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ELC and OSHC 

Arrival & Departure Policy / Guidelines 
 

Date ratified by Principal December 2011 Implementation review date December 2012 

  Policy review date December 2014 

 

1 DEFINITIONS 

Arrival  The time a child arrives at the Centre and duty of care obligations begin. 

Departure The time a child departs the Centre and duty of care obligations cease. 

Authorised Person A person authorised by the parent to collect a child from the Centre  

2 CONTEXT 

The College prioritises the welfare and safety of all of its students and employs best practice principles to the 

management of protective care and safety whenever children are at the service or on campus.  

3 PURPOSE 

The purpose of this policy is to ensure that all children are in an environment where they can arrive and depart the Centre in 

a safe and secure manner, including a clear handover of responsibility for children to/from parents and educators, and to 

ensure that the College meets its Duty of Care obligations. 

4 POLICY AND GUIDLEINES STATEMENTS 

4.1 Arrival 

 All children will be signed in at the reception area of the ELC and OSHC by their parent/guardian or 4.1.1

other delegated responsible person (over 16 years of age including siblings). In the case of siblings, 

written permission must be given to staff and be kept on student files. 

 Children who attend Before School Care prior to the ELC will be signed in to the ELC by the OSHC staff 4.1.2

member who brings the child to the Centre.  

 Children will be considered ‘signed in’ at After School Care once the roll has been marked by the 4.1.3

supervisor on duty. 

4.2 Departure 

 All children will be signed out at the reception area by their parent/guardian or other delegated 4.2.1

responsible person (over 16 years of age, including siblings) or in the case where a child requires 

medical attention signed out by the Certified Supervisor on duty. In the case of siblings, written 

permission must be given to staff and be kept of student file. This does not include a parent who is 

prohibited by a court order from having contact. 

 Children will NOT be released into the care of any persons unknown to staff. In the case of an 4.2.2

emergency and where the Centre has been notified, a child will be released into the care of persons 

previously nominated as an emergency contact. Proof of identification (photo only) is required. 

 With prior, written notification, a child will only be released into the care of someone not nominated 4.2.3

above with photo identification and a phone call to the parent. 

 The staff will adhere to any court orders regarding restricted access or custody of children to a parent 4.2.4

or other person. Staff will notify the Director, ELC/OSHC or Principal as a matter of urgency, should an 

issue arise. Where this is suspected, lockdown procedures may be enacted. 

 Staff will not release a child into the care of a person who appears intoxicated or affected by drugs. 4.2.5

Staff will contact the Director, ELC/OSHC or Principal should they suspect this occurrence, preferably 

without drawing this to the attention of the person involved. The Director ELC/OSHC or Principal will 

determine the course of action. Staff cannot prevent a parent from collecting a child, but do have a moral 

obligation to persuade a parent to seek alternative arrangements if they feel the parent is in an unfit state to 

accept responsibility for the child.  

 Staff will not leave any child unattended at the Centre. Where a child has not been collected by the 4.2.6

Centre closing time an educator will contact the parent/guardian to establish an approximate time of 

arrival. In the first instance of arriving late paretns will be given grace and not charged for additional 
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time. Repeated occurrences will result in the child being delivered to After School Care and the relevant 

fees will apply. 

 Where a child is not collected from the Centre more than 30 minutes after nominated time and there 4.2.7

has been no contact with the parent/guardian, staff will contact the Director, ELC/OSHC or Principal 

who will determine the appropriate course of action. 

 

4.3 Responsibilities 

The Certified Supervisor on duty will: 

 Review the sign in/out sheet each day to ensure that parents are following procedures and signing 4.3.1

their children in and out of the Centres. The Certified Supervisor will remind parents of their 

responsibility if required. 

 Ensure that all children have been signed out of the Centre. If a child is not signed out, staff will check 4.3.2

all areas of the centre to ensure no child remains, including bathrooms, sleeping and storage areas. A 

note will be made on the sign out sheet in this circumstance. Staff will also look for visual cues that a 

child may be left on the premises eg. backpack left on hook, child’s locker/tray contains daily items. 

 Ensure that children are only released to an approved person. 4.3.3

Families will: 

 Sign each child in and out of the service upon arrival and departure, on the record of attendance with a 4.3.4

signature and time. 

 Remain responsible for their child whilst they are on the premises. 4.3.5

Educators will: 

 Establish the learning environment with familiar areas for children to play and enjoy as they start their 4.3.6

day at the Centre. 

 Greet children and their families each day (sign in and sign out) and discuss and needs or issues or 4.3.7

pass on messages. 

5 POLICY CYCLE 

5.1 Implementation – The responsibility for the implementation of this policy lies with the Head of Primary Years. 

5.2 Accessibility – A PDF version of this policy will be kept on the Staff and Community sections of Insite for access 

by staff and parents. A PDF version of the staff guidelines will be kept on the Staff section of Insite for access 

by staff. 

5.3 Communication & Training – The HPY will communicate this policy and its guidelines to staff. They will also 

plan for and/or implement professional development for teaching staff. 

5.4 Compliance – The Principal is responsible for the spirit, content and maintenance of this policy. The Principal 

is also responsible for the adherence of the HPY and their staff to the procedures outlined in this policy. 

5 . 5  Review – This policy will be reviewed at the specified dates. Evaluation will involve discussion with users to 

evaluate the practicality of the policy and its procedures. 
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