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TRANSPORTING CHILDREN

POLICY STATEMENT

Our Service aims to transport children safely. We will ensure that all modes of transport undertaken will be safe and comply with all the required regulations. 
The educators will take specific steps to ensure the health, safety and wellbeing of the children.

CONSIDERATIONS
	Education and Care Services National Regulations
	102, 102A, 102B, 102C, 102D

	National Quality Standards
	2.2.1, 2.2.2

	Other Service policies/documentation
	· Incident, Illness, Injury & Trauma policy
· Risk Assessment policy
· Administration of First Aid policy
· Safe Arrival and Departure of Children Policy
· Delivery and Collection of Children Policy
· Emergency and Evacuation Policy
· Risk Assessments
· Excursion and Transport Runsheets
· Individual Child Transportation Plans
· Digital Attendance Records
· Educator Manual

	Other
	· Assisted School Travel Program (ASTP) Documents




PROCEDURE

a) General Transport Protocols
· Children must have written, signed permission from their parent/guardian before participating in any form of transport.
· Each transport scenario (walk, bus, car, ASTP) is assessed using a risk management plan that considers the environment, route, child needs, and staff allocation.
· Educators are responsible for carrying essential safety and communication equipment, including:
· Walkie talkies – for immediate contact with the Responsible Person and other educators.
· iPads – for real-time attendance and record-keeping through our digital systems.
· High-visibility vests – to ensure educators are clearly identifiable to children, families, and transport providers.
· Fully stocked excursion backpack – containing a first aid kit, emergency contacts, medications, and mobile phone.

b) Walking Transitions
· Walking transitions (e.g., to school, incursions) follow predetermined and risk-assessed routes developed in consultation with the school and local council.
· Educators supervise children closely by positioning themselves at the front, middle, and rear of the group. At least one educator must always be behind the last child.
· Children walk in two orderly lines, staying away from roads and hazards, and are taught pedestrian rules beforehand.
· Safety procedures include:
· Closing and securing any gates when entering or exiting school/service grounds.
· Conducting headcounts before, during, and after transitions.
· Keeping group size appropriate to ensure adequate supervision ratios.

c) Transport via Vehicle – Bus, Train, Tram, Ferry
· All children must have their own seat; where seatbelts are provided, educators ensure they are correctly fastened.
· Educators assist children on and off the vehicle and position themselves strategically throughout the vehicle to supervise behaviour and wellbeing.
· Before departure and upon arrival, educators conduct name-based headcounts and cross-check digital attendance rolls.
· Clear behaviour expectations are explained to children before boarding to ensure respectful conduct toward others, especially in public spaces.
· In the event of an accident:
· First aid is administered immediately.
· Emergency services (ambulance, police) are contacted if required.
· Nominated, families and the Parent Management Committee are notified.
· The Incident, Illness, Injury, and Trauma form is completed on return.
· The coordinator/RP gathers detailed information from other parties involved, including photos and contact details.

d) Assisted School Travel Program (ASTP)
· ASTP provides travel support for eligible children through NSW Department of Education contractors.
· Only children approved under ASTP may use this form of transport, and all arrangements (pickup times, changes) must be communicated clearly and promptly by families.
· ASTP drivers must:
· Hold a valid Working with Children Check (WWCC).
· Be prequalified and comply with ASTP Code of Conduct.
· Use safe, roadworthy vehicles with correctly fitted car seats that meet AS/NZS 1754 standards.
· Never leave a child unattended. If no authorised adult is present to receive the child, drivers must follow escalation protocols (e.g., return to school, call police).
· Use only the designated gate and hand the child directly to an educator.
· Upon arrival:
· Educators are notified via walkie-talkie or phone when the vehicle is close.
· The nominated educator meets the vehicle at Gate 3, confirms the child’s identity, escorts them safely to the service, secures the gate, and signs them in digitally.
· Any behaviour or transport concerns are documented and reported to the RP.

e) Individual Child Transportation Plans
· Developed for children requiring additional support or tailored risk control (e.g., anxiety, disability, absconding risk).
· These plans include specific behaviour strategies, support needs, and safe handover procedures.
· Plans are reviewed quarterly or after any significant incident.
· Educators involved in transport transitions must read and sign off on relevant child-specific plans.

f) Attendance and Communication Protocols
· Educators must greet all children by name and visually confirm their arrival.
· Digital rolls are updated in real-time, if a child is not signed in or accounted for:
· Investigate bookings, emails, and extra-curricular activities.
· Contact families by text or phone to determine the child’s whereabouts.
· A $10 administration fee applies for repeated non-notification by families.
· If a child is not located after reasonable efforts:
· Supervision of other children is ensured.
· An educator searches the school or local area.
· If unresolved, the police and the Department of Education are contacted within 24 hours.

g) Transport Documentation
· All transport activity must be documented and available for auditing or review, including:
· Daily travel and attendance logs
· Risk assessments tailored to each route or method of transport
· Incident and accident records
· Copies of transport permission forms and ASTP approvals
· Contact lists for families, educators, drivers, and service management
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