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Safe Arrival of Children Policy
Service name: Avenue Neighbourhood House Early Learning Centre
Approved provider: Jo Plunkett and Nikki Sharp
Date effective: 24/10/2025
Review date: 24/10/2026
Purpose
To ensure the safe arrival and handover of each child attending Avenue Neighbourhood House Early Learning Centre, and to confirm that each child is cared for only by authorised persons. This policy supports compliance with the Education and Care Services National Law and Regulations and provides clear guidance to staff and families.
Policy Statement
Avenue Neighbourhood House Early Learning Centre is committed to ensuring that all children arrive safely at the service and are in the care of educators at all times. Educators will follow consistent procedures for receiving and recording the arrival of children to promote children’s safety and security.
Legislative and Regulatory Framework
This policy is guided by:
· Education and Care Services National Law Act 2010 (Vic)
· Education and Care Services National Regulations 2011, particularly:
· Regulation 99: Children leaving the education and care service premises
· Regulation 158: Children’s attendance record to be kept by approved provider.
· Regulation 160: Child enrolment records to be kept by approved provider. Regulation 168: Education and care service must have policies and procedures
· National Quality Standard:
· QA2 – Children’s health and safety
· QA6 – Collaborative partnerships with families and communities
Procedures
1. Arrival of Children
· Children must be brought into the service by an authorised parent, guardian, or nominated person aged 18 years or older.
· Families must sign the child in on the attendance record (paper) upon arrival, recording:
· Time of arrival
· Signature of the person bringing the child
· Emergency contact phone number
· Person collecting the child
· Time of collection
· Educators will acknowledge each child’s arrival, ensuring that a responsible staff member is aware the child is present and has been signed in.
· Educators will observe the child’s wellbeing upon arrival and communicate any health or wellbeing concerns with families.
· Educators will document the age of the child in our communication book for child:staff ratios and edit accordingly the total of children in care.
· No child is to be left at the service before opening hours or without educator supervision.
2. Authorisation and Handover
· Only persons authorised on the enrolment form may deliver or collect a child.
· Educators must verify the identity of unfamiliar persons by checking photo identification against the child’s enrolment record.
· Families are responsible for keeping the service informed of any changes to authorised persons.
3. Late or Unsupervised Arrivals
· If a child arrives without an authorised adult or is found on the premises unsupervised, the Nominated Supervisor must be informed immediately.
· Staff will ensure the child is safe and contact the family or emergency contacts to clarify arrangements.
4. Communication with Families
· The service will inform families about arrival and collection procedures during enrolment and orientation.
· Families will be reminded regularly about the importance of signing children in and out accurately.
5. Record Keeping
· Attendance records must be kept for at least 7 years and be available for inspection by authorised officers.
· Any incidents related to unsafe arrivals must be documented and reported according to the Incident, Injury, Trauma and Illness Policy.

Roles and Responsibilities
	Role
	Responsibility

	Approved Provider / Nominated Supervisor
	Ensure policy implementation, monitor compliance, support educators, and review procedures regularly.

	Educators
	Follow procedures, verify authorisations, maintain accurate attendance records, and ensure safe supervision.

	Families
	Ensure children are signed in by an authorised adult and communicate promptly about any changes to authorised persons.



Review
This policy will be reviewed at least annually, or earlier if there are regulatory changes, identified risks, or incidents indicating the need for review.
Approved by: ___________________________    Date: _________________________________
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