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	Purpose:
	To create an understanding of the responsibility of parents and/ or guardians when handing over the authority of responsibility of their child/ren to Wahroonga After School Care Centre.



Policy Statement
The Centre aims to provide a comprehensive handing over of authority system that ensures the safety and wellbeing of all children being passed into our care. Our aim is for parents to understand and follow the guidelines and requirement when enrolling their children into our Centre. 
We aim to follow specific communication procedures to ensure we can best care for their children. 

Procedure
Signing in
All child/ren at the Centre must be signed in by a parents/ guardian on arrival via the icheckin /kidsoft  app.
The person dropping the child off is encouraged to contact an Educator and any changes to the child’s routine or arrangements that day should be communicated verbally and /or in writing before leaving the Centre.
The child must be present within the boundaries of the centre before the care can be transferred 

Signing out
Children must be collected by the closing time of the Centre. The Centre is to be notified if the person collecting the child/ren will be later than the closing time. This helps Educators to make the child feel safe.
Only an authorised person is able to collect the child. This person is required to sign the child/ren out using the icheckin app on the centre’s ipad recording the time of departure.
The person collecting the child/ren is encouraged together with the child/ren to say goodbye to an Educator.

Authorised Person
The Centre will not release the child to anyone who is not authorised without prior consent.
The names and contact numbers of all people authorized to collect the child must be included on the enrolment form. Any changes to these must be advised in writing to the Centre.

If the child is to be collected by anyone different than the people authorised parents must inform the Centre prior to the pickup in writing email or text message. The person picking up may be asked to produce identification. These notifications allow other named persons to collect children for a maximum duration of one term unless specifically stated otherwise. 

If the Centre has not been notified and someone other than the parent or authorized person comes to collect the child, the Centre will ring the parent to get his or her authorisation. The child will not be released until verbal authorisation has been received from the parent/guardian.

Children leaving the Centre to attend an activity on school grounds only.

[bookmark: _GoBack]At the beginning of each term or at the commencement of any new activity, parents will be responsible for notifying the Centre of their child’s activities for the term. The parent is required to fill out a permission form for a child leaving the Centre or provide written consent. It will be the responsibility of the parents to notify Educators of all changes to activities, places and times. The parents are aware that signing the consent form or providing written consent to attend an activity indicates they are aware at times the ratio maybe 1:1 with an Educator.
Each shift Nominated Educators (floater) will take responsibility for escorting a child or children to activities. Educators will remind children and encourage them to attend their activities but will not force them attend.  It is also the responsibility of the child to remind Educators of their activity and the time and place it takes place. This helps promotes a child’s recognition of responsibility and commitment to an activity. 


If a child is refusing to go to an activity the Nominated Educator will alert the Daily Supervisor, who will talk it through with the children and if deemed necessary call the child’s parent. 

Children leaving the Centre for an excursion.
Permission slips will be required for all children leaving the Centre for excursions. For more details please refer to the Excursion Policy.

Children leaving the Centre for a medical or other emergency.
The Emergency and Evacuation Policy or Management of Incident, Injury, Illness and Trauma Policy will be followed depending on the situation.
 
Considerations: 

	Education and Care Services National Regulations
	National Quality Standard
	Other 

	r 99
r 158-161
 r168 r176
	 2.3
 7.3 

	· Centre Policies including Educator's Role  when Rostered on as Floater Policy, Acceptance and Refusal of Authority
· National Quality Framework 




[image: wasclogo]Wahroonga After School Care Centre Incorporated

P.O. Box 489, Wahroonga, N.S.W 2076               Phone: 0428 914 394


Permission for a child to leave the Centre 

I hereby give permission for _____________________________________
                                             	(Child’s Full Name)
to leave Wahroonga After School Care Centre to go to the following listed activities on the specified days and times.
	Day
	Time
	Activity
	Location of Activity
	Today only
Or all of Term
1, 2, 3, 4 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



I understand  that the Educators  will try to make sure that my child goes to the activity at the correct time but realize it is also my child’s responsibility to remember.
I am aware that at times this means my child may be 1 to 1 with the nominated floater Educator

Parent’s Signature _______________________________________

Date: _______________________
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