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Excursion Policy
Service name: Avenue Early Learning Centre
Approved provider: Jo Plunkett and Nikki Sharp
Date effective: 24/10/2025
Review date: 24/10/2026
Purpose
To ensure that all excursions are planned and conducted safely, providing meaningful experiences for children while meeting legislative requirements and promoting children’s wellbeing.
This policy outlines procedures for the planning, authorisation, and supervision of excursions from Avenue Early Learning Centre, ensuring children’s safety and protection at all times.

Policy Statement
Avenue Early Learning Centre recognises excursions as valuable opportunities for children to explore and engage with their community. The service is committed to ensuring that all excursions are:
· Carefully planned and risk assessed;
· Approved by parents/guardians through written authorisation; and
· Supervised by qualified and responsible educators.
Children’s health, safety, and wellbeing will always be the highest priority during excursions.
Legislative and Regulatory Framework
This policy is guided by:
· Education and Care Services National Law Act 2010 (Vic)
· Education and Care Services National Regulations 2011, particularly:
· Regulation 100: Risk assessment must be conducted before excursion
· Regulation 101: Conduct of risk assessment for excursion
· Regulation 102: Authorisation for excursions
· Regulation 168: Education and care service must have policies and procedures
· National Quality Standard:
· QA1 – Educational program and practice
· QA2 – Children’s health and safety
· QA4 – Staffing arrangements
· QA6 – Collaborative partnerships with families and communities
· QA7 – Governance and leadership

Definitions
· Excursion: Any activity in which a child leaves the approved education and care premises under educator supervision, other than as part of an emergency evacuation or drill.
· Regular outing: An excursion that is undertaken regularly to the same location with the same assessment of risks (e.g., weekly walk to the local park).

Procedures
1. Planning an Excursion
· Excursions must be planned to ensure they are developmentally appropriate, inclusive, and beneficial to children’s learning.
· Before any excursion, educators must:
· Conduct a comprehensive risk assessment (Regulation 101).
· Complete an Excursion Authorisation Form for parent/guardian approval.
· Ensure adequate supervision ratios and staff qualifications in accordance with regulations.
· Arrange first aid resources and emergency contacts.
· Ensure all participating staff are familiar with the Emergency and Evacuation Policy.

2. Risk Assessment
A written risk assessment must identify and evaluate:
· The destination and purpose of the excursion;
· The method of transport and safety of transport arrangements;
· The proposed route or itinerary;
· The likely length of time children will be away from the premises;
· Potential hazards and control measures;
· The number of adults and children involved;
· The proposed supervision strategy, including communication methods between groups;
· First aid and medical management plans for children attending.
The Nominated Supervisor must approve all risk assessments before seeking parental authorisation.

3. Authorisation
· Each child must have written authorisation from a parent or authorised nominee prior to participating.
· The authorisation must include:
· Child’s name;
· Details of the excursion (date, destination, duration, purpose);
· Method of transport;
· Number of educators/adults attending;
· Anticipated number of children;
· Risk assessment summary; and
· Parent/guardian signature and date.
· For regular outings, a one-off written authorisation may be obtained annually, provided the outing details do not change.

4. Supervision and Ratios
· Educator-to-child ratios must never be less than those required under Regulation 123.
· Additional educators or volunteers may be required depending on risk assessment outcomes.
· Children must be actively supervised at all times, including during travel, arrival, activities, and departure.

5. Transportation
· Transport must meet all relevant safety standards and legal requirements.
· Where buses or vehicles are used, seat belts or appropriate restraints must be used.
· Educators must conduct head counts and attendance checks:
· Before leaving the service,
· On arrival at and departure from the excursion site,
· Upon return to the service.

6. Communication and Emergency Procedures
· Educators will carry:
· A mobile phone for communication;
· A first aid kit;
· Emergency evacuation bag
· Children’s emergency contact details and medical information (including medications).
· Emergency response procedures must be reviewed prior to departure and adjusted to suit the excursion environment.

7. Children’s Health and Safety
· Medications, allergy management, and health plans will be followed as per the Medical Conditions Policy.
· Sun protection, hydration, and appropriate clothing will be ensured.
· Educators will maintain positive behaviour guidance and uphold the Child Safe Standards at all times.

8. Volunteers and Visitors
· All volunteers must be briefed on the excursion plan, their role, and supervision expectations.
· Volunteers must never be left alone with children or responsible for direct supervision without an educator present.

9. Records and Documentation
· Copies of the risk assessment and parent authorisations will be kept at the service for at least 7 years.
· A roll of all attending children and adults will be carried on the excursion and updated regularly.
· Any incidents or near misses must be recorded and reported according to the Incident, Injury, Trauma and Illness Policy.

Roles and Responsibilities
	Role
	Responsibilities

	Approved Provider / Nominated Supervisor
	Approve excursion and risk assessment, ensure compliance with legal requirements, and maintain records.

	Educators
	Conduct risk assessment, obtain authorisations, supervise children, and ensure safety at all times.

	Families
	Provide accurate information, authorise participation, and ensure children are prepared for the excursion.

	Volunteers
	Follow educator instructions and support children’s safety under supervision.




Review
This policy will be reviewed annually, or earlier if there are incidents, changes to legislation, or identified areas for improvement.
Approved by: ___________________________
Date: _________________________________
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