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Safe Transportation of Children Policy

National Quality Standard

Area 2 - Children’s health and safety

Standard 2.2

Safety

Element 2.2.1

Supervision: At all times, reasonable precautions and
adequate supervision ensure children are protected from
harm and hazard

Element 2.2.2

Incident and Emergency Management: Plans to effectively
manage incidents and emergencies are developed in
consultation with relevant authorities, practised and
implemented

Element 2.2.3

Child Protection: Management, educators and staff are
aware of their roles and responsibilities to identify and
respond to every child at risk of abuse or neglect.

Area 6 - Collaborative partnerships with families and communities

Standard 6.2

Collaborative Partnerships

Element 6.2.3 - Community
engagement

Community engagement: The service builds relationships
and engages with its community.

Area 7 - Governance and Leadership

Standard 7.1

Governance

Element 7.1.2

Management systems: Systems are in place to manage risk
and enable the effective management and operation of a
guality service

Children (Education and Care Services) National Regulations (2011 SI 653):

Reg. 13 Meaning of working directly with children

Reg. 85 Incident, injury, trauma and illness policies and procedures

Reg. 89 First aid kits

Reg. 98 Telephone or other communication equipment

Reg. 99 Children leaving the education and care service premises

Reg. 100 [ Risk assessment must be conducted before excursion

Reg. 101 | Conduct of Risk Assessment for Excursion

Reg. 102 | Authorisation for excursions

Reg. 122 | Educators must be working directly with children to be included in ratios
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Reg. 123 | Educator to child ratios—centre-based services

Reg. 136 | First aid qualifications

Reg. 158 | Children’s attendance record to be kept by approved provider

Reg. 160 | Child enrolment records to be kept by approved provider and family day care
educator

Reg. 161 | Authorisations to be kept in enrolment record

Reg. 168 | Education and care service must have policies and procedures

Reg. 170 | Policies and procedures to be followed

Reg. 171 | Policies and procedures to be kept available

s 165 Offence to inadequately supervise children

s 167 Offence relating to protection of children from harm and hazards

Links to the Child Safe Standards

Standard 1 - Child safety and This policy demonstrates our service’s commitment to
wellbeing is embedded in child safety by embedding clear governance,
organisational leadership, procedures, and leadership responsibilities into all
governance and culture. transportation practices.

Standard 2 - Children participate in
decisions affecting them and are
taken seriously

Children are supported to understand transport
routines, safety rules, and their right to speak up if
they feel unsafe, ensuring their voices and experiences
inform our practice.

Standard 4 - Equity is upheld and
diverse needs respected

Transport risk assessments and procedures consider
the individual needs of children, including health
conditions, additional support needs, and cultural
considerations, so that every child is transported
safely and respectfully

Staff are provided with training, risk assessments, and

Standard 5 - People working with  [clear guidelines on supervision, emergency
children are suitable and supported |procedures, and one-on-one transport, equipping

them to identify and respond to risks effectively.

Standard 8 - Physical and online
environments minimise
opportunities for harm

Transport practices, including the use of visible routes,
high-visibility vests, and mandatory communication
devices, ensure that children are always in safe
environments with minimal opportunity for harm.
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Related Policies

Safe Arrival of Children

Providing a Child Safe Environment

Incident, lliness, Trauma and Accident

Governance, Management and Record Keeping

Extra Curricular Activities

Excursions Policy

Emergency and Evacuation

Dealing with Medical Conditions/Medical Administration

Child Protection

Administration of First Aid

Policy Statement:

Adventure OSHC is committed to ensuring the safe transportation of children during
excursions, regular outings, and approved extracurricular activities. Transportation will only
occur with prior written authorisation from families and after a risk assessment has been
completed.

We recognise that one-on-one transport situations may arise (e.g., walking a single child to
extracurricular activities). These are managed with strong safeguards to protect children and
staff, in line with Child Safe Standards and best practice.

Purpose:

To provide clear procedures and safeguards that protect the safety, wellbeing, and rights of
children during any form of transport, including bus travel and walking transport to
extracurricular activities.



ADVENTURE OSHC ™™

N

Scope:

Applies to all children, families, staff, management, volunteers, and external providers

involved in the transportation of children.

Implementation:

These procedures operate in conjunction with the Safe Arrival of Children Policy to ensure a

consistent, service-wide approach to accounting for children at all transition points.

GENERAL REQUIREMENTS - ALL SERVICES

Management/Nominated Supervisor/Responsible Person will:

Ensure all transport complies with relevant legislation and road/transport authority
requirements.

Ensure a risk assessment is completed prior to transportation, updated annually or
sooner if routes, transport modes, or risks change.

Ensure that all educators are aware of supervision requirements during transport
Ensure all staff involved in transport hold a verified Working With Children Check
(WWCC) and are briefed on one-on-one risk minimisation strategies prior to
conducting transport.

Ensure that at least one (but as many as possible) educators involved in transport are
trained in:

- Child Protection

- Emergency and first aid procedures
Provide educators with necessary equipment: high-vis vests, first aid kits, service
phone, emergency contact lists, walkie talkies.
Ensure ratios are maintained both at the service and during transportation.
Ensure transport authorisations, rolls, and risk assessments will be retained in line

with Regulation 183 record retention requirements.

Educators will:

Maintain accurate transport rolls via Xplor/Playground.

Ensure children are prepared and wearing high-visibility vests.

Conduct head counts and roll calls at departure, arrival, and return.

Escort children using the most direct, safe route, avoiding enclosed or isolated areas.
Ensure children are supervised at all times and understand safety expectations (e.g.,
staying with the group, road safety).
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e Obtain face-to-face handover with signature from extracurricular providers or
parents before leaving a child in their care.

e Communicate with the RP when leaving and returning to the service.
Empower children by explaining transport safety rules in child-friendly ways and
encouraging them to speak up if they feel unsafe.

Families will:
e Provide written authorisation for all transport arrangements, including details of
location, dates, times, and providers.
Notify the service if their child does not require transport on a scheduled day.
Inform any extracurricular providers that Adventure OSHC staff will hand over their
child and a signature is required.

Authorisations

An authorised person’s permission must be obtained before transporting children to or from
the service. By signing the permission form the parent/guardian is authorising their child to
be transported to or from the service to the excursion location.

Authorisation for transport must include:
e Child’s name
e Reason for transportation
e |[f the authorisation is for regular transportation, a description of when the child
is to be transported
e If the authorisation is not for regular transportation, the date the child is to be
transported
A description of the proposed pick-up location and destination
The means of transport
The period of time during which the child is being transported
The anticipated number of children likely to be transported

The anticipated number of Educators and any other adults who will accompany
and supervise children during the transportation
® Any requirements for seat belts or safety restraints under a law of each
jurisdiction in which the child is being transported
e That a risk assessment has been prepared and is available
That policies and procedures for transporting children are available
e |[f the transportation is ‘regular transportation’ the authorisation is only required
once in a 12 month period.

Risk assessment
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A Risk Assessment form must be prepared prior to transporting children in
accordance with R102D. A sample Excursion Assessment template can be
downloaded from the ACECQA website.

Once an initial risk assessment has been carried out for regular transportation, risk

assessment authorisation is only required to be obtained at least once in a 12 month
period for regular outings. However, risk assessments will be reviewed and updated
not only annually, but also whenever there are changes to the route, transport
mode, or new hazards (e.g., roadworks, construction, detours) that may impact
children’s safety.

Regular outings means a walk, drive or trip to and from a destination the service
visits regularly as part of its educational program, and where the circumstances
relevant to the risk assessment are substantially the same on each outing.

Risk assessments for excursions will be reviewed and rewritten prior to every
excursion.

Risk Assessment will include:

The proposed route and duration of transportation;

The proposed pick-up location and destination;

The mode of transport;

Any requirements for seatbelts or safety restraints under a law of each jurisdiction in
which the children are being transported;

Any water hazards

The number of adults and children involved in the excursion;

The number of children being transported and how many educators or other
responsible adults will be required to ensure appropriate supervision. This number
will be determined by taking into consideration the risks posed by the transportation
of children and whether any adults with specialised skills are required along.

The process for entering and exiting the service and the pick-up location (as required)
Procedures for embarking and disembarking the transport, including how each child
will be accounted for on embarking and disembarking.

The items that should be taken when transporting children, for example, first aid kit,
mobile phone and a list of emergency contact numbers.

Supervision

Children will be supervised at all times

Children will be orientated to the risk elements and transportation procedures prior
to commencing the service. This would include elements such as where the
collection point is and how to embark and disembark the transport.
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Adequate numbers of educators to effectively supervise the children must be
rostered on transportation. The numbers of educators must take into consideration
the ages and developmental stage of the children being transported and be based on
the risk assessment.

Head counts and roll calls must be conducted regularly throughout the delivery and
collection of children.

An educator must inspect the mode of transport at the end of the journey to ensure
no children or belongings are left on the transport.

Information and Equipment

Information and equipment to be taken for the safe transportation of children will
include:

A list of all children with relevant personal details and family contact phone numbers.
A list of any special needs of children such as health conditions, additional needs etc.
A list of emergency procedures and contact numbers.

A first aid kit.

Any medication for children travelling, and the service’s spare epipen and asthma
puffer.

A fully charged mobile phone.

Other information/equipment noted on the Risk Assessment.

Breakdowns

In the event of a breakdown, the RP will contact the NS who will liaise with the bus
company in organising alternative transport.

The RP or NS will contact parents to advise them of a change in plans and provide
updates regularly.

Accidents

The RP/NS will check if any children or educators are hurt, conduct first aid or phone
an ambulance, if necessary.

The NS will be contacted to advise them of the accident and they will arrange
alternate transport with the assistance of the transport company.

The RP will call the police if necessary.

All Educators will ensure that children are comforted.

Serious Incident Notifications

In the event of a serious incident during transport (e.g., a child goes missing, requires

emergency medical treatment, or there is a vehicle accident causing injury), the Nominated
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Supervisor/Approved Provider will notify the Regulatory Authority within the required

timeframes, in line with our Incident, Injury, Trauma and lliness Policy.

WALKING TRANSPORT - OATLEY ONLY

Where parents request to have their children walked to an extra curricular activity during

after school care hours:

Parents will:

Contact the service with an appropriate amount of time for safe transport
arrangements to be made

Provide as much details as possible in their transport request form and authorisation
to ensure the efficiency and safety of the walking transport service

Let the service know with as much notice as possible should their child not require
the transport on any given day where they usually would

Let the providers of the child’s extra curricular activity know that their child will be
dropped off by Adventure OSHC staff at specific days and times, and that face to face
contact between care providers and a signature during handover will be required

Management will:

Ensure parents are aware of their responsibilities when making use of this service
Ensure staff are provided with the necessary equipment for the safe transportation
of children

Ensure staff are trained and understand their responsibilities when transporting
children

Ensure ratios are maintained at all times, both at the service and within the group
engaging in the transport service

Educators will

Ensure they understand their role and responsibilities when transporting children
Ensure children are prepared to leave the service in a timely manner

Ensure children leaving the service are wearing a high vis vest

Ensure they are wearing a high vis vest

Ensure they communicate with the RP when leaving with the children, and
confirming the identity and number of children to be taken

Walk children to their destination in the quickest and most direct, safe route
Make contact with the person to be looking after the child and obtain a name and
signature on the sign out sheet, before leaving the child in their care
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e Sign the child out via Xplor and note the person who the child was left with in the
notes section
e Communicate with the RP on their return to the service

Overdue Return Emergency Plan
If an educator and child/group do not return within 10 minutes of the expected time:

1. Immediate Contact

- The Responsible Person (RP) will attempt to contact the transporting educator via the
service phone.

- If no response within 2 minutes, the RP will call the extracurricular activity provider
to confirm whether the child was delivered.

2. Escalation
o If the educator/child cannot be located quickly, the RP will:
- Call the Nominated Supervisor or Approved Provider to advise of the
situation.
- Initiate a roll check at the service to confirm all other children are
accounted for.

3. Parental Notification
- Parents/carers of the affected child(ren) will be contacted to inform them of the
situation and reassured that safety procedures are being followed.

4. Emergency Services
- If the educator and child(ren) cannot be contacted or located within 15 minutes, the
RP will call 000 (Police) and follow their instructions.

5. Documentation

- All actions will be recorded as an incident in the 1Place Compliance System and the
Incident, Injury, Trauma and Iliness Policy will be followed.

- Ifthe incident meets the definition of a serious incident, the Regulatory Authority will
be notified within 24 hours.
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REGULAR BUS TRANSPORT - BLAKEHURST ONLY

This section applies to the regular transportation of children between Blakehurst OSHC and
Bald Face Public School using the service’s private bus.

Transportation practices comply with Regulations 101A-102F and 102AAC of the Education
and Care Services National Regulations.

Embarking Procedure at the Service Premises
(Reg 102E)

Note: Children will not embark the service until all children listed have been accounted for.
The bus driver will not be left as the sole supervisor of children under any circumstances.

When children embark the service vehicle at Blakehurst PS (BSC) and Bald Face PS (ASC):

1. A staff member with First Aid and Child Protection training who is not driving the
vehicle will be present during boarding.
2. Each child will be individually accounted for prior to boarding through:
o Roll call against the attendance record
o Visual confirmation of the child
o Confirmation of booking
3. Seatbelts will be checked prior to departure.
Immediately after all children have embarked:
A Transportation Record will be completed.
o The record will confirm each child has been individually accounted for.
The method used to account for each child (roll call + visual confirmation) will
be documented.
o The date and time the record is made will be recorded.
The staff member conducting the boarding check will sign the record.

The bus will not depart until all children have been accounted for or their absence has
been confirmed (If this causes a delay, parents/carers of children on the bus will be notified
via phone). See ‘Safe Arrival of Children During Transport’ section below.

Disembarking Procedure at the Service Premises

(Reg 102F)
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When children disembark the service vehicle at Bald Face PS (BSC) and Blakehurst PS (ASC):

1. A staff member or Nominated Supervisor who is not driving the vehicle will be
present when children disembark.
2. Each child disembarking will be individually accounted for through:
o0 Roll call against the transport record
o Visual confirmation of the child exiting the vehicle
3. The staff member will examine the interior of the vehicle, including:
o All seats
o Under seats
o Rear and aisle areas
o Any storage compartments accessible to children
4. The staff member will verbally confirm the vehicle is clear.
5. Immediately after all children have disembarked:
o A Transportation Record will be completed.
o The record will confirm each child has been individually accounted for.
o The method used to account for each child will be documented.
o Confirmation that the vehicle examination has been carried out will be
recorded.
The date and time will be documented.

O

The staff member will sign the record.

Children will not enter the service environment until supervision positions and ratios are
confirmed.

Safe Arrival of Children During Transport
(Regulation 102AAC)
To ensure all children expected for transport are accounted for:

e Atransport roll will be generated prior to each journey and used to immediately
verify all children expected for transport.

e Children will remain under educator supervision and will not board the bus until all
children expected for transport have been accounted for, or their absence has been
confirmed.

e [f a child expected for transport does not present for boarding:

o A headcount and roll verification will be conducted immediately
o0 The educator will maintain supervision of the group and delay boarding
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o The educator will contact the school and/or parent to confirm the child’s
whereabouts
o The Responsible Person/Nominated Supervisor will be notified
Where required, school staff or additional service staff will assist to locate
the child
If a child cannot be accounted for at any point during transport:
o A headcount and roll verification will be conducted immediately
o The Responsible Person/Nominated Supervisor will be notified
o The service will coordinate checks of relevant environments, including the
vehicle
If the child’s location cannot be confirmed promptly, the service will:
o Escalate to the Approved Provider
o Contact emergency services if required
At all times, children will remain under the direct supervision of an educator, and
will not be left on the bus without an educator present.

Transportation Record Requirements

(Regs 102E & 102F)

For each occasion children are transported, a Transportation Record will be completed and

retained. The record will include:

Date of transport

Route (to or from school)

Vehicle registration number

Name of bus driver

Name of educator conducting boarding/disembarking checks
Names of accompanying educators

Confirmation each child has been individually accounted for
Method used to account for each child (roll + visual)
Confirmation that a physical inspection of the vehicle has been conducted (where
required)

Time of departure

Time of arrival

Date and time the record is made

Signature of the staff member responsible
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Transportation records are separate from attendance records and retained in accordance
with Regulation 183.

Bus Driver Requirements

Where a private bus driver is engaged:

The driver must hold the appropriate class of driver’s licence.

Licence details will be verified annually.

The driver must hold a valid Working With Children Check.

The driver must be inducted into the service’s Child Safe Code of Conduct.

The driver must not be solely responsible for supervision of children.

The driver does not count toward educator-to-child ratios unless working directly
with children in accordance with Regulation 122.

Emergency Evacuation — Bus

In the event of emergency during transport:

The bus will pull over to a safe location.

If evacuation is required, children will exit in a controlled manner.

A roll call and headcount will be conducted immediately.

Emergency services will be contacted if required.

Parents will be notified as soon as practicable.

The incident will be documented in 1Place and reported where required.
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Sources:

ACECQA Safe Transportation of Children Information sheet
My Time, Our Place
National Quality Framework

Education and Care Services National Regulations (2011 SI 653)
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