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1. Policy Statement 
Our preschool is committed to ensuring the safety, wellbeing and security of all children at 
all times. 
This policy aligns with: 

• Education and Care Services National Law (South Australia) 
• Education and Care Services National Regulations 
• National Quality Standard (QA2 – Children’s Health and Safety; QA7 – Governance 

and Leadership) 
• Department for Education (SA) policies and procedures 

Children will only be released to authorised persons and effective supervision and security 
measures will be maintained at all times. 

 
2. Purpose 
This policy ensures: 

• Children are protected from harm while attending the service 
• Clear procedures exist for arrival and departure 
• Children are only collected by authorised persons 
• Risks relating to unauthorised access are minimised 
• Staff understand their legal and duty of care obligations 

 
3. Scope 
This policy applies to: 

• Preschool Director 
• Educators and support staff 
• Relief staff 
• Volunteers and students 
• Families and authorised nominees 
• Contractors and visitors 

 

 

 



 

4. Definitions 
Authorised Nominee – A person named by a parent/guardian on the enrolment form who is 
permitted to collect the child. 
Court Order – A parenting order, intervention order, or custody arrangement issued by a 
court outlining contact and collection rights. 
Duty of Care – The legal obligation to take reasonable steps to protect children from 
foreseeable risk of harm. 

 
PROCEDURES 
5. Arrival of Children 

• Children must be signed in by a parent/guardian or authorised nominee. 
• Arrival time must be recorded (electronic or paper roll). 
• A staff member will greet the child and confirm supervision transfer. 
• Children must not enter the preschool without an adult. 
• Gates remain secured after arrival periods. 

 
6. Departure and Collection 
Children will only be released to: 

• A parent or legal guardian 
• An authorised nominee must be a minimum age of 18. This can be reviewed on a 

case by case basis, taking in to account extenuating circumstances with the 
Approved Provider. 

• An authorised nominee listed on the enrolment record 
• A person authorised in writing on that day 

At Collection 
• The authorised person must sign the child out. 
• Staff must confirm identity if the person is unknown. 
• Photo identification may be requested. 
• If concerns exist about the person’s capacity (e.g. intoxication), the child will not be 

released and the Director will be notified immediately. 
• Early collection of a child needs to be communicated to educators. If a 

parent/guardian is going to be late to collect a child, the service requires a courtesy 
call to inform them of the late collection. 

 
7. Authorised Nominees 

• Full name and contact details must be provided. 
• Authorisation must be in writing. 
• Families must update details when circumstances change. 

 
8. Court Orders and Custody Arrangements 

• Families must provide copies of any court orders. 
• Orders will be stored confidentially. 
• Staff must comply strictly with court orders. 
• Where no order exists, both parents have equal collection rights. 



 

• In cases of dispute, child safety is prioritised and the Director will manage the 
situation. 

 
 
 
 
9. Late Collection 
If a child is not collected by closing time: 

1. Parents/guardians will be contacted. 
2. Authorised nominees will be contacted if required. 
3. Department for Education procedures will be followed. 
4. If no contact can be made and reasonable time has passed, South Australia Police 

may be contacted. 
All late collections will be documented. 

 
10. Unauthorised Person Attempting Collection 

• The child will not be released. 
• The Director will be informed immediately. 
• The parent/guardian will be contacted. 
• Police will be contacted if the person refuses to leave or poses a threat. 
• The incident will be documented. 

 
11. Service Security Measures 
The preschool will: 

• Maintain secure fencing and self-closing gates 
• Supervise entry and exit points 
• Conduct regular headcounts 
• Maintain visitor sign-in procedures 
• Ensure contractors and visitors are supervised 
• Store enrolment records securely 

 
12. Supervision 

• Educators will position themselves to monitor entrances and exits. 
• Headcounts will occur: 

o At regular intervals 
o During transitions 
o Before and after outdoor play 

• Staffing ratios will comply with National Regulations at all times. 

 
13. Emergency Situations 
In case of evacuation or lockdown: 

• Attendance records will be taken. 
• Children will only be released in accordance with emergency procedures. 
• Identification may be required prior to release. 



 

 
 
 
 
 
 
14. Documentation 
The service will maintain: 

• Enrolment records (including authorised nominees) 
• Court order documentation (where applicable) 
• Attendance records 
• Incident reports 
• Late collection records 

Records will be stored in accordance with legislative requirements. 

 
15. Roles and Responsibilities 
Approved Provider 

• Ensure systems are in place to maintain compliance 
• Support the preschool to meet legislative requirements 

Director 
• Implement and monitor this policy 
• Ensure staff are trained in procedures 
• Manage high-risk situations 
• Ensure compliance with court orders 

Educators 
• Maintain active supervision 
• Follow sign-in and sign-out procedures 
• Verify authorised persons 
• Report concerns immediately 

Families 
• Provide accurate enrolment information 
• Update authorised nominee details 
• Comply with sign-in/out procedures 
• Provide relevant legal documentation 

 
16. Policy Review 
This policy will be reviewed: 

• Annually 
• Following legislative updates 
• After any serious incident 
• In consultation with staff and families 

 
 
 


