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Purpose:
· The school’s excursion program enables students to further their learning and social skills development in a non-school setting. Excursions complement the educational programs offered at our school. 
Aims:

· To reinforce, complement and extend learning opportunities beyond the classroom.

· To learn and use life skills in context e.g. shopping

NB: ’Parents’ refers to parents and guardians.
Implementation:

· An excursion is defined as any activity beyond the school grounds.
· A designated ‘Teacher in Charge’ will coordinate each excursion. The ‘Teacher in Charge’ of each excursion will ensure that all transport arrangements and excursion activities comply with current D.E.T guidelines as stipulated in the ‘Planning an Excursion’ process. 
· The ‘Teacher in Charge’ will complete the schools ‘Notification of School Activity’ form and Risk Assessment, and a copy will be given to the Principal 3 weeks prior to the departure date. The Principal will notify D.E.T electronically.
· Parents will be notified of the destination and requirements of the excursion at least one week prior to the excursion. 
· Parents will be notified if there is any change of arrangements. 
· Parents must return a signed consent form before any student attends an excursion. This form also gives staff permission to contact a school nurse or medical practitioner if needed.
· Information will be provided to all parents of non-English speaking families in a manner that allows them to provide an informed consent to their children attending excursions. 

· Parents will be informed if payment is required. 

· Endeavours will be made not to exclude students for financial reasons. Decisions relating to alternative payment arrangements will be made by the Principal on a case-by-case basis.
· One week before an excursion, the ‘Teacher in Charge’ must liaise with school nurse to discuss and complete documentation for the management of gastro feeds and medications. 
· The ‘Teacher in Charge’ will provide the Sub School Leader, Sub School Nurse, Office and Mealtime Office with a copy of the Excursion Summary form before leaving the school.
· Teachers supervising groups of students on an excursion will carry students’ Emergency Cards.
· Excursions will be staffed according to the needs of the students. The allocation of teachers will be in accordance with current D.E.T guidelines.
· Whilst on an excursion, the ‘Teacher in Charge’ of the excursion will notify the Principal of any changes to the destination or incidences which occur.
· A teacher or Education Support staff with a current first aid certificate will be in attendance on all excursions. 
· The school will provide a first-aid kit for all excursions. 
· The ‘Teacher in Charge’ will take a mobile phone and leave contact details with the school. 
· Parents attending an excursion may only work with their own child unless they hold a current ‘Working with Children’ card and have specific mealtime and manual handling training. If it is necessary for parents to pay for themselves e.g. if they are in addition to staffing requirements, they will be notified of the cost before agreeing to attend.
· Parents attending an excursion may not bring siblings or other children.

· If an excursion is unexpectedly late returning, parents will be contacted by phone as early as possible and notified of any necessary changes to arrangements.
· A senior staff member will be in attendance at school when students are returning from any out-of-school-hours excursion. The ‘Teacher in Charge’ will communicate with this person with regards the anticipated return time.
· An excursion will be cancelled if the forecast is for a temperature of 30 degrees or above unless it is to an air-conditioned venue. The excursion will be cancelled in the event of other extreme weather conditions.
· Students not attending the excursion will be provided with suitable alternative activities.

Evaluation:

· Review: Triennially.
· Ratification by School Council: 15 October 2018
