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DELIVERY AND COLLECTION FROM OSHC SERVICE
POLICY

Under the Education and Care Services National Regulations, the Approved Provider must ensure
that policies and procedures are in place for the delivery of children to, and collection from, service

premises and take reasonable steps to ensure those policies are followed. (ACECQA 2021).

Arrival and departure times are planned to promote a smooth transition between either home and
school and each Happy Haven OSHC service for Before School Care, After School Care, and Vacation
Care. During arrival and departure from Happy Haven OSHC services, educators have the
opportunity to engage in conversations with families and support each child’s well-being. This
communication builds a secure, respectful, and reciprocal relationship between children and their
families. The daily sign in and out register is not only alegally required document to record children’s
attendance as per National Law and Regulations but is also used as a record of the children on the

premises should an emergency evacuation be required to be implemented.

NATIONAL QUALITY FRAMEWORK (NQF)

QUALITYAREA2:CHILDREN'SHEALTHANDSAFETY

2.1.1 Wellbeing and comfort Each child’swellbeingand comfortis provided for, including
appropriate opportunities to meet each child’s needs for
sleep, restandrelaxation.

2.2 Safety Eachchildis protected

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

2.2.2 Incidentand emergency |Plans to effectively manage incidents and emergencies are
management developed in consultation with relevant authorities, practiced
and implemented.

2.2.3 Child Protection Management, educators and staff are aware of their roles and
responsibilities to identify and respond to every child at risk of
abuse or neglect.
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EDUCATION AND CARESERVICES NATIONALREGULATIONS
84 IAwareness of child protection law
86 Notificationtoparentsofincidents,injury,traumaandillness
87 Incident,injury,traumaandillness record
99 Childrenleavingthe educationandcareservice premises
100 Riskassessmentmustbe conducted beforeexcursion
102 Authorisations for excursions
102C Conductof risk assessment for transportingchildren by educationand care service
102D IAuthorisation for service to transport children
122 Educationmust beworkingdirectly with childrentobeincludedinratios
123 Educators must be working directly with childrento be includedinratios
157 IAccessfor parents
158 Children’s attendancerecord to be kept by approved provider
160 Childenrolmentrecordsto be kept by approved provider and family day care educator
161 IAuthorisations to be keptin enrolment record
168 Educationandcareservicesmusthavepoliciesand procedures
170 Policiesand proceduresto be followed
171 Policiesand procedurestobekeptavailable
173 Prescribed information to be displayed
176 Time to notify certaininformation to Regulatory Authority
177 Prescribed enrolment and other documents to be kept by approved provider
S162 Personsinday-to-daychargeand nominated supervisorstohavechild protection
(A) training
S165 Offence toinadequately supervise children
S167 Offencerelating toprotection of children from harm and hazard
S170 Offencerelatingtounauthorised personsoneducation and careservice premises
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Toensurethe protectionand safety of all children, staff members, and families accessing the Service

during delivery and collection from Happy Haven OSHC Services.

This policy applies to children, families, staff, nominated supervisors, and visitors of Happy Haven
OSHC Services.

Educators and Staff will only release children to an authorised person as named by the
parent/guardian on the individual child’s enrolment (accessed via their Child Care Management
System (CCMS) account). Safeguards are also developed and regularly reviewed to keep children
safe during times of transitions between school and OSHC. Guidelines for delivery and collection
of children are put in place to ensure the health, safety, and wellbeing of each individual child

attending Happy Haven OSHC Services.

e Relevanteducatortochildratiosareadheredtoatall times

e Children only leave the OSHC service in the care of a parent/guardian or authorised
personorinaccordancewithwrittenauthorisationas per Regulation 99

e Enrolmentrecords are kept for each child enrolled in the OSHC Service including the name,
address and contact details of:

o anyemergencycontacts and authorised persons

o anypersonauthorisedtoconsenttomedical treatment or administration of
medication

o any person authorised to give permission to the educator to take the child off
the premises

o anypersonwho is authorised to authorise the education and care service to
transport the child or arrange transportation

o detailsofanycourtorder, parentingordersorparentingplan
o authorisationsfortheservicetotakethechild onregularoutings
o authorisationsfortheservicetotakethechildonregulartransportation

o any medical management plans and associated documentation, including Risk
Minimisation & Communication Plans
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e All new educators and staff are provided with an induction to the Service including an
understanding of this policy

e Adequatesupervisionis providedwhenchildrenarrive and departtheservice premises

e Alleducators and staff are provided with procedures and training on how they will verify the
identity of an authorised nominee or a person authorised by the parent or authorised nominee
to collect the child (including procedures of what to do when an unauthorised person attempts
to collect a child)

e Should any serious incident occur, anincident report must be completed, and children’s
parents/guardian notified

e Inthecaseofaseriousincident occurring, the regulatory authority must be notified within 24
hours throughthe NQAITS Portal

e Forchildrentofeel welcome and secure, Happy Haven OSHC will ensure that all childrenand
parents/guardians are greeted upon arrival by an educator and have the chance to say goodbye
tothe persondeliveringthemtotheservice

e Parents/guardians mustwalk their child/reninto the Happy Haven OSHC service and wait to
be acknowledged by an educator prior to leaving the service

e Asignin devicewill beavailable for families/guardians to sign in their child/ren through
Happy Haven OSHC’s CCMS Software.

e Each Authorised Person named on the child/ren’s enrolment must have their own passcode
to sign the child in

o If the Authorised Person has forgotten to sign in their child/ren the Responsible
Personwill sign them in as per National Regulations

o Parents/guardians mustinform the Responsible Person if there will be someone not
registered as an Authorised Person who will be coming to collect their child/ren and
will add this person prior to their arrival at the service.

e Inthelead up to the end of the BSC session, children will be supported to gather their
belongings in preparation to leave the OSHC room.

e Service specific delivery to school processes will differ based on individual arrangements
withschools, and the context of the children attending the service (i.e. age, developmental
level, parent/guardian requests). Thisinformationwill be documented within the Service’s
Risk Assessment.

e Aparent/guardianwhose childrenare newtoHappy Haven OSHC may arrange for them to be
walked by an educator until they are more comfortable.
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e Service specific processes regarding child/ren collection and arrival from school will differ
based on individual arrangements with schools, and the context of the children attending the
service (i.e. age, developmental level, parent/guardian requests). This information will be
documented within the Service’s Risk Assessment.

e TheResponsible Personwill plan for the collection of any children from Preschool/Collection
Points as per the Service’s Risk Assessment.

e Educators collecting children from their respective collection points will ensure that a current
roll fromthe CCMSisbeingusedtoensurenochildrenaremissedin the collection process

e All children arriving at OSHC must have a completed enrolment on our CCMS Software.

¢ In the event that emergency care is required and the child is not already enrolled into the
service, the school staff are responsible for obtaining permission from the parent/guardian to
send the child to OSHC, and must provide the Responsible Person with details including, but
not limited to:

o Contact details of parents/guardians, including emergency contacts
o Medical information of the child
o Any other information to ensure the adequate support of the child

¢ Inthe event of an emergency, where the parent/guardian or an authorised person is unable to
collect the child, the primary contact on the CCMS account may phone the service and arrange
an alternative person to pick up the child

e ChildrenmayonlyleavetheService premisesifthechildleaves:
o in accordance with the written authorisation of the child’s parent/guardian or
o authorisednomineenamedintheenrolmentrecord;or

o takenonanexcursionorontransportationprovidedorarrangedbytheservicewith the
writtenauthorisationofthechild’s parent or authorised nominee;or

o givenintothecareofapersonortakenoutsidethepremises;or
o becausethechildrequiresmedical,hospitalorambulancecareortreatment;or

o becauseofanotheremergency (evacuationdue tobushfire, flood)
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e Parents/guardians are to advise Happy Haven OSHC if someone not listed in the child’s
enrolment is collecting their child. The parent/guardian must add this person as an authorised
person on the child’'s CCMS enrolment so that the person has their own code to sign the child
out.

o Photo identification must be sighted by the Responsible Person before the child
isreleased. If the person’sidentity cannot be verified, the Responsible Peron must not
release the childintothatperson’scare, until their identity can be verified

o If the service has not been notified, then the Responsible Person will contact the

parent/guardian to receive their authorisation

e Allchildren must be signed out by their parent/guardian or an authorised person when the child
is collected from Happy Haven OSHC through the device available. If the parent/guardian or
other authorised person fails to remember to sign the child out, they will be signed out by the
Responsible Person.

e Parents/guardians must collect their child prior to the closing time of the individual Happy
Haven OSHC service

e No child will be withheld from an authorised contact or biological parent named on the CCMS
accountunlessacurrentcourtorderisonfileattheservice.

o Educators will not be expected to physically prevent any person from leaving the

service

o Insuchcases, the parent/guardian with custody will be contacted along with the local

police and appropriate authorities

o Where possible the educator will provide police with the make, colour, and
registration number of the vehicle being driven by the unauthorised person, and the

direction of travel when they left the Service

o A court order overrules any requests made by parents/guardians to adapt or make

changes

e Inthecase of a serious incident occurring, as described above, the regulatory authority must be
notified within 24 hours through the NQAITS Portal. Educators will complete this through an
Incident Report found on the Happy Haven OSHC SharePoint page, as well as contacting the
Staff Support Line (option ‘1) for further instructions

e Itisour policy that we do not allow anyone under the age of 16 to collect children unless this is
discussed with the Service Leader prior to the collection, and written authorisation has been
provided.
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e Ifthe person collecting the child appears to be intoxicated or under the influence of drugs, and
educatorsfeelthat the personisunfittotakeresponsibility for the child, the Responsible Person
will:

o Discusstheirconcernswiththeperson,withoutthechildbeingpresentif possible,and

o Suggest they contact another parent/caregiver or authorised nominee to collect the

child and/or the service will offer to call a taxi

o Followproceduresto protect the safety of children and staff of the education and care

service as per Child Protection Law and Child Protection Policy

o Contact the Police and other regulatory authorities (Child Protection Hotline 132
111)

o Ifanauthorisation to collect a child is refused by the Happy Haven OSHC service, it is
best practice to document the actions for evidence to authorities

o Suggest they contact another parent/caregiver or authorised nominee to collect the
child and/or the service will offer to call a taxi

e Attheendof each session, educators will check indoor and outdoor premises including all rooms
and storage rooms, toilets, and storage sheds to ensure that no child remains on the premises
after the service closes

e Childrenmayleave the premisesinthe event of anemergency,including medical emergencies
e Detailsofabsencesduringthedaywillberecorded.

¢ Where a child is unable to be located, or has not arrived for a previously booked session,
educatorswill follow policy and procedures

e If parents/guardians have not arrived by the service’s closing time, the Responsible Person will
attempt to contact them via their phone number listed in their CCMS account will be made. If
theyareunableto be contacted, the Responsible Person will call the emergency contacts listed
on the CCMS account to organise collection of the child

e Parents/guardians will receive instructions from Happy Haven OSHC service with a reminder
of the importance of on time collection and the late fees applicable in the event that their child
has not been collected by the services closing time

o Alatefee of $27.50 will be charged for the first 15 minutes after our closing time, and a fee of
$65.00will be charged for collectionany time after.

e If parents/guardians know that they are going to be late, they must notify the service. If possible,
they should make arrangements for someone else to collect their child
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e Duetolicensingandinsurance purposes, if by the service’s closing time attempts to contact the
parent/guardian or emergency contacts have been unsuccessful, the Responsible Person may
contact the police and other relevant authorities
e [f the child is taken to an alternative safe location for example: Police Station, a sign will be
displayed at the service notifying parents/guardian of the child’s whereabouts. If this occurs,
Happy Haven OSHC will be obligated to contact relevant Child Protection Agencies and
notify the Regulatory Authority.
e Where families are continually late to collect children, this may lead to a termination of the
child’senrolment.
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REVIEW
POLICY REVIEWED  |PREVIOUS MODIFICATIONS NEXT REVIEW DATE

New Policy using ChildCare Desktop format -
content also derived from previous policies:
JANUARY 2022 Delivery and Collection of Children. JANUARY 2023
Minor editing

Sources checked for currency

Policy replaces ‘Arrival and Departure Policy’ with
new sections added"

OCTOBER 2022 Sources checked for currency OCTOBER 2023
Fullybooked changed to CCMS

SEPTEMBER 2025 Updated redundant language and terminology SEPTEMBER 2026
Removed related policies section and references to
other policies

Adjusted information to provide clarity

Adjusted formatting
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