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Planning Prerequisites

· An excursion covers any group or class leaving the school with a teacher as part of the education program conducted by the school.

· The organising teacher is familiar with departmental policies and procedures.

· Action list completed at least one week before the date of the excursion.  No excursion proceeds without this approval.

· Parents are given at least 4 weeks notice where parental costs involved. The greater the cost the greater should be the notice given to parents.  Camps 2 Terms

· School subsidisation is arranged prior to parental information being distributed. 

Excursion Plan - 6 Weeks Prior 

	Coordinating Teacher
	

	Excursion Date(s):
	
	Venue(s):
	

	Excursion Purpose:
	

	Classes Attending:
	
	No of Chn:
	

	Staff Attending:
	
	Adult to Student Ratio:
	

	Parents Attending:
	

	Mode of Transport:
	
	Company:
	
	No. of Buses:
	

	Departure Time:
	
	Return to school:
	
	Pickup time from Venue:
	

	Program for children not attending:
	

	Relief Staff Required:
	
	Teacher/LSA
	 
	

	Emergency Contact Number at Venue:
	
	Mobile No:
	

	Transport Cost/child:
	
	

	Venue Entry Costs/child:
	
	

	Other Costs/child: (please name)
	
	

	School Subsidy (if applicable):
	
	

	Total Cost Per Child
	
	


Planning Implementation - 6 Weeks Prior
	SYMBOL 113 \f "Wingdings"  Excursion Planning Sheet and Cost Planning Spread Sheet completed with Business Manager
	SYMBOL 113 \f "Wingdings"  Dates added to calendars on G drive and in staff room by teaching staff

	SYMBOL 113 \f "Wingdings"  Excursion Planning Sheet is given to team leader for approval and team leader saves it in excursion folder in G drive
	SYMBOL 113 \f "Wingdings"  Executive Director Approval (if required) 1 month     

	SYMBOL 113 \f "Wingdings"  Bus hire arranged (if required)
	


Planning Implementation - 4 Weeks Prior
	SYMBOL 113 \f "Wingdings"  Permission note completed and:
· approved by team leader
· sent to front office staff by team leader
· saved in excursion folder in G drive by team leader

	SYMBOL 113 \f "Wingdings" Permission note and Medical Note (if required) sent home by front office staff

	SYMBOL 113 \f "Wingdings"  Risk Assessment completed, emailed to Danielle for electronic signing and saved in excursion folder on the G drive by teaching staff
	


ACTION List - 1 Week Prior
	SYMBOL 113 \f "Wingdings" Returned permission notes/lists to Front Office
	SYMBOL 113 \f "Wingdings" First Aid Kit arranged by front office

	SYMBOL 113 \f "Wingdings" Follow up with families who have not yet returned permission notes (front office staff)
	SYMBOL 113 \f "Wingdings" Transport confirmed

	SYMBOL 113 \f "Wingdings" Staffing officer to arrange any duties that require covering
	Notification of excursion given to:
SYMBOL 113 \f "Wingdings" Front office

SYMBOL 113 \f "Wingdings" Team leader

SYMBOL 113 \f "Wingdings" Specialist team

SYMBOL 113 \f "Wingdings" Parent/volunteers

SYMBOL 113 \f "Wingdings" Therapists

SYMBOL 113 \f "Wingdings" Other




Excursion Approval: Team leader:
Date:

Excursion Approval: Principal (or Delegate):
Date:


Excursion Policy Summary
	Supervision Ratios

Local Vicinity and in ACT -1 teacher per class unit (approx 25).  Beyond ACT - ratio 1:20 Duty of Care may require additional adults to accompany group.



	Mandatory Procedures

( approval by principal or delegate

( students unable to participate are provided meaningful alternative activities

( parents notified in writing

( special procedures for outdoor Adventure Activities

( swimming is a Special Case


	Responsibility of Principal

( safety of students - adequate supervision - 

( swimming procedures followed

( staff conversant with policy

( officers must not drink alcohol

( non-teaching staff are suitably qualified and advised of their responsibility

( staff aware that if policy not followed could be liable, no workers’ compensation

( emergency procedures developed for all excursions



	Responsibility of Co-ordinating Teacher

( be conversant with the policy

( prepare consent forms - and ensure completion

( current medical information is available

( emergency contacts for all excursions. This may be a mobile phone number

( ensure a First Aid kit is taken on all excursions


	Parent Advice includes (as  appropriate)

( times, dates and destination

( mode of travel

( purpose and nature of activity

( names of accompanying staff/adults

( cost, clothing and equipment

( means of contacting the group



	Appropriate response from parents indicating that they :

( consent to the student taking part

( agree to travel by private car driven by staff or parents

( authorise the school to make arrangements for the welfare of their child including medical/surgical treatment and agree to pay associated costs

( have provided up to date medical information

( agree to the student being under the authority of the school and that if circumstances warrant the student will be sent home at their expense


	Use of Private Vehicle 

The Co-ordinating Teacher must ensure: 

(Loading does not exceed the number of seatbelts - children should use rear seats first with the largest child in the front

( Parents must be notified that ‘private vehicles’ will be used

( Teachers should assign pupils to cars having regard for any special needs.  A list of drivers and pupils should be given to the Bursar.

(Use of Private Vehicle information is provided on the Parent information sheet



	Insurance 

There is no automatic insurance cover provided by the ACT Govt for Students /parents /other adults/ non-enrolled children injured in an outdoor adventure activity.  Parents should be advised to consider additional personal insurance
Workers Compensation - covered only if an approved activity
Ambulance   free in ACT - need to check health insurance for outside ACT


