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RUTHERGLEN KINDERGARTEN BUS TRANSPORTATION 
PROCEDURE  

 

 

PURPOSE 

This policy will provide: 

 guidelines for children who travel from home to Kindergarten via private bus companies  

 to ensure compliance with the Department of Education and Training School Bus Program 

PROCEDURE STATEMENT 

1. VALUES  

Rutherglen Kindergarten is committed to the Guiding Principles of the National Quality Framework, 

and also to: 

 The rights of children to travel safely as passengers 

 encouraging the rights of children to be active citizens in the community 

 advising users of the service 

2. SCOPE  

This policy applies to the Approved Provider, Nominated Supervisor, educators, staff, 

parents/guardians, and children attending Rutherglen Kindergarten. 

3. BACKGROUND AND LEGISLATION 

Background 

In 1944, the Victorian Government introduced a free school contract bus service to assist students in 
rural and regional Victorian areas access their nearest government secondary school. The free school 
contract bus service provides practical transport to as many eligible students as possible, in a way that 
is safe and practical for students. 
 
Procedural Guidelines for School contract bus services in Rural and Regional Victoria (the 
‘guidelines’) are designed to assist principals and other school staff members in managing safe and 
efficient school contract bus services. This document is also a resource for contractors, 
parents/guardians and bus passengers. These guidelines do not apply to special school transport, 
public transport or the conveyance allowance scheme. Separate guidelines have been developed for 
those services.  

 

Legislation and standards 

Relevant legislation and standards include but are not limited to: 

 Bus Safety Act 2009 (Vic) 

 Bus Safety Regulations 2010 (Vic) 

 National Quality Standard, Quality Area 2: Children’s Health and Safety 

- Standard 2.3: Each child is protected 

 Transport Integration Act 2010 (Vic) 

Author: Rutherglen Kindergarten  
Created:  July 2016 
Reviewed:   November 2020 

Last Updated: November 2022 
Next Review: November 2023 
Validated by: Rutherglen Kindergarten Staff 
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4. DEFINITIONS 

The terms defined in this section relate specifically to this policy. For commonly used terms – e.g. 

Approved Provider, Nominated Supervisor, Regulatory Authority etc. are provided in the General 

Definitions section of this manual and can be referred to as required.  

Coordinating Principal: a person who has been given permission by the DET to run the School Bus 

Program (Currently the principal at Rutherglen High School) 

.  

5. SOURCES AND RELATED POLICIES 

Sources 

 Department of Education and Training School Bus Program 

https://www.education.vic.gov.au/school/teachers/transport/Pages/schoolbus.aspx 

Service policies 

 Acceptance and Refusal of Authorisations Policy 

 Delivery and collection of Children policy 

 Supervision of Children policy 

PROCEDURES 

The Approved Provider is responsible for: 

 Ensuring parents/guardians have completed the bus travel forms (refer to Attachments 1 & 2). 

 Providing an attendance record that meets the requirements of Regulation 158(1) and is signed by 

an educator on delivery of the child from the bus each day. 

 

The Nominated Supervisor is responsible for: 

 Providing written confirmation to the coordinating principal that the child is independently able to 

travel on the bus and that an educator will escort the child between the bus stop and the Kinder in 

the morning.  Bus drivers are not permitted to escort students from the bus to the Kinder.  Children 

need to be 4years of age to travel on the bus. Proof of age needs to be checked. 

 Making sure a copy of the bus forms are provided by Rutherglen high school or a copy is made at 

the Kinder and put in the child’s enrolment record. 

 ensuring that there are procedures in place if a child who is expected to arrive by bus does not 

show up. 

 Notify/Contact parent/guardian immediately if a child does not arrive on the bus as expected. 

Other educators are responsible for:  

 Ensuring that children travelling on the bus will be met at the bus stop and escorted between the 

bus stop and the Kinder. 

 Signing the child into the service in the attendance record book. 

Parents/guardians are responsible for:  

 Accepting the conditions of travel and the authority of the coordinating principal. 

 Providing the director at Rutherglen Kindergarten with a copy of Form 6 (Attachment 2) to sign. 

https://www.education.vic.gov.au/school/teachers/transport/Pages/schoolbus.aspx
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 Completing the bus forms (refer to Attachments 1 & 2) and handing them both into Rutherglen 

high school before a child travels on the bus. 

 Ensuring their child is 4 years of age (children under 4 are not permitted to travel on the bus) and 

has a ‘buddy’ or sibling to go on the bus with them to look after them. 

 For making alternative transport arrangements if seating becomes insufficient due to an increase 

in the number of students with prior rights to travel or a smaller vehicle is engaged for Rutherglen 

high school. 

 Provides written confirmation to the coordinating principal that the child is independently able to 

travel on a bus. 

 Informing the Kinder staff what days their child will travel on the bus and who will be collecting the 

child from Kinder on these days. 

 Informing the Kindergarten staff, if there are any changes to the child’s normal bus arrangement 

on a certain day. 

 

EVALUATION 

In order to assess whether the values and purposes of the policy have been achieved, the Approved 

Provider will: 

 seek feedback from educators, staff, parents/guardians, children, management and all affected by 

the policy regarding its effectiveness.  

 monitoring implementation, compliance, complaints and incidents in relation to the policy and 

procedures 

 keeping up to date with current legislation, research, policy and best practice 

 observing changes to the service environment e.g. increased/decreased enrolments 

 revising the policy and procedures as part of the service’s policy review cycle, or as required 

 notifying parents/guardians at least 14 days before making any changes to the policy or its 

procedures (this is a requirement under Regulation 172 of the National Regulations for policies 

mandated by law and would be considered Best Practice for all service policies and procedures). 

ATTACHMENTS 

 Attachment 1: Application for Permission to Travel – Eligible Students 

 Attachment 2: Written undertakings for pre-school passengers 
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ATTACHMENT 1: 
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ATTACHMENT 2: 
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