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POLICY STATEMENT:

Bondi Before & After School Care will ensure that children arrive and leave the service in a manner that
safeguards their health, safety and wellbeing. Educators will manage this by adhering to clear
procedures regarding the delivery and collection of children, ensuring that families understand their
requirements and responsibilities and accounting for the whereabouts of children at all times whilst in
the service’s care.

NATIONAL QUALITY STANDARD (NQS)

QUALITY AREA 2: CHILDREN’S HEALTH AND SAFETY

2.1.1
Wellbeing and
comfort

Each child’s wellbeing and comfort is provided for, including appropriate
opportunities to meet each child’s needs for sleep, rest and relaxation.

2.2 Safety Each child is protected.

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

2.2.2
Incident and
emergency
management

Plans to effectively manage incidents and emergencies are 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.

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS

84 Awareness of child protection law

99 Children leaving the education and care service premises

157 Access for parents

158 Children’s attendance record to be kept by approved provider

160 Child enrolment records to be kept by approved provider and family day care educator

173 Prescribed information to be displayed

176 Time to notify certain information to Regulatory Authority
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177 Prescribed enrolment and other documents to be kept by approved provider

S162 (A)
Persons in day to day charge and nominated supervisors to have child protection
training

RELATED POLICIES & DOCUMENTATION

Acceptance and Refusal of Authorisations
Communication with Families
Child Protection
Confidentiality
Dealing with Medical Conditions &
Administration of medication
Dealing with Infectious Diseases
Emergency and Evacuation
Enrolment and Orientation
Excursions
Incident Injury Illness and Trauma
Nutrition and Food Safety
Providing a Child Safe Environment
Staffing

Educators Handbook.Editable (2).pdf

2020 Family Handbook.pdf

Volunteers Handbook.pdf

PROCEDURES:

(a) Delivery of Children:

● Children are not to be left at the service unattended at any time prior to the opening hours of
the service.

● Any person delivering a child to the service must sign in with their phone number and personal
pin code on the QK Kiosk electronic sign-in/out system. This will automatically record the person
who is collecting the child & the time of collection.

● Educators will be aware of each child’s arrival at the service and exchange information with the
person delivering the child such as who will be collecting the child.

● If a child requires medication to be administered whilst at the service, the person delivering the
child must document this in writing as per the services Management of Medical Conditions and
Administration of Medication procedures.

(b) Collection of Children:

● Children must be collected by 6pm, the closing time of the service.
● Families who collect children after 6pm will be charged a ‘Late Collection’ fee of $20 per 15

minute block to cover staff overtime rates.
● Any person who is collecting a child from the service must be listed as an authorised nominee

on the child’s enrolment form with their contact details. Families will ensure their collection list
is kept current, and updated on a regular basis, through the My Family Lounge app, the online
enrolment form or by emailing the BASC Admin Team.

● The authorised nominee who is collecting a child must sign out with their phone number and
personal pin code on the QK Kiosk electronic sign-in. which will automatically record the person
who is collecting the child & the time of collection.
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https://drive.google.com/file/d/179J9Nt1pUNcLlqwG_rLUJecQmOqBYR84/view?usp=sharing
https://drive.google.com/file/d/1HG1q4_htHiLvrlrms8_-5Di-BSj0RgTr/view?usp=sharing
https://drive.google.com/file/d/16nSwCCZ-txL75RLOSE51mJuHJ6RtzGMy/view?usp=sharing
https://docs.google.com/document/d/13fm8l7X8KaMwX6uAHP0smb9uNLQ1LbpV7lFY96E7djc/edit
https://docs.google.com/document/d/1a8tiZV7ddOmwsdx7APve-JkHGGYsKHyYKKbyi15kSeQ/edit
https://docs.google.com/document/d/1ZuMZypai5aKPqF0nG2l3EFjzCD6stJ9rzw72Gr0C--w/edi
https://docs.google.com/document/d/19vRdY3D5C64sz81Ta6ZUQfZjKBaxBvHBmgaMFnNSmg4/edit
https://docs.google.com/document/d/172C_d88bXXstiPneBzaI24s6WAcFSk9G4Emz1sLbGrs/edit
https://docs.google.com/document/d/172C_d88bXXstiPneBzaI24s6WAcFSk9G4Emz1sLbGrs/edit
https://docs.google.com/document/d/1uzdwLVTuW-pIAjIuVzPEeqigEYlYwOdNb3iG1J7mi70/edit
https://docs.google.com/document/d/1SuWq6CKMx5N0NiV1YXLCA-iW6Wgd7GqpE3OE-Xz5PAk/edit
https://docs.google.com/document/d/1pH6_ZLdeHCH2GMNNvIhziK1KG8zpZLcYW0bC-Yw-UYs/edit
https://docs.google.com/document/d/1YfJVm9ruPE2yobpgaL9SjHRbyQsg-_GQQHBFcm-gcfo/edit#
https://docs.google.com/document/d/1SAfKX_P_jqEIetMbi8Cx93Heq-QVK3k9Mfe96-aWarQ/edit
https://docs.google.com/document/d/1foTt_EB1xs5cPQl8l5V1iio8Hgt0YfiNbQEH_sJD7kg/edit
https://docs.google.com/document/d/1_bFtFP4bnQrM_AN1EZSf2RpTS0JvVCZR4gll-IejE5I/edit
https://docs.google.com/document/d/1xJ3mKS2TPazLAHYJvT2oAW3F2zy0kVSEwvMGz6G0h68/edit


● Written authorisation must be given if children have permission to leave the service themselves.
In this case, an Educator would ensure they have checked the child has permission on the
authorisation list, have a safety discussion with the child and sign the child out of the service.

● Educators will be aware of each child’s departure from the service to ensure children are only
collected by an authorised nominee listed on their collection list.

● Educators should be notified as soon as possible if the authorised nominee will be later than
expected and the child will be informed to avoid unnecessary anxiety.

● If a person who is not on the collection list arrives to collect a child, written authorisation will be
sought from an authorised nominee before the child is able to leave the service. Educators will
also request identification from the person collecting the child.

● In the case of an emergency where a child’s authorised nominees cannot collect the child and
someone not on the collection list will be collecting the child, the service must be notified by
phone as soon as possible by an authorised nominee. Written authorisation should be gained
where possible however verbal consent and an identification check will be sufficient in the case
of an emergency.

● Educators will only release children to persons in a fit and proper state. If a person is deemed
unfit on arrival at the service, for the child’s safety, an alternate authorised pick up will be
contacted to collect the child.

(c) Absent and Missing Children:

● Families are required to notify educators as early as possible if children will be absent from the

service. Educators will record the absences in an appropriate place where other educators will

be aware of the information.

● Families will be informed of their notifying responsibilities upon enrolment and through the

Family Handbook.

● Should a child not arrive at the service or not be waiting in the designated area when expected,

educators will:

○ Ask the other children for their knowledge of where the child might be.

○ The Director or Senior staff will immediately SMS parents and guardians of the child.

○ If the parents / guardians do not respond an educator will contact the school office and

ask for information regarding the child’s attendance at school.

○ If the child was absent from school, continue to SMS and call the child’s authorised

nominees to ensure the child's safety and remind them of their notifying responsibilities

and find out when they should expect the child to return to the service.

○ If the child was present at school and the other children and school staff are unaware of

their whereabouts, The Director or Senior Educators will ask the school office staff for

assistance in making an announcement over the PA system and contacting the child’s

class teacher.

○ At this stage the The Director or Senior Educator will work in partnership with & support

the school staff as they initiate their missing child procedure, where school staff search

the school grounds while BASC educators maintain supervision of the children during

this process

○ During the search the Director or Senior Educator will;

■ continue to call the authorised nominees on the contact list until contact has

been made.

■ continue to call the child’s authorised nominees to gain further information.

■ maintain contact with the authorised nominees until the child has been located.

○ If the child is still unable to be located, the police will be contacted
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○ The Director will continue to follow up on any leads regarding children going to a

friend’s home or extra curricular activity, check common places in the local area and

continue to keep in contact with the police and school during this time.

○ Once the child has been located an evaluation of the incident will occur.

○ The Director will notify ACECQA within 24 hours of the incident occurring.

(d) Acknowledgement of Children’s Arrival:

● Educators will acknowledge children’s arrival at the service during Before, After and Vacation
Care by greeting the child and their family and recording the child’s name and arrival time at the
service through the Qk Kiosk sign in/out system.
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https://www.legislation.nsw.gov.au/#/view/regulation/2011/653
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https://docs.google.com/document/d/1aFAqTjWXBWLUPO7OLdipGHV8ETkj_Kb-65KAfsmbdQ4/edit?usp=sharing

