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COLLEGE COMMUNITY CHILD CARE CENTRE 

Excursion Policy 
 
RATIONALE & POLICY CONSIDERATIONS: 
Conducting excursions or inviting visitors to the service can build valuable links between the service and the community, 
particularly when these are more than one off experiences. Linking excursions and visits to other experiences for children 
reinforces children’s learning outcomes and strengthens their connections with and understanding of their community.  
The Education and Care Services National Law WA Act 2012 requires that approved providers/ educators/ coordinators 
take reasonable care to protect children from foreseeable risk of harm, injury and illness. Extra diligence is required by 
educators to ensure children are closely supervised during excursions. The regulations require that services conduct a 
risk assessment for each excursion undertaken by the service.  
The most critical times of the day for road safety in education and care services occur during children’s arrival and 
departure times. College Community Child Care Centre will promote road safety in discussions with families and children. 
Excursions provide young children with the opportunity to practice walking safely with adults in real traffic environments.  
 
POLICY STATEMENT:  
Excursions are an integral part of the children's program and will be arranged accordingly to provide a broad range of 
learning experiences for children, including opportunities for children to expand their understanding of the arts i.e. theatre, 
music, dance, drama, art exhibitions, natural environments etc. and to strengthen their connections with and 
understanding of their community.  
Educators will closely supervise children whilst they are on excursions or out of the service for any other reason, as the 
potential for harm is greater outside of the safety of the education and care environment. College Community Child Care 
Centre will conduct a risk assessment before taking children on an excursion. Permission for children to attend will be 
sought from a parent/guardian or other authorised person for all excursions in compliance with the Education and Care 
Services National Regulations.  
Excursions and regular outings are an important part of our educational program, providing opportunities for the children 
to build connections with the local community and contributing to their sense of belonging and connection with the world 
around them. We are committed to ensuring the safety, health and wellbeing of children during excursions and regular 
outings by conducting risk assessments and ensuring authorisations are obtained from families. 
 
Philosophy  
Our Educators promote a strong sense of wellbeing for our children by providing a safe and healthy environment where 
they are supported and nurtured through warm, trusting relationships. 

Legislation and Government Requirements  
Western Australian Occupational Safety and Health Act 1984 and Regulations 1996  
Western Australian Road Traffic Act 1974 
Education and Care Services National Law WA Act 2012 Section 165, 167 
Education and Care Services National Regulations – Reg 89, 99, 100 - 102, 122, 123, 136, 158,168, 170 – 172, 175, 177 
NATIONAL QUALITY FRAMEWORK  
Early Years Learning Framework for Australia – Practice: Holistic approaches; Responsiveness to children; Intentional teaching; 
Learning environments – Outcomes: 2, 3, 4  
National Quality Standard for Early Childhood Education and Care- 2; 3; 4; 5; 6; 7 
National Principles for Child Safe Organisations – 1, 2, 3, 4, 5, 8, 9, 10 
 
Children's needs  
Safe stimulating environment in which to play and learn; wide range of experiences; safety whilst travelling on foot on an 
excursion outside the education and care setting.  
 
Families’ needs  
Reassurance that safety standards are maintained, and their children’s safety is assured when on outings/excursions or 
being transported by the service for any other reason; to be fully informed about their child’s excursions; to be able to 
withdraw their child from an excursion if they wish.  
 
Educator/Staff needs  
Clear guidelines for excursions; appropriate educator to child ratios; support from families; excursions to complement 
children's learning programs; adequate staffing levels to escort children safely; clear procedures for transporting children; 
family cooperation re: children’s attendance and behaviour whilst travelling. 
 
Management needs 
To ensure excursions are conducted safely, and in accordance with legislative requirements.  
The education and Care Services National Regulations require approved providers to ensure their services have policies 
and procedures in place for managing excursions. 
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STRATEGIES FOR POLICY IMPLEMENTATION:  
Excursions  
• On excursions from the service children will always be in the charge of a responsible educator. The Director will 

appoint a person in charge for each outing.  
• The educator to child ratios will be maintained in accordance with the Education and Care Services National 

Regulations. Additional responsible adults may accompany children on an excursion. In determining the required adult 
to child ratio for each outing the following will be considered:  

o the age and abilities of the children  
o the destination and length of the excursion  
o the methods of transport  
o the previous experience of the accompanying adults  
o the type of activities  

• The Director/Educational Leader will complete an Excursion Authorisation and List which includes a risk 
assessment for each excursion 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. The assessment will 
consider:  

o the proposed route and destination  
o vehicles moving around carparks 
o assorted plant life 
o assorted animals and insects – bites and faeces 
o assorted debris on the ground 
o people unknown to staff and children 
o various trip hazards 
o adult sized furniture  
o students studying 
o rubbish bins have no lids 
o heavy books and resources that children could pull down 
o construction work – could change the walking route 
o if the elevator is used – Lift doors/stairs 
o if at the library – Power cables and power points with no safety caps 
o structures such as bike racks 
o transport to and from the destination  
o proposed times of departure and return  
o the number of adults and children involved  
o the educator to child ratio required under regulations 
o the Educator qualifications required under regulations  
o an assessment on whether additional responsible adults are required to provide appropriate supervision  
o any water hazards  
o the proposed activities  
o items that should be taken on the excursion i.e. mobile phone; emergency contact list; portable first aid kit etc 
o contingencies for possible changes in weather and temperature  
o sufficient shaded areas for protection from the sun 
o emergency event  

• All Educators/supervising adults attending the excursion will familiarise themselves with the excursion plan and risk 
assessment 

• The risk assessment will identify how the emergency will be dealt with and who will deal with the emergency; who will 
supervise the remaining children; how parents will be contacted; and how children will be returned to the service in 
the event of an emergency. In the event of an emergency the lead Educator must ensure the centre manager is 
contacted for appropriate action. 

• All excursions will be publicised to all parents/guardians with full details of destination, times of departure and return, 
educators and volunteers attending, any special items children will be required to bring. 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 well 
being of the children.  

• Children may be taken on regular outings within the community. These outings will be a walk to a destination that the 
service regularly visits as part of its education curriculum. On these outings, depending on their age, children will be 
appropriately restrained in a pram or stroller, or by other suitable means. The parent/guardian or other authorised 
person’s authorisation for this type of outing is only required once in every 12-month period, provided that the 
circumstances relevant to the risk assessment are the same in each outing.  

• On walking outings educators will talk to young children about traffic and road safety including:  
o what they are doing when they cross the road  
o why they’ve stopped at the kerb  
o what they’re looking for when crossing the road  
o what sounds they’re listening for when crossing the road 
o when it is safe to cross  
o why they must keep checking until they’re safely on the other side  

• Written permission will be obtained from families whose children are participating in the excursion. 
• The parent/guardian or other authorised person’s signed Parent/Guardian Excursion Authority will include:  
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o the child’s name  
o the reason the child is being taken outside the premises  
o the date of the excursion  
o description of the proposed destination  
o method of transport  
o proposed activities to be undertaken by the child during the excursion  
o period the child will be away from the premises  
o number of children going on the excursion  
o ratio of educators to children on the excursion  
o number of other staff and responsible adults who will supervise children on the excursion  
o that a risk assessment has been prepared and is available at the service  

• The educator in charge of the excursion will have a list of the children on the excursion and the emergency contact 
details that have been provided by families.  

• The educator in charge of the excursion will have a charged mobile telephone, which is turned on, and on which 
he/she may be contacted at all times during the excursion. The mobile phone will be signed out when leaving for the 
excursion and signed back in when returned to the centre. 

• Guidelines for each excursion will ensure all adults attending the excursion are advised of their responsibilities which 
will include:  

o advising the educator in charge of the excursion immediately of any incident, emergency or identified risk  
o remaining calm in the event of an emergency and signalling for immediate assistance, including what signals 

will be used  
o the name of the person who will have charge of the First Aid Kit during the excursion, and which educators 

are qualified to administer first aid  
o ensuring the children, they are assigned stay with them at all times  
o making regular headcounts of the children they are supervising to account for children at all times  

• Adult volunteers should be in possession of a Working with Children Check or be able to produce a form confirming 
their application for one.  

• Alternative arrangements will be made for children not participating in outings.  
• A record of each excursion will be retained for a minimum of 12 months, and will include: 

o name of each enrolled child that attended  
o parent/guardian authorisations  
o destination, times of departure and return  
o copy of the risk assessment  

 
Educational Program 
Our educational program encourages children’s identity, promotes social interactions, supports children’s access, 
inclusion and participation in the program and recognises their culture, values, and abilities. We add valued learning to 
the curriculum to aid children’s health and safety and recognise protective behaviours. We regularly reflect on and refine 
the program to build relationships and engagement in the community. We value the important role our Educators play in 
children’s education and care. 
 
Induction and ongoing training 
Educators will be provided with training on child safety for excursions by the service. Ongoing training will be assessed if 
deemed necessary. Ensuring participating staff have the necessary training, knowledge and skills to support the 
individual needs of participating students (including health and wellbeing needs, communication and positive behaviour 
support strategies). 

The Excurison policy is available in the foyer and office and on request digitally and will be reviewed every year. 
 
 
LINKS TO OTHER POLICIES  
The following policies may be linked to this policy:  
• Accidents, Emergencies and First Aid  
• Delivery and collection of children  
• Educational curriculum 
• Enrolment and orientation  
• Establishing a protective environment  
• Guiding children’s behaviour  
• Illness and incident 
• Interactions with children  
• Medication and medical conditions  
• Maintenance of a safe environment  
• Partnerships and communication with families  
• Sun protection / water safety 
• Supervision/ Sleep and rest 
 
 
 

LINKS TO OTHER PROCEDURES 
The following procedures may be linked to this policy: 

• Excursion Risk Assessment 
• Risk assessment Matrix 
• Excursion List 
• Parent/Guardian Excursion Authorisation  
• Enrolment form 
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FURTHER SOURCES:  
Accreditation Harrison, L – Promoting road safety in child care services – extract from Putting Children First, the Newsletter of the 
National Childcare Council – Issue 23, September 2007 - Retrieved 16.09.2022 reviewed 25-09-2024 from:  
Teaching Children About Road Safety - Aussie Childcare Network 
Road and traffic safety for children – better Health Channel – Retrieved 16.09.2022  reviewed 25-09-2024 from 
https://www.betterhealth.vic.gov.au/health/healthyliving/road-and-traffic-safety-for-children 
Kids and Traffic – Key road safety messages for adults to share with young children – Retrieved 16.09.2022 reviewed 25-09-
2024  
Info Sheets – Kids and Traffic (mq.edu.au) 
Kids and Traffic – Key road safety messages for all the adults in a child’s life – Retrieved 16.09.2022, reviewed 25-09-2024 from 
from  
Info Sheets – Kids and Traffic (mq.edu.au) 
Tansey, S – Supervision in children’s services – extract from Putting Children First, the Newsletter of the National Childcare 
Accreditation Council – Issue 15, September 2005 Retrieved 16.09.2022 reviewed 25-09-2024 from:  
Early childhood regulation and quality assessment (education.vic.gov.au) 
Western Australian Road Traffic Act 1974. Retrieved 16.09.2022 – reviewed 25-09-2024 from:  
WALW - Road Traffic Act 1974 - Home Page (legislation.wa.gov.au) 
Acecqa – Policy Guidelines – Retrieved 25-9-2024 from 
https://www.acecqa.gov.au/sites/default/files/2021-06/ExcursionsGuidelines.pdf 
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