
 

 
 

Application and Agreement for Child Transportation Services 
 
 
 
This is an application to enroll in the free transportation service provided by Jack and Jill Early Learning 
Centre (‘the Centre’) for children enrolled at the centre.  This service is provided to parents who have no or 
limited access to a way of transport, occasional events (eg. Health issues), or in case of emergency.   
 
This is also an agreement between the centre and the parents/guardian (‘You/Your’). 
 
 
Child’s Full Name:_________________________________________________ 
 
 
Address of Child: __________________________________________________ 
 

 

Required days (please circle):     Mon       Tue       Wed       Thu       Fri     

Required service (please circle):            Pick up          Drop off 

 
 
 

1. The Centre will transport your child to and from the centre at no extra cost to you. 
2. You have received a copy of the Centre Van Transportation policy.  You have reviewed the policy and 

procedures before signing this agreement. 
3. You shall drop off and pick up your child on the roadside where parking is available and is nearest to 

the designated location.  It is your responsibility to walk your child to the van or pick them up from 
the van and walk them back home.  

4. While your child is in the van, he/she will be placed in a safety-approved car seat provided by the 
centre at all times.  In the event of an emergency away from the centre, your child will be cared for 
and you will be notified as soon as possible. 

5. The centre must be notified of any changes/instructions in the scheduled transportation by the 
parents/guardian at the earliest possible time. This notification must be received no later than 
7.45am by text message to the centre’s mobile. 

6. In the event you and your child are not at the designated location in the morning, the van will sound 
the horn and wait for 2 minutes and then leave.  It is then your responsibility to drop off your child to 
the centre on the day.   If such event happens more than three times within a month without 
reasonable explanation, you may lose your spot for this free service.   

7. In the event you are not at the designated location to receive your child(ren) in the afternoon, they 
will be returned to the centre.  It is then your responsibility to pick up your child(ren) on that day. 
You maybe charged for extra hours, refer fee policy for rates.  If such event happens more than 3 
times within a month without reasonable explanation, you may lose the spot for this free service. 

8. No food or drinks are allowed to be consumed in the vehicle.  
9. From time to time, the van may be unavailable due to scheduled servicing, WOF, repair and 

maintenance, etc. The centre will endeavor to notify you at the earliest possible time.  You will need 
to arrange own transportation during this time.   

 

 

Parents/guardian’s signature _______________________________Date____________________ 

This form must be filled out, signed and returned before or on the first day of enrolment.  



 

 

Centre Van Transportation Policy & Procedures 

The centre van will only be used for: 

1. Pick up and drop off children to and from the centre;  

2. Field trips as part of the centre programme; 
3. Whole-centre courses and team-building activities as required. 

Children and staff’s safety is paramount at Jack and Jill.  This policy and procedures are to 

provide a guideline to all staff and the drivers, which apply to all transportations included in 

the above uses.  It is important for all drivers, staff and all children to understand and 

practise these safety procedures, and the drivers and staff must follow the procedures if 

confronted with an emergency situation when on the road. This policy and procedures make 

it easier to develop a system for preparing for emergencies; and for the drivers, staff and 

children to learn how to handle emergencies.  

1. All drivers must have a full New Zealand driver’s license to operate the centre 

vehicle. All drivers must be police vetted before operating the centre vehicle and the 

result must be satisfactory.  
2. Only children who have signed consent forms are allowed to be transported in the 

centre vehicle.  
3. There are always at least two adults in the van, the driver and a teacher, when 

transporting children.  

4. Each child shall have a safety seat and be belted/harnessed while in the van. 

5. All passengers including children and adults must remain seated while the vehicle is 

moving. 

6. A child must not be left unattended in the vehicle at any time. 

7. The van transporting children must have headlights on at all times. 

8. The van shall only be refueled when there are no children in the van.   

9. When the driver is not in the driver’s seat: the engine must be turned off, keys 

removed, brake set, and children removed.  

10. The centre van shall always contains the following: 

- At least one fire extinguisher 

- First aid kit 

- Flash light 

11. The driver will check daily: 

- Tires 

- Lights 

- Safety restraints 

- Fuel 

- Free of debris 

Transporting Safely - Prevent 

1. To assure that each child is loaded and unloaded safely, children should be loaded on 

the van one at a time. After boarding, the staff will check each child to assure 

children are seated in appropriate restraints and are secure.  

2. For pick up and drop offs, the parent/guardian must sign in and out their children on 

the daily sign in sheet.   

3. The driver must record the time the van leaves and arrives at the centre for every 

trip.   



 

4. For a field trip, before departure, the staff will conduct a roll call.  Upon arrival at the 

destination, children will depart the van one at a time. Once everyone is off the van 

the staff will conduct a roll call. It is important to re-check the vehicle to assure 

every child got off at the destination. The same steps described above will be 

followed when the van is boarded to return to the centre. After the final roll call, the 

staff in charge will sign the field trip roster verifying that the information on the 

roster is accurate.  

5. If a parent chooses to pick their child up and transport them home from the field trip 

destination, be sure to get them to “sign their child out” on the roster or the sign-in 

chart indicating that they have taken possession of the child and the centre is no 

longer responsible. 

Emergency plans - Prepare 

In order to ensure the safety of the children and staff in an actual emergency, between the 

driver and the staff, the duties below must be assigned before the trip.  If the trip was for 
staff only, a warden must be assigned. 

1. Set the parking brake, turn off the engine, and turn on the hazard warning lights. 

2. Help children exit the van and lead to a safe location and take the first aid kit and 

the fire extinguisher.  

3. Take a roll call. 
4. Report the incident to the police department.  

In addition to assigning a warden and duties, the following information must be discussed 
and/or demonstrated prior to each trip: 

1. Location and use of the fire extinguisher. 

2. Location of the first aid kit.  

3. Location and use of all emergency exits. 

4. How to shut off the engine and set the parking brake. 

5. How to open the side and back door. 

6. Read and understand the quick users manual displayed in the van. 

7. Keeping aisles clear at all times.  

8. Leave all belongings and get out of the vehicle as quickly as possible if the van is 

deemed unsafe.  

Emergency drills – Practice 

Emergency drills must be taken at least once a month. The drills must be recorded, which 

shows starting time and date, finishing time, name of children, driver and staff involved. It’s 
never too early to teach a child what to do to be safe.  

Emergency Procedures  

The primary responsibility is the safety of the children.  It is the drivers and teaching staff’s 
responsibility to remain calm.  

The following procedures are to be followed: 

1. Turn off the van. 

2. Set the parking brake. 

3. Remain calm and reassure the children and staff. 

4. Check for any injuries to children and staff. 



 

5. Be alert regarding fire or possibility of fire. 

6. Use warning devices such as reflectors, where applicable. 

7. Keep all children in the van unless the van is deemed unsafe. If needed, help 

children exit the van and lead to a safe location, taking fire extinguisher and first aid 

kit with you. 

8. Account for all children. 

9. Notify police, and if possible, the centre. 

10. When police arrive, they are in command of the scene. The driver and staff should 

only focus on the children present in the vehicle. Give all information to the police 
including but not limited to the children’s names.  

Count and re-count children at each and every stop, everyday.  

1. If lost count of a child who has gotten out of the van, the driver must turn off the 

van, apply the hand brake and remove the key. The staff will get out and check 

under the vehicle as well as around it.  

2. Never take a chance! The staff are to double check the head count at each stop from 

the inside.  

3. Seek parents’ help with reinforcing safe behavior while in a vehicle. Help parents 

understand how children’s behavior problems could distract the driver and result in a 
tragedy.  

 

THANKS FOR CARING ABOUT OUR CHILDREN’S SAFETY!  

 

 

 

 

 

 

 

 

 

 

 

 

 

Reviewed (date): _____________ 


