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ES36A: Excursion-Incursion Checklist
Applicable to Community Language Schools SA and all member schools

The following checklist has been complied with reference to the Department for Education: Camps and Excursion Procedure (Camps and excursions procedure (education.sa.gov.au)
This checklist must be completed prior to the excursion and must be signed by the principal to confirm the action has been undertaken. 

Site Name: …………………………….……………………… Teacher-in- charge: …………………………

Excursion/Incursion name: …………………………………………….…………Date: …...../………/……

Initial stage
	1. 
	Site has been assessed and is considered to be appropriate and accessible for all participants the excursion/incursion?
	

	2. 
	Check site/venue provider has completed a child-safe environments compliance process or if it is a public venue then measures are in place to ensure the safety of children and young people (for example having a smaller ratio of children and young person to a teacher/volunteer)
	

	3. 
	Gather information and plan excursion/incursion
	

	4. 
	Is the excursion/incursion linked to curriculum
	

	5. 
	There is consideration of children and young people who may not be able to participate for financial, family, cultural or religious reasons
	

	6. 
	The identification and management of risks on camps and excursions has been undertaken using the using the ES36B: Excursion-Incursion Risk Management Plan
	

	7. 
	Prepare detailed budget and submit with excursion/incursion planning form and sports, adventure, camps and excursions risk management form to the site leader for approval
	

	8. 
	Provide planning form to administration for recording and implementation of accounting procedures
	

	9. 
	All bookings have been made and relevant minimum timeframes for cancellation or alteration of bookings noted and diarised
	

	10. 
	Set date for payment of deposits in line with confirmation of all bookings
	

	11. 
	Send drafts of parent letters and notices to the site leader for approval. Then arrange for distribution of advice to parents, with excursion/incursion planning form attached and seek participation level
	

	12. 
	Check that child or young person’s health support needs have been taken into account
	



Go-ahead stage
	1
	Check that initial response has met minimum number of participants
	

	2
	Arrange for forwarding deposit on bookings
	

	3
	Pass approved excursion/incursion planning form to administration and arrange for duplication and distribution to parents including request for any additional health care information
	

	4
	Seek any relevant approvals, e.g. Department for Education, Department for Environment and Water
	

	5
	Organise school personnel to meet required supervision levels and ensure that volunteers meet the screening and suitability requirements
· Making sure that all adults accompanying has a Working with Children Checks and has a Safe Environment Training/RRHAN-EC certificate
	






Activity action plan
	1
	Necessary equipment all organised?
	

	2
	Supervisory team-to-child ratios organised?
	

	3
	Teaching staff and/or volunteers prepared the planned activities?
	

	4
	Satisfactory transport arranged? Refer ES36D: Transport of Students/Children by Parents and Volunteers (if applicable)
	

	5
	Emergency management plans in place? Refer ES36E: Emergency Response Plan Proforma
	

	6
	Sufficient numbers of designated First aider appointed, and resources organised?
	

	7
	Emergency services contacts organised?  Refer ES36E: Emergency Response Plan Proforma
	

	8
	On-site emergency transport available? (If applicable)
	

	9
	Special needs of children and young people thoroughly planned for? (If applicable)
	

	10
	Catering/ food requirement organised? 
	

	11
	Cleaning needs met? 
	

	12
	Child or young person preparatory and follow-up work organised?
	

	13
	Excursion/incursion rules, duties, routines, behaviour management all considered and attended to?
	

	14
	Supervisory team members relevant training booked and completed satisfactorily?
	



One month prior
	1
	Determine level of child or young person excursion/incursion fee payments with administration, initiate any necessary action
	

	2
	Obtain and distribute consent forms for completion by parents. Set return dates (Refer ES36C: Excursion-Incursion Consent Form) 
· All consent forms received from parents or guardians are to be checked for completion and to verify that the authoriser (name and signature) is the nominated parent or guardian on the enrolment form
· If incomplete or inappropriately signed, the consent form should be returned to the parent or guardian for correction. 
· Parents/guardians must also be provided with an information sheet, this sheet is to include any additional information that is relevant to the excursion.
	

	3
	Advise others affected by excursion/incursion-related absences, e.g. duty rosters, meetings, library, canteen
	

	4
	Arrange supervision and appropriate learning activity for non-participating children or young people who are remaining at the site
	

	5
	Discuss details with participants, covering rules, expectations, routines, clothing, personal needs, expenses, meals, safety arrangements etc
	



One week prior
	1
	Book out first aid kit. Designated First aider to make copies of all necessary information, medication agreements etc
	

	2
	Review planning and compile checklist of tasks to be completed in the next week
	

	3
	Ensure all excursion/incursion fees are paid
	

	4
	Compile emergency contact numbers (children or young people, supervisory team members, excursion/incursion site) to be left with the site based contact person and administration staff
	

	5
	Prepare rosters etc required on excursion/incursion
	

	6
	Advise administration of any cheques required
	

	7
	Confirm excursion/incursion arrangement details with all relevant agencies eg campsite operator, state and national parks
	

	8
	Meet with and/or provide written information to the supervisory team to confirm the identity of the teacher-in-charge, roles, responsibilities, health support needs (on a need to know basis only), risk management plans, contingency plans and other arrangements
	




Teacher in charge: …………………………………….……………  Signature: ……………………………….

Principal: ………………………………………………....……………… Signature: ……………………………		  
Completion Date …….…../….……./…….…..	
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