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PURPOSE
This policy provides a set of guidelines and procedure for keeping children safe while travelling between
Northern Schools Early Years staff services and other education or early childhood services.

POLICY STATEMENT

VALUES
Northern Schools Early Years staff is committed to:

e the safe arrival of children during travel between Northern Schools Early Years staff services and
other education or early childhood services and excursion, ensuring the health, safety and wellbeing
of children at all times, conducting risk assessments and ensuring authorisations are obtained from
parents/guardians

e providing adequate supervision of all children during the travel between Northern Schools Early
Years services and other education or early childhood services and excursion promoting road safety
education and safe active travel for children.

SCOPE

This policy applies to the approved provider, persons with management or control, nominated supervisor,
persons in day-to-day charge, early childhood teachers, educators, staff, students, volunteers,
parents/guardians, children, and others attending the programs and activities of Northern Schools Early Years
staff, including during offsite excursions and activities.

Ssjuapnis

sue|pJeng/siuaied
puUE SJ333UN|OA ‘S1030BIIU0)

pue Josiaiadns pajeulwon
JJB1S U330 ||e pue si1o1eanpa
‘1ayaeay pooyp|iyd Aje3

[043U02 JO JUBWISeuUBW YIM
suosJad pue yapinoad panosddy
934eyd Aep-03-Aep ul suosiad

R indicates legislation requirement, and should not be deleted

Ensuring that obligations under the Education and Care Services R R N N N
National Law and National Regulations are met
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Ensuring that nominated supervisors, educators, staff and
volunteers follow this policy and procedures

Ensuring that an attendance record (refer to Definitions) is kept
with each child’s name; the date and time they arrive and
depart; and the signature of the person who delivers or collects
the child (National Law — Section: 175, Regulation 158)

Ensuring that all parents/guardians have completed, signed and
dated their child’s enrolment form (refer to Enrolment and
Orientation Policy) including details of persons able to authorise
an educator to take their child outside the service premises
(Regulation 99, 160, 161)

Ensuring that parents/guardians or persons named in the
enrolment record have provided written authorisation
(Regulation 99) within the past 12 months where the service is to
take the child between Northern Schools Early Years staff
services and other education or early childhood services and
excursion , and that this authorisation is kept in the child’s
enrolment record (Regulation 161) (refer to Attachment 1 of the
Excursion and Service Event policy)

Ensuring that a child does not leave the service premises on a
regular outing unless prior written authorisation has been
provided by the parent/guardian or person named in the child’s
enrolment record, and that the authorisation includes all details
required under Regulation 99, 102(4)

Ensuring that a risk assessment is conducted to identify and
address any risks that a child’s travel may pose, and clearly states
who holds the duty of care (refer to Definitions) for children
during these periods of travel (National Law — Section: 167,
Regulations 102AAC)

Conducting a risk assessment at least once every 12 months, and
as soon as practicable after becoming aware of any circumstance
that may affect the safe arrival of children travelling between
Northern Schools Early Years staff services other education or
early childhood services and excursion (National Law — Section:
167, Regulations 102AAC)

Ensuring the risk assessment considers the following:

e identify and assess any risks travel between Northern
Schools Early Years staff services and other education
or early childhood services and excursions that may
pose to the safety, health or wellbeing of a child

e specify how the identified risks will be managed and
minimised

e the age, developmental stage and individual needs of
the child/ren

e the role and responsibilities of the nominated
supervisor, staff member, child’s parent, and authorised
nominee named in the child’s enrolment record

e the role and responsibilities of the Northern Schools
Early Years staff service staff and other education or
early childhood services and excursion personnel for
when each individual child is entering or leaving the
service premises
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e the communication arrangement between Northern
Schools Early Years staff services and other education
or early childhood services and excursion personnel that
the child is entering.

e the procedure to follow when Northern Schools Early
Years staff has identified the child is missing or cannot
be accounted for during the child's travel

e given the risk posed by the child's travel, the number of
educators or other responsible adults that are
appropriate to provide supervision

e the proposed route and destination, including any
proximity to harm or hazards

e The process for entering and exiting:

o the service premises
o the pickup location or arrival location

e the procedure to be followed by Northern Schools Early
Years staff to ensure the child leaves a service premises
in accordance with Regulation 99

Ensuring any identified risks are updated as soon as practicable

Ensuring a record is kept of each risk assessment conducted
under Regulation 102 AAC

Ensuring a new risk assessment is completed when
circumstances change for travel between Northern Schools Early
Years services and other education or early childhood services
and excursion venues.

Ensuring that nominated supervisors, educators and staff are
aware of, access and use the risk assessment to manage risks
and maintain the safety of children during travel to or from the
service

Ensuring all supervision requirements are met during delivery of
children to, and collection from, the service premises, including
relevant educator to child ratios (National Law — Section: 165,
Regulations 122 and 123)

Ensuring that if any incidents were to occur relating to the safety
of children during travel, (e.g. a child cannot be accounted for)
that the response meets all regulatory requirements, including
implementing the Incident, injury, trauma and illness policy
(Regulations 86 and 87)

Taking a portable first aid kit (including required medication for
dealing with medical conditions) when travelling between
Northern Schools Early Years services and other education or
early childhood services and excursion venues. (Regulation 89)

Communicating any changes to the travel routine (e.g. a
different walking route is proposed due to inclement weather) to
educators and staff

Providing road safety education as part of the curriculum
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BACKGROUND AND LEGISLATION

BACKGROUND

The Education and Care Services National Regulations mandate that approved providers establish policies and
procedures regarding the safe travel of children who travel between an educational service and any other
educational or early childhood service, for example from a kindergarten service to a long day care service.

Ensuring the safety and wellbeing of children in Early Education and Care (ECEC) services is the utmost
priority, and approved providers and ECEC services must take necessary steps to safeguard children from
potential harm or dangers, especially during their travel to and from the service.

Particular attention should be given to the transportation of children, especially during peak traffic times and
high foot traffic periods. Protecting children during their journey between the service and other educational
settings can be accomplished by preparing comprehensive policies and procedures, along with an effective
implementation process.

LEGISLATION AND STANDARDS
Relevant legislation and standards include but are not limited to:

e Education and Care Services National Law Act 2010

e Education and Care Services National Regulations 2011
e National Quality Standard

e Road Safety Act 1986

e Road Safety Road Rules 2009 (Vic

The most current amendments to listed legislation can be found at:

e Victorian Legislation — Victorian Law Today: www.legislation.vic.gov.au
e Commonwealth Legislation — Federal Register of Legislation: www.legislation.gov.au

The terms defined in this section relate specifically to this policy. For regularly used terms e.g. Approved
provider, Nominated supervisor, Notifiable complaints, Serious incidents, Duty of care, etc.

Adequate supervision: (In relation to this policy) supervision entails all children (individuals and groups) in all
areas of the service, being in sight and/or hearing of an educator at all times including during toileting, sleep,
rest and transition routines. Services are required to comply with the legislative requirements for educator-
to-child ratios at all times. Supervision contributes to protecting children from hazards that may emerge in
play, including hazards created by the equipment used.

Adequate supervision refers to constant, active and diligent supervision of every child at the service, including
during travel from one service to anther. Adequate supervision requires that educators are always in a
position to observe each child, respond to individual needs and immediately intervene if necessary. Variables
affecting supervision levels include:

e number, age and abilities of children

e number and positioning of educators

e current activity of each child

e areas in which the children are engaged in an activity (visibility and accessibility)

e developmental profile of each child and of the group of children
e experience, knowledge and skill of each educator
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need for educators to move between areas (effective communication strategies).

Attendance Record: Kept by the service to record details of each child attending the service including name,
time of arrival and departure, signature of person delivering and collecting the child or of the nominated
supervisor or educator.

Regular outing: (In relation to education and care services) means an excursion such as a walk, drive or trip
to/from a location that the service visits regularly as part of its educational program, and where the
circumstances covered by the risk assessment are the same on each trip. If an excursion is a regular outing,
an authorisation from parents/guardians is only required to be obtained once every 12 months. A new
authorisation is required if there is any change to the circumstances of the regular outing.

SOURCES

ACECQA, Risk Assessment and Management Tool: https://www.acecga.gov.au/ngf/national-quality-
standard/quality-area-2-childrens-health-and-safety

Belonging, Being & Becoming — The Early Years Learning Framework for Australia:
WWwWw.acecqa.gov.au

Guide to the National Quality Standard, ACECQA: www.acecga.gov.au

Victorian Early Years Learning and Development Framework: www.education.vic.gov.au

RELATED POLICIES

Acceptance and Refusal of Authorisations
Delivery and Collection of Children

Enrolment and Orientation

Excursions and Service Events

Child Safe Environment and Wellbeing
Supervision of Children

Road Safety Education and Safe Road Transport

In order to assess whether the values and purposes of the policy have been achieved, the Northern Schools
Early Years Inc. will:

regularly seek feedback from everyone affected by the policy regarding its effectiveness

monitor the implementation, compliance, complaints and incidents in relation to this policy

keep the policy up to date with current legislation, research, policy and best practice

revise the policy and procedures as part of the service’s policy review cycle, or as required
notifying all stakeholders affected by this policy at least 14 days before making any significant
changes to this policy or its procedures, unless a lesser period is necessary due to risk (Regulation
172 (2)).

ATTACHMENTS
e Attachment 1. Risk assessment and management template
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AUTHORISATION
AUTHORISATION

This policy was approved by the Board of Northern Schools Early Years staff on 25 /11/2025 and
adopted on the 9/12 /2025

g -
Signed

Name: Sigrid Hyett, CEO, Northern Schools Early Years Cluster Inc.

DE Approved Provider appointed person with management and control NSEYC

REVIEW DATE: Nov/2028
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Attachment 1

Risk assessment and management template - Excursions

Approved providers, nominated supervisors and family day care educators must ensure a risk assessment is carried out before
children are taken outside the service premises on an excursion. Prior authorisation must also be obtained from parents or other
authorised nominees.

ACECQA has prepared this template to assist services in undertaking risk assessments before children leave the service premises as
part of an excursion, which services may wish to incorporate within their own risk assessment material.

Regulation 101 of the Education and Care Services National Regulations includes the minimum risk assessment considerations for
excursions, including specific considerations when an excursion involves transporting children.

Note: A risk assessment is only required to be completed at least once for a 12 month period if the excursion is a ‘regular outing™®’.

*Regular outing: means a walk, drive or trip to and from a destination that 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 assessment and management template - Excursions

Service Name

Excursion details

Date (s) of excursion.

If it is a regular outing include a
description of when children are to
be taken on regular outings.

Proposed activities.

List all activities that will take place
during the excursion.

Pick up location and destination

(s).

List each location travelled to and
from as part of the excursion.

E.g., the museum, park for lunch
and service.
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Estimated departure and arrival
times and duration of the
excursion.

E.g., from the service to each
destination and returning to the
service.

Proposed route

You can include an image of the
route sourced online.

Means of transport

E.g., public bus, private bus, coach,
private car, taxi, tram

Requirements for seatbelts or
safety restraints in your state or
territory have been met.

Yes / No

Comment:

Number and full names of each
adult involved in the excursion.

E.g., service staff, family members,
volunteers

The number of educators /
responsible adults, appropriate to
provide supervision, and whether
any adults with specialised skills
are required.

E.g. for children’s individual needs.

The number of children involved
in the excursion.

Any water hazards during the
excursion, including any risks
associated with water-based
activities?

If yes, detail in the risk assessment
table below.

Yes / No

Comment:
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Educator to child ratio, including
whether this excursion warrants a
higher ratio.

Provide details in the risk
assessment table below.

Describe the process for entering and exiting the service premises and the pick-up location or destinations (as
required); (include how each child is accounted for):

Describe the procedures for embarking and disembarking the vehicle (include how each child is accounted for

in embarking and disembarking):

BIRFirst aid kit BElList of adults involved in the excursion
BElList of children involved in the excursion BEIContact information for each adult
BREIContact information for each child EEIMobile phone / other means of communicating with the

service & emergency services

ERMedication, health plans and risk assessments | EROther items, please list
for individual children

Use the table below to identify and assess risks to the safety, health or wellbeing of children attending the
excursion, and specify how these risks will be managed and minimised (regulation 101(1)). This must include any
risks associated with water-based activities.

Risk assessment

Activity Hazard Risk assessment | Elimination/control Who When
identified (use matrix) measures
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(Press tab to add more rows)

Consequences

Page 10 of 11

Likelihood

Rare Unlikely Possible -
Major Moderate --
Significant Moderate Moderate --
Moderate Low Moderate Moderate -

Very low Low Moderate Moderate Moderate

Very low Very low Low Moderate Moderate
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Plan and Review

Plan prepared by: Full name: Date:
Signature:

Role/Position:

Prepared in consultation with: Full name:
Signature:

Role/Position:

Communicated to all relevant staff: Yes / No

Comment if needed:

Vehicle safety information reviewed and Yes / No

attached:
Comment if needed:

Risk assessment to be evaluated and Date:
reviewed on:

A risk assessment must be undertaken prior
to an excursion being undertaken (and
before seeking authorisation for that
excursion to be undertaken - see regulation
102). If the excursion is a 'regular outing'*, a
risk assessment must be undertaken at least
annually.
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