
 

 

 

 

 
 

 
 

Aim: 
To ensure the safety and wellbeing of children at all times 
 

At the beginning of the year:  
 When kindergarten is a new experience for you and your child, please be prepared to stay as long as necessary. 
While Educators are experienced in general patterns of behavior, you know your own child and we will work 
together towards positive parent/caregiver/child separation. Some children will happily wave goodbye from their 
first day others may need Educator support.  
 
It is most important that the children trust you and the Educators, therefore it is important that you say goodbye 
to your child and ensure them you will return prior to leaving the site. ‘Sneaking out’ creates mistrust and 
heightened anxiety. For children who are anxious, Educators will support you and your child as you leave, saying 
goodbye at our ‘goodbye windows’ on the verandah blind or the block window where they can wave to you as 
you go out to the carpark.  
 

Arrival: 
 Kindergarten commences from 8.30 am. Prior to 8.30am Educators are setting up the learning environment. 

Should you arrive early, you will be required to stay with your child until 8.30am. 

 Families will be asked to take their child home if the child is presenting as unwell   

 On arrival encourage your child to take their lunch out of their bag an put in the lunch trolley which be  taken 
to and stored in the fridge by an Educator 

 Parents, caregivers, children and siblings to apply hand sanitizer: then parents and caregivers either use the 
QR Code or sign the COVID register. 

 Your child must be signed in by yourself or the person bringing your child to kindergarten by placing a 
signature by their name on the sign in chart located on the verandah. If you forget, the nominated supervisor 
or an Educator will sign your child in.  

 Provide a contact number for the day if it is to be different to the phone numbers on your child’s enrolment 
form  

 Record if anyone different will be picking your up (and also inform an Educator). Please advise the person that 
they will need to bring ID with them 

 Teach your child to hang their bag on a hook, then they know where to locate their belongings.  

 Leave their drink and snack in their bag 
…. then bring them to an Educator so that they can be greeted 
 

Departure: 
 

 Your child must be signed out by yourself or the nominated person who collects your child by placing a 
signature and time by their name on the sign in chart located on the verandah. If you forget, the nominated 
supervisor or an Educator will sign your child out.  

 If you pick up your child early to do school pick up, sign out and then bring your child to an Educator to 
farewell them 

 At the end of the session we have a meeting time on the mat and say goodbye to the children individually as 
parent/caregivers arrive. If a child leaves the mat without a teacher having said goodbye, we will ask them to 
come back so that they learn the routine. Please ensure you are on time to avoid your child becoming anxious 
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Leaving the centre:  
 

 Your child can only be picked up by a parent/caregiver or person authorised by you to do so as recorded 
on the Enrolment Form 

 We will not release your child to an unauthorised person:  
 If you are detained and unable to collect your child, you will be required to phone the kindergarten 

and provide us with verbal permission for the person you nominate to collect your child. Inform 
your nominated person to bring identification with them. We also ask that you explain to your child 
on the phone, the changes to their regular pick up arrangement. This enables them to be assured 
that you are OK and they know what to expect 

 Parent/caregivers are to provide us with current Family Court Orders and/or Intervention Orders 
 If an unauthorized person becomes aggressive and will not leave the site, the Nominated 

Supervisor will implement lockdown procedures if required and phone the police on 000 

 We will not release your child to: 
  Anyone under the age of 16 years 
 A parent/caregiver or nominated authorised person if they appear to be intoxicated or under the 

influence of drugs. We will explain our concerns and ask them to organise for another 
parent/caregiver or authorised person to pick up your child. If the affected parent 
/caregiver/nominated authorized person insists on collecting the child, we will explain our legal 
responsibility under the Child Protection Act and inform the police of the situation and provide 
them with the person’s name and vehicle registration details  

 Your child must have parent/caregiver consent to attend excursions 
 

When a child is not picked up: 
 The Nominated Supervisor will phone the parent(s)/caregiver if a child has not been picked up by 3.30 pm 

and continue to try to make contact until close time - 3.45pm. If they do not respond within this 
timeframe, a message will be left on their phone advising them that two Educators will remain on site for 
30 minutes and will then phone the Police for advice. At the same time, we will also try to phone the 
nominated Authorised emergency contact persons. The same message will be will be left on their phone 
if they do not respond 

  

To ensure the safety and well- being of children at all times: 
 Parents/Caregivers: 

 Keep your child home if they are unwell 
 Contact the kindergarten to advise us of absence. 

 Educators: 
 Mark the roll in the morning and make contact with parents/caregivers when a child has been 

absent for a week with no explanation  
 Will communicate to all educators any changes to pick up arrangement via the centre diary and in 

the ‘Communication Notes’ section of the Educator daily sign in book 
 Check the site, including the sheds prior to departing for an excursion or in the case of an 

emergency evacuation 
 Check the site, including the sheds prior to leaving the site at the end of the day 

 
NQS: Quality Area 2:2:1 
National Regulations: 99 & 158 


