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MANAGING DUTY OF CARE – NON ATTENDING CHILDREN POLICY
PURPOSE  
Lower Plenty Primary School OSHC recognises that children who are not enrolled, or not booked to attend a session, may seek help from OSHC staff. Staff must protect their safety and wellbeing while arranging appropriate care. Children’s safety, rights and best interests are paramount.
This policy covers unexpected arrivals. If a booked child does not arrive or cannot be accounted for, immediately follow the safe arrival and missing child procedures.
SCOPE  
This policy applies to children, families, staff, volunteers, management and visitors of the OSHC Service, including Vacation Care and Pupil Free days.
IMPLEMENTATION  
· Keep the child safe and supervised, reassure them and notify the Coordinator or responsible person immediately. Work with the school as follows:
· Contact the school office. Escort the child only when a school staff member confirms they can accept responsibility and adequate OSHC supervision and ratios can be maintained.
· Hand the child directly to that staff member and record who accepted care and when. Never send the child alone or leave them at an unattended office.
· If the office is unattended, contact the Principal or delegate. For children already enrolled at OSHC but not booked for the session:
· Contact the parent/guardian or authorised nominee using service records to arrange collection or confirm the need for care.
· Record the child’s arrival and check their contact, medical and collection information before confirming additional care.
· Maintain approved capacity, educator-to-child ratios and adequate supervision. If more support is needed, immediately seek help from the Principal or delegate and approved provider to arrange extra educators or direct school supervision. Do not leave the child unsupervised or send them away.
· If the office is unattended and the child is not enrolled at OSHC:
· Confirm the child’s identity and seek verified parent/guardian and emergency contact details from school records or the Principal or delegate. Do not rely only on a person being known to the child.
· Keep the child under active supervision while contacting family and arranging a safe handover. Obtain relevant allergy, medical and support information promptly. A child in OSHC’s care must not be excluded from supervision or ratio calculations simply because they are not joining program activities.	Comment by Policy review: Removed the instruction to keep an unenrolled child outside licensed activities. Supervision and staffing obligations depend on the care being provided, not participation in an activity. Emergency ratio/capacity provisions have limited conditions and require approved-provider assessment. Sources: ACECQA Guide to the NQF, Quality Areas 2 and 4; Additional children at a service.
· If family and emergency contacts cannot be reached and no school staff member can accept care, contact Victoria Police for advice and assistance. Call 000 immediately if there is immediate danger or urgent medical need; do not wait for internal approval.
· For any child receiving OSHC care, complete the required attendance and enrolment records as soon as practicable. Record contact attempts, actions taken, care arrangements, arrival and departure times, and who accepted responsibility. Do not delay immediate protection while obtaining paperwork.
· Follow the arrivals and departures procedures for any handover from OSHC care. Verify the collector’s identity and authority, including for school staff, check court orders and record and sign the handover. Emergency authorities must be acting lawfully.
· Emergency exceptions to capacity or ratios are limited and must not be assumed. The approved provider must check the legal criteria, arrange safe care and notify the Victorian Early Childhood Regulatory Authority (VECRA) within 24 hours if additional children are cared for under the emergency provisions.
· Follow child protection procedures for suspected abuse or neglect. The approved provider must assess notification requirements and report any serious incident to VECRA through NQA ITS within 24 hours. Notify families and complete incident records as soon as practicable and within 24 hours where required.
FURTHER INFORMATION AND RESOURCES  
Education and Care Services National Law Act 2010 (Vic), including National Law sections 2A, 165, 167 and 174.
Education and Care Services National Regulations, including regulations 12, 85–87, 99, 123, 158, 160–162, 168–172 and 175–176.
National Quality Standard: Quality Areas 2 and 7. ACECQA: Guide to the National Quality Framework; Additional children at a service.
Read with the service’s arrivals and departures, safe arrival, missing child, enrolment, incident and child safe environment procedures, and the school’s supervision arrangements.
REVIEW CYCLE AND EVALUATION
Updated: 27 October 2026. Next review: October 2027, or earlier following an incident or change to requirements. The Coordinator and Principal or delegate will review implementation with staff.
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