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1. Purpose

The following policy is designed with the intended purpose of moving children within the care
service safely on and off the transport and ensuring that all children are accounted for before
and after being transported. The YMCA will act in the best interests of all children in support
of the Code of Ethics. As stated in the YMCA SA Mission statement we aim to have lives
enriched through wellbeing.

2. Scope

The scope of this Policy applies to all Board members, Sub Committee members, educators,
and volunteers. This Policy applies to all YMCA Member Associations. For the purposes of
this document, we refer to these as the YMCA. All Procedures must conform to this Policy.

3. Roles and Responsibilities

Department / Area

Role / Responsibility

Children’s Services
Management

Is responsible for the development, monitoring, and review of the
policy and related systems, ensuring content meets all legislated
requirements.

To facilitate policy awareness to all educators on the appropriate
implementation and use of the policy.

Notify families of any change in policy.

Provide training opportunities
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Responsible Persons

Responsible for meeting the requirements outlined in this Policy.
Responsible for raising concerns or complaints following this
Policy.

Ensure staff are to be aware of their roles and ensuring the
appropriate number of staff are rostered on (1:8 ratio).

To contribute to reflect on activities and risk assessments.
Ensure that a risk assessment for an excursion has been
conducted and that all staff have read and signed off on the
document.

Completing the transport roll check on Xplor/Playground for
leaving and returning to the service.

Ensure that all the required equipment and/or items are taken on
the transportation, including a first aid kit, emergency contact
lists, and mobile phone.

To ensure transport booked meets standards including seat belts
for all children.

Ensure all educators and staff understand their supervision
responsibilities and expectations relating to the transportation of
children.

Ensure no child is transported by the service without
authorisation from their parent.

To ensure that at least one YMCA staff member is on each mode
of transport with children from the service.

All employees, volunteers
& students

Responsible for meeting the requirements outlined in this Policy.
Responsible for raising concerns or complaints following this

policy.
To contribute to reflect on activities and risk assessments.

To support the Responsible Person with completing checks with
the Transport List — as well as additional supervision head counts
while offsite.

Ensure the required educator to child ratios are in place and
children are always supervised with a 1:8 ratio offsite.

Contact emergency services in the first instance then notify
parents/guardians immediately after a serious incident, injury,
trauma, or medical emergency, or as soon as is practicable.
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To be familiar with the transport policy and provide feedback with
any concerns.

Sign authorisations for travel/ excursions and understand where
the destination is.

Families
Must sign in and out using the iPad.
Provide up to date information to the service such as medical,
and emergency contacts.
4, Definitions

Authorised person
A child’s parent or guardian or anyone whom they nominate to act on their behalf as part of
the enrolment process and is recorded on the child’s enrolment form.

Excursion
An outing organised by an education and care service outside of the approved premises for
delivering the Education and Care service.

Routine or Regular Outing
A walk, drive, or trip to and from a destination:

a) That the service visits regularly as part of its education program; and
b) Where the circumstances relevant to the risk assessment are the same on each
outing

Risk assessment
A document that outlines possible risks that may occur, and things we can do to mitigate the
risk to either reduce or remove potential hazard outcomes.

5. Key Relevant Documents
* Transport risk assessment
Transport Procedure
Excursion procedure
Incident and injury procedure
YMCAs Excursions Policy
National Early Years Learning Framework (EYLF)
Education and Care Services National Law Act 2010
+ Education and Care Services National Regulations 2011
* National Quality Standard for Early Childhood Education and Care and School
AgeCare (Quality Area 2)
* Education and Care Services National Amended Regulations 2022
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http://www.deewr.gov.au/EarlyChildhood/Policy_Agenda/Quality/Pages/EarlyYearsLearningFramework.aspx
http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/PubStatbook.nsf/51dea49770555ea6ca256da4001b90cd/B73164FE5DA2112DCA2577BA0014D9ED/$FILE/10-069a.pdf
http://www.legislation.nsw.gov.au/sessionalview/sessional/subordleg/2011-653.pdf
http://acecqa.gov.au/storage/2-DE_03_National%20Quality%20Standard_v8_Secn1.pdf
http://acecqa.gov.au/storage/2-DE_03_National%20Quality%20Standard_v8_Secn1.pdf
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* Educations Standard Board — New children’s safety requirements during transport
commencing 1%t March 2023

6. References
+  Department of infrastructure and transport
- Australian children education and care authority regulation 168(2) ga and safe
transportation of children information sheet
7. Monitoring Evaluation and Review
Feedback on this procedure must be directed to the service and or managers. Management
is responsible for maintaining the currency of this document. Feedback from families is
encouraged and considered to contribute to quality improvement. Review is done every three
years.

8. Monitoring Evaluation and Review

This policy will be reviewed every two years or earlier for reasonable cause or upon the
request of the YMCA South Australia Board.

9. Version History
Version | Date Description of changes Effective Date | Review Date
1.0 28/02/2020 | Creation of Policy 28/02/2020 28/02/2022
2.0 24/08/2020 | Update of regulatory requirement’s | 24/02/2020 24/08/2022
3.0 03/03/2022 | Review and update 16/05/2022 02/05/2025
4.0 14/07/2023 | Review and update

YMCA South Australia Page 5 of 5

Endorsed: Children’s Services Management Team — 14/07/2023
Review Date: July 2025




