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Excursions Procedure
Link to National Quality Standard

2.2.1  
Supervision
At all times, reasonable precautions and adequate supervision ensure children are protected from harm and hazard
2.2.2
Incident and emergency management

Plans to effectively manage incidents and emergencies are developed in consultation with relevant authorities,        practised and implemented.
Procedure

1.  Planning
Staff members will ensure that the excursion is appropriate for children.  Consideration will be given to

· The content of the experience and the age of the children

· The suitability of the location and transport:  Transport and venues must be clean, hygienic and in good repair.  There should be adequate toilet facilities.  Fresh water and shelter must be available.

2.  Risk Assessment
The staff member organizing the excursion will complete an Excursion Risk Management Plan.  This will be handed to the Director for approval before information regarding the excursion is made available to families.

3.  Informing Families

Information will be given to families before the excursion. This should include:

· General description of activity

· Date and time of activity

· Expected time of departure and return

· Cost per child

· Transport details

· Staff attending the excursion

· Details of what to bring  

4.  Obtaining Consent
For excursions or activities that require payment, the crossing of main roads or involving child care children, specific consent will be required from parents.  A signed consent form is a legal document and should be kept in accordance with the general disposal schedule for early childhood services.  Consent forms will include:

· Date, destination/s, times and transport
· Parent/caregiver signature

· Emergency contact details

· Health information
5.  Supervisor: Child Ratios
-For all excursions outside the centre, the following ratios apply:

Child Care:  From 1:1 to 1:6 depending on the number and level of risks identified through the risk assessment process.

Preschool:  Ratios are to comply with DECD “Camps and Excursions Guidelines” for preschool age children, e.g. 1:6 for public venues such as parks, museums and theatres.

School Age Care:  Up to 1:8 depending on the number and level of risks identified through the risk assessment process.

-Parents helpers will be counted in ratios but staff expectations of parent helpers must be realistic.

-Roll call or head count is to be conducted:

· On leaving the centre

· On arrival at the destination

· On leaving the destination

· On returning to the centre

-Supervision adults are not to smoke for the duration of the excursion.

-At least one certified supervisor must be present on every excursion.
-At least one Educator with Current First Aid HLTAID004

6.  Road Safety
On walks, staff will be aware of road safety rules and maintain suitable behavior among the children to ensure their safety.  Advantage will be taken of the opportunity to educate children about road safety rules with reference to Excursion risk assessment
7.  Bus Transport

If a bus is used, it is preferable that at least one car follows to provide support in case of emergency.  All passengers must wear a seatbelt and have a seat if there are seatbelts.  Families will be invited to supply a child seat.
8.  First Aid

Prompt first aid must be given when necessary.  At least one staff member present on the excursion must hold an ACECQA approved first aid qualification.  A first aid kit, asthma bag and children’s medication and health care plans must be available at all times.
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