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Safe Transition Agreement

This agreement is intended to establish a shared understanding among all parties regarding the duty of care for children transitioning between OSHC services, schools, or other education and care settings. It supports consistent and safe supervision practices during drop-off and pick-up at services located both on and off school grounds. A separate agreement is required for each site to reflect its specific operational needs. To ensure its relevance and effectiveness, this agreement should be reviewed at least every 12 months.

	SERVICE NAME:
	
	IS THE SERVICE LOCATED ON A SCHOOL SITE?
	☐  Yes             ☐  No 

	ADDRESS OF SERVICE:
	

	PERSON DEVELOPING PLAN:
	
	POSITION:
	

	PHONE NUMBER:
	
	EMAIL:
	

	TYPE OF PLAN:
	 ☐ Drop-off of children from BSC to school    ☐  Pick-up of children for ASC from school
 ☐ Other (Please describe) __________________________________________

	DATE PLAN DEVELOPED:
	
	DATE PLAN TO BE REVIEWED: 
	




	SCHOOL NAME: 
	

	ADDRESS OF SCHOOL:
	

	REPRESENTATIVE NAME:
	
	POSITION:
	

	PHONE NUMBER:
	
	EMAIL:
	












	
	TIME:
	STEPS:
	RESPONSIBLE FOR CARE OF CHILDREN: 

	IN DETAIL, LIST EACH STEP IN THE PREPARATION AND COMPLETION OF THE DROP-OFF OR PICK-UP OF CHILDREN:
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	

	
	
	


	


	
	IN CONJUNCTION WITH THE SCHOOL OUTLINE THE VARIOUS PICK-UP OR DROP OFF LOCATIONS FOR CHILDREN (INCLUDE AGES): 

	








	ARE THESE MEETING POINTS IN SIGHT AND SOUND OF SUPERVISING TEACHERS/SCHOOL STAFF (E.G DUTY TEACHERS):     
	☐  Yes        ☐  No

	WHAT TIMES ARE SUPERVISING TEACHERS ON DUTY AT THE SCHOOL?
	

	ARE THERE ANY CHILDREN WITH ADDITIONAL NEEDS THAT REQUIRE COLLECTION FROM THE CLASSROOM?
	 ☐  Yes        ☐  No

Names: 



	WHAT IS THE CONTINGENCY PLAN FOR THE BELOW SCENARIOS: 

	An enrolled child is not at the pickup point:

	A child not booked is at the pickup point:

	The OSHC Staff member is running late for collection:

	Other: 

	INSERT A MAP OF THE SCHOOL IN THE BOX BELOW:

	Include service location (if school site) or muster point and all collection or drop off locations:
















	As part of this agreement the school agrees to the following: 
· The outlined plan, including the times of transfer of duty of care between the school and OSHC to ensure children remain safe and supervised.
· Agree that the meeting points selected are appropriate and in sight and/or sound of duty teachers.
· In the event of an emergency, maintain the supervision of children until service staff are able to collect children (if requested).
· Ensure a school staff member remains with children in the age groups collected from their classrooms and transferred into the care of the service by a OSHC service staff member.
· Ensure a school staff member accompanies a child to a meeting point if they have additional needs or behaviours that need further support in the transition on that day. 
· The school will inform the service of any children that were absent from school or sent home during the day in the event the parents are uncontactable (if requested).

	(INSERT SERVICE’S NAME)
REPRESENTATIVE:
	

	SIGNATURE: 
	
	DATE:
	

	SCHOOL REPRESENTATIVE:
	

	SIGNATURE:
	
	DATE:
	

	DATE PLAN TO BE REVIEWED:
	



	DOCUMENT TITLE
	Safe Transition Agreement

	
	

	Date Published:
	
	Version:
	
	Review Due Date:
	
	REYLL Reference:
	R075



