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SAFE ARRIVAL AND DEPARTURE OF CHILDREN

POLICY STATEMENT
Our service prioritises the safety, health and wellbeing of children during their transitions to and from the centre via various educational settings, including school, excursions and various external extra-curricular activities. 
Educators are dedicated to implementing procedures that safeguard children from potential harm during these transitions, in line with our regular updated risk assessments. We aim to educate families, teachers of their own requirements and responsibilities so all children are accounted for safely.

CONSIDERATIONS
	Education and Care Services National Regulations
	99, 100, 101, 102, 122, 123, 161,165, 167, 168, 169, 170, 171,172

	National Quality Standard
	2.2, 7.1

	Other Service Policies/Documentation
	· Supervision Floor Plans & duties
· Digital Enrolment Forms
· Digital Attendance Records
· Child’s Medication Records 
· Individual Family Court Orders
· Authorised Collection Forms
· Extra-Curricular Activity Permission Forms
· Acceptance and Refusal of Authorisations Policy
· Emergency & Evacuation Policy
· Delivery and Collection of children Policy
· Dealing with Medical Conditions and Administering Medications Policy
· Transportation Policy
· Providing a Child Safe Environment Policies
· Safe Arrival of Children Risk Assessment
· Individual Child Transportation Plans

	Other
	· My Time, Our Place
· Children and Young Person (Care and Protection) Act 1998
· Child Protection (working with children) Act 2012
· Child Safe Standards / National Principles for Child Safe Organisations
· Assisted School Travel Program (ASTP) Requirements
· Child Care Subsidy (CCS)



PROCEDURES

a) Arrival to Service:
· Prior to the opening hours of the Service, children are not to be left at the service unattended at any time. Within risk assessments it will be clear who is responsible for the child before they are signed into the service.
· Any authorised person delivering a child to the service must sign the digital attendance register which records the time of arrival. In the mornings an educator will welcome families on arrival and sight the children as they come in.
· Educators will conduct a roll call of each session to confirm all children have been signed in. If a child is present but not signed in, the educator will sign in on behalf of the child and the family will be notified.
· Educators will acknowledge children’s arrival during After School Care by having them line up in their year groups and signing in each child one by one on the iPad. The children independently walk over from their classrooms. Once children are seated on the mats, a headcount is conducted to match the number of children on the digital roll.
· However, for Kindergarten children in Term 1, for the first 5 weeks educators will walk over to collect each child from their classrooms. This is to get them used to our routines and assist with their transition to school. 
· If using transport to deliver children to the service, ensure procedures are in place to record that children have been collected and that educators address children by their name to ensure the correct children have been collected. 
· Children are to place their belongings in the appropriate year group.
· If a child requires medication to be administered whilst at the service, the person delivering the child must document this in writing as per the services Medical Conditions and Medication Administration policy procedures.
· To add/remove an authorised nominee, families are required to fill in the Authorised Collection form or email the centre.
· Children that attend external extra-curricular activities during care centre times, parents/caregivers must fill in an Extra Curricular Activities Permission form.
· External extra-curricular activity coordinators must deliver returning care centre children to the service by advising an educator to sign them in/out according to the Extra Curricular Activity Register.
· Educators conducting transitions are required to carry essential safety and communication equipment at all times, including walkie talkies for real-time contact with the Responsible Person and other staff, iPads for live attendance tracking and record keeping, and visible educator vests for easy identification by children, families, and transport providers.
· High-visibility vests must be worn during all transitions—including school pick-ups, drop-offs, and vehicle handovers—to enhance safety, particularly in areas with vehicle traffic or large groups of children. Educators must strictly follow the service’s pre-mapped and risk-assessed safe walking routes, which are designed in consultation with school staff and consider traffic flow, pedestrian congestion, and gate access points.
· OOSH Attendance Notification:
· After recording attendance, notify parents/guardians promptly if the child is absent
· If direct communication is not possible, leave a voice or text message
· Contact the school to check if the child has stayed back in the classroom, gone to kiss n go or the school office. This must be done before 3.15pm as then the school office closes. If after 3.15pm we are to call the school Principal on her mobile phone.

b) Departure from Service: 
· In the mornings children’s roll call will be conducted at 8.25am and each child will be signed out by an educator. They will depart before school care at 8.30am and independently proceed to their classrooms or school playground where they will be entrusted to the supervision of the on duty school teacher.
· However for Kindergarten children in Term 1, they will remain at the service until 8.55am when an educator accompanies them to their classrooms. This will be done for 5 weeks, or until the children are used to the routine and feel safe and comfortable to be more independent.
· Children that attend morning external extra-curricular activities during care centre times, parents/caregivers must fill in an Extra Curricular Activities Permission form. An educator will then sign them out earlier at the appropriate time.
· In after care sessions Educators will be aware of each child’s departure from the service to ensure children are only collected by an authorised nominee listed on their collection list. Procedures are in place where the educator welcomes each family and calls for their child over the walkie.
· Any person who is collecting a child from the service must be listed as an authorised nominee on the child’s enrolment form with their contact details with the exception of a medical or other emergency. The collection list must be kept current and updated on a regular basis.
· The authorised nominee who is collecting a child must sign the digital attendance register and record the time of collection.
· To add/remove an authorised nominee, parents/carers are required to fill in the Authorised Collection form Educators should be notified as soon as possible if the authorised nominee will be later than expected and the child will be informed to avoid unnecessary anxiety.
· If a person who is not on the collection list arrives to collect a child, authorised nominees will be called and will be asked to give written authorisation before the child is able to leave the service. The Responsible Person will also request identification from the person collecting the child
· Children must be collected by the closing time of the service. If a child has not been collected by 6.00pm, the Responsible Person in charge will try to contact parents/carers, but if this is not possible, the authorised nominees will be called. If no contact can be made with parents/carers or authorised nominees, then after 6.30pm Maroubra Police will be called to collect the child/ren. Parents/carers or authorised nominees will be contacted after the Police call to advise them of the procedures.
· Educators check towards the end of the session that all children have been signed out. If a child hasn’t been signed out, and their safe departure is known, an educator signs them out. If this continuously happens to the same child, the parents will be contacted to remind them of our correct procedures.
· Educators conduct ‘end of day checks – sweeps’, in which two educators check the entire play areas, toilets around the school to ensure no child or their belongings, sport equipment is left outside on the premises.
· In the case of an emergency where a child’s authorised nominees cannot collect the child and someone not on the collection list will be collecting the child, the service must be notified by phone or email as soon as possible by an authorised nominee. Written authorisation should be gained where possible however verbal consent and an identification check will be sufficient in the case of an emergency.
· External extra-curricular activity coordinators must collect care centre children for their external extra-curricular activity and will sign and time stamp on the Extra Curricular Activity Register.
· Educators conducting transitions are required to carry essential safety and communication equipment at all times, including walkie talkies for real-time contact with the Responsible Person and other staff, iPads for live attendance tracking and record keeping, and visible educator vests for easy identification by children, families, and transport providers.
· High-visibility vests must be worn during all transitions—including school pick-ups, drop-offs, and vehicle handovers—to enhance safety, particularly in areas with vehicle traffic or large groups of children. Educators must strictly follow the service’s pre-mapped and risk-assessed safe walking routes, which are designed in consultation with school staff and consider traffic flow, pedestrian congestion, and gate access points.

c) Absent Child Protocol
· Families are required to notify the Service as early as possible if children will be absent from the service. Educators/admin staff will record the absences directly on the digital roll
· Should a child not arrive at the service or not be waiting in the designated area when expected, educators will:
· Ask the other children of their knowledge of where the child might be
· Cross check against the bookings, unread emails, unanswered phone messages and the Extra Curricular Activities list for children names, call the school office before 3.15pm.
· Text the child’s authorised nominees and enquire if they have picked up the child early, if so remind them of their notifying responsibilities. Advise them there is a $10 non-notification admin fee.
· If still not located, arrange for appropriate supervision of children at the service and send an educator back to the school area to continue looking for the child. Follow up on any leads regarding children going to a friend’s home and check common places in the local area.
· If the child remains missing, contact the police and keep the authorised nominees and school principal informed of the situation.
· Educators will notify the Department of Education and Communities (DECS) within 24 hours of the incident occurring.

d) Transportation of children between off site educational settings
· Individual transportation plans are developed for each child requiring off-site transfer and include detailed risk assessments tailored to the child’s needs, transport route, and any behavioural or medical considerations. These are reviewed regularly and after any incident.
· All transitions between educational settings—whether by walking or vehicle—must adhere to the service’s transport procedures and relevant risk mitigation strategies, as outlined in the Safe Arrival Risk Management Plan and Transportation Policy.
· Transport services are arranged only for children who have been formally approved. Families must notify MJCC of transport schedules in advance and immediately communicate any changes (e.g., absences, early pickups, or modifications to authorised drop-off points).
· Where vehicular travel is used, such as through the NSW Assisted School Travel Program (ASTP), strict compliance with Department of Education and ASTP standards is required. Travel type, pick-up and drop-off locations, and contractor details must be clearly documented.
· Drivers must comply with ASTP code of conduct, hold WWCC clearance, and ensure vehicle safety and correct car seat use.
· ASTP drivers must:
· Hold a valid Working with Children Check (WWCC) and be prequalified under the ASTP contractor scheme.
· Comply with the ASTP Code of Conduct and Department of Education transport safety standards.
· Ensure the vehicle is roadworthy and fitted with correctly installed child car seats that meet AS/NZS1754 standards.
· Confirm the estimated arrival time and drop-off with the Responsible Person at MJCC before arriving.
· Never leave a child unattended and follow escalation procedures (e.g., return to school, contact police) if no authorised adult is present to receive the child.
· Use only designated pick-up/drop-off locations and ensure the child is handed over safely.
· Upon arrival, a designated MJCC educator will:
· Be notified via walkie-talkie or phone when the vehicle is two minutes away.
· Meet the vehicle at Gate 3 and visually verify the child’s identity.
· Escort the child safely onto the premises, close the gate securely, and sign the child into the service in the digital attendance system.
· Request behaviour or incident updates from the driver where applicable.
· MJCC maintains comprehensive documentation to support safety and compliance, including:
· Daily travel logs for children arriving via external transport
· Incident, injury, trauma, and illness records
· Contact lists for educators, families, and drivers
· Supporting transport documents such as permission forms and route plans
· Risk assessments specific to off-site transportation (e.g., traffic hazards, absconding, behavioural risks) are conducted quarterly and immediately reviewed following any relevant incident. Controls are adapted where necessary to ensure ongoing child safety.

e) Court Orders and Intoxication
· In line with legal obligations a parent cannot be prevented from picking up their child unless a court order has been issued preventing such access.
· If a court order has been issued preventing a non-custodial parent access to the child, a copy of the original must be on file at the service. Unless we have a copy on file at the service, we cannot prevent access of a parent to their child. Photographic identification is required for easy identification.
· If we have a copy of this court order and a prohibited parent attempts to contact or collect the child, we will inform them that we cannot allow them access and request to leave the premises in line with the court order. If they refuse without their child, we the service will implement a lockdown procedure and call the police.
· If a person appears intoxicated or under the influence of illicit substances or medications, educators attempt to persuade them to have someone else collect the child
· If the person insists and is driving, educators contact police with details such as number plate, and model/ colour of the vehicle.

f) Refusal of Collection
· The service reserves the right to refuse the collection of a child if, in the judgment of the Responsible Person, the situation poses a risk to the safety or wellbeing of the child, other children, educators, or families. 
· This includes, but is not limited to, circumstances where a person:
· Appears under the influence of alcohol or drugs, 
· Behaves in a threatening or aggressive manner, 
· Or is otherwise in breach of the service’s policies and procedures. 
· In such cases, educators will prioritise the child’s safety, contact an alternative authorised nominee to collect the child, and notify the Nominated Supervisor. 
· Police may be contacted if the situation escalates or if the safety of any person is at risk.
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