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ARRIVALS AND DEPARTURE POLICY
Quality Area 2: Children’s Health & Safety

Education and Care Services National Regulations 2018
Link to National Quality Standard: 2.2     Element 2.2.1

	Quality Area 6: Collaborative Partnerships with Families & Communities 
Link to National Quality Standard 6.1       Element 6.1.1 


Statutory Legislation & Considerations 
Children (Education and Care Services National Law Application) Act 2010 

Education and Care Services National Regulations 2011 

Early Childhood Australia’s Code of Ethics 

AIM:  
To ensure the safe and documented arrival and departure of all children to our centre and develop a good rapport with parents.  To support children in settling into the service each day and experience quality education and care through continuity of educators & positive interactions within the community of the service.
GUIDELINES; 

· A copy of this policy will be included in Enrolment Packages

· Normal session times are full days (Tues – Fri 8am to 3:30pm) and half days (Mon 8:30am to 12:30pm)
· We are licensed to have 25 full time and 5 occasional care places per day
· Children should not be on the premises outside these hours. The centre is not licensed outside these set hours and we are in fact breaking the law if we do so. 
· On arrival at Preschool children are met at the front gate by a member of staff

· Parents are permitted to bring their child into Preschool on their very first day 
· Children are never to be left at the gates to enter by themselves
· At the conclusion of the day a parent or another person who is authorised in writing by a parent of the child (This person must be over the age of 18) is permitted inside Preschool to collect their child if they wish. 
· Parents are requested to speak to a member of staff at the conclusion of the day so as staff can inform them of the days happenings as well as monitor who is collecting the child.
· Children are to be signed in and out each day in the folder in the front foyer, this may be the parent, carer or educator. 
· The person signing the child in/out will remain responsible for their child whilst they are on the education and care premises.
· A record of attendance, kept at the centre, includes full name of each child attending, arrival and departure times, and signature of the person who delivers and collects the child or the nominated supervisor or educator.

Responsibility of: Approved provider or delegated authority.

· A child will leave the centre only with a parent, authorised nominee, an authorised delegate as a part of an excursion or because the child requires medical care. (This does not include a parent who is prohibited by a court order from having contact.) 

Approved provider or delegated authority.

In addition to these records the responsible person will:

 Review the Sign in and Out Sheet. 
· As children are brought into Preschool by an Educator, the Educator is responsible for signing children in to daily attendance book 
· Children will only be allowed to leave the centre with an authorised person who appears able to appropriately care for the child. Educators and staff will always act in the interest of safety for the child, themselves and other children in the care and education service.
· Any variation in collection of children must be made in writing, in person to the Director or via phone(when done by phone, two staff members must hear the verbal arrangement and both sign form)
· Proof of identity of the person collecting the child may be sought by staff. Personal identification may be in the form of a Driver’s License.
· At the end of each Preschool session, all areas of the Preschool, both indoor and outdoor must be thoroughly checked by at least two Staff members to ensure no child remains on the premises after the service has closed for the day. If a child is not signed out educators/ staff members will check all areas of the centre to ensure no child remains.  

· Finish time is strictly 3:30p.m and a late fee of $20 for the first 10 min and $1 per minute after that will be enforced. 
Arrival and departure - the experience for the child and family 
The responsible person will on orientation and on the first day of enrolment, remind families that all children need to be signed in and out as a part of regulatory and funding obligations. Families will also be informed that sign in/out sheets will be used for emergency evacuations and need to be completed both on arrival and on departure from the service. 

Educators and staff will: 

1. Set the environment with familiar areas for children to enjoy when they are settling into care.  

2. Greet families and find out about the child’s needs for the day. 

3. Support children to participate in an activity, assist with separation for both adults and children and to say goodbye. 

4. Welcome families at the conclusion of the day and communicate about the child’s day. Any important messages will be passed on to families, including any changes in the child’s routine, accident reports or medication needs. 

Families/family member or delegated authority will: 

Communicate any changes of routine with educators. This communication may include information about medication, a change of routine; a person other than a known authorised adult picking up a child and completing documentation or if there is a change in time of arrival or departure for a child. These must be known by educators to ensure the safety and wellbeing of each child.
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