EXCURSION AND INCURSIONS
POLICY/PROCEDURE

Policy Statement

The Education and Care Services National Regulations require Berri OSHC to have in place policies and procedures
in relation to excursions and incursions, including procedures for conducting risk assessments and authorisations.

Berri OSHC is committed to:

e protecting the wellbeing and safety of children through assessing and controlling the risks associated
with leaving the service premises

e extending the children’s program to create a more holistic view of the children’s environment in which
they live

e supporting children, families and educators at Berri OSHC in developing an awareness of community
life, providing opportunities to children to strengthen their connection with and understanding of the

community

Roles and Responsibilities

Approved provider - Berri Primary School Governing Council

ensure that obligations under the Education and Care Services National Law and National Regulations are
met

ensure the appropriate risk assessments are completed and all relevant actions are undertaken prior to
the excursion

ensure all children have written authorisation from families to leave the service on an excursion
ensure educator to child ratios are maintained during the excursion and address the risks identified

ensure family members and volunteers attending the excursion are not left alone with any child or group
of children

take reasonable steps to ensure that nominated supervisors, educators, staff and volunteers follow the
policy and procedures

ensure copies of the policy and procedures are readily accessible to nominated supervisors, educators,
staff, volunteers and families, and available for inspection

notify families at least 14 days before changing the policy or procedures if the changes will:
o affect the fees charged or the way they are collected or
o significantly impact the service’s education and care of children or

o significantly impact the family’s ability to utilise the service.

Nominated supervisor/Director

conduct a risk assessment for an excursion, ensuring any risks are managed (prior to obtaining written
authorisation from families)

ensure a new risk assessment is completed when circumstances change for regular outings

ensure all children attending the excursion have written authorisation from families to attend prior to the
excursion

ensure volunteers understand the details of the excursion, the expectations, and their supervision
responsibilities




EXCURSION AND INCURSIONS
POLICY/PROCEDURE

e verify that all the required equipment and/or items are taken on the excursion (first aid kit, personal
medication, medical management plans, mobile phone, emergency contact lists, etc.).

Educators

ensure the excursion is carried out in line with the Excursion and Incusion policy and procedures
ensure all children attending the excursion have written authorisation from families to attend prior to the
excursion
e conduct a risk assessment for an excursion, ensuring any risks are managed (prior to obtaining written
authorisation from families)
ensure a new risk assessment is completed when circumstances change for regular outings
ensure the required educator to child ratios are in place and children are supervised at all times
undertake regular attendance checks to account for all children
ensure family members and volunteers attending the excursion understand your expectations and are not
left alone with any child or group of children
e ensure all children’s health and medical needs are taken on the excursion (first aid kit, personal medication,
medical managements plans, etc.).

Families

® sign the authorisation forms for their child to attend the excursion and ensure all information required is
up-to-date
provide written authorisation for their child to leave the service premises on regular outings
be aware of all the information about the excursion — ask questions if needed
if volunteering on excursions, understand the details of the excursion and the expectations and supervision
responsibilities

e ensure required medication for their child is in date and available to take on an excursion.

Procedure - Planning an Excursion or Incursion

Conducting excursions or inviting visitors to Berri OSHC can build valuable links between the school and the
community, particularly when these are more than one off experiences.

Any excursion or incursion must be carefully planned, which includes being tested, timed and all hazards
considered.

Excursions and incursions will be designed to expand children’s understanding of the community
and appreciation of the world around them.

Every attempt will be made to ensure that the excursion does not take place at a venue that is likely to be
overcrowded.

Procedure - Risk Assessments

The Education and Care Services National Law Act 2010 requires Berri OSHC to take reasonable steps to protect
children from foreseeable risk of harm, injury and illness. It is required that Berri OSHC conducts a risk
assessment for each excursion undertaken. This is also completed for any incursions. The Director will complete a
risk assessment for each excursion and incursion that will identify and assess risks that the excursion may pose to
the health and safety or wellbeing of any child, and will specify how identified risks will be managed and
minimised.
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The risk assessment will aid in identifying the appropriate educator to child ratios for that specific incursion or
excursion. Excursions with a higher risk may require a higher ratio. The educator to child ratio will be at minimum
1 educator to 15 children as per the Education and Care Services National Regulations.
The assessment will consider:
e the proposed route and destination

transport to and from the destination
proposed times of departure and return or the activity
the number of adults and children involved
any water hazards
the proposed activities
items that should be taken on an excursion such as mobile phones, required medications, first aid kits
etc.
any contingencies for possible changes in weather and temperature
sufficient shaded areas for protection from the sun
e safety measures and emergency plans, which identify:

o who will deal with the emergency

o who will supervise any remaining children

o how families will be contacted

o how children will be returned to Berri OSHC

Risk assessments must be completed before authorisation from families is sought.

Procedure — Communication with Families

Whenever an excursion or incursion is to be undertaken, the families are to be given adequate prior notice before
it takes place. All excursions and incursions will be publicised to all families with full details of:

e the destinations or activities being undertaken

e times of the activity or departure and return

® any special items required for the incursion/excursion

There will be no change to the publicised itinerary unless the person in charge of the excursion decides it is
necessary for the safety and wellbeing of children or due to any unforeseen circumstances.

Procedure — Excursion Authorisation

Consent to leave the service is essential and families must sign a consent form prior to the excursion to enable
their child to take part. These are included in the Vacation Care booking form and the bookings will not be
accepted without the excursion authorisations.

The families signed excursion authority will include:

the child’s name

the reason the child is being taken outside the premises

the date of the excursion

a description of the proposed destination

the method of transport

the proposed activities to be undertaken by the child during the excursion
the period the child will be away from Berri OSHC

the number of children going on the excursion
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e the ratio of educators to children on the excursion
e the number of educators and responsible adults who will supervise children on the excursion
e notification that a risk assessment has been prepared and is available

Procedure — Excursion Process

On the day of the excursion, prior to leaving Berri OSHC, the nominated supervisor leading the excursion must
prepare the educators and the children.

A backpack that must be taken with the group is to contain:
o acopy of all emergency contact numbers, including emergency contact numbers for all adults
assisting
the excursion information form
an emergency first aid kit
at least one mobile phone
plastic bags to ensure any rubbish is disposed of appropriately

O O O O O

current action plans and medication for any children with allergies or medication
requirements.

The nominated supervisor in charge will ensure that all educators are familiar with their roles on the day,
supervision, emergency procedures for a lost child, accident and injury procedures, and any other specific safety

requirements.

Two educators must individually count the children on departure from Berri OSHC, arrival at destination,
departure from destination and arrival back at Berri OSHC.

While outside of Berri OSHC premises, educators will be aware where all children are at all times.

Children will have access to drinking water throughout the excursion.

Children will have regular access to toilet facilities and will be encouraged to utilise them when available.

Children will have access to appropriate shaded areas to avoid excessive exposure to the sun.

Legislative Requirements

Section/Regulation Description

Education & Care Services National Law Act (2010)

Section 165 Offence to inadequately supervise children

Education & Care Services National Regulations (2011)
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Regulation 89

First aid kits

Regulation 90

Medical conditions policy

Regulation 99

Children leaving the education and care service premises

Regulation 100

Risk assessment must be conducted before excursion

Regulation 101

Conduct of risk assessment for excursion

Regulation 102

Authorisation for excursions

Regulation 102D

Authorisation for service to transport children

Regulation 122

Educators must be working directly with children to be included in ratios

Regulation 123

Educator to child ratio — centre based services

Regulation 136

First aid qualifications

Regulation 168

Education and care service must have policies and procedures

Regulation 170

Policies and procedures to be followed

Regulation 171

Policies and procedures to be kept available

Regulation 172

Notification of change to policies or procedures

Regulation 177

Prescribed enrolment and other documents to be kept by approved provider

Regulation 181

Confidentiality of records kept by approved provider

Regulation 183

Storage of records and other documents

National Quality Standard for

Early Childhood Education and Care & School Age Care (2010)

Standard 1.1

The educational program enhances each child’s learning and development

Standard 2.2

Each child is protected

Standard 4.1

Staffing arrangements enhance children’s learning and development

Standard 6.2.3

The service builds relationships and engages with the community

Reviewed and Approved by Berri Primary School Governing Council: 14" September 2026

Reviewed and Approved by Berri Primary School Governing Council: 4" November 2024

TO BE REVIEWED: September 2027

Related Documents

http://www.acecga.gov.au/national-quality-framework/national-law-and-regulations/national-

regulations

https://www.education.sa.gov.au/working-us/out-school-hours-care-oshc
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