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SAFE TRANSPORTATION OF CHILDREN POLICY AND PROCEDURE

POLICY STATEMENT 

At Building Futures Care, the safety, health and wellbeing of children is the paramount consideration during all transportation arrangements. Building Futures Care recognises that transportation presents additional risks to children and is committed to implementing robust systems, procedures and risk management practices to ensure children are transported safely at all times.
Transportation may occur as part of excursions, regular outings, emergency situations, educational experiences or transportation arranged by the service. Building Futures Care will ensure all transportation is conducted in accordance with the Education and Care Services National Law and National Regulations, including requirements relating to risk assessments, written authorisations, supervision, educator-to-child ratios, vehicle restraints, attendance tracking and safe entry and exit procedures.
Transportation will only occur where appropriate planning, written parental authorisation and approved risk assessments are in place.
PURPOSE OF POLICY 

The purpose of this policy is to:
Ensure the safe transportation of children in the care of Building Futures Care.
Minimise risks to children’s health, safety and wellbeing during transportation.
Ensure compliance with legislative requirements and National Regulations.
Establish clear procedures and responsibilities for educators, coordinators and families.
Ensure systems are in place so no child is left behind, forgotten or inadequately supervised during transportation.

SCOPE OF THE POLICY 

This policy applies to:
Approved Provider
Coordinators
Family Day Care Educators
Relief Educators
Students and Volunteers
Families and Authorised Nominees

ROLES AND RESPONSIBILITIES 

Approved Provider / Coordination Unit Responsibilities

Building Futures Care will:
Ensure transportation practices comply with all legislative requirements.
Ensure educators understand and implement safe transportation procedures.
Ensure transportation risk assessments and written authorisations are completed and approved before transportation occurs.
Maintain systems to ensure no child is left unattended in a vehicle.
Ensure policies and procedures are readily available to educators and families.
Monitor educator compliance with transportation requirements.
Review transportation practices regularly.

Coordinator Responsibilities
Coordinators will:
Review and approve transportation risk assessments prior to transportation occurring.
Ensure written parent authorisations have been obtained.
Ensure educators advise the coordination unit of:
transportation destination
departure time
anticipated return time
children attending
Maintain communication with educators during transportation where required.
Ensure transportation records and documentation are maintained.
Occasionally attend excursion or outings to ensure policies and procedures are in place.

Educator Responsibilities
Educators must:
Always prioritise children’s safety, health and wellbeing during transportation.
Notify the coordination unit prior to transportation occurring. Advise the coordinator:
where they are going
the reason for transportation
departure and return times
children attending
Ensure all transportation risk assessments are completed and approved prior to transportation.
Obtain written authorisation from a parent or authorised nominee before transporting a child.
Conduct attendance checks and head counts before, during and after transportation.
Never leave a child unattended in a vehicle.
Ensure all children are safely restrained according to Queensland Transport legislation.
Ensure medication, emergency contacts and first aid equipment accompany children where required.
Maintain active supervision during transportation, including while children enter and exit vehicles.

Family Responsibilities
Families will:
Provide written authorisation for transportation.
Ensure emergency contact details are current.
Provide required medication and medical management plans.
Ensure children are appropriately dressed for outings and transportation.
Notify educators of any changes to a child’s medical or developmental needs.


PROCEDURE

Planning Transportation
Before transporting children, educators must:
Notify the coordination unit of the proposed transportation.
Provide:
destination and purpose
proposed route
departure and return time
names of children attending
means of transportation
Complete a Building Futures transportation risk assessment.
Obtain signed written authorisation from parents or authorised nominees.
Submit transportation documentation to the coordination unit for approval prior to transportation occurring.
Provide a map of proposed route for travel.

Transportation must not proceed until approval has been received.

Transportation Risk Assessments
Transportation risk assessments must identify and assess risks to children’s safety, health and wellbeing and include:
proposed route and duration of transportation
pick-up and destination location
means of transport
seatbelt and restraint requirements
water hazards
number of adults and children attending
supervision arrangements
additional supervision or specialised skills required
children’s medical or behavioural needs
emergency management procedures
mobile phone and emergency contacts
first aid requirements
entering and exiting procedures
embarking and disembarking procedures
attendance tracking procedures to ensure every child is accounted for
Ensure all risk associated with the place of the excursion 
Risk assessments for regular transportation must be reviewed at least every 12 months or sooner where circumstances change.



RISK ASSESSMENT FOR EXCURSIONS AND TRANSPORTATION

Educators must ensure all risks associated with the excursion destination, transportation route and surrounding environment have been identified, assessed and documented within the risk assessment prior to the excursion occurring.
Risk assessments must consider the specific location and identify actual and potential hazards relevant to the excursion environment, including but not limited to:
water hazards, bodies of water or wet surfaces
roads, traffic, parking areas and pedestrian access
weather conditions and environmental risks
unsafe surfaces, terrain, slopes or obstacles
animal or insect hazards
public access and unfamiliar persons
toileting and hygiene facilities
sun exposure and shaded areas
emergency access and evacuation points
availability of drinking water and shelter
age, developmental stage and abilities of children attending
supervision risks and visibility of children within the environment
medical, behavioural or additional support needs of children

Educators are required to conduct a site assessment where practical and ensure appropriate control measures are implemented to eliminate or minimise identified risks.
Where new hazards or risks are identified, or circumstances change, the risk assessment must be immediately reviewed and updated prior to the excursion proceeding.
No excursion or outing will occur unless all reasonably foreseeable risks have been identified, documented and strategies implemented to minimise risks to children’s safety, health and wellbeing.

Written Authorisations
Written authorisation must be obtained before transportation occurs.
Authorisation forms must include:
child’s name
reason for transportation
date of transportation (if not regular transportation)
description of regular transportation arrangements
destination and pick-up location
means of transport
expected transportation time
anticipated number of children attending
anticipated number of adults supervising
seatbelt and restraint requirements
confirmation that a transportation risk assessment has been completed and is available
Confirmation that Building Futures Care transportation policies and procedures are available
For regular transportation, written authorisation is required every 12 months unless circumstances change.
PARAMOUNT CONSIDERATION

At Building Futures Care, the safety, health, wellbeing and best interests of the child are the paramount consideration in all transportation and excursion decisions.
Transportation and excursions will only occur where risks have been assessed and strategies implemented to minimise hazards. Educators will ensure children are actively supervised at all times and individual needs, including developmental stages, medical conditions, additional needs and behaviours, are considered when planning transportation or excursions.
No excursion or transportation arrangement will proceed where child safety may be compromised.
RELATED POLICIES

* Providing a Child Safe Environment
* Medical Conditions Policy
* Incident, Injury, Trauma and Illness
* Emergency and Evacuation Policy
* Sun Protection Policy
* Water Safety Policy
* Excursion Policy

LEGISLATIVE REQUIREMENTS

Education and Care Services National Regulations

Regulation 89 – First Aid Kits
Regulation 90 – Medical Conditions
Regulation 99 – Children Leaving Service Premises
Regulation 102B – Transportation Risk Assessments
Regulation 102C – Transportation Authorisations
Regulation 122 – Educators Included in Ratios
Regulation 123A – Family Day Care Ratios
Regulation 124 – Number of Children in Family Day Care
Regulation 136 – First Aid Qualifications
Regulation 168–172 – Policies and Procedures
Regulation 183 – Record Keeping

National Quality Standard
QA2 – Children’s Health and Safety
QA4 – Staffing Arrangements
QA5 – Relationships with Children
QA6 – Collaborative Partnerships with Families
QA7 – Governance and Leadership

National Law & Regulations
Education and Care Services National Law Act
Education and Care Services National Regulations


ACECQA Excursion & Transportation Guidance
ACECQA – Excursions Policy and Procedure Guidelines
ACECQA – Excursion Risk Assessment Template
ACECQA – Risk Assessment and Management
ACECQA – Safe Transportation of Children Information Sheet (October 2020)
Guide to the National Quality Framework (NQF)

Queensland-Specific Guidance
Queensland Government – Excursions and Regular Outings
Queensland Government – Excursion Risk Assessment Template
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