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Responsibilities 

School principal 

  

The principal as nominated supervisor, educational leader and responsible 
person holds primary responsibility for the preschool. 

The principal is responsible for ensuring: 

●​ the preschool is compliant with legislative standards related to this 
procedure at all times. 

●​ all staff involved in the preschool are familiar with and implement this 
procedure, 

●​ all procedures are current and reviewed as part of a continuous cycle of 
self- assessment.  

These tasks may be delegated to other members of the preschool team, but the 
responsibility sits with the principal. 

Preschool 
supervisor 

  

The preschool supervisor supports the principal in their role and is responsible 
for leading the review of this procedure through a process of self-assessment 
and critical reflection. This could include:  

●​ analysing complaints, incidents or issues and the implications for updates 
to this procedure. 

●​ reflecting on how this procedure is informed by stakeholder feedback and 
relevant expert authorities. 

●​ planning and discussing ways to engage with families and communities, 
including how changes are communicated. 

●​ developing strategies to induct all staff when procedures are updated to 
ensure practice is embedded.  

https://www.acecqa.gov.au/sites/default/files/2023-07/PolicyGuidelines_DeliveryOfChildrenTo%26CollectionFromEducation%26CareServicePremises.pdf
https://www.acecqa.gov.au/sites/default/files/2023-07/PolicyGuidelines_DeliveryOfChildrenTo%26CollectionFromEducation%26CareServicePremises.pdf


Preschool 
teacher(s) and 
educator(s) 

  

Preschool teachers and educators are responsible for working with the 
preschool leadership team to ensure: 

●​ all staff in the preschool and daily practices comply with this procedure. 

●​ this procedure is stored in a way that it is accessible to all staff, families, 

visitors and volunteers. 

●​ they are actively involved in the review of this procedure, as required, or 

at least annually. 

●​ details of this procedure’s review are documented. 

Procedure 

Arrival at 
preschool 

As children and authorised persons arrive at Irrawang Public School for 
Preschool arrival/departure, they MUST adhere to the following: 

●​ Remain in the care and under the supervision of a parent or carer until 
the preschool opens (8.55am). Families may wait outside the preschool 
gate or in the Foyer from 8.45am or Community Room. 

●​ If a child is left unaccompanied before the preschool opens, educators 
will collect the child, sign the child into the preschool and contact the 
Principal. The family will be contacted by the Principal and reminded they 
retain responsibility for the child until they are signed into the preschool.  

●​ In the case of a child being delivered to preschool by a sibling attending 
Irrawang Public school or another primary/high school. The family will be 
contacted by the Principal and asked to attend preschool to sign their 
child in. The Principal will stay with the child until a parent/carer arrives 
and will remind the parent/carer that an authorised person must sign their 
child into the preschool. All authorised person’s MUST BE 18 years or 
over.  

●​ No limit to the number of persons dropping off/picking up a child to 
Preschool. 

●​ Parent/Carers are not required to QR code in at the school gates. 

●​ On entering the preschool premises, each parent or carer must sign the 
arrivals and departures register, noting their time of arrival. The 
information included on the register is the child’s name, date, time of 
arrival and departure, signature and comments where families indicate 
who is collecting the child. The register has the children’s names 
pre-filled and it is located on top of the cabinet in the preschool foyer. 

●​ At drop off parents/carers are reminded to ‘Kiss and Say Goodbye’ and 
preschool staff will assist children to unpack their bags.  

●​ If a child is suffering separation anxiety, the teacher will collaborate with 
their parent or carer to develop a goodbye routine to support them. The 
preschool educators will make adjustments to the child’s routine 
depending on the needs of the child to reduce their anxiety.  

●​ At 9.15am an educator performs a head count and checks that the total 
number of children in attendance correlates with the number of children 



signed in. The number of attendees is then displayed in both the indoor 
and outdoor learning environments.  By 9:15am each day, the educator 
submits the Preschool roll via Sentral and total attendance recorded on 
the Sign In Book.  

●​ If a parent or carer has forgotten to sign their child in, an educator signs 
the child in and writes who they sighted (e.g. sighted Mum). Educators 
remind parent/carer at pick up to remember to sign their child in each day 
they attend preschool.   

●​ The arrivals register is monitored throughout the day to ensure it 
accurately reflects the number of children in attendance and that all 
children are accounted for. Educators display the number of children 
present at school in both the indoors and outdoor environments. 
Educators monitor the arrivals and departures register during transitions 
throughout the day e.g. at morning tea 10am, Lunch 12 noon and 
afternoon time 2pm and including when educators return from breaks and 
adjust the attendees display accordingly.    

●​ Preschool families are informed of the arrival procedure during the 
preschool interview process and are informed of this procedure in the 
Parent Handbook and Welcome Back Termly Letter. 

●​ A process (when required) will be in place for children arriving on a school 
bus service, from before school care or with a disability support service as 
stated below: 

If applicable: 

●​ The Preschool SLSO will collect the child from the school bus service or 
special transport and take the child to the preschool. They will sign them 
in at the beginning of the day, sign them out at the end of the day and 
take them to the school bus service or special transport driver.   

●​ After 8.50am, a call will be made to the SLSOs in the support unit/ or 
Executive who will be able to transfer the child to the preschool where 
the SLSO/educator will sign them in.  

●​ If a child is not delivered to the preschool as expected, a phone call will 
be made to the family and then to the transport driver to ascertain pick 
up/drop off times.  

●​ If the child will not be attending preschool, it is the family's responsibility 
to contact the preschool to notify of their absence. 

●​ If children arrive after this time, the preschool educator will adjust the roll 
and correct the attendance record and resubmit. The number of 
attendees is also changed for display in both the indoor and outdoor 
learning environments. 

●​ Upon arrival/departure parents/carers can inform teacher/SLSO of any 
potential concerns relating to their child’s day and ask any questions 
necessary. All other discussion points will need to be discussed in a 
meeting with the educator. 



Collection from 
preschool 

●​ Children are only able to leave the preschool premises in the care of a 
parent or carer (unless otherwise directed by a court order), or a person 
authorised by the parent or carer to collect their child – an authorised 
nominee or authorised collector. 

●​ All authorised person’s collecting children MUST BE 18 years or over. 
Only in exceptional circumstances will a person under the age of 18 be 
allowed to collect a child and this is at the Principal’s discretion. 

●​ Families record their child’s authorised collectors on the Preschool 
Enrolment Form. The School Administration Officer prepares and 
provides preschool educators with a collections register containing the 
names of authorised persons to collect each child.  

●​ Documentation regarding each child’s authorised collectors is kept 
current. Each term Educators remind families on Sentral Parent Portal to 
let educators know of any changes to the authorised collectors for their 
child.  

●​ The summary of authorised collectors is stored in a location in the 
preschool which is easily accessible to staff. The authorised collectors 
are stored next to the phone in the indoor environment and in the 
educator's office next to the phone. During the Preschool Induction, staff 
are informed of the location of this summary and are made aware they 
must refer to it when each child is collected from preschool.  

●​ If a parent or carer wants to make a change to the people they authorise 
to collect their child, the preschool enrolment form is updated, as well as 
any record of authorised collectors stored in the preschool.  

●​ If a parent gives verbal advice that a new or unauthorised person is to 
collect their child on a particular day - this must be put in writing from the 
family and messaged the educator via Sentral or emailed to the school. 
This is added to the child’s file. On the child’s next day of attendance the 
family will be asked if they would like to add this person. If so, an update 
to authorised persons form is completed and the child’s enrolment form 
updated. 

●​ When a parent or carer arrives to collect their child from preschool, they 
sign the arrivals and departures register to confirm the time they are 
taking the child from the premises. 

●​ After the preschool closes, the premises are checked to ensure no child 
remains. The educator who completes this check verifies they have done 
so, and that no child remains on the premises by signing and noting the 
time on the arrivals and departures register. The check is completed by 
the preschool SLSO and this is completed prior to 3:15pm or after the 
last child leaves.  

●​ If an educator witnesses a parent or carer taking their child from the 
premises, but they did not sign the arrivals and departures register, the 
educator signs the child out.  Educators remind parent/carer the next 
time their child attends preschool to sign their child out each day they 
attend preschool.    



●​ If a child is not on the premises, has not been signed out and the 
educators did not see them leave with their parent or carer, the parent 
must be phoned immediately to confirm the child’s whereabouts. 

●​ If a parent or carer is to be late to collect their child, they must phone in 
advance to inform the preschool educators. At 3.05pm the child will be 
taken to the front office where they will be supervised by office staff who 
will contact families again and inform them of their required actions to 
pick up their child. Preschool staff will sign child out of preschool.  

●​ If a parent or carer is late and has not contacted the preschool, they will 
be contacted to enquire who is collecting their child. If the parent is 
uncontactable the child’s emergency contact/s are phoned. 

●​ A parent or carer may give verbal advice in person, via email or over the 
phone, that a new person is authorised to collect their child. In this 
situation, a record must be made by the educator who receives the 
instruction, of the details. If this person is to become a regular collector, 
the parent must then update their child’s enrolment form to reflect this. 

●​ Any authorised collector, not already known to the preschool staff will be 
asked to verify their identity with photo identification. 

●​ A process is in place for children leaving the preschool in the care of an 
after-school service (FDC), on a school bus or with a disability support 
service. Upon departure, the preschool SLSO or supportive support unit 
SLSO (based on supervision ratios) will transition the child to the school 
bus or special transport service.  The Preschool SLSO will sign the 
arrivals and departures register. If the child has gone home early, the 
other service will be notified by the Preschool.  

Record of procedure’s review 

Date of review 
and who was 
involved 

31-3-21 
Michelle Lynch (Pedagogical Leader) 
Hylie McEvoy (Preschool Educator) 
5/11/21 
Michelle Lynch (Pedagogical Leader) 
Hylie McEvoy (Preschool Educator) 
27/1/22 
Michelle Lynch (Pedagogical Leader) 
4/3/22 
Michelle Lynch (Pedagogical Leader) 
3/3/23 
Michelle Lynch (Pedagogical Leader) 
Hylie McEvoy (Preschool Educator) 
22/9/23 
Michelle Lynch (Pedagogical Leader) 
Hylie McEvoy (Preschool Educator) 
3/5/24 
Michelle Lynch (Pedagogical Leader) 
Hylie McEvoy (Preschool Educator) 
7/3/25 
Michelle Lynch (Pedagogical Leader) 
Hylie McEvoy (Preschool Educator) 



Key changes 
made and 
reason why 

5/11/21 
-​ Changes made in relation to NSW Department of Health COVID-19 guidelines for 

Early Learning environments. 
-​ COVID-19 procedures for Irrawang PS for arrival/departure recorded for 

families/authorised persons. 
27/1/22 
-​ Updates made in relation to COVID-19- Smart measures for school 2022. 

4/3/22 
-​ Updates made in relation to ventilation requirements and eased COVID-19 

Restrictions 2022. 
-​ Updates made in relation to COVID-19 Update from Early Childhood Education. 

3/3/23 
-​ Families can wait in Foyer or Community Room from 8.40am. 
-​ Removed:  strongly recommended to wear a surgical mask if unable to social 

distance. 
-​ Time changed from 9.05am to 9.15am when an educator performs a head count 

and checks that the total number of children in attendance correlates with the 
number of children signed in. 

-​ Removed: The total number of children in attendance is recorded on the arrivals 
register, along with the signature of the educator who completed the head count. 

-​ Addition: an educator signs the child in and writes who they sighted (e.g. sighted 
Mum).  

-​ Removed: Procedure is given to families and replaced with: information is placed 
in the Preschool Handbook. 

-​ Removed: Parents/carers will be notified to collect their child from preschool if they 
are displaying symptoms during the day. 

-​ Addition: The check is completed by the preschool SLSO and this is completed 
prior to 3:15pm or after the last child leaves.  

-​ Removed: If a family is habitually late, a phone call will be made to the family 
regarding their punctuality, the principal will be notified and the HSLO may be 
approached for assistance.  

22/9/23 
-​ Removed COVID restrictive Practices 
-​ Added addition of total attendance you be recorded on the bottom of the sign in 

Book. 
-​ Addition of 18 years requirement for collection of a child.  
-​ Addition of Principals discretion to allow an under 18 year old to collect a child. 

3/5/2024 
-​ Updated (additional/deletions) as per Early Learning Leading and Operating 

Preschool Guidelines vSept2023. 
-​ Added ‘It’s Kiss & Goodbye Time!’ on arrival at Preschool. 
-​ Added specific time educators monitor the arrivals and departures register during 

transitions throughout the day e.g. at morning tea 10am, Lunch 12 noon and 
afternoon time 2pm.  

-​ Addition of parents/carers being informed of this Procedure in the Parent 
Handbook and Welcome Back Termly Letter. 

-​ Removal of summary of authorised collectors in the Casual Folder. 
-​ Time changed from 3.15pm to 3.05pm when a child will be taken to the front office 

where they will be supervised by office staff. 

 7/3/25 
-​ Added children are not to be delivered to preschool by a sibling attending Irrawang 

Public school or another primary/high school. All authorised person’s MUST BE 18 
years or over.  

-​ If a parent or carer is to be late to collect their child. At 3.05pm the child will be 
taken to the front office  Added Preschool staff will sign child out of preschool. 

-​ Added 
-​ Changed from 9.30am to 9:15am each day, the educator submits the Preschool 

roll via Sentral and total attendance recorded on the Sign In Book.  



Record of 
communication 
of significant 
changes to 
relevant 
stakeholders 

Principal: Email & Acknowledgement Spreadsheet 7/3/25 

Staff: Email & Acknowledgement Spreadsheet 7/3/25 

Parents: Sentral Parent Portal 7/3/25 

Please note, parents must be notified at least 14 days prior to a change that may have 
a significant impact on their service’s provision of education and care or a family’s 
ability to use the service. 
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