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TRUNDLE CHILDREN’S CENTRE

			Bus Arrival and Departure Policy
Quality Area 2: Children’s Health and Safety
Local school buses currently provide transport to and from the Trundle Children’s Centre for children enrolled at the Centre and primary school aged children who attend Before and/or After School Care. These buses are privately owned and do not form part of the service operations in any way. 
It is the Parent/Guardian’s responsibility to organise bus travel with the bus company/driver. The arrangement for transportation of the child is between the bus company and the family, not the centre. The bus companies are not obligated to transport pre-school children but do so in support of our centre and the local community.
The responsibility of ensuring a child arrives and departs the service safely is a shared one, between the centre, families, and the bus companies.
Parent/Guardian Responsibility
· Make arrangements directly with bus company/owner for the transportation of the child to and/or from the centre.
· It is the family’s responsibility to familiarise themselves with the bus companies’ safety policies and risk assessments.
· Notify the centre of the transport arrangements.
· Complete the Centre’s ‘Authorisation for Bus Travel’ form and return to the centre.
· Notify the centre asap via telephone prior to bus arrival or departure if transportation requirements change. That is, if a child will not be arriving or departing on the bus as arranged. Or if a child will be arriving or departing on the bus on a non-scheduled bus day. 
· Notify the centre before 8.30 am if the child will be absent on a particular day and therefore not arriving or departing on the bus.
· It is the parent/guardian’s responsibility to ensure the child is placed safely on the bus in the morning and collected off the bus in the afternoon.

Bus Owner/driver responsibility
· The bus owner/drivers retain the duty of care for the child from the time they embark on the bus to when they disembark.
· To decide whether to transport children younger than primary school age to the centre.
· The bus owner/drivers are responsible for implementing their own safety measures and policies for children while in their care, including procedures such as completing vehicle checks to ensure no child has been left behind.
· The bus owner/driver is responsible for notifying parents/guardians of any issues that may lead to the bus arriving for pick up or drop off of the children earlier/later than usual.

Our responsibility
· The centre assumes responsibility for safety of the child upon the child disembarking the bus at the centre either in the mornings, or in the afternoon for After School Care Children.
· The centre retains responsibility for the child until such time as the centre and/or Before or After School children board the bus in the afternoon, or in the case of Before School Children in the morning. 
· Marking children on and off the roll as they embark or disembark the bus.  
· The centre is responsible for notifying families if a child due to arrive on the bus fails to disembark. Or in the case where a Bus due to deliver a child to the centre fails to arrive.
· The centre is responsible for ensuring all families sign a Bus Authorisation Form.
· The Centre shall ensure all procedures under this, and other relevant policies are followed and provided to families, and risk assessments for private bus travel are completed and available upon request.





Procedures for Safe Bus Arrival and Departure
Arrivals
· Educators watch for the bus arrivals.
· Buses arrive at the Centre from approximately 8.25am.
· Buses stop at the front of the centre on Railway Parade.
· A designated Educator on ‘bus duty’ meets the bus outside the centre.
· Before any children disembark the bus, the educator conducts a Vehicle Check to ensure no centre children are left behind.
· Vehicle Check will be noted on the Transportation Attendance Record kept at the Centre. 
· The Educator disembarks the bus with the children and escorts them onto the grounds and into the building.
·  Educators then enter the child’s arrival into the Xplor app (which triggers a notification to families to say a child has been signed into the centre). Educator notes attendance in writing on the Centre’s Transportation Attendance Record.
· If a child has not arrived at the centre on the bus as per their ‘Bus Authorisation Form’ or in accordance with any verbal or written notification by the family, the child will immediately be marked absent on the Xplor App triggering an absent notification to be sent to the authorised contacts.
· In accordance with the Centre’s Arrivals and Departures Policy the parents/guardians of a child who is an unexplained absence will receive a phone call from the Centre at 9.30am to ascertain reason for absence.
· If by 10.00 am the centre has been unable to contact an authorised contact (parent/guardian) the emergency contact people listed on the child’s enrolment will be contacted. 
· In the event of a bus failing to attend the centre when a child is expected to be arriving or departing on the bus as per the Bus Authorisation Form, the centre staff will follow the above procedure for noting an unexplained absence. 


BUS AUTHORISATION FORM
I/We _________________________ (Parent/Guardian) wish to advise the Trundle Children’s Centre our child/ren __________________________________ will arrive at and/or depart the centre by bus.
I/We have made arrangements directly with the Bus Owner/Driver _______________________ 
Our child/ren will use the bus service as follows: -
		Arrive by Bus					Depart by Bus
Monday		☐						☐
Tuesday		☐						☐
Wednesday		☐						☐
Thursday		☐					☐
Friday			☐						☐
I/We acknowledge the following: -
· Arrangements for bus travel are between the bus company and the family of the child.
· The buses are privately owned and do not form part of the centre operations in any way. 
· The centre is not liable for any accident, harm or injury that may occur while any centre children are being transported on the bus to and from the centre.
· It is our responsibility to notify the centre of any variation to this arrangement prior to the child attending the centre that day.
· The centre only assumes responsibility for the child’s safety once the child has disembarked the bus at the centre at 8 Railway Parade.
· I/We have read and familiarised ourselves with the Centre’s Bus Arrival and Departures Policy.
Parent Name:		_____________________
Parent Signature:	_____________________
Date:
BSC & ASC BUS AUTHORISATION FORM
I/We _________________________ (Parent/Guardian) wish to advise the Trundle Children’s Centre our child/ren __________________________________ will arrive at and/or depart the centre by bus.
I/We have made arrangements directly with the Bus Owner/Driver _______________________ 
Our child/ren will use the bus service as follows: -
		Depart by Bus (Before School Care)		Arrive by Bus (After School Care)
Monday		☐						☐
Tuesday		☐						☐
Wednesday		☐						☐
Thursday		☐					☐
Friday			☐						☐
I/We acknowledge the following: -
· Arrangements for bus travel are between the bus company and the family of the child.
· The buses are privately owned and do not form part of the centre operations in any way. 
· The centre is not liable for any accident, harm or injury that may occur while any centre children are being transported on the bus to and from the centre.
· It is our responsibility to notify the centre of any variation to this arrangement prior to the child attending the centre that day.
· The centre only assumes responsibility for the child’s safety once the child has disembarked the bus at the centre at 8 Railway Parade.
· I/We have read and familiarised ourselves with the Centre’s Bus Arrival and Departures Policy.
Parent Name:		_____________________
Parent Signature:	_____________________
Date:
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