
Risk Assessment and Management - Excursions

Approved providers, nominated supervisors and family day care educators must ensure a risk assessment is carried out before children are taken outside the service premises on an excursion. Regulation 102D of the Education and Care Services National Regulation requires authorisations to be obtained from parents or other authorised nominees.
ACECQA has prepared this template to assist services in undertaking risk assessments before children leave the service premises as part of an excursion, which services may wish to incorporate within their own risk assessment material. 
Regulations 100, 102B, 101 and 102C of the Education and Care Services National Regulations includes the minimum risk assessment considerations for excursions, including specific considerations when an excursion involves transporting children.  
Note: A risk assessment is only required to be completed at least once for a 12 month period if the excursion is a ‘regular outing*’. 
*Regular outing: means a walk, drive or trip to and from a destination that the service visits regularly as part of its educational program, and where the circumstances relevant to the risk assessment are substantially the same on each outing. 
Definitions
Excursion: An outing organised by an education and care service where children leave the education and care environment.
Regular Outing: A walk, drive or trip to and from a destination that is visited regularly as part of the educational program and where circumstances relevant to the risk assessment remain substantially the same.
Regular Transportation: Transportation arranged by the service -School transportation, Kindy transportation (other than an excursion) where circumstances remain substantially the same and risk assessments have been completed within a 12-month period.
Risk Assessment: A documented process used to identify potential hazards and minimise risks to the safety, health and wellbeing of children.


PLANNING FOR EXCURSIONS AND TRANSPORTATION

Before any excursion or transportation occurs, educators must:

	• Notify the coordination unit of the proposed outing or transportation details.
• Complete an excursion and/or transportation risk assessment.
• Obtain signed written parent Building Futures Care authorisation / permission.
• Submit documentation to the coordination unit for approval.
• Ensure ratios and supervision arrangements are suitable.
Consider:
• Proposed route and duration
•  Pick-up and destination location
	•Means of transport
 Seatbelt and restraint requirements
• Water hazards
Number of adults and children attending
• Additional supervision needs
• Children with medical or additional needs
• Emergency planning
• Safe entry and exit procedures
• Embarking and disembarking processes
• Attendance tracking procedures




PLANNING FOR EXCURSIONS AND TRANSPORTATION
	EXCURSION PROCEDURES – BEFORE LEAVING (Advise coordination of Excursion destination and approx. arrival and departure times.
Message Coordination Unit Prior to leaving your FDC premises - 0432 335 881)

	☐ Head count completed
☐ Attendance marked
☐ Medication checked / Medical Management Plan
☐ Emergency contact list available
☐ First aid kit packed
☐ Coordinator notified of departure
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	Risk assessment and management template - Excursions

	Service Name
	

	Excursion details 
	

	Date (s) of excursion.
If it is a regular outing include a description of when children are to be taken on regular outings. 
	

	Proposed activities.
List all activities that will take place during the excursion.
	

	Pick up location and destination (s).
List each location travelled to and from as part of the excursion.
E.g., the museum, park for lunch and service.
	

	Estimated departure and arrival times and duration of the excursion. 
E.g., from the service to each destination and returning to the service.
	

	Proposed route
You can include an image of the route sourced online.
	

	Means of transport
E.g., public bus, private bus, coach, private car, taxi, tram
	

	Requirements for seatbelts or safety restraints in your state or territory have been met.
	  ☐  Yes  ☐  No
Comment: 

	Number and full names of each adult involved in the excursion.
E.g., service staff, family members, volunteers
	

	The number of educators / responsible adults, appropriate to provide supervision, and whether any adults with specialised skills are required.
E.g. for children’s individual needs.  
	

	The number of children involved in the excursion. 
	

	Any water hazards during the excursion, including any risks associated with water-based activities?
If yes, detail in the risk assessment table below.
	☐  Yes  ☐  No
Comment:

	Educator to child ratio, including whether this excursion warrants a higher ratio.
Provide details in the risk assessment table below.
	

	Describe the process for entering and exiting the service premises and the pick-up location or destinations (as required); (include how each child is accounted for):

	Describe the procedures for embarking and disembarking the vehicle (include how each child is accounted for in embarking and disembarking):

	Excursion checklist – items to be readily available during the excursion
(Please tick)

	  ☐  First aid kit
	  ☐  List of adults involved in the excursion

	  ☐  List of children involved in the excursion
	  ☐  Contact information for each adult

	  ☐  Contact information for each child
	  ☐  Mobile phone / other means of communicating with the service & emergency services

	  ☐  Medication, health plans and risk assessments for individual children
	  ☐  Other items, please list










Use the table below to identify and assess risks to the safety, health or wellbeing of children attending the excursion, and specify how these risks will be managed and minimised (regulation 101(1)). This must include any risks associated with water-based activities. 
	Risk assessment

	Activity
	Hazard identified
	Risk assessment 
(use matrix)
	Elimination/control measures
	Who
	When

	Excursion destination/location:
(Insert specific destination)
	Inadequate supervision
	
	Educator-to-child ratios considered based on ages, abilities, environment and risks. Additional adults utilised where required. Constant supervision maintained.
	
	

	
	Child becoming separated from the group
	
	Attendance head counts completed before departure, during excursion and before return. Transportation log completed .Children remain within educator sight and hearing at all times. Smaller groups, buddy system and close supervision implemented.
	
	

	
	Children running near roads or car parks
	
	Children closely supervised, walk together as a group, hold hands where appropriate, remain beside educator until instructed.
	
	

	
	Extreme heat, sun exposure or UV risk
	
	Excursions planned outside peak UV times where possible. Hats, sunscreen, protective clothing and shade used. Water available at all times.
	
	

	
	Severe weather (storms, rain, wind, flooding)
	
	Weather checked prior to departure. Excursion postponed, cancelled or modified if conditions unsafe. Shelter options identified.
	
	

	
	Toileting accidents or lack of facilities
	
	Toileting encouraged before departure. Access to suitable facilities considered during planning. Protecting the rights and privacy of each child's toileting is essential. 
	
	

	
	Contact with unknown adults/strangers
	
	Children remain supervised at all times. Stranger safety reinforced. Educator removes the children from the destination immediately if concerns arise.
	
	

	
	Photography/privacy concerns
	
	Children supervised closely. No unauthorised photography by educators. Service privacy and child safety procedures followed.
	
	

	Please identify any additional risks specific to your excursion destination and outline how these will be managed to ensure children’s safety and wellbeing.
Consider factors such as:
· Water hazards (creeks, ponds, drains, pools, beaches, water play activities)
· Playground equipment safety and suitability
· Clear visibility and supervision of children
· Access to children for supervision and emergencies
· Animals, plants strangers or unfamiliar environments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




(Press tab to add more rows)


	Risk Matrix

	Consequences
	Likelihood

	
	
	Rare
	Unlikely
	Possible
	Likely
	Almost Certain

	
	Major
	Moderate
	High
	High
	Critical
	Critical

	
	Significant
	Moderate
	Moderate
	High
	High
	Critical

	
	Moderate
	Low
	Moderate
	Moderate
	High
	High

	
	Minor
	Very low
	Low
	Moderate
	Moderate
	Moderate

	
	Insignificant
	Very low
	Very low
	Low
	Moderate
	Moderate






	Plan and Review

	Plan prepared by:
	Full name:
Signature:
Role/Position:
	Date:
	

	Prepared in consultation with:
	Full name:
Signature:
Role/Position:

	Communicated to all relevant staff: 
	☐  Yes  ☐  No
Comment if needed:

	Vehicle safety information reviewed and attached:
	☐  Yes  ☐  No
Comment if needed:

	Risk assessment to be evaluated and reviewed on: 
A risk assessment must be undertaken prior to an excursion being undertaken (and before seeking authorisation for that excursion to be undertaken - see regulation 102). If the excursion is a 'regular outing'*, a risk assessment must be undertaken at least annually.
	Date:



Risk assessment and management template – Excursions
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