	REGULAR EXCURSION: An outing to a place that the service visits weekly or fortnightly as part of its educational program & where the circumstances relevant to the risk assessment are similar on each outing. A risk assessment is in place before the first outing and before seeking authorisation from the parent.
IRREGULAR EXCURSION: Any other outing that occurs on an irregular basis. A risk management plan must be completed prior to seeking authorisation from the parent and prior to the excursion.  Regulation: 100, 101 and 102 Policy 5.2 and Policy 5.3.
INCURSION: Planned learning experience, which is conducted within the Family Day Care Service, and may involve members of the community attending the Service to educate, perform or participate in learning experiences. Parent / guardian consent will need to be given prior to a child’s participation in an incursion. 

	THIS RISK ASSESSMENT MUST BE READ IN CONJUNCTION WITH THE TRANSPORT OF CHILDREN IN OWN VEHICLE RISK ASSESSMENT AND MUST BE VIEWED BY PARENTS / GUARDIANS WHEN SIGNING AUTHORISATIONS FOR OUTINGS

	Name of Educator: 
	
	Educator Contact details:  
	

	Maximum number of children attending excursion / incursion:
	
	Number of educators/parents/volunteers:
	

	Implementation Date:
	
	Excursion / Incursion Destination & Address :  
	

	As per requirements of the Excursions & Regular Outings Policy – The Service will be notified prior to attending excursions

	Regular excursion
:	☐
Irregular excursion: 	☐
Incursion:  	☐
	Time Leaving Premises
	
	Time Returning to premises
	
	Water hazards on proposed route or at each stop?
Eg. Risk of flooding, bridge, beach, lake, dam
Yes ☐    /    No ☐
If yes, detail in risk assessment below.

	
	Instigated by
	
	

	REASON FOR INCURSION /EXCURSION AND/OR DETAILS OF INCURSION PROVIDER OR COMPANY:  

	

	BENEFITS TO THE CHILDREN: (consider learning, development, social, emotional, physical, wellbeing including having fun!) 

	[bookmark: _Hlk184718372]

	CHILDREN’S VOICES: (ask questions eg ‘how can we keep safe?’, ‘why do you want to go?’, ‘why don’t you want to go?’ etc. This may come from discussions before or during the excursion/incursion)

	

	ACTIVE SUPERVISION MEANS Educators always available to respond to children, closely observe children while attuned to their needs and interests, constantly assess and respond to children’s supervision needs, scanning and regularly looking around the area to ensure all children actively supervised, aware of the environment, identify appropriate positions for maximum vision of children, tuned in, aware of children and not distracted, listening carefully for changes in tone or volume for children out of direct vision, observe play and anticipate potential danger, communicate and collaborate with other adults supervising.
Condensed from ACECQA doc -  Active Supervision; Ensuring Safety And Promoting Learning




	Method of transport, including proposed route: (Attach map)
☐ N/A   ☐ Driving    ☐ Walking    ☐ Public Transport (Provide details): 
	Educator to child ratio, including whether this excursion warrants a higher ratio? 

	
	Please provide details:
	

	Excursion / Incursion checklist:

	☐  First aid kit 
☐  Medical plan/info for each child and educator (where applicable)
☐  Court order info for each child (where applicable)
	☐  List of contact details of all adults participating in the excursion
☐  List and contact details of children attending the excursion

	☐  Parents / guardians and Service notified of excursion / incursion
	☐  Mobile phone/other means of communicating with service & emergency services

	☐  Transport of children in own vehicle – Risk Assessment & Management Plan attached (where applicable)
	☐  Hats, sunscreen, nappies, wipes, full water bottles, healthy snack or lunch

	☐  Risk Assessment for incursion compiled in consultation with visitor (for incursions)
	☐  Working with Children Card / Identity documents checked (where applicable)
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	Proposed Route (Screen shot of route or written proposed route):
Approximate Time in Transit: 
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	Nature Alliance Family Day Care Service
EXCURSION / INCURSION RISK MANAGEMENT PLAN
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	Risk assessment

	
	ACTIVITY
What the children will be doing
	HAZARDS and RISKS identified
The danger and possible consequence
	Risk before control measures
	Elimination/control measures 
how you are going to reduce the risks
	Risk after control measures
	Who
	When

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



	

Developed and signed by Educator
	
	
	
	
Sighted and signed by NA Staff
	
	
	

	Date:
	
	
	Name
	Signature
	Date:
	
	
	Name
	Signature

	Reviewed by educator
	
	
	
	Reviewed by staff
	
	
	

	Date:
	
	
	Name
	Signature
	Date:
	
	
	Name
	Signature

	
☐  I, the Educator, acknowledge that prior to creating / revising this risk assessment a visit to the site of the excursion has been conducted and that if there are any significant changes to this outing, a new risk assessment will be sent in for approval at least 48 hours prior to going on the excursion.

Reminder: Monitor the effectiveness of controls and change if necessary. Review the risk assessment if an incident or significant change occurs.
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