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 procedure.

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

NAME OF SERVICE:  SEAFORD RISE KINDERGARTEN

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 a

preschool, Travel Period 1 may address travel from preschool to OSHC, and Travel Period 2 may address travel from family day care to preschool).

Travel Period 1

Travel Period 3

Travel Period 2

Travel Period 4

Route and mode of travel

Name and address of service children will leave

Seaford Rise Kindergarten
178 Grand Boulevard, Seaford Rise

Name and address of service children will arrive at

Camp Australia OSHC — Seaford Rise
Primary school campus

Grand Boulevard, Seaford Rise
Primary School Campus

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

Preschoolterms 1,2,3 & 4

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

Walking

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

e You can provide a screenshot of a google map
showing the route, or give a detailed description.

Walking through kindergarten
premises {fenced and gated) from
Seaford Rise Kindergarten sandpit
gate to OSHC building located in
primary school campus. (Kindy
educator has gate key)

Exiting the service premises

Anticipated departure time

3.15-3.20pm

Process for exiting the service premises

e 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
preschool attendance recording procedure)

® Procedures may also overlap with the service’s safe
transportation of children procedure regarding

All children are dismissed by
teacher from the Kuula room mat at
the end of the day.

Children who are going to OSHC
remain on the mat with an ECW
and/or Teacher.
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entering/exiting the service’s premises, and
embarking/disembarking a vehicle at the service.
Also see the daily reqular transportation record.

Once all other children are
dismissed to a parent/caregiver,
children who are going to OSHC w
collect their bags from their lockers
and be escorted by a teacher (and
an additional ECW/teacher if
numbers are greater than 4) to the
Seaford Rise Primary School OSHC
building.

The teacher is responsible for
signing out the children taken to
OSHC (the word OSHC must be
noted if not already written)

The route taken is via the sandpit
gate, which is unlocked by
supervising teacher and then locked
when they return. The route is
direct from kindergarten into the
school, children do not leave Dept
for Education grounds and there
are no roads crossed or transport
accessed

What procedures are in place to ensure children
leave the service in accordance with written consent
from a parent or authorised person?

e How is written consent obtained and recorded?
e How are staff made aware of the consent and
relevant details?

Parents are asked to write OSHC
next to their child’s name when
they sign in at morning drop off. If
a parent calls/messages during the
day, the staff member is required to
write OSHC on the sign in/out
sheet.

Parents who use OSHC are required
to complete a consent form and are
provided with a copy of the
policy/procedure. The consent
form is stored with their enrolment
paperwork.

In the event of an emergency,
verbal consent is accepted

During travel period

Which service has responsibility {ie duty of care) for
children when travelling between the services?

Seaford Rise Kindergarten

How will children be supervised during travel?

One teacher for 4 or less students
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e Include number of educators or other responsible
adults supervising

o Consider educator-to-child ratios under the National
Law and supervision needs for the ages and
developmental stages of children

e Consider risks posed by the travel

Arrival at the destination service

If more than 4, an additional
teacher/ECW will assist

Children do not leave Department
for Education grounds

Anticipated arrival time

3.20-3.25pm

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
preschool attendance recording procedure)

® Procedures may also overlap with the service’s safe
transportation of children procedure regarding
entering/exiting the service’s premises, and
embarking/disembarking a vehicle at the service.
Also see the duily regular transportation record.

Number of children are counted
before leaving and counted again
when arriving at OSHC building.

Children walk in a small group,
holding hands.

Distance is only a few hundred
metres, direct from the
kindergarten into school grounds
and does not involved vehicle
transport or crossing roads.

Teacher hands children directly to
OSHC educator, who signs them in.
Teacher waits until it is confirmed
all children are signed in.

Communication between services

What communication arrangements will be in place
between the service the child is leaving and the
service the child is entering?

Teacher advises staff they are
taking children to OSHC prior to
leaving the site

Teacher communicates with OSHC
educator upon arrival, ensuring all
children are signed in

In the event a child is not booked
for a session, the child is required to
return with the teacher to site and
the teacher will contact
parent/caregiver to collect

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

e nclude details about communication between
services.

In the very unlikely event this
occurs, the teacher would be
responsible for immediately

notifying site leader/director.

Other educators would assist to

immediately conduct a thorough

Risk assessment template - Safe arrival of children

Government of South Australia

Dapatment for Fducatios




e Note: procedures should include notification to the search of kindergarten building and
Education Standards Board (ESB). grounds. OSHC director would be
notified, as well as school principal.

If child was not located on kindy
grounds, a thorough search of
school grounds would be conducted

After this, the police and parents
would be notified the child was
missing

Site leader/director would follow
the DFE reporting a child missing
processes, via the IRMS system

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
e 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
ies apply to. For guidance on identifying roles and responsibilities, see the ACECQA procedure guidelines at pp. 8-11.

RESPONSIBILITIES

Preschool director s Identifies, in consultation with the OSHC Director, roles and responsibilities for the OSHC and for the preschool, regarding children travelling between the OSHC to the
preschool.

e Ensures supervision requirements are met during delivery of children to, and collection from, the service

e Ensures risk assessments are completed and reviewed annually

OSHC educators e Responsible for transportation of children travelling from OSHC to preschool, and children exiting the OSHC premises in accordance with attendance procedures.
e Have duty of care for children travelling from OSHC to preschool.

Preschool educators * Responsible for receiving children travelling from OSHC to preschool in accordance with attendance procedures

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

» Are aware of and follow the service’s safe arrival of children policies and procedures, including who holds duty of care for children during periods of travel

e Ensure the attendance record is completed when children arrive and leave

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

Government of South Australia
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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.
nee named in e Provides written authorisation for their child to be transported by the service and on transportation arranged by the service.
‘s enroliment « 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 wili not

recond

ch

attending the service.

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
Elimination/control Risk after use of Who (person(s)
Activity / Scenario Hazard identified Risk of potential harm! O elimination/control responsible for taking When
measures?! required actions)
Child who is to travel Child is left at the OSHC Moderate Ensure OSHC educators Low Site leader / OSHC Educators will be
from OSHC to preschool is | unsupervised maintain a current list of educators required to understand
left at the OSHC while children travelling to the policies and procedures
other children are walked preschool, and record for safe arrival on
over to the preschool by attendance each time a child induction, and when
the OSHC educator. is to travel to the preschool there are key changes to
from the OSHC. policies/procedures.
Child who is to travel Child is left at the Moderate Ensure preschool educators Low Site leader / preschool Educators will be
from preschool to OSHC is | preschool (note child maintain a current list of educators required to understand
lett at preschool while would not be children travelling to the policies and procedures
other children are walked unsupervised as there OSHC, and record attendance for safe arrival on
over to the OSHC building | would be other educators each time a child is to travel induction, and when
on preschool premises) to the OSHC from the there are key changes to
preschool. policies/procedures.
Group of children being Child runs away while Moderate Maintain high educator-to- Low Site leader / preschool Educators will be
walked to OSHC building being walked from child ratios (1:4). educators required to understand
from preschool preschool to OSHC Hold hands where policies and procedures
appropriate for safe arrival on
Conduct headcounts before induction, and when
departure, during the walk, there are key changes to
and upon arrival policies/procedures.
Group of children being Child is injured while Moderate Maintain high educator-to- Low Site leader / preschool Educators will be
walked to OSHC building being walked from child ratios {1:4). educators required to understand
from preschool preschool to OSHC Hold hands where policies and procedures
appropriate, to prevent for safe arrival on
running induction, and when
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Educate children about there are key changes to
staying together and walking policies/procedures.
safely

Ensure educators carry a
mobile phone and first aid kit

lindicate level of risk using the below matrix.
(Add more rows as required)

Consequence

RISK MATRIX Insignificant Minor Moderate %é
Almost certain Moderate High High

.m Likely Moderate Moderate High

=l Possible Low Moderate High High'

m. Unlikely Low Low Moderate High High
Rare Low Low Low Moderate High

PART 4: APPROVALS AND REVIEW

Does the above risk assessment X Yes
identify a need to update your safe

arrival policies and procedures?

If Yes — Describe what updates are required: Review to ensure procedures match risk assessment

[ No

RISK ASSESSMENT RECORD

SECTION A - To be completed by the service that prepared this risk assessment

Date risk assessment was prepared 25/03/2026 A

isk
Persan wHOIPEERAEEERE Name: Sharon Thompson Signature: Q
assessment =
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3 Role/Position: | ECW 2 Date signed: 25/03/2026” )
Approval by .m_ﬁm _mmamq . Signature:
Leave blank if the site leader Name: Lauren Simpson _‘_\... .
prepared the risk assessment. Date signed: 25/0312076
SECTION B — To be completed by the other services that children travel between, as identified in Part 2 above.
- Name of site Y

Approval by site Travel leader: Signature:
leaders period 1 -

Name of service: Date signed: Click or tap to enter a date.
By signing, the site Name of site Signature:
leader of the relevant ._._.m,.\mn_“ 4 leader: ignature:

) perio

SEficeagice iy Name of service: Date signed: Click or tap to enter a date.
implement the =
responsibilities Travel ",_mum .o A Signature:
assigned to roles or period 3 S
persons engaged by the Name of service: Date signed: Click or tap to enter a date.
site leader’s service, as Name of site
identified in Part 2 of Travel leader: Signature:
this document. period 4 - -

Name of service: Date signed: Click or tap to enter a date.
Has this risk assessment been communicated to all X Yes Comment (if needed}): Tabled at staff meeting
relevant staff? O No
Date of next risk assessment

The next risk assessment will be conducted before: 1/04/2027

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.
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