
TRANSPORTATION POLICY

Policy number 3.2.3 Version 1
Drafted by Nicole Crook Approved by Board on Feb 2018
Responsible person Nicole Crook Scheduled review date Feb 2019

INTRODUCTION

Children have the right to be safe. All modes of transportation undertaken will be safe and
comply with all the required regulations. 

PURPOSE

The primary objective of this document is to set the policy and procedures relating to
children traveling with Patersonia for excursions.

POLICY

When traveling in the bus, staff and volunteers are to:
 Organize children and model boarding and leaving the bus in a safe manner
 Encourage children to remain seated
 Ensure children keep all parts of the body within the bus
 Ensure children wear seat-belts where they are fitted

Children will be educated on safe practices around various transport types.

All children traveling from one place to another must have the written consent of their

parent/carer.

Coordinators/Managers will ensure that:
 All vehicles used by the service comply with the appropriate road and transport

regulations, are mechanically sound, have regular maintenance and have third party

and comprehensive insurance
 All educators or volunteer drivers hold the appropriate class of licence for the vehicle

they are driving.
 All drivers have their licence on their person before driving the vehicle.
 Risk Assessments for all transportation must be completed before leaving and on

return.

Private vehicles can only be used if it has been authorized by the manager. The Use of
Personal Vehicle for Patersonia form, must be completed and signed off.  If authority is given:



 The vehicle must be registered and in a safe mechanical condition
 The vehicle must be equipped with seat belts and car seats for all passengers and the

driver 
 The vehicle must have a minimum Third Party Comprehensive Insurance policy. A

copy of which must be supplied to the manager and kept on record.
 The driver must have a current driver’s licence appropriate to the vehicle being

driven. A copy of this must be supplied to the manager and kept on record.

Before traveling in any vehicle, educators will ensure that all children are wearing seat belts.

The only exception to this is in a bus where seat belts are not fitted.
 All children under 7 years of age must be seated in a booster seat. This may be

supplied by parents, the service or the transport company. The only exception to this

is where the bus has no seat belts fitted.
 No child will be allowed to sit in the front of the vehicle.
 The driver must ensure that the vehicle has the appropriate number of passengers 

and is not overloaded.
 A first aid kit must be carried on the vehicle.
 As per the excursion policy a list of all children’s emergency contact details must be 

taken on all transport. A mobile phone, list of contact numbers, the service name, 
address and phone number should be carried on all vehicles. An emergency contact 
number for the service should also be provided to all drivers.

 Children will be required to remain seated and not behave in a dangerous or 
distracting manner. The driver will stop the vehicle if necessary, in a safe location, 
until the children comply with instructions.

 When picking up and dropping off children, the vehicle should be parked in a 
location which does not require the children to cross roads. An educator should exit 
the vehicle first to ensure the children’s safety.

 In the case of a vehicle breakdown, the educator in charge, or the driver, will phone 
Patersonia to inform staff/manager of the problem.

 The coordinator and additional educators will arrange suitable alternate transport, 
ensuring that the children and educators are kept safe in the interim.  Educators will 
also contact parents if necessary to inform them of delays.

 In the case of a vehicle accident, the educator in charge, or the driver, will:

o Check to see if any children or educators are injured, conduct first aid and

phone for an ambulance if necessary

o Comfort and calm the children

o Ensure the children remain safe at all times and remain with the vehicle

where this is a safe option

o Take the required details of any other driver involved: name, contact,

registration number, drivers license, insurer and any damage done to either

vehicle. Where possible photographs of damage to both vehicle and the

surrounds, should be taken.

o Phone Patersonia to inform the manager and organise alternate transport

o The Manager/coordinator will inform parents of the incident and ensure that

all appropriate accident procedures are undertaken.

o Make an Accident/Incident Report.

When transporting children by Public Transport, educators will:



o Ensure that a list of the children’s names, contact number and the number

of children traveling is taken.

o Take the centre’s name, address and contact numbers with them.

o Conduct a head count on a regular basis

o Assist children in getting on and off the mode of transport

o Ensure that all children are accounted for before allowing the vehicle to

leave.

See also: the Excursions Policy.

For vehicles designed to seat 12 or fewer adults*, including the driver, the following
legislation applies. Children under 7 years traveling in vehicles must be restrained in suitable
and approved child restraints or booster seats that are properly fitted to the vehicle and
adjusted to fit the child’s body correctly.  Specifically, children who are:

 Under 6 months must be restrained in rearward-facing restraints
 Between 6 months and 4 years must be restrained in rearward or forward-facing 

restraints
 Between 4 years and 7 years must be restrained in forward-facing restraints or 

booster seats fastened by a lap sash seatbelt.

RESPONSIBILITIES

1. The Board will:

 Regularly review this policy in line with the Policy Review Schedule and any relevant 
change in legislation or standard practice.

2. The Business Manager will:

 Ensure that the induction process includes training in this policy.
 Where appropriate, delegate responsibility for compliance to officers with 

responsibility for particular sections.
 Oversee the performance of subordinate officers in these matters.
 Review and report to the Board, as appropriate, on the effectiveness of the 

management systems.
 Analyse material breaches and identified compliance system weaknesses for 

systematic trends and ensure that any adverse trends are addressed.
 Promote a culture of effective policy compliance across the organisation.

3.  All staff and volunteers at all levels will:

 Ensure that they are aware of the organisation’s policy and undertake actions 
consistent with it.

 Where appropriate, suggest ways in which practices, systems and procedures could be 
improved so as to improve the policy.



PROCESSES

The Business Manager will review and change the organisation’s procedures to ensure that 
these are in accordance with the principles expressed in this policy.

Staff and volunteers will follow these procedures. 

RELATED DOCUMENTS

Education and Care Services National Law 2010
Education and Care Services National Regulations 2010, 2014, 2017 Update (r100, 101, 102, 
168)
National Quality Standard (2.3)
Seatbelt and booster seat legislation
Kids and Traffic Early Childhood Services Information Sheet
Risk Assessments
Sign In sheets
Excursion Policy
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