
   

Safe Arrival of Children 

 POLICY/PROCEDURE 

Policy Statement 
We are committed to the safe arrival of children during travel between the school setting and outside 
school hours care. We have detailed processes, procedures and practices in this regard and ensure that all 
educators and staff implement them. We are committed to identifying and minimising risks and potential 
hazards to ensure children are not placed at risk of harm or hazard when travelling between other 
educational facilities and our OSHC Service.  

Background 
The Education and Care Services National Regulations require approved providers to ensure their services 
have policies and procedures in place in relation to the safe arrival of children who travel between an 
education and service and any other education or early childhood service.  

Children’s safety and wellbeing is of primary importance, and approved providers and their services must 
ensure that appropriate measures are in place to protect children from any harm or hazard, including 
during the time children are travelling to or from the service.  

The travel of children to, and away from, a service requires particular attention, particularly given how busy 
it can be at certain times and the number of people coming and going. Safeguarding children during travel 
between the service premises and other educational settings can be enabled by the creation of policies 
and procedures and an effective process for their implementation. 

Roles and Responsibilities 
Approved provider - Berri Primary School Governing Council 
●​ ensure that obligations under the Education and Care Services National Law and National Regulations are 

met  

●​ ensure that an attendance record 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, a nominated supervisor or 

educator (regulation 158)  

●​ ensure 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 for children during these periods of travel.  

●​ take reasonable steps to ensure 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   

●​ ensure systems are in place so that children only leave the service premises:  

o​ if they are given into the care of a parent, an authorised nominee named in the child’s enrolment 

record, or a person authorised by the parent or authorised nominee  

o​ in accordance with the written authorisation of the child’s parent or authorised nominee  

o​ if they are taken on an excursion or on transportation provided or arranged by the service, with 

written authorisation from the parent or authorised nominee  

o​ if they are given into the care of a person or taken outside the premises because the child requires 

medical, hospital or ambulance care or treatment, or because of another emergency (regulation 

99).  

●​ ensure that an enrolment record is kept for each child which contains the information set out in 

regulations 160 and 161, including authorisations from families  
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●​ ensure all supervision requirements are met during delivery of children to, and collection from, the service 

premises, including relevant educator to child ratios (regulations 122 and 123)  

●​ should any incidents occur relating to the safety of children during travel, (e.g. a child cannot be accounted 

for) ensure that the response meets all regulatory requirements, including implementing your Incident, 

injury, trauma and illness policy and procedures (regulations 86 and 87).  

●​ take reasonable steps to ensure that nominated supervisors, educators, staff and volunteers follow the 

Safe arrival of children policy and procedures.  

●​ ensure that copies of the policy and procedures are readily accessible to nominated supervisors, 

co-ordinators, educators and staff, and available for inspection.  

●​ notify families at least 14 days before changing the policy or procedures if the changes will: 

o​ affect the fees charged or the way they are collected or 

o​ significantly impact the service’s education and care of children or 

o​ significantly impact the family’s ability to utilise the service. 

Nominated supervisor/Director 

●​ implement the Safe arrival of children policy and procedures  

●​ ensure that an attendance record 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, a nominated supervisor or 

educator (regulation 158)  

●​ ensure 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 for children during these periods of travel  

●​ take reasonable steps to ensure that educators and staff are aware of, access and use the risk assessment 

to manage risks and maintain the safety of children during periods of travel   

●​ implement systems so that children only leave the service premises: 

o​ if they are given into the care of a parent, an authorised nominee named in the child’s enrolment 

record, or a person authorised by the parent or authorised nominee 

o​ in accordance with the written authorisation of the child’s parent or authorised nominee 

o​ if they are taken on an excursion or on transportation provided or arranged by the service, with 

written authorisation from the parent or authorised nominee 

o​ if they are given into the care of a person or taken outside the premises because the child requires 

medical, hospital or ambulance care or treatment, or because of another emergency (regulation 

99). 

●​ ensure that an enrolment record is kept for each child which contains the information set out in 

regulations 160 and 161, including authorisations from families  

●​ ensure all supervision requirements are met during travel to and from the service premises, including 

relevant educator to child ratios (regulations 122 and 123)  

●​ communicate any changes to the travel routine (e.g. a different walking route is proposed due to 

inclement weather) to educators and staff  

●​ should any incidents occur relating to the safety of children during travel between the service and an 

education or early childhood service, (e.g,. a child cannot be accounted for) ensure that the response 
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meets all regulatory requirements, including implementing your Incident, injury, trauma and illness policy 

and procedures (regulations 86 and 87) 

Educators 

●​ must be aware of and follow the Safe arrival of children policy and procedures  

●​ ensure that the attendance record is completed when children arrive and leave, including: each child’s 

name; the date and time they arrive and depart; and the signature of the person who delivers/collects the 

child, a nominated supervisor or educator  

●​ must be aware of, access and use the risk assessment to manage risks and maintain the safety of children 

during periods of travel   

●​ should any incidents occur relating to the safety of children during travel between the service and any other  

education or early childhood service, (e.g., a child cannot be accounted for) ensure that the response meets 

all regulatory requirements, including implementing your Incident, injury, trauma and illness policy and 

procedures (regulations 86 and 87)  

●​ ensure that, when leaving the service, children are:  

o​ given into the care of a parent, an authorised nominee named in the child’s enrolment record, or a 

person authorised by the parent or authorised nominee  

o​ given into the care of a person in accordance with the written authorisation of the child’s parent or 

authorised nominee  

●​ all supervision requirements are met during travel to and from the service premises, including relevant 

educator to child ratios (regulations 122 and 123)  

●​ communicate any changes to the travel routine (e.g., a different walking route is proposed due to inclement  

weather) to other educators and the nominated supervisor  

●​ be aware of the requirements should any incidents occur. 

Families 

●​ be aware of and follow the Safe arrival of children policy and procedures   

●​ remain up to date with the service’s practices related to the travel of children between the service and any 

other education or early childhood service, including knowledge of who holds the duty of care for children 

during periods of travel  

●​ provide authorisations in their child’s enrolment form and ensure the information is kept up-to-date  

●​ complete the attendance record when their child arrives and leaves, including: their child’s name; the date 

and time they arrive and depart; and their signature  

●​ communicate any changes to their circumstances that may impact the service’s practices related to the 

travel of children between the service and any other education or early childhood service, for example if 

their child will be absent from school and will not be attending the service  

●​ provide written authorisation should they require a person (other than the people listed in the enrolment 

record) to collect their child from the service. 

 

PROCEDURE – MISSING OR UNACCOUNTED CHILD   
Our OSHC Service and educators will develop clear procedures to follow in case of a missing or unaccounted child 

who is deemed missing whilst travelling to or from our OSHC Service from an educational facility. Parents must 

advise the service as early as possible of any changes to the child’s routine or activity.   

If the child does not arrive at our OSHC Service at the predetermined time the nominated supervisor/responsible  

person or educators will:  
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●​ check any communication from the family if the child does not arrive at our OSHC service at the 

pre-determined time.    

●​ contact the educational facility and confirm the child left the educational facility at the arranged time   

●​ the parents or authorised nominee to determine the location of the child  

●​ contact the Nominated Supervisor/Responsible Person to advise of the situation  

●​ where possible, help conduct a search of the route of travel, ensuring supervision of all children within 

care  

●​ liaise with Police, emergency services and parents as required  

●​ complete an incident, injury, trauma and accident record as soon as possible  

If the child does not arrive at the educational facility at the predetermined time, our service will:  

•​ assist the educational facility to provide details when the child left our OSHC service.    

•​ where possible, assist in a search of the route of travel, ensuring supervision of all children within care.    

•​ contact the Nominated Supervisor/Responsible Person and advise of the situation.    

•​ liaise with parents and the police/emergency services if required.    

Our OSHC Service will notify the regulatory authority within 24 hours of becoming aware of a serious incident, 

including if a child is missing or unaccounted for when travelling between our OSHC Service and an educational 

facility. 

Definitions 
ACECQA – Australian Children’s Education and Care Quality Authority  
The independent national authority that works with all regulatory authorities to administer the National Quality 
Framework, including the provision of guidance, resources and services to support the sector to improve 
outcomes for children.  
Source: acecqa.gov.au 
Authorised Nominee  
A person who has been given permission by a parent or family member to collect the child from the service or 
the family day care educator.  
Source : National Law (Definitions) 
Authorised Person 
Means:  
a. a person who holds a current WWCC [working with children check, or equivalent]; or  
b. a parent or family member of a child who is being educated and cared for by the service or the FDC educator; 
or  
c. an authorised nominee of a parent or family member of a child who is being educated and cared for by the 
service or the FDC educator; or  
d. in the case of an emergency, medical personnel or emergency service personnel; or  
e. a person who is permitted under the jurisdictional working with children law to remain at the service without 
holding a WWCC [working with children check, or equivalent].  
Source: National Law (Section 170) 
Education or early childhood service  
Means:  
a. a school,  
b. an education and care service,  
c. a children’s service, or  
d. any other service which provides education or care to children.  
Source : National Regulations (Regulation 102AA) 
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Enrolment Record  
The approved provider must ensure an enrolment record is kept for each child enrolled at the service, and the 
FDC educator must keep an enrolment record for each child they educate and care for. Information about what 
is required in the enrolment form can be found in the Guide to the NQF.  
National Regulations (Regulations 102, 102D, 160–162)  
Guide to the NQF (Management of records – Children’s enrolment record)  

Parent  
In relation to a child, includes:  
a. A guardian of the child; and  
b. A person who has parental responsibility for the child under a decision or order of a court.  
For regulation 99, ‘parent’ does not include a parent who is prohibited from having contact with the child. 
Source: National Law (Definitions)  

Regular Outing  
In relation to an education and care service, means a walk, drive or trip to and from a destination—  
a. that the service visits regularly as part of its educational program; and  
b. where the circumstances relevant to the risk assessment are substantially the same on each outing.  
Source: National Regulations (Definitions)  

Regular Transportation  
In relation to an education and care service, means the transportation by the service or arranged by the service 
(other than as part of an excursion) of a child being educated and cared for by the service, where the 
circumstances relevant to a risk assessment are substantially the same for each occasion on which the child is 
transported.  
Source: National Regulations (Definitions)  

Risk Assessment  
Assessing the risk means working out how likely it is that a hazard will harm someone and how serious the harm 
could be.  
Source: ACECQA – Risk assessment template: Excursions  

Transportation (that is part of the education and care service)  
Transportation forms part of an education and care service if the service remains responsible for children during 
the period of transportation. The responsibility for, and duty of care owed to, children applies in scenarios where 
services are transporting children, or have arranged for the transportation of children, including between an 
education and care service premises and another location, for example their home, school, or a place of 
excursion.  
Examples of transport not forming part of a service include:  
• private transport provided by families and carers (i.e. carers not engaged by/registered with a service)  
• transport provided and/or arranged by an entity other than the approved provider, e.g,. a school bus, and the 
children are not under the care of the approved provider  
• transport where the approved provider is providing the transport service in a capacity other than as the 
approved provider, e.g., a government department that provides an education and care service, provides school 
education, and provides a school bus to school students, on which the children who attend the service also 
travel for practical reasons (such as in a remote or rural location), when a disability service picks up children and 
transports them to school or an activity.  
Source: Guide to the NQF (Transportation) 
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Legislative Requirements 
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Section/Regulation Description 

Education & Care Services National Law Act (2010)  

Section 165 Offence to inadequately supervise children  

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

Section 175 Offence relating to requirement to keep enrolment and other documents  

Education & Care Services National Regulations (2011) 

Regulation 86  Notification to parents of incident, injury, trauma and illness  

Regulation 99  Children leaving the education and care service premises  

Regulation 102AAB   Safe arrival of children policies and procedures  

Regulation 102AAC  Risk assessment for the purposes of safe arrival of children policies and 

procedures  

Regulation 102C  Conduct a risk assessment for transporting children by the education and care 

service  

Regulation 102D  Authorisation for service to transport children  

Regulation 122 Educators must be working directly with children to be included in ratios 

Regulation 123 Educator to child ratio 

Regulation 158  Children’s attendance record must be kept by the approved provider  

Regulation 168 Education and care service must have policies and procedures 

Regulation 170  Policies and procedures to be followed  

Regulation 171   Policies and procedures to be kept available  

Regulation 172  Notification of change to policies or procedures  

NATIONAL QUALITY STANDARD (NQS)  

Standard 2.2  Safety Each child is protected. 

Standard 2.2.1 Supervision At all times, reasonable precautions and adequate supervision ensure 
children are protected from harm and hazard. 

Standard 2.2.2 Incident and emergency management Plans to effectively manage incidents and 
emergencies are developed in consultation with relevant authorities, practiced 
and implemented. 
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DATE CREATED: March 2026 

Approved by Berri Primary School Governing Council: June 2026 

 

TO BE REVIEWED:  June 2027 

_____________________________________________________________________________ 

Resources 

ACECQA 
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Standard 6.2 Collaborative partnerships Collaborative partnerships enhance children’s 

inclusion, learning and wellbeing.  

Standard 7.1 Governance Governance supports the operation of a quality service. 

Standard 7.1.2 Management systems Systems are in place to manage risk and enable the 

effective management and operation of a quality service.  
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