Local procedure for the safe arrival of children

Background

This template was developed to support compliance with the Education and Care Services National Regulations
(National Regulations), including regulations 102AAB, 102AAC and 168(2)(gb), which concern requirements for
education and care services to have policies and procedures for the safe arrival of children who travel between an
education and care service and any other education or early childhood service.

Under the National Regulations, an ‘education or early childhood service’ means a school, an education and care
service, a children’s service, or any other service which provides education or care to children.

As such, this procedure template may be used to address children’s travel between your service and a school,
preschool, OSHC, occasional care service, rural care service, long day care service, family day care service, or any
other service providing education or care to children.

Completing this template

To comply with regulation 102AAB(2) of the National Regulations, the Department for Education requires services to
develop a local procedure in consultation with staff from the service, parents of children attending the service, and
children attending the service (if applicable).

Your local procedure should also be informed by your risk assessment for safe arrival of children. The risk
assessment template for the safe arrival of children must be used by services.

This local procedure template was developed with reference to ACECQA policy and procedure guidelines. You can
refer to ACECQA guidelines to inform the content of your local procedure.

Instructions in this template are in grey boxes and should be removed once drafting is finalised.

Woodcroft Heights Children’s Centre: Safe arrival
of children procedure

Purpose

This procedure details how we will meet our commitment to ensuring the safety and wellbeing of children
who travel between Woodcroft Heights Children’s Centre and other education or early childhood services.

Background

It is recommended that you attach a copy of the risk assessment/s used to inform your procedure. Reference to
attaching the risk assessment is included in the text below.

This procedure addresses the requirements in regulation 168 of the Education and Care Services National
Regulations (National Regulations) for education and care services to have policies and procedures in place
for the safe arrival of children who travel between an education and care service and any other education or
early childhood services.

Children’s safety and wellbeing is of primary importance, and appropriate measures must be in place to

protect children from harm or hazard, including during the time children are travelling between Woodcroft
Heights Children’s Centre and other services that provide education or care to children. This transition



period requires particular attention, given how busy it can be at certain times and the number of people
coming and going.

A copy of this procedure will be kept on the website and in the Policies and Procedures Folder in the office.

This procedure was informed by a risk assessment for the safe arrival of children (see attached).

Legislative requirements

In relation to the safe arrival of children, the National Regulations:
e require services to have policies and procedures for the safe arrival of children (regulation 168)

e require certain consultation for the preparation of safe arrival of children policies and procedures
(regulation 102AAB)

e provide for risk assessment requirements, including when risk assessments must be conducted,
what matters must be considered, and record keeping requirements (regulation 102AAC)

® require any necessary updates to be made to policies and procedures following risk assessments
(regulation 102AAC).

An extract of regulations 102AA, 102AAB and 102AAC and a list of other relevant legislation is at
Appendix A for reference.

Procedures

Conducting risk assessments

To meet requirements under the National Regulations and to ensure the safety of children travelling
between services, we will:

e conduct risk assessments at least once every 12 months, and as soon as practicable after
becoming aware of any circumstances that may affect the safe arrival of children travelling
between services

e use the risk assessment template for the safe arrival of children, which addresses the matters
required under regulation 102AAC(4)

* make any necessary updates to this procedure as soon as practicable after a risk assessment is
completed

e keep a copy of all completed risk assessments

e undertake risk assessments in consultation with services which children travel between, where
relevant

e ensure that services that children travel between have a common understanding of roles,
responsibilities, and who holds the duty of care for children during the period of travel.



Working with other services

In undertaking risk assessments and developing local procedures, your service should work with the services that
children are travelling between so that there is agreement regarding roles and responsibilities within each service,
and who holds duty of care during the travel period.

In developing these procedures, draw on details in your completed risk assessment, which should address
communication with other services.

Examples of procedures you can use to ensure effective engagement include:

e Complete a draft risk assessment and provide the draft to other services via email to seek input and
agreement to details, including who holds duty of care during the travel period and supervision
requirements.

e Ensure duty of care during the travel period is agreed between relevant services during the risk assessment
process, which all services must sign off on.

e Provide a copy of the final risk assessment and procedures to relevant services as a record of roles,
responsibilities and who holds duty of care.

To engage effectively with the services that children travel between, we will:

e Have conversations with the other services and make agreements regarding duty of care and
communication

e Provide copies of our completed procedure and risk assessment to the other services

Duty of care and supporting children during travel between services

In developing these procedures, draw on details in your completed risk assessment, which should address who has
duty of care and how children will be supervised during travel.

Also consider:

e  How will you assess children’s abilities to move safely and confidently to/from vehicles or on foot?
e  How will children be supported during travel in light of their age and developmental stage?

e  How will children be supported to feel safe during travel?

The below table shows who has duty of care for children’s travel between specific services:

Service children leave Service children arrive at Service that holds duty of care
during travel

Woodcroft Primary School OSHC Woodcroft Heights Children’s Woodcroft Primary School OSHC
Centre

Woodcroft Heights Children’s Woodcroft Primary School OSHC Woodcroft Heights Children’s

Centre Centre

Kidz at Woodcroft Woodcroft Heights Children’s Kidz at Woodcroft
Centre

Woodcroft Heights Children’s Kidz at Woodcroft Kidz at Woodcroft

Centre

(Add more rows as required)

To support children during travel between services, we will ensure:

e We follow the process outlined in the risk assessment, including having two educators accompany
the children and ensuring only children who have been booked into the service are taken over.



Entering and exiting the premises

In developing these procedures, draw on details in your completed risk assessment, which should address processes
for children entering and exiting your service’s premises.

To ensure children are accounted for when they arrive at Woodcroft Heights Children’s Centre from another
education or early childhood service:

e The other service will sign them in on the role
e The educator transporting the children will connect with WHCC staff re who is being dropped off
at kindy
To ensure children are accounted for when they leave Woodcroft Heights Children’s Centre to travel to
another education or early childhood service:
e The other service will sign them out on the role

e The educator transporting the children will connect with WHCC staff re who they are collecting
from kindy

Responding to incidents during travel

In developing these procedures, draw on details in your completed risk assessment, which should address
situations where a child is missing or unaccounted for during travel between services.

Should any incidents occur relating to the safety of children during travel (eg where the service becomes
aware a child is not able to be accounted for) we will undertake the following procedures to ensure children
are safe:

e All children and Educators will return to Kindy/OSHC, whatever service is closest, and notify staff
of the missing child. One educator will stay with the children while the others begin searching.
The other service will be hotified by phone and asked to help search if possible. If the child is not
found after approx. 5 minutes, police will be called and parents notified. Once the incident is
resolved, an IRMS will be completed and the ESB will be notified.

Communicating with families

Consider:

e How do families inform you about planned or unexpected absences of their children?

*  How do families provide relevant information about their child’s safe travel between services (including
details about the child’s individual needs and developmental stage, where relevant)

®  When and how are families informed about the procedures in place to enable safe travel between services,
and about who holds duty of care?

e Families communicate with us by phone call, email, text message or conversation at drop off or
pick up, they can also write on the role or in the communication book if their child is being
collected by another service

* Onenrolment in another service, families have a conversation with staff regarding the process of
transporting between the services, duty of care and any specific requirements required for their
child and add the service as being approved to collect
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e To give consent for our service, and/or the other service to collect and travel with their child, to
the other service, they name the other service on the enrolment form as having authority to

collect.

Induction and training of educators

Examples of procedures:

Procedures should address induction, training and frequency of angoing training and information sharing to assist
staff, including casual and relief staff, to fulfil their roles effectively.

e the site leader will ensure that training and induction for educators and staff covers the service’s safe arrival
policies and procedures and will use relevant tools for ensuring compliance (ie checklists)

e the site leader will ensure educators and other staff undertake a review of safe arrival policies and
procedures at least every 12 months.

To ensure educators and other staff (including casual and relief staff) understand and implement safe arrival

policies and procedures:

e Site leader will conduct training and induction for educators regarding the transportation of
children between services, including outlining the procedure and risk assessment

e Procedure and risk assessment will be reviewed at least every 12 months

Roles and responsibilities

Clearly state roles and responsibilities for the safe arrival of children. Refer to your completed risk assessment, which
should have details about roles and responsibilities.

Roles

Responsibilities

OSHC/Childcare Director

Identifies, in consultation with the preschool director, roles and responsibilities for the OSHC/Childcare
and for the preschool, regarding children travelling between the OSHC/Childcare to the preschool.

Ensures OSHC/Childcare staff communicate any changes to the travel routine to and from the
preschool

Preschool director

Identifies, in consultation with the OSHC/Childcare Director, roles and responsibilities for the
OSHC/Childcare and for the preschool, regarding children travelling between the OSHC/Childcare and

the preschool.
Ensures supervision requirements are met during delivery of children to, and collection from, the

service
Ensures risk assessments are completed.

Childcare educators

Responsible for transportation of children traveling to and from OSHC/Childcare and preschool, and
children exiting the OSHC/Childcare premises in accordance with attendance procedures.
Have duty of care for children traveling to and from OSHC/Childcare and preschool.

OSHC

Responsible for transportation of children traveling from OSHC to WCHCC, and children exiting the
OSHC premises in accordance with attendance procedures.

Have duty of care for children traveling from OSHC to WCHCC

Responsible for signing in the children on the preschool role and verbally tell preschool staff how many
and who they are dropping off.

Preschool educators

Responsible for receiving children traveling to and from OSHC/Childcare and preschool in accordance
with attendance procedures. Responsible for verbally handing over who and the number of children
being delivered from WCHCC to OSHC.

Ensure the attendance record is completed when children arrive and leave, through regular procedure.
Have duty of care for children travelling to OSHC WCP from WCHCC preschool program.

Ensure that parents provide written authorisation for their child to be transported by the service and
on transportation arranged by the service.

Parent or authorised nominee named
in child's enrolment record

Is aware of the service's safe arrival of children policies and procedures, including who holds duty of
care for children during periods of travel.




Provides written authorisation for their child to be transported to and by the service and on
transportation arranged by the service (through preschool enrolment form).

Communicates any changes to circumstances that may impact the service's practices related to the
travel of their child between services, including if their child will not be attending the service.

(Add more rows as required)

Procedure creation and revision record

You should review your local procedure regularly, and at least once every 3 years, to ensure it remains up-to-
date and compliant with the National Law and National Regulations. Any revisions should be communicated to
staff and families, and access to electronic and hardcopies of older versions should be removed.

Duplicate (copy/paste) the below table to record each version change.

Version: 2

Approved by site leader: | Kim Coyle
Date of approval: 25/2/2026
Date approval by

Governing Council:

Date of next review: February 2027

Amendments(s):

Woodcroft Heights Children’s Centre will hold a duty of care as they support
children to travel to the WCP OSHC service from the WCHCC Preschool
program.




APPENDIX A

Extract of regulations 102AA, 102AAB and 102AAC of the
National Regulations

Education and Care Services National Regulations (2011 SI 653), Division 6A—Safe arrival of children

102AA Definition
In this Division—
education or early childhood service means—

(a) aschool; or

(b) an education and care service; or

(c) achildren's service; or

(d) any other service which provides education or care to children.

102AAB Safe arrival of children policies and procedures

(1) The safe arrival of children policies and procedures required under regulation 168(2)(gb) must set
out the procedures to be followed by an education and care service to ensure the safe arrival of
children who travel between an education and care service and any other education or early
childhood service.

{(2) In preparing the safe arrival of children policies and procedures, the approved provider of an
education and care service must consult with—

(a) staff of the service; and
(b) parents of children being educated and cared for by the service; and
(c) children being educated and cared for by the service (if applicable).

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

(1) For the purposes of preparing the safe arrival of children policies and procedures under
regulation 102AAB(1), the approved provider of an education and care service must ensure that a
risk assessment is conducted in accordance with this regulation.

Penalty: $2200.

Note A compliance direction may be issued for failure to comply with subregulation (1).

(2) The approved provider must conduct a risk assessment—

(a) at least once every 12 months; and

(b) as soon as practicable after becoming aware of any circumstance that may affect the safe
arrival of children travelling between an education and care service and any other
education or early childhood service.

(3) Arisk assessment must—

(a) identify and assess any risks that a child's travel between an education and care service
and any other education or early childhood service may pose to the safety, health or
wellbeing of the child; and

(b) specify how the identified risks will be managed and minimised.

(4) Without limiting subregulation (3), a risk assessment must consider the following, in respect of a
child who travels between an education and care service and any other education or early
childhood service—

(a) the age, developmental stage and individual needs of the child;

(b) the role and responsibilities of the following persons (if applicable)—



(i) in the case of a child who leaves the service premises to travel to an
education and care service premises of another education and care service,
the nominated supervisor of each service;

(ii) the child's parent;

(iii) an authorised nominee named in the child's enrolment record;

(iv) a person authorised by—

(A) the child's parent; or
(B) an authorised nominee named in the child's enrolment record;

(c) the role and responsibilities of the service the care of which the child is entering or
leaving;

(d) the communication arrangements between the service the child is leaving and the service
the child is entering including any communication arrangements if the child is missing or
cannot be accounted for during the child's travel;

(e) the procedure to be followed by the service if the service has identified that the child is
missing or cannot be accounted for during the child's travel;

(f) given the risks posed by the child's travel, the number of educators or other responsible
adults that are appropriate to provide supervision;

(g) the proposed route and destination, including any proximity to harm and hazards;

(h) the process for entering and exiting—

(i) the service premises; and

(ii) the pick-up location or destination (as required);

(i) the procedure to be followed by the service to ensure the child leaves the service
premises in accordance with regulation 99(4)(b).

(5) If, after conducting a risk assessment, a risk relating to a child's travel is identified, the approved

provider must make any necessary updates to the safe arrival of children policies and procedures
as soon as practicable.

(6) The approved provider must keep a record of each risk assessment conducted under this

regulation

Other legislative requirements

Other legislative requirements under the National Law and the National Regulations that are relevant
to the safe arrival of children include:

L ]

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
Regulation 99 — Children leaving the education and care services premises

Regulation 102C — Conduct of risk assessment for transporting children by the education and care
service

Regulation 102D — Authorisation for service to transport children

Regulation 112 — Educators must be working directly with children to be included in ratios
Regulation 123 — Educator to child ratios

Regulation 161 — Authorisations to be kept in enrolment records

Regulation 168 — Education and care services 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 and procedures



RISK ASSESSMENT TEMPLATE - SAFE ARRIVAL OF CHILDREN

Background

Under the Education and Care Services National Regulations (National Regulations), education and care services in scope of the National Quality Framework must have policies and
procedures for the safe arrival of children who travel between an education and care service and any other education or early childhood service, and must comply with risk
assessment requirements.

Under the National Regulations, an ‘education or early childhood service’ means a school, an education and care service, a children’s service, or any other service which provides
education or care to children. This means risk assessments may address transitions between your service and a school, preschool, OSHC, occasional care service, rural care service,
long day care service, family day care service, or any other service providing education or care to children.

To comply with the National Regulations, services must:
¢ undertake a safe arrival of children risk assessment at least once every 12 months, and as soon as practicable after becoming aware of any circumstances that may
affect the safe arrival of children
e as part of a risk assessment, consider the matters set out in regulation 102AAC(4)

e make any necessary updates to their local (site-specific) safe arrival policies and procedures as soon as practicable after conducting a risk assessment
e keep a copy of each risk assessment.

Completing this template

This template addresses the risk assessment requirements in the National Regulations. The template should be completed in consultation with the other service(s) that
children are transitioning between so that there is agreement regarding procedures, roles, responsibilities and who holds duty of care during travel. The site leaders of each
service should approve the risk assessment once finalised {see Part 3 of this template).

The completed risk assessment will inform development of your service’s local procedures for the safe arrival of children.

Services must have a local procedure and can develop one using the local procedure template for the safe arrival of children.

Government of South Australia

Fducation

Risk assessment template - Safe arrival of children




NAME OF SERVICE:

Woodcroft Heights Children's Centre

PART 1: CONSIDERATIONS FOR RISK ASSESSMENT

This table addresses matters that must be considered under regulation 102AAC(4)} of the National Regulations. The table can be used for up to 4 different travel periods (ie for
apreschool, Travel Period 1 may address travel from preschool to OSHC, and Travel Period 2 may address travel from family day care to preschool).

Route and mode of travel

Travel Period 1

Travel Period 2

Travel Period 3

Travel Period 4

Name and address of service children will leave

Woodcroft Primary School OSHC

Woodcroft Heights Children's Centre

Kidz @ Woodcroft

Woodcroft Heights Children's Centre

Name and address of service children will arrive at

Woodcroft Heights Children's Centre

Woodcroft Primary School OSHC

Woodcroft Heights Children's Centre

Kidz @ Woodcroft

Date range for travel period
e je Preschool terms 1 and 2 (30/1/23 to 7/7/23)

Preschool terms 1, 2, 3, and 4 (27/1/2026
to 11/12/2026)

Preschool terms 1, 2, 3, and 4
(27/1/2026 to 11/12/2026)

Preschool terms 1, 2, 3, and 4
(27/1/2026 to 11/12/2026)

Preschool terms 1,2, 3, and 4
(27/1/2026 to 11/12/2026)

Mode of travel and the service responsible for
organising the mode of travel

Walking - OSHC responsible

Walking - Children's Centre responsible

Walking - Kidz@Woodcroft responsible

Walking - Kidz@Woodcroft responsible

Proposed route (including timeframe and any
proximity to harm and hazards)

e You can provide a screenshot of a google map

Children will walk from the OSHC
room, through the WPS school
grounds, across the zebra crossing in
the carpark and through the front

Children will exit from the side gate
connecting WHCC to WPS. Not
leaving DfE grounds. Educators (X2)
will walk children through the school

Out the back gate of Childcare, ajoining
DfE property, through the school, zebra
crossing through school car park and
into WHCC, back door to sign in sheet.

Out WHCC, through the back door,pass
sign out sheet, down steps, zebra
crossing through the car park, through
the school grounds (DfE)in the back

showing the route, or give a detailed description. doors of WHCC. grounds (DfE) to the OSHC room. ot of bl
Exiting the service premises
Anticipated departure time 8:25am 3:15pm 8:20am 3:15pm

Process for exiting the service premises

preschool attendance recording procedure)

transportation of children procedure regarding
entering/exiting the service’s premises, and

o How will children be accounted for to ensure all who
need to travel to the other service are present? (You
can refer to the service’s attendance record per

Procedures may also overlap with the service’s safe

embarking/disembarking a vehicle at the service.
Also see the daily reqular transportation record.

After all school-aged children have
been signed out of OSHC, the
Responsible Person on shift will walk
the pre-school children to WHCC.

Happy Haven OSHC will text WHCC
approx 6.30am with the preschool
children booked in for that day.

- WCHCC keeps a list of children
authorized to be released to OSHC.
- WCHCC educator signs children
out at 3.15pm and 2 educators walk
chn across.When/if booking change
after 6.30am, written advice from
family in diary or verbal confirmation
via phone is accepted before
children leave WCHCC

Children are to be counted on arrival at
kindy and signed out on our role

Educator dropping children off will
connect with kindy educators and
handover any relevant information
including who and how many children
were transported

Children are to be counted on
departure at kindy and signed back in
on our role

Educator picking children up will
connect with kindy educators and
handover any relevant information
including who and how many children
were transported

Risk assessment template - Safe arrival of children
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What procedures are in place to ensure children

from a parent or authorised person?

e How are staff made aware of the consent and
relevant details?

leave the service in accordance with written consent

o How is written consent obtained and recorded?

Upon enroliment with Kindy and
OSHC, parents confirm that they give
consent for Kindy and OSHC staff to
drop off/pick up children.

For Kindy, this is done by listing
OSHC as having authority to collect.

Upon enroliment (verbally) with
Kindy and OSHC, parents confirm
that they give consent for Kindy and
OSHC staff to drop off/pick up
children. For Kindy, this is done by
listing OSHC as having authority to
collect.

Written consent is obtained through
email which is printed and filed in our
kindy folder (Childcare)

Parents to include Kidz@Woodcroft as
an emergency contact with authority to
collect on enrollment form (WHCC)

Written consent is obtained through
email which is printed and filed in our
kindy folder (Childcare)

Parents to include Kidz@Woodcroft as
an emergency contact with authority to
collect on enrollment form (WHCC)

During travel period

children when travelling between the services?

Which service has responsibility (ie duty of care) for

Woodcroft Primary School OSHC

Woodcroft Heights Children's Centre

Kidz @ Woodcroft

Kidz @ Woodcroft

How will children be supervised during travel?

adults supervising

Law and supervision needs for the ages and
developmental stages of children
e Consider risks posed by the travel

o Include number of educators or other responsible

e Consider educator-to-child ratios under the National

The Responsible Person on shift will
walk alongside the child/ren as they
move through the school grounds.
Once the child/ren and educator arrive
at the carpark, the educator will
request for the child/ren to hold hands
as they move through the carpark, and
cross the zebra crossing.

2 educators will walk children to
OSHC. If ratio is a concern, Director
or Admin ECW will support. The
educators will ensure all children
stay together and move as a group
from WHCC to OSHC. Counting and
signing out of WCHCC and verbally

counting and handing over to WPS
Noun

We have no more than 3 children. one
staff member witl walk the children
through the school

We have no more than 3 children. one
staff member will walk the children
thraugh the school

Arrival at the destination service

Anticipated arrival time

8:30am

3:25pm

8:30am

3:25pm

preschool attendance recording procedure)

transportation of children procedure regarding
entering/exiting the service’s premises, and

Process for entering the destination service premises

o How will children be accounted for to ensure all who
are expected to arrive at the service are present?
(You can refer to the service’s attendance record per

e Procedures may also overlap with the service’s safe

embarking/disembarking a vehicle at the service.
Also see the daily reqular transportation record.

Children are to be counted on arrival at
kindy and signed in on the role by the
OSHC educator

Educator dropping children off will
connect with kindy educators and
handover any relevant information
including who and how many children
were transported

WCHCC educators, verbally identify
who and how many children to be
signed in. Children to be counted
and signed in by OSHC Responsible
Person upon arrival to OSHC.

Kindy educators to assist with
handover to OSHC educators and
provide any relevant information
including any incidences, injuries or
behaviours worth noting.

Children are to be counted on arrival at
kindy and signed in on the role

Educator dropping children off will
connect with kindy educators and
handover any relevant information
including who and how many children
were transported

Children are to be counted before
leaving kindy and signed out on the role

Educator collecting children will
connect with kindy educators and
handover any relevant information
including who and how many children
will be transported

Communication between services

between the service the child is leaving and the
service the child is entering?

What communication arrangements will be in place

Conversation on arrival at kindy
Email or phone call if needed

Conversation on arrival at OSHC
Email or phone call if needed

Conversation on arrival at kindy
Email or phone call if needed

Conversation on arrival at Childcare
Email or phone call if needed

e Include details about communication between
services.

Education Standards Board (ESB).

What procedures will be followed if a child is missing
or cannot be accounted for during the child’s travel?

e Note: procedures should include notification to the

All children and educators will return to
Kindy/OSHC (closest) and notify staff of
the missing child. 1 educator will stay with
the children while the others begin
searching. The other service will be
notified by phone and asked to help
search if possible. Continued - - >

If the child is not found after approx 5
minutes, police will be called and
parents notified.

Once the incident is resolved, an IRMS
will be completed and the ESB will be
notified.

All children and educators will return to
Kindy/Childcare and notify staff of the
missing child. 1 educator will stay with
the children while the others begin
searching. The other service will be
notified by phone and asked to help
search if possible. Continued - - >

If the child is not found after 5 minutes,
the police will be called, and parents
notified.

Once the incident is resolved, an IRMS
will be completed and the ESB will be
notified.

Risk assessment template - Safe arrival of children
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PART 2: ROLES AND RESPONSIBILITIES

Under the National Regulations, risk assessments for safe arrival must consider the responsibilities of the following (where relevant):
e the nominated supervisor of each service
e the child’s parents/guardians
e an authorised nominee named in the child’s enrolment record
e aperson authorised by the child’s parent or an authorised nominee named in the child’s enrolment record
* the service the care of which the child is entering or leaving

The following roles may also be relevant: educators, volunteers, school staff, family day care coordinators, family day care educators, and educator assistants.

Complete the below table by identifying relevant roles and responsibilities for the safe arrival of children. If needed, be specific about which travel period (in Part 1) certain roles and
responsibilities apply to. For guidance on identifying roles and responsibilities, see the ACECQA procedure guidelines at pp. 8-11.

ROLES RESPONSIBILITIES

OSHC/Childcare Director Identifies, in consultation with the preschool director, roles and responsibilities for the OSHC/Childcare and for the preschool, regarding children traveling between the OSHC/Childcare to the
preschool.
Ensures OSHC/Childcare staff communicate any changes to the travel routine to the preschool - or the staff collecting if not know to WCHCC

Preschool director Identifies, in consultation with the OSHC/Childcare Director, roles and responsibilities for the OSHC/Childcare and for the preschool, regarding children traveling between the OSHC/Childcare to the
preschool. Ensures risk assessments are completed. Ensures all staff in preschool program know and understand the collection and delivery process to Child care and OSHC.

OSHC/Childcare educators Responsible for transportation of children traveling between OSHC/Childcare and preschool, and children exiting the OSHC/Childcare premises in accordance with attendance procedures.
Have duty of care for children traveling between OSHC/Childcare and preschool when leaving their service to head to WCHCC. Responsible for receiving children traveling from preschool to OSHC in
accordance with attendance procedures - electronic sign in. Responsible for signing children into WCHCC on the role, and supporting children to come into the preschool space and follow bag and

Preschool educators Responsible for receiving children traveling between OSHC/Childcare and preschool in accordance with attendance procedures
Ensure the attendance record is completed when children arrive and leave.
Ensure that parents provide written authorization for their child to be released/ delivered to OSHC through the authority to collect part of the enroliment form.

Parent or authorised Is aware of the service's safe arrival of children policies and procedures, including who holds duty of care for children during periods of travel. Informed when authorising OSHC/Childcare
nominee named in child's Provides written authorisation for their child to be transported by the service and on transportation arranged by the service - through the enroliment form.
enrolment record Communicates any changes to circumstances that may impact the service's practices related to the travel of their child between services, including if their child will not attending the service.

If more space is required in the above table, use a separate document and attach it to your risk assessment.
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PART 3: ASSESSMENT OF RISKS

Considering the information completed above, use the below table to identify and assess risks to the safety, health or wellbeing of children who travel between your service and any other
education or early childhood service, and specify how these risks will be managed and minimised. For guidance about determining the risk of potential harm, refer to the department’s risk

assessment criteria matrix.

IDENTIFICATION OF RISKS AND ELIMINATION/CONTROL MEASURES

Risk of potential Risk after use of Who (person(s)
Activity / Scenario Hazard identified harmt P Elimination/control measures elimination/control | responsible for taking When
& measures! required actions)
Child becomes injured during Child is injured Low Children to walk on designated Low OSHC/Childcare and Kindy Every time children are
transportation (trip, fall) paths with an educator educators transported between the
Educator to carry small first aid kit, services
phone and consent paperwork with
Child is missing during Child is unaccounted for High Children are to be counted and Low OSHC/Childcare and kindy Every time children are
transportation paired up before leaving the service educators transported between the
Children are to walk with an services
educator at all times
1 Indicate level of risk using the matrix.
If more space is required in the above table, use a separate document and attach it to your risk assessment.
RISK MATRIX O : ,
Insignificant Minor Moderate Major Catastrophic
S Almost certain Moderate High High
§ Likely Moderate Moderate High
E Possible Low Moderate High High
- Unlikely Low Low Moderate High High
Rare Low Low Low Moderate High
5
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PART 4: APPROVALS AND REVIEW

UPDATES TO LOCAL (SITE-SPECIFIC) SAFE ARRIVAL POLICY AND PROCEDURES

Does the above risk assessment
identify a need to update your safe
arrival policies and procedures?

D Yes If Yes — Describe what updates are required:

No

RISK ASSESSMENT RECORD
SECTION A —To be completed by the service that prepared this risk assessment

Date risk assessment was prepared

Person who prepared risk Name: Kim Covle Signature: i K-, (';’;ﬂf"é( !
assessment - -
Role/Position: Preschool Director Date signed: 25 /v 26
Approval by site leader .
Signature:
Leave blank if the site leader Name: e
prepared the risk assessment. Date signed: b e A
SECTION B — To be completed by the other services that children travel between, as identified in Part 2 above.
i Name of site .
Approval by site Travel leader: Adatalrl RBevivogyr, Signature: AB e AN
leaders period 1 - -
Name of service: | Woodcroft Primary School OSHC Date signed: 28 /@ /24
By signing, the site Name of site Kim Covl . ;
yle 0
leader of the relevant Tra‘.’e; > leader: paratu: ’C - (eZee
; r
service agrees to RENIO Name of service: | Woodcroft Heights Children's Centre Date signed: 2/ 1/ 2@
implement the n = :
responsibilities Travel I ar:e _0 e ’n AQ (\—U,\' WS Signature:
assigned to roles or period 3 €acen:
. S £
persons engaged by the Name of service: |Kidz@Woodcroft Date signed: Zg/ l / Z,(’:
site leader’s service, as Name of site :S
identified in Part 2 of Travel leader: Qd,(/ G’CV]! W Signature:
this document. period 4 -
Name of service: |Kidz@Woodcroft Date signed: 28/1/ %
Has this risk assessment been communicated to all Yes Comment (if needed): via email and verbally
relevant staff? O No

Date of next risk assessment
The next risk assessment will be conducted before: 1/2/2027

Note: The service must complete a risk assessment at
least once every 12 months and as soon as practicable AND as as soon as practicable after the service becomes aware of any circumstance that may affect the safe arrival of children who travel

after becoming aware of any circumstance that may between the service and any other education or early childhood service.
affect the safe arrival of children.

Government of South Australia

artment tor Education

_ Risk assessment template - Safe arrival of children




	2026 Local Proceedure for the Safe Arrival of Children V2
	2026. Safe Arrivals of Children Risk Assessment V2

