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	Purpose:
	To understand the importance, safety and risk involved in taking children on excursions.



Policy Statement
Our Centre aims to plan excursions that will extend the educational programming at Wahroonga After School Care Centre.  These excursions are designed to allow children to explore and extend their knowledge, their physical development, and interact in other social environments away from the Centre’s premises (“My Time, Our Place” Outcome 2.1).  

Procedures
Parental permission will be sought for all excursions and each excursion will be carefully planned and the potential risks assessed. Excursions planning will take into account:

· Children’s ages, abilities and interests.
· Ways to maximise the children’s developmental experiences and opportunities to practice new skills.
· Suitability of the venue.
· Clothing and equipment required.
· Travel arrangements.

a) 	Risk Management will include:

· The proposed route and destination for the excursion;	
· Any water hazards; 
· The transport to and from the proposed destination for the excursion; 
· The number of Educators and children involved in the excursion; 
· The number of Educators or other responsible adults required to ensure appropriate supervision. This number will be determined by taking into consideration the risks posed by the excursion and whether any adults with specialised skills are required;
· The proposed activities and venue; 
· The likely length of time of the excursion; 
· The items that should be taken on the excursion, for example, first aid kit, mobile phone and a list of emergency contact numbers;
· Verbal instructions to children on appropriate behaviour expected whilst on excursions.
· Once an initial risk assessment has been carried out for regular outings, risk assessments are not required for subsequent outings to the same place, unless there is a change to the place or venue. A review will be conducted every 12 months.  

(b) Permission
· Parent and or guardian permission must be obtained before any child is taken outside of the Centre. By signing the excursion permission form, the Parent and or guardian is authorising their child to attend the activities stated.  
· Excursions to locations visited on a regular basis such as local parks may be undertaken during a certain period. For example during vacation care a local excursion permission form will identify a period the Centre may go on a local expedition. 

(c)	Supervision
· Children will be explained procedures and safety precaution prior to attending any excursion. 
· Adequate numbers of Educators to effectively supervise the children must be rostered on for excursions.  Numbers of Educators must take into consideration the ages and developmental stage of the children attending the excursion and be based on a risk assessment of the excursion as well as the Educators experience, knowledge and skill. 
· Head counts will be conducted regularly throughout the excursion.
· Educators and at least one other child must accompany any child when using a public toilet.
· An Educator must lead the group, another to follow at the back, and the remaining Educators spaced along the group, walking on the road side of the footpath.
· Educators to walk children across pedestrian crossings wherever possible.  If there is no pedestrian crossing, the safest way to cross the road must be determined.  One Educator must step out onto the road, and if necessary, stop traffic from both directions. The remaining Educators then lead children across the road. Fluro vest to be worn by two Educators. 
(d)	Information and Equipment
 Information and equipment to be taken on excursions will include:

· A list of all children attending 
· A list of all children’s emergency details and contact phone numbers.
· A first aid kit and asthma kit, including sunscreen.
· Any medication for children attending the excursion.(epi pens ad or asthma)
· A fully charged mobile phone.
· Any equipment noted on the Risk Management Plan.
· Drinking water and if applicable food


(e)	Process for a Lost Child
· Educators will communicate their concerns with the excursion supervisor and other Educators on the excursion.
· Children will be regrouped and counted; 
· Children and Educators will be asked when they last saw the child.
· The group will stay in that location until the child is found or the supervisor notifies the group of another option.
· Two Educators will retrace their steps to try and locate the child. The supervisor will notify parent/s or guardian/s and the police. The group will follow the instructions of the police.
· Nominated supervisor will notify the Department of Education and Communities (DECS) within 24 hours of the incident occurring.
· For further information please see the Centre’s Missing Child Policy.
(f)	Transporting Children to/from an excursion: 

· Children are only permitted to travel on the transport that is nominated on the permission form.
· The permission form will include but is not limited to child’s name, reason for transport, the date, proposed pick up/drop off location, means of transport, length of time on transport, number of children & educators, provision of seatbelts and that a risk assessment and policies are  available 
· Where public transport (such as bus, ferry, taxi, train, etc.) is used all Educators will ensure ratios are adhered to.
· Where the excursion is close to the Centre, children and Educators to walk to the site.
· When using public transport it is important that each journey is risk assessed, for example, when travelling by bus ensure:
· all bus operators hold appropriate licenses and insurance 
· they provide correct facilities and access
· adequate  supervision 
· children display appropriate behaviour

(g) Water Safety

· The Centre recognises the risks posed by bodies of water.  The Centre will ensure that every precaution is taken so that children are able to enjoy water-based activities safely. Risk assessments will be carried out for programmed water-based activities and a separate permission form will be provided for parents and guardian to sign.
· Based on the risk assessment Educators will be rostered to provide adequate supervision around water. 
· The Centre’s Water Safety Policy will also be followed.






Considerations:

	Education and Care Services National Regulations
	National Quality Standard
	Other 

	r99.4(c) 
r 100 –102
 r168  

	2.3
3
4
	· My Time, Our Place.
· Centre Policies including Water Safety and Sun Protection 
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