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Delivery and Collection of Children

National Quality Standard

Area 2 - Children’s health and safety

Standard 2.2

Safety

Element 2.2.1

Supervision: At all times, reasonable precautions and
adequate supervision ensure children are protected from
harm and hazard.

Area 3 - Physical Environment

Standard 3.1

Design

Element 3.1.1

Fit for purpose: Outdoor and indoor spaces, buildings,
fixtures and fittings are suitable for their purpose,
including supporting the access of every child.

Area 4 -Staffing arrangements

Standard 4.1

Professionalism

Element 4.2.2

Professional standards: Professional standards guide
practice, interactions and relationships.

Area 7 - Governance and leadership

Standard 7.1

Governance

Element 7.1.2

Management systems: Systems are in place to manage
risk and enable the effective management and operation
of a quality service.

Standard 7.2

Leadership

Element 7.2.1

Continuous improvement: There is an effective
self-assessment and quality improvement process in
place.

Children (Education and Care Services) National Regulations (2011 SI 653)

Reg. 99 Children leaving the education and care service premises
Reg. 158 Children’s attendance record to be kept by approved provider
Reg. 176 Time to notify certain information to Regulatory Authority

Links to the Child Safe Standards

Standard 1 - Child safety and
wellbeing is embedded in
organisational leadership,
governance and culture.

Clear delivery and collection procedures, defined staff
responsibilities, and active supervision demonstrate a
strong organisational commitment to child safety and
wellbeing.
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Standard 2 - Children are
informed about their rights and
participate in decisions
affecting them

Children are acknowledged by name, involved in
routines that affect them (such as independent travel),
and supported to feel safe and respected during
transitions.

Standard 4 - Families and
communities are informed and
involved in promoting child
safety and wellbeing

Families are informed of their responsibilities, kept
updated on attendance, and involved in decisions when
alternate or emergency collection arrangements are
required.

Standard 6 - Processes for
complaints and concerns are
child-focused

Prompt follow-up on absences, clear protocols for
unaccounted children, and respectful communication
with families ensure that responses to concerns
prioritise the child’s safety and emotional wellbeing.

Related Policies

Interactions with Children Policy

Family Law and Access Policy

Acceptance and Refusal of Authorisations Policy

Child Protection Policy

Policy Statement:

Adventure OSHC is committed to ensuring children’s health, safety and wellbeing when they
arrive at and depart from the service. Educators will implement robust procedures to

monitor the arrival and collection of children, ensure children are only released to

authorised persons, and respond quickly if a child is unaccounted for.

The service will work in partnership with families and children to build a shared
understanding of delivery and collection expectations, children’s rights, and the importance

of attendance notifications.

Purpose:

To safeguard children by ensuring:

e Children are appropriately supervised and accounted for at all times.
e Children only leave the service with authorised persons.
e Families and children understand procedures and their responsibilities.
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Scope:

This policy applies to all children, families, educators, staff, volunteers, management and
visitors at Adventure OSHC.

Implementation:
Delivery of Children

1. Children must not be left at the service unattended prior to opening hours.
2. Parents/guardians or authorised persons must:
- Sign children in using the approved attendance system (Regulation 158).
- Notify educators if someone different will collect the child.
- Aduvise if the child requires medication; medication must be recorded as per
our Dealing with Medical Conditions and Administration of Medication
Policy.
3. Educators will:
- Acknowledge each child’s arrival and ensure children are settled safely.
- Exchange relevant information with families about the child’s day, collection
arrangements, or other matters affecting the child’s wellbeing.
- Ensure that children who require additional support during separation receive
comfort and assistance.

Collection of Children:

1. Attendance Verification
- Each afternoon, educators will review the service roll, Playground app and
service phone messages for changes to bookings or absences.
- Attendance rolls are updated in real time.
2. Supervision and Counting
- Kindergarten children will be collected from classrooms during Term 1 unless
parents request otherwise or educators deem continued collection necessary.
- Children in Years 1-6 will independently make their way to the designated
OSHC area, where educators will actively supervise arrivals.
- Two educators will count and record the number of children. This number will
be communicated to all staff.
3. Release to Authorised Persons
- Children must only be collected by authorised persons as nominated on their
enrolment form (Regulation 99).
- Families must notify the service of any late collection; the child will be
reassured to avoid unnecessary distress.
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- Inthe event of an emergency, verbal authorisation and identification of a
person not listed as an authorised nominee will be accepted, with written
confirmation of this provided as soon as possible via text or email.

4. Self sign out by Children

- Written authorisation must be provided on the enrolment form if children are
permitted to leave the service independently. The Responsible Person (RP)
will sign them out.

Absent and Missing Children

1. Absence Notification

e Families must notify the service if a child will be absent.

e Absences will be recorded and communicated to all educators.

e Families will be reminded of their responsibility to inform the service when a child
returns from an absence.

2. When a Child is Unaccounted For
Educators will:

1. Ask other children if they know the child’s whereabouts.

Check with the school office for attendance records.

3. If absent from school, call the child’s authorised person to remind them of notifying
responsibilities.

4. If the child attended school but is missing, educators will seek assistance from school
staff to search the grounds while maintaining supervision of children at the service.

5. If the child cannot be located, contact authorised persons and continue searching the
school area.

6. If the child remains missing, notify the local police immediately and keep authorised
persons and the school informed.

7. The nominated supervisor or approved provider will notify the Regulatory Authority
within 24 hours (Regulation 176).

N

Acknowledgement of Children’s Arrival

e Children’s arrival at the service will be acknowledged by name and recorded with the
time of arrival.

e When using transport, educators will verify each child’s presence against the roll,
using children’s names, to ensure accuracy, particularly with new or casual staff.

Sources:

e Education and Care Services National Regulations (2011 SI 653)
e National Quality Standards
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Version control created 20 March 2021

Reviewed 11 March 2022 - No changes (GW)

Reviewed 2 February 2023 - Minor changes (format, business name change) (GW)

Reviewed 11 September 2023 - Minor changes (formatting), related policies added (GW)

Reviewed September 2024 - minor changes to wording around collection of kindergarten
children (GW)

Reviewed July 2025 - CSS added, re-written to be more concise (GW)
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