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ES36B: Excursion / Incursion Risk Management Plan
Applicable to Community Language Schools SA and all member schools

	Excursion Details

	Date(s) of excursion
	
	Excursion destination
	

	Departure & arrival times
	

	Proposed activities
	
	Water Hazards?	Yes / No
If yes, detail in Risk Assessment below.

	Curriculum Link / Benefit
	

	Method of transport, including proposed route
	

	Name of excursion co-ordinator
	

	Contact number of excursion co-ordinator
	(BH) 
	(M) 

	Number of children attending excursion
	
	Number of educators / parents / volunteers
	

	Educator to child ratio, including whether this excursion warrants a higher ratio?
Please provide details
	

	Items to take on excursion

	[bookmark: Check1]|_|	First aid kit
	[bookmark: Check2]|_|	List of adults participating in the excursion

	|_|	List of children attending the excursion
	|_|	Contact information for each adult

	|_|	Contact information for each child
	|_|	Mobile phone/other means of communicating with the emergency services

	|_|	Medical information for each child
	|_|	Other items, please list


[bookmark: _Toc516661087]
Risk Assessment Sample
Refer to ES02: Risk Management Policy and ES02C: Risk Assessments and Checklists and complete a separate risk assessment.
	Activity
	Potential Risk 
	Level of Risk
(Likelihood x Consequence)
	Proactive Strategies to prevent / reduce
(including whom is responsible) 
	Procedure to Follow if occurs
(including whom is responsible)

	Child-Safe environment 
	Harm/Risk of harm to children and young person
	High
	Making sure that all personnel and adult students (18 years old and above) that are involved in the excursion/incursion has a valid WWCC.
Making sure that 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)
	In the event of a major incident involving harm/risk of harm to children and young person, CARL and SAPOL must be notified.
Discuss prior to excursion about what to do in the event of an emergency and how to cope. 
If a public venue is the excursion/incursion site, plan extra safety measures that need to be implemented. 

	Vehicle Accident.
	Serious injury
Death 


	High
	Excursion policy to ensure safe transportation of students
Drivers must provide detail information about car registration details
Teacher in charge will check all students are wearing seat belts and or are in suitable restraints; all loose items are stored to minimise injury
	In the event of a minor road accident, the driver must inform all parents/carers of student passengers
Discuss prior to excursion about what to do in the event of an emergency and how to cope. 
List of students attending excursion and school details. 
Check availability of seat belts and ensure they are worn. 
Carry an appropriate First Aid Kit. 
Teachers with current Senior First Aid Certification. 
Implement emergency plan when appropriate.

	A participant has anaphylaxis 

	Potential life threatening


	High
	Communicate regularly with all staff so they are aware of which students have allergies and what they are allergic to. 
Communicate to staff with responsibility for first aid and care of students who become unwell at school which students are at risk of anaphylaxis, the signs of anaphylaxis and the emergency response including the priority of administration of medication. 
	Teacher-in-charge:
Call 000 if student is experiencing anaphylaxis
Call parents to inform of incident 

	Sun exposure 
	Server sunburn

	Low
	Adhere to the SunSmart policy.
Apply sunscreen before and during activity
All participants wear a hat
	Teacher-in-charge calls parents to inform of overexposure to the sun

	Missing student
	Injured or traumatised student
Potential life threatening. 
	Moderate
	Refer to excursion policy section on supervision
Regular attendance checks and head counts,
Teacher ratios suitable for age and activity
Appropriate supervision for activity 
	In the event of a lost participant, the area will be searched. Students will be asked to be seated in a safe area whilst the area is searched, the name of the student will be called by the teacher-in-charge and the last known whereabouts of the participant be ascertained. After an initial search emergency services, the school and parents will be contacted to inform of the missing participant. 



Venue’s Child Safe environment compliance attached (if applicable). Yes / No 
Safety information reviewed and attached.	Yes / No 
Prepared By: ________________________________________________________________________________________________
Consultation with (if relevant): __________________________________________________________________________________
Developed / Reviewed:   _______________________________________________________________________________________
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