will be refused.  

• To ensure that procedures are in place for seeking and obtaining 
authorisations/permissions when preparing for excursions/incursions and/or 
regular outings. (Refer to Excursion/incursion including safe transport of 
children policy template)  

• To ensure that processes and procedures are in place in the event a child 
leaves the service or another service unannounced and 
alone/unaccompanied.  

• To have procedures in place in the event a child needs to leave a service in 
a medical emergency or other circumstances, e.g. a child needs to be 
transported by ambulance, a child is not collected as arranged and there are 
concerns about the fitness and propriety of the authorised person collecting 
the child/ren.  

• To have procedures in the event an unauthorised person attempts to collect 
a child/ren from the service, or another service and/or during an 
excursion/regular outing.  

• To ensure that Educator/child ratios are compliant, especially as children are 
delivered to the service.  

• To make a notification to the regulatory authority (Education Standards 
Board) via the NQAITS portal in the event there is an incident where the child 
has not arrived safely at the service or has not exited the service safely in 
accordance with the relevant procedures/ authorisation/permissions and/or 
duty of care obligations.  

Educators/staff/ 
volunteers 

• To read, understand, comply with and implement the Delivery and Collection 
of Children (including Safe Arrival) Policy and procedures to ensure the 
health, safety and wellbeing of all children is paramount at all times.   

• To ensure they meet their duty of care obligations to keep children safe.  

• To ensure that all entry/exit doors and gates are kept closed during the 
service’s operation to ensure that children are securely and safely 
contained.  

• To ensure that all the relevant risk assessments have been completed and 
reviewed as required and within the specified legislative timeframes.  

https://cesacatholic.sharepoint.com/sites/EarlyYears/Shared%20Documents/Policies/EXCURSION%20INCURSION%20TRANSPORT%20POLICY%20TEMPLATE.docx?web=1
https://cesacatholic.sharepoint.com/sites/EarlyYears/Shared%20Documents/Policies/EXCURSION%20INCURSION%20TRANSPORT%20POLICY%20TEMPLATE.docx?web=1
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• To develop and implement routines and safety procedures/practices (e.g. 
checklists, head counts etc.) for the arrival and departure of children from the 
service or any other service.   

• To ensure that routines and safety procedures are age/developmentally 
appropriate for all children.  

• To talk to children about what to expect during routines and transitions and 
to provide instructional/intentional support to them during those routines and 
transitions.   

• To ensure that the attendance record is clearly visible and accessible to 
parents/guardians or authorised nominees/persons.  

• To ensure the attendance record is signed by a parent/guardian or an 
authorised person/ nominee detailing the child’s time of arrival and departure 
from the service or any other service.  

• To ensure that no child is allowed to depart from the service with a person 
who is not the parent/guardian or an authorised person/nominee and if 
written/recorded authorisations have not been completed.  

• To implement procedures in the event a parent/guardian or authorised 
person is unavoidably delayed e.g. including emergency situations.   

• To inform management of any incidents where a child’s safety is at risk of 
potential harm from them not being delivered safely to the service and/or not 
being collected safely from the service or any other service, including the 
child exiting the service alone.  

Parents and 
carers  

• To have access to the Delivery and Collection of Children (including Safe 
Arrival) policy/ procedures and risk assessments completed e.g. for safe 
arrival, transport and/or excursions/regular outings.   

• Confidence that the service provides a safe and secure environment for all 
children, including whenever they are travelling between the service and 
another education or early childhood service.  

• To complete and sign their child’s enrolment form before the child attends the 
service, including specifying the persons authorised to deliver and collect 
children.  

• To complete all relevant written authorisations/permission forms e.g. signing 
and dating excursions and medical plans.  

• To provide written authority (on enrolment form) for Educators/staff to seek 
medical attention for their child if required, which may involve the child being 
transported from a service.  

• Provide any relevant information to the service to support their child’s unique 
individual needs/rights e.g. a medical management plan or any court orders.  

• To communicate any special arrangements involving how their child is 
delivered to and/or collected from the service and if any other services need 
to be involved in their child’s care.  

• To ensure that all the information on their child’s enrolment record is and 
remains up to date, especially medical and emergency contacts.   
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• To sign their child in and out when they deliver or collect them, irrespective 
of whether the attendance record is electronic or paper based.  

• To ensure that an Educator/staff member is made aware of their child’s arrival 
at the service and/or that they are being collected from the service.  

• To collect their child on time at the end of each session/day.  

• Advise educators/staff if they are going to be late delivering and/or collecting 
their child/ren.  

• Be responsible for supervising their child/ren before signing them in to the 
service and after they have signed them out of the service.   

• To provide written authorisation should they require a person (other than the 
people listed in the enrolment record) to collect their child from the service.    

 

5. Review  

Approved by Ms Catherine Gurr, Principal & Nominated Supervisor 
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Version 2.0 
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