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Hawthorndene Primary School OSHC 

Excursion and Transport Policy 
 

NQS 

QA2 2.2 Safety 
2.2.1 Supervision - At all times, reasonable precautions and adequate supervision to ensure children are 

protected from harm and hazard 

2.2.2 Incident and Emergency Management 
QA4 4.1 Staffing Arrangements 

4.1.1 Organisation of Educators 
QA6 6.1 Transitions 

6.2.1 Transitions – Continuity of learning and transitions for each child are supported by sharing 
relevant information and clarifying responsibilities  

6.2.2 Access and Participation 
QA7 7.1.2 Management Systems 

7.1.3 Roles and Responsibilities  
7.2.1 Continuous Improvements  

 

National Regulations 

Policy statement  
To ensure the safety of all children and adults while using public or private transport. We ensure that children at our 
service are safe and supported when taking part in educational experiences such as excursions.  
 

Background 
The safety of each child and all employees is paramount.  Transportation can pose additional risks for children depending 
on the mode of transport involved, how it’s used and the way children move between the transport and Service or 
another environment.  The Nominated Supervisor and educators will always follow service procedures to minimize risk 
including those which follow.  

Regs 89 First aid kits 

99 Children leaving the education and care premises 

100 Risk assessment must be conducted before excursion 

101 Conduct a risk assessment for an excursion 

102 Authorisation for excursions 

102B Transport risk assessment must be conducted before service transports child 

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

102D Authorisation for service to transport children 

102E Children embarking a means of transport- centre- based services 

102F Children disembarking a means of transport- centre- based service  

122 Educators must be working directly with children top be included in ratios 

123 Educators to child ratios – centre-cased services 

136 First aid qualifications 

158 Children’s attendance record to be kept by approved provider 

168 Education and care service must have policies and procedures (transportation) 
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The Nominated Supervisor will include the Excursion and Transport Policy and Procedures in staff inductions and ensure 
all relevant staff receive practical training in relation to the requirements. Procedure to be discussed at staff meetings 
when appropriate. 

 
Related Policies 

- Delivery of children to, and collection from Education and Care Service Premises 
- Dealing with Medical Conditions 
- Excursion Policy 
- Providing a Child Safe Environment 
- Governance and Management  
- Incident, Injury, Trauma and Illness 
- The Administration of First Aid 

 

Procedure 

General 
No child will be taken outside the service premises on an excursion without the parent’s/guardian’s 
written authorization (consent) on a form that includes the following: 
 

- Child’s name 
- Reason for leaving the premises 
- Date 
- Description of the proposed destination 
- Method of transport 
- Proposed activities to be undertaken 
- Period that the child will be away from the premises 
- Anticipated number of children sharing the excursion 
­ An assurance that risk assessment has been completed. 
 

Weather 
When excursions are planned, staff will take possible changes in weather and temperature into account. 
Weather forecasts should be checked 48 hours before the excursion. It is recommended that services organizing 
excursions during the summer months check with their local CFS, MFS and/or the Bureau of Meteorology to monitor 
weather warnings that may be related to the location of the excursion, and implement contingency plans if required. 
If planned excursions are to areas where there is fire danger, all excursions will be cancelled. 
Educators will ensure there are sufficient shaded areas for all the children to protect them from the sun, and undercover 
areas or enclosed areas to protect them from rain and cold weather. 
Programs must be flexible enough to cancel, modify or shorten an excursion if it is in the children’s best interests and to 
offer alternative experiences. 
 
Risk Assessments 
The Nominated Supervisor or educators will always complete a risk assessment to identify, assess and remove or reduce 
risks the transport may pose to the safety, health and wellbeing of and each child before children are transported unless 
the arrangement is ‘regular transportation’ (ie transportation where the circumstances are substantially the same on 
each occasion) and a risk assessment has been completed within the last 12 months. The risk assessment will cover: 

- the proposed route and duration of the transportation 

- the proposed pick-up location and destination 

- the means of transport 

- any requirements for seatbelts or safety restraints under the relevant state/territory law 

- any water hazards 

- the number of adults and children involved in the transportation 

- the number of educators or other responsible adults that is appropriate to provide supervision and whether any 

adults with specialised skills are required, given the risks involved 
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- consider children’s ages, whether or not they are mobile, and whether any have additional needs 

- whether any items should be readily available during transportation (e.g., a mobile phone and list of emergency 

contact numbers for the children being transported) 

- the process for entering and exiting the education and care service premises and the pick-up location or 

destination  

- procedures for embarking and disembarking the transport, including how each child will be accounted for 

 
The Nominated Supervisor will nominate, as part of the risk assessment control measures: 

- the driver; the Service asks for the same bus driver, and if not available a few others we are familiar with 

- the Lead Educator Supervisor responsible for ensuring an excursion runs smoothly and children are adequately 

supervised 

- the checker responsible for checking vehicle at end of trip (may be same as Lead Educator/Supervisor). 

The Nominated Supervisor will update risk assessments for regular transportation obtain new authorisations from 
parents/guardians when circumstances that may affect transport arrangements change, including for example: 

- weather conditions (summer versus winter, extreme weather events like heatwaves, floods and bushfires) 

- changes in routes for example because of road works 

- the numbers and vulnerabilities of children 

 

Educators will ensure:  

- every reasonable precaution is taken to protect children from harm and from any hazard likely to cause injury  

- children remain seated and do not behave in a dangerous or inappropriate manner  

- once all children have exited the vehicle/bus, a final sweep of the vehicle will be made checking that there are no 

children or belongings left behind  

 

Families will:  

- adhere to Hawthorndene OSHC’s Delivery and Collection Policy and Safe Transportation Policy  

- notify Hawthorndene OSHC if their child is going to be absent on a particular day and not require transport 

- ensure authorisations for transportation of their child by Hawthorndene OHSC is granted by either the parent or 

Authorised nominee named in the child’s enrolment record 

- update emergency contact numbers regularly 

 

Excursion checklist 
To take on excursion 
A first aid backpack, including SPF 30+ broad-spectrum water-resistant sunscreen 
A fully charged mobile phone (Service phone)  
A list of all children on the excursion and a list of emergency phone numbers (SPIKE) 
A generic change of clothes 
All medications of children present are place in the trolley or backpack  
 
Ensure 
Children can access drinking water as required. There is a procedure for regular headcounts whilst on excursions. There 
is a way for staff to communicate with each other if, through the course of the excursion, they become or are required 
to be separated (e.g. walkie talkies). 
 

Drivers 
The Nominated Supervisor will discuss the company’s policy on driver qualifications, driving history and maintenance 
procedures etc. to make sure they have reliable and consistent safety processes in place.  
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Safety Restraints 
Seatbelts and restraints systems will be used as outlined in this policy which is based on the National Road Rules. We 
note the Australian Design Rules set out vehicle safety requirements including requirements for seatbelts. 
  

Monitoring, Evaluation and Review 
We will continue to: Identify any hazards, or potential hazards that transporting the child may pose to the safety and 
wellbeing of the children and educators  
Assess the risk of harm or potential harm using a risk matrix  
Specify how the identified risk will be managed by eliminating or minimising the impact using control measures  
Evaluate the current risk or potential harm implementing control measures  
Review and monitor the risk of potential harm to ensure it continues to be managed as a low risk  
 
A risk assessment will be undertaken annually for regular transportation of children unless we feel the need to review it 
earlier. Conversations with educators and children will allow us to critically reflect on our embarking and disembarking of 
transport. 

Related Policies 
- Administration of Authorised Medication 
- Delivery and Collection of children  
- Incident, Injury, Trauma and Illness 
- Staffing Arrangements Policy  
- Medical Conditions 
- Code of Conduct 
- Additional needs 
- SunSmart 

Related Documents 
- www.acecwa.gov.au 
- National law and Regulations- ACECQA 
- ACECQA- Safe Transportation of children  
- National Road Rules Model 
- National Guidelines for Safe Restraint of Children Travelling in Motor Vehicles – Kidsafe 
- Motor Vehicle Standards Act 1989 and Australian Design Rules Cwth 
- Australian Road Rules  

 

Review  
The policy will be reviewed annually by: approved provider, supervisors, employees, families and any committee.  

Date for Next Review: Feb 2026   

Last reviewed By who Changes made 
November 2024 Lauren Transport Policy  

- Layout changes 
- Added in new Legislative Requirements 
- Removal of part that mention Services own bus, maintenance, 

storage etc (the service does not have own bus) 
- Changes to Monitoring, Evaluation and Review  

Feb 2025 Lauren  - Transport and Excursion Policies combined together (as there was a 
lot of overlap)  

 

http://www.acecwa.gov.au/

