DELIVERY AND COLLECTION OF CHILDREN = il

QUALITY AREA 2

PURPOSE
@ This policq will prouide clear quideh’nes to ensure the safe deh'uerq and collection of
children aHendinq Thomastown West Kinderqar‘}en bq ensuring:

o children are given into the care of a parent/quardian or authorised nominee
named in the child's enrolment record, or a person authorised by the
parent/quardian or authorised nominee

o children leave in accordance with the written authorisation of the child's parent
or authorised nominee

o Children are taken on an excursion or on fransportation provided or arranged by
the service, with written authorisation from the parent or authorised nominee

e Children are given into the care of a person, or taken outside the premises,
because the child requires medical, hospi+a’ or ambulance care or treatment, or
because of another emergency

@ POLICY STATEMENT

VALUES
Thomastown West Kinderqarfen is committed fo:

o the smcevlq, health and we”beinq of the children at our service

e ensuring all Thomastown West Kindergarten policies and procedures safequard
the safe delivery and collection of children being educated and cared for at the
service

e ensuring that service leaders, ECT's, educators and staff are prouided with the
necessary tfraining and support o implement the policies and procedures for the
delivery of children 1o, and collection from, the service premises

o meeting its duty of care obligations under the law

SCOPE

This policy applies to the approved provider, persons with management or control,
nominated supervisor, persons in daq—+o—daq charqe, ear’q childhood teachers, educators,
staff, students, volunteers, parents/quardians, children, and others attending the
programs and activities of Thomastown West Kindergarten, including during offsite

excursions and activities.
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R indicates legislation requirement, and should not be deleted

Ensurinq that obliqaﬁons under the
Education and Care Services National R 0 0 0 0
Law and National Kegulations are met
Takinq reasonable svleps to ensure that
nominated supervisors, educators, staff
and volunteers follow the De//'yery and R
Collection of Children policy and
procedures
Ensuring that copies of the policy and
procedures are readilq accessible to
nominated supervisors, coardinahzrs, R
educators, staff and families, and
available for inspection
Ensuring parents/quardians have completed
the authorised nominee (refer 72
0575'/7/’7‘/’0/75) section of their child's R 0 0
enrolment form, and that the form is
signed and dated (refer 7o Enrolment and
Orientation /Do//'(:y ) /?equ/aﬁaﬂ 160 16/
Providing an attendance record (refer 7o
057577/7‘/'0/75) that meets the req_uiremen+s
of Kegqulation /58 /) and ensure the
arrival and depamLure times are recorded R R
by the parent/quardian or authorised
nominee on delivery and collection of
their child from the service every daq
Ensuring the arrival and departure fimes are
recorded in the attendance record is bq R 0 1 0 0
the parent/quardian, authorised nominee,
nominated supervisor or an educator,
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detailing the child's time of arrival and
departure from the service (Kequlation

15571)
Ensuring the appropriate risk assessments
are completed and all relevant actions are
undertaken in relation to the period
during which children are travelling R v
between the education and care service
and any other service which prouides
education or care tfo children
Developing safety procedures for the mass
arrival and departure of children from R ] ]
the service
Ensuring educators and parents are aware
that their child has arrived at/been 0 0 0
collected from the service and to have
procedures in place o ensure this process
Ensuring that an enrolment record is kept
for each child which contains the
information set out in Kzqu/ations 160 R v
and 16/, inaludinq authorisations from
families
Ensuring a child does not leave the service
except with a parent/quardian or
authorised nominee, or with the written

authorisation of one of these (refer 72
Attachment 2) or in the case of a
medical or other emergency (Kzqulation R ] ] ]
99) (refer fo Acceptance and Ketusal of
Authorisations Folicy, Dealing with
Medjcal Condifions Folicy, Incident
Injury Trauma and liness Folicy and
Child Sate Environment Folicy)
Refusing to allow a child to depart from the

service with a person who is not the
parent/quardian or authorised nominee,

or where there is no written R 0 0 0 0
authorisation of one of these /f'e/e/‘ to

Atfachment 2) (refer also to Acceptance

and Ketusal of Authorisations /Do//'&y )
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Ensuring a child is not taken outside the

service premises on an excursion or
reqular outing except with the written R 1] 0 0 0
authorisation of a parent/quardian or
authorised nominee (refer fo Excursions
and Service Events Folicy)
Ensuring authorisation procedures are in
place for excursions, reqular outings and
other service events (refer fo Excursions R R |
and Service Events Folicy ), including the
authorisation for transporting children
(Kegulation 1020)
Ensuring that there are procedures in place
when a child is given into the care of
another person, such as for a medical or R i
other emergency (refer 7o Emergency
and Evacuation Folicy and Incident
Injury, Trauma and liness Folicy)
Implementing the authorisation procedures
outlined in A/7achment /in the event that
a parent/quardian or authorised nominee
felephones the service to advise that a R ]
person not listed on their child's
enrolment form will be collecting their
child
Ensuring that parents/quardians or
authorised nominees are contacted in the
event that an unauthorised person arrives R 1]
to collect a child from the service, and
that appropriate procedures are followed
(refer to AHachment /)
Following the authorisation procedures
(reter to Attachment /) and contacting
the parents/quardians or authorised R ]
nominees if an unauthorised person
arrives 1o collect a child from the service

Following the procedures fo ensure the safe

collection of children /f'eﬂ’/‘ o R ] 0 [ [
Attachment 3)
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Following procedures in the event that an

inappropriate person (refer 7o R i ] ]
Detinitions ) aHemp+s to collect a child

from the service /rez%r fo Attachment 3 )
Informing the approved provider as soon as
is pracﬁcable, but within 24 hours, if a
child has left the service unattended bq 0 0 0
an adult or with an unauthorised person
//‘eife/‘ fo Detinitions )
Keepinq a written record of all visitors to
the service, including time of arrival and R ] ]
depar+ure
Ensuring procedures are in place for the care
of a child who has not been collected R [
from the service on time (refer 7o
Attachment //-)
Fa”owinq proaedures for the late collection R 0 1
of children (refer fo AHachment &)
Ca”eaﬁnq their child on time at the end of
each session/daq
Aler'h'nq the service if Hleq are h'kelq to be
late co”ecﬁnq their child

Paying a late-collection fee if required by the

o 0O 0O 0O

service's fees Folicy
Ensuring the educator-to-child ratios are
maintained at all fimes children are in
attendance at the service (including when
children are collected late from the R L D [
service) according fo the requirements of
/eeqz//af/'aﬂs /122 123 and 360 //‘e/e/* also
to Supervision of Children Folicy)
Should any incidents occur relating to the
delivery of children 1o, or collection from,
the service premises, ensuring that the
response meets all requlatory R ] 0 0
requirements, including implementing the
Incident injury, frauma and illness policy

/ /()eqz//m‘/oﬂs 86 and & 7)
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Ensuring children are adequately supervised
at all times f/‘eﬁ’/‘ to 51//75/‘1//’5/0/7 of
Children Folicy )

Superuisinq their own child before signing
them into the program and affer they
have signed them out of the program

Supervising other children in their care,
includinq sibh’nqs, while aHendinq or
assisting at the service

Ensuring the entry/exit doors and qates are
kept closed during program hours

Notifying DE in writing within 24 hours,
and the parents as soon as is practicable,
in the event of a serious incident (refer

o 057‘/"/7/’//'0/73), includinq when a child
has left the service unattended by an
adult or with an unauthorised person
/ /?eyz//a//oﬂs /2 86 /76 )

Providing parents/quardians with
information reqarding procedures for
delivery and collection of children prior fo
their child's commencement at the service

Ensuring that early childhood teachers;
educators, staff and parents/quardians
comply with the service's Koad Safety
and Safe Transport Folicy

Displaqinq an up-?Lo-dmLe list of the
telephone numbers of the approved
provider, DE, Orange Door, DFFH Child
Protection Service and the local police
station
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BACKGROUND AND LEGISLATION

BACKGROUND
A dw‘q of care exists at all times the child is aHendinq a children's service. In addition,

the service has a duty of care 1o a child while they are on the service's premises even if
they haven't yet been signed info the service or has been signed out of the service and is
legally under the care and supervision of the parent/quardian (refer fo Supervision of

Children /Do//'ay )

The child may only leave the service in the care of a parent/quardian, authorised
nominee or a person authorised bq one of these parﬁes to collect the child. An authorised
person does not include a parent who is prohibited by a court/parenting order from
hauinq contact with the child. An excepﬁon is made in the event of a medical or other
emerqgency //‘efér to Incident /ﬂ/Z/rq, Irauma and iness Po//'z:q and Eme/*qeﬂcq and
ELvacuation /Da//';q ) and for excursions //‘e/e/‘ fo Excursions and Service Events /Da//'aq )

LEGISLATION AND STANDARDS

Relevant legislation and standards include but are not limited fo:

Children, Youth and Families Act 2005 (Vic)

Education and Care Services National Law Act 2010

Education and Care Services National Requlations 2011

Family Law Act 1975 (CHI)

National Quathq Standard, Quathq Area 2: Children's Health and Safmlq

The masf‘ ourren+ amendmenfs +0 h'sf'ed quislaﬁon can be found m‘:

o Victorian Legislation - Victorian Law Today: www.legislation.vic.qov.au
o  Commonwealth Legislation - Federal Register of Legislation: www.legislation.qov.au
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The terms defined in this section relate speciﬂ'ca”q to this po’icq. For reqularlq used

ferms e.q. Approved provider, Nominated supervisor, Notifiable complaints, Serious

incidents, Dmlq of care, efc. refer to the Definitions file of the Po’ichorks ca+a’oque.

Inappropriate person: A person who may pose a risk fo the health, safety or wellbeing of
any child aHendinq the education and care service, or whose behaviour or state of mind
make it inappropriate for him/her to be on the premises e.q. a person under the influence

of druqs or alcohol / National Law: Section / 7//5 ) )

Unauthorised person: (in relation o this policy) is any person who has not been listed as
an authorised nominee on the child's enrolment form.

SOURCES
e Australian Children's Education and Care Quality Authority (ACECQA):
WWWw.acecqa.qov.au
e Department of Education (DE) Licensed Children’s Services, phone 1300 301

15 or email licensed.childrens.services@edumail.vic.qov.au

RELATED POLICIES

/‘\ccepvlance and Refusal of Authorisations
Child Safe Environment and We”beinq
Dea’inq with Medical Conditions

Emergency and Evacuation

Enrolment and Orientation

Excursions and Service Events

Fees

InaidemL, Injurq, Trauma and lllness
Privacy and Confidentiality

Road Safety Education and Safe Transport

Supervision of Children
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In order +0 assess wheH)er Hw UGIUBS and purposes O'DC H)e pO’le haue been achieued, H]e

approved provider will:

reqular’q seek feedback from everyone affected bq the policq reqardinq its
effectiveness

monitor the implementation, compliance, complaints and incidents in relation fo
this policy

keep the policq up to date with current quis’aﬁon, research, po’icq and best
practice

revise the po’icq and procedures as paml of the service's po’icq review cqcle, or as
required

noﬁfqinq all stakeholders affected bq this po’icq at least Il daqs before makinq

any significant changes 1o this policy or its procedures, unless a lesser period is

necessary due to risk //(Dequ/af/oﬂ /72 /2))

ATTACHMENTS

AHachment I: Authorisation procedures
AHachment 2: Authorisation Form

/‘\Hachmen+ 3: Procedures +0 ensure H)e smce GO”EG'HOH O‘F chi’dren

AHachment &: Procedures for the late collection of children

AUTHORISATION
This policy was adopted by the approved provider of Thomastown West Kindergarten on
18" Auqust 2025

REVIEW DATE: AUGUST 2021
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