
Safe Arrival of Children Procedure

1. Purpose
This procedure sets out how Stirling North Childhood Services Centre (the preschool) ensures the safe, timely and
well-supervised travel of children between the preschool and any other education or early childhood service (including
Happy Haven OSHC and destinations within Stirling North Primary School). It operationalises our duty of care so that
risks during transitions are identified, controlled and reviewed.

2. Scope
 All children enrolled at the preschool who travel between services during the day or at the end of day.
 All preschool staff (permanent, temporary, casual and relief), volunteers, and students on placement.
 OSHC staff receiving children from preschool.
 School staff when destinations are within the school grounds (e.g., gym, library, playground).
 Parents/authorised nominees responsible for providing authorisation and updates to arrangements.

3. Legislative and Regulatory Requirements
 Education and Care Services National Regulations – Regulation 168 (policies and procedures).
 Regulation 102AAB (consultation when preparing safe arrival procedures).
 Regulation 102AAC (risk assessment: frequency, matters to be considered, record keeping).
 Related provisions: National Law s165, s167, s175; National Regulations 99, 102C, 102D, 122, 123, 161, 170–172.

This procedure has been developed following consultation with staff and families and is informed by the Safe Arrival Risk 
Assessment (Revised 19 Feb 2026). It will be updated after each risk assessment or whenever circumstances change.

4. Definitions
Duty of care: The legal obligation to take reasonable steps to protect children from foreseeable harm and hazards.
Travel period: The time a child moves between the preschool and another service/destination, including departure 
preparation, walking time and handover.
LEAD educator (LEAD): Designated educator at the front of the group managing forward hazards and route 
progression.
CHECK educator (CHECK): Designated educator at the rear of the group managing spacing, rear safety and final 
checks of exits/gates.
Enhanced supervision: Additional measures for specific children based on risk profile (e.g., hand-hold, middle pair, 
extra adult).
Travel List: Daily list generated from attendance and family instructions indicating which children are to travel and 
their destination.
Handover acceptance: The receiving service’s verbal acknowledgement, visual confirmation of each child, and 
written signature/time recording acceptance of duty of care.
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5. Roles and Responsibilities
Role Key responsibilities
Director • Endorses and resources the Safe Arrival procedure; ensures risk assessments are 

completed/reviewed annually and after changes. 
• Confirms staffing sufficiently to always meet supervision needs, including relief staff.
• Liaises with OSHC Director to agree shared roles and acceptance at handover.

Responsible Person on site (RP) • Ensures the day’s travel is staffed and that travel lists are current e.g., through 
attendance sheets.
• Available by phone during travel to coordinate contingencies and assist with 
searches if required. 

Preschool Educators including ECW • Execute headcounts and ensure double verifications check are completed.
• Maintain a walking order, supervise identified children closely, and manage any 
hazards.
• Complete attendance updates and handover documentation. 

OSHC Director • Ensures OSHC staff are ready to receive children at agreed times; confirms 
acceptance at handover with signature and time and assumes duty of care upon 
acceptance.
• Maintains communication with the preschool with updates on changes e.g., 
rostered closures. 

OSHC Educators (receiving) • Visually confirm each child, state acceptance, states acceptance, sign records in the 
absence of the OSHC Director. 

Parents/Authorised nominees • Provide written authorisation and notify changes to arrangements preferably before
2:00 pm by calling the centre.
• Inform the service of absences or altered pickups.

Relief educators • Follow this procedure exactly.
• Seek clarification if unsure. 

6. Procedure Overview
1. Preparation
2. Exit & Transition
3. Arrival & Handover
4. Post‑handover return

7. Detailed Operational Procedure
7.1 Preparation Before Travel
1. Generate the Travel List from the attendance record and family instructions for OSHC/school travel.
2. Double verification: LEAD and CHECK cross-check travel List against the attendance record and OSHC instruction 
notes.
3. Equipment: charged phone, first aid kit, emergency cards, pen, travel List.
4. Identify children requiring enhanced supervision and plan positions (hold hands /middle pair/within arm’s reach).
5. Confirm the receiving service is ready and note the destination safe waiting zone (if required). 

7.2 Exiting the Preschool Premises
1. Headcount #1 inside the room; mark each child on the Travel List.
2. Brief the group: route, expectations (walking feet, hands by sides, stay behind LEAD and ahead of CHECK), and 
what to do if stopped.
3. Walking order: LEAD at front; CHECK at rear; identified children within arm’s reach/hand‑held; children walk on 
the wall side.
4. LEAD opens exit; CHECK performs a final sweep, closes and tests latches on doors/gates; verbal call‑and‑response 
(“Gate?” / “Locked”).
5. If any discrepancy is found (extra/missing child or unclear authorisation), PAUSE and resolve before exiting 
(contact OSHC/school and/or family).



7.3 Travel Between Services
1. Headcount #2 at the foyer threshold before moving onto the corridor/outdoor path.
2. Use paved internal paths only; avoid car park and vehicle access lanes; slow/stop at blind corners; LEAD scans first,
then signals the group to proceed.
3. Maintain tight spacing (no more than two metres between pairs).
4.Toileting enroute: PAUSE movement; LEAD holds group in a safe spot; CHECK escorts the child; resume only when 
reunited and headcount completed.
5. If behaviour escalates or a child refuse to walk: move the group to a safe holding point, follow the child’s 
regulation plan, and call the RP. If it is unsafe to proceed, return to preschool.

7.4 Arrival and Handover
1. Headcount #3 at the destination threshold (e.g., OSHC foyer).
2. Formal handover: LEAD states the number and reads names; receiving staff visually confirm each child and state 
acceptance.
3. Receiving staff sign and time the handover record; LEAD/CHECK mark each child as “arrived/handed over” on the 
Travel List and attendance record.
4. If receiving staff are unavailable, wait with the group in a supervised safe zone; do not leave any child until 
acceptance is confirmed.
5. Headcount #4 to confirm zero children remain with preschool educators before returning to site.

7.5 Communication Protocols
1. Primary: phone; Secondary: email; Backup: in‑person message relay via school office.
2. Maintain current contact numbers on the preschool phone.
3. If a child is missing or unaccounted for, immediately notify the RP, initiate a site search, contact the receiving 
service, notify the family, and contact SAPOL and the Education Standards Board as required. Document all actions.

7.6 Responding to Incidents
1. Follow the escalation sequence: (1) notify RP; (2) initiate search; (3) notify receiving service; (4) notify family; (5) 
call SAPOL (000 for emergencies); (6) notify the Education Standards Board as required.
2. Provide first aid where needed; LEAD carries first aid kit and emergency cards.
3. Record times, actions and outcomes in incident records and review at the next staff meeting.

7.7 Communication with Families
1. Parents/authorised nominees provide written authorisation for OSHC attendance and for travel arranged by the 
service.
2. Families notify planned or unexpected absences and changes to end‑of‑day arrangements (preferably before 2:00 
pm).

7.8 Induction and Training
1. All new and relief staff are inducted into this procedure before escorting children between services.
2. Conduct an annual refresher and a review after any incident or environmental change.

8. Continuous Improvement
1. Complete a risk assessment at least every 12 months and after any change that may affect safe arrival.
2. Update this procedure as soon as practicable after each risk assessment and consult staff and families on material 
changes.
3. Use incident/near‑miss learnings to strengthen controls and training.



9. Appendices
Appendix A – Headcount Protocol
 Headcount #1 – inside room before exit (mark Travel List).
 Headcount #2 – at foyer threshold before entering corridor/outdoor path.
 Headcount #3 – at destination threshold before crossing doorway or at school destination e.g., edge of 
playground, door to library. 
 Headcount #4 – post‑handover to confirm zero children remain with preschool.

Appendix B – Travel Routes & Notes
Field Travel Period 1 – Preschool to Happy Haven 

OSHC (Walking)
Travel Period 2 – Preschool to School 
Destinations (Walking)

Route summary Exit preschool → school foyer → paved path 
to OSHC; avoid car parks; pinch points at 
foyer threshold, gate line, corners.

Exit preschool → school foyer → paved paths
to gym/library/playground; avoid staff car 
park/service vehicle zones; pinch points at 
junctions and blind corners.

Date range School Terms 1- 4: 27/1/2026 -11/12/2026 School Terms 1- 4: 27/1/2026 -11/12/2026
Responsible organiser Preschool Staff to Escort Preschool Staff to Escort 

Appendix C – Legislative Extracts (Summary)
 Regulation 168 – services must have policies and procedures including safe arrival of children.
 Regulation 102AAB – requires consultation with staff, parents and (where applicable) children when 
preparing safe arrival procedures.
 Regulation 102AAC – mandates a risk assessment at least every 12 months and after change; specifies 
matters to be considered and record‑keeping.
 See also National Law s165, s167, s175 and National Regulations 99, 102C, 102D, 122, 123, 161, 170–172.

Appendix F – Risk Assessment Summary (key scenarios and controls)
Scenario Hazard/Risk Primary controls Residual risk
Child for OSHC left at 
preschool

Unsupervised child Double verification; Headcount #1; final sweep; 
gate secured

Low

Child absconds during 
walk

Exposure to 
vehicles/strangers

Walking order; enhanced supervision (hand-hold); 
paved paths only; regroup protocol

Low

Vehicle movement 
near paths

Collision risk Avoid car parks; wall-side walking; pause at blind 
corners; LEAD scans first

Low

OSHC staff unavailable 
on arrival

No acceptance of duty 
of care

Wait in safe zone; phone OSHC/RP; obtain 
signature/time; return if prolonged delay

Low

Toileting need during 
travel

Split supervision Pause group; CHECK escorts; reunite; headcount 
before resuming

Low

Behaviour 
escalation/refusal

Flight/distress risk Safe holding point; regulation plan; call RP; return if 
unsafe

Moderate

Extreme heat/rain/wet
surfaces

Slips/dehydration Hats/rainwear; water; covered route; dynamic risk 
assessment

Low

Medical episode during
walk

Delayed treatment First aid kit/emergency cards; stop in shade; call 
RP/ambulance; document

Moderate

Procedure creation and revision record
Version: 2.0 
Approved by site leader: Lyn Francis and in consultation with OSHC Director
Date of approval: 19 Feb 2026
Date Approved by Governing Council:
Date of next review: 19 Feb 2027
Amendments(s): Complete rewrite integrating strengthened risk assessment protocols e.g., 

double verification; four headcounts; defined walking order; formal handover 
acceptance and signature/time; incident escalation sequence; appendices with 
checklists and contacts.
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