Northmead Before and After School Care Inc.

Policies and Procedures

A7 – Delivery and collection of children
Policy Statement

We provide a procedure for dropping off and picking up children, which is clear and ensures the safety and well being of the children in our care. Parents are required to follow specific communication procedures to ensure we can provide appropriate care of their children.
Considerations

Education and Care Services National Regulations

r 99 , r 158, r 160, r 161, r 168 (2) (f)
My Time, Our Place

Education and Care Service National Law L170 (5)

National Quality Standard 2.3.2

Strategies
Delivery
Children are not to be left at the centre at any time prior to the opening hours of the centre.

On arrival the person dropping off the child is responsible to sign the child in on the sign-in sheet next to the child’s name, indicating time of arrival and signature
Child/ren must be signed in for a morning session in between the 7 – 9 am period. If you do not sign your child in within this period your child will be marked absent from the morning session.
Child/ren must be signed out for the afternoon session between the 3 – 6 period. However if you must collect your child/ren early from school due to special event or illness you may sign your child out early if there is an educator  present at  Noosh. 

Any points of information are to be recorded in the diary, such as any particular requirements for the day or any changes to who will collect the child/ren. The parent/caregiver must inform the centre if any changes have occurred in regards to daily pick up/ drop off arrangements. All entries must be initialled.
The person dropping off the child must ensure that an educator is aware of the child/ren’s presence before leaving the centre, and that any special needs are communicated.

Should a child require medication of any kind, parents must fill in and sign the medication form, (see medication policy).

In exceptional circumstances, where parents have requested that their children have permission to arrive at the centre by themselves, a written request must be submitted to the Director prior to arrangement. It is then at the Director’s/ Management Committee’s discretion to deem the circumstance exceptional and sign the child/ren in at the agreed time.

Parent will be notified that child/ren have arrived to centre safely.

Children who participate in school activities require written permission in the form of a note from the parent or completed permission note from the centre to attend activity.

Collection
Children must be collected by the closing time of the centre being 6pm.(refer to A5 Fees policy under penalty fees)
The authorised person must be 16 years or over.
The authorised person who is collecting the child/ren must sign the sign-out sheet next to the child’s name, indicating time of departure and signature.
The authorised person and children are to ensure that all belongings are collected.

The authorised person must ensure that an educator is aware that they are taking the child/ren from the centre.

When the authorised person signs the child/ren out of care you must take your child/ren as the sign in and out register is a legal document and liquid paper and scribbling is not acceptable.  

If the child/ren is to be collected by anyone other than the authorised persons on the enrolment form for any reason, parents must personally inform the Director and or other educators prior to pick up if possible, indicating who will collect the child/ren, give a description of the person. Written permission in the form of a letter, fax email or text message. Must be provided 

 Parent must inform person to provide the centre with proof of identity eg licence or Medicare card for staff to sight.

If the centre has not been notified and someone other than the parent or authorised person comes to collect the child/ren, the centre will ring the parent to get his or her authorisation, requesting written consent as well. The child/ren will not be released from the centre until proper authorisation has been received.

The person picking up the child/ren will be asked to bring identification for staff to sight.
The names and contact numbers of all people authorised to collect the child/ren must be included in the enrolment form. Any changes to these must be advised in writing to the centre as soon as possible and the enrolment form updated.
The authorised person is required to give proof of identification to staff if they have not seen them previously.

In exceptional circumstances, where parents have requested that their children have permission to leave the centre by themselves, a written request must be submitted to the Director prior to arrangement. It is then at the Director’s/ Management Committee’s discretion to deem the circumstance exceptional and sign the child/ren out at the agreed time.

Parent will be notified that child/ren have been signed out from centre care.

In these exceptional circumstances once signed out the parents acknowledge responsibility of the child/ren.
Children who participate in school activities require written permission in the form of a note from the parent or completed permission note from the centre to be collected from activity.

Educators are to be notified if the person collecting the child is to be later than usual. The child/ren will be notified to avoid any anxiety.

Any parent who collects their child/ren after 6:00pm will be charged a penalty fee as set by Committee. The penalty fee will be charged from 6:01 pm as displayed on the centres clock.
	Date endorsed
	

	Signature
	

	Review date
	



Section A – Administration and Committee: 


A7 – Dropping off and picking up


