
 

Excursions and Regular Outings Policy 
 

National Quality Standard 
 
Area 2 - Children’s health and safety 
Standard 2.2 Safety 
Element 2.2.1 
 

Supervision: At all times, reasonable precautions and 
adequate supervision ensure children are protected from 
harm and hazard. 

Area 7 - Governance and leadership 
Standard 7.1 Governance 
Element 7.1.2 
 

Management systems: Systems are in place to manage risk 
and enable the effective management and operation of a 
quality service. 

 

Children (Education and Care Services) National Regulations (2011 SI 653): 
 
Reg. 100 Risk assessment must be conducted before excursion 
Reg. 101 Conduct of risk assessment for excursion 
Reg. 102 Authorisations for excursions 

 

Links to the Child Safe Standards 

 

Standard 1 - Child safety and wellbeing 
is embedded in organisational 
leadership, governance and culture 

Child safety is a priority consideration in all 
excursion planning. Excursions cannot proceed 
without risk assessments, appropriate 
authorisations, and supervision systems that 
place children’s safety and wellbeing at the 
centre of decision-making. 

Standard 2 - Children are informed 
about their rights and participate in 
decisions affecting them 

Children are consulted and engaged in 
excursions through pre-departure briefings, 
clear explanations of expectations, and 
opportunities to provide feedback about their 
experiences, which inform future planning. 

Standard 3 - Families and communities 
are informed and involved in 
promoting child safety and wellbeing 

Families receive detailed information about 
each excursion, including the venue, activities, 
transport, and risk management measures, 
before providing written authorisation. Risk 
assessments are available on request, ensuring 
transparency and family involvement. 



 

Standard 5 - People working with 
children are suitable and supported 

Only approved and trained Adventure OSHC 
staff supervise children on excursions. Educators 
are allocated responsibilities based on their 
experience and qualifications, and they are 
supported to carry out roles such as supervision, 
first aid, and emergency response. 

Standard 7 - Staff and volunteers are 
equipped with the knowledge, skills 
and awareness to keep children safe 

Educators are trained in supervision, risk 
assessment, transport safety, and child 
engagement. Prior to excursions, Coordinators 
brief staff on their specific responsibilities, 
ensuring consistency and clarity. 

Standard 8 - Physical and online 
environments promote safety and 
wellbeing 

Excursion venues are assessed for hazards, 
including toilets, shaded areas, and water risks, 
before being approved. Children are never left in 
the sole care of external providers, and child 
information taken on excursions is stored 
securely on password-protected devices. 

 

Related Policies 

 

Providing a Child Safe Environment Policy 

Interactions with Children Policy 

Child Protection Policy 

Family Law and Access Policy 

Acceptance and refusal of authorisations Policy 

Transport Policy 

Incident, Injury, Trauma and Illness Policy 

Sun Safe Policy 

 

 
 
 
 



 

Policy Statement: 

Adventure OSHC is committed to planning and conducting excursions that: 

●​ Prioritise the safety, health, and wellbeing of all children. 
●​ Provide opportunities for children to explore their community, environment, and 

culture in safe, meaningful, and enjoyable ways. 
●​ Uphold the principles of the Child Safe Standards, ensuring children’s voices are 

heard, families are informed and engaged, and risks are actively managed. 
●​ Comply with all relevant NSW Regulations, ACEQA Policy Guidelines, and our 

internal governance procedures. 

Excursions are valued as part of the educational program, linking directly to My Time, Our 
Place (v2) learning outcomes, particularly Outcome 2.1: “Children develop a sense of 
belonging to groups and communities and an understanding of the reciprocal rights and 
responsibilities necessary for active civic participation.” 

 

Purpose: 

To ensure all excursions and routine outings are: 

●​ Properly authorised by families. 
●​ Supported by a comprehensive risk assessment and management plan. 
●​ Supervised and managed to uphold child safety, dignity, and wellbeing. 
●​ Embedded within a child-focused, culturally respectful, and inclusive learning 

program. 

 

Scope: 
 
This policy applies to all children, families, educators, volunteers, visitors, and management 
of Adventure OSHC. 
 

Implementation: 
 

Planned excursions will take into account:​
 
●​ Children’s ages, abilities and interests. 

●​ Ways to maximise the children’s developmental experiences and opportunities to 
practice new skills whilst being creative, fun and exciting. 

●​ Suitability of the venue in regard to safety. 

●​ Clothing and equipment required. 

●​ Travel arrangements. 



 

●​ Cost to families. 

●​ The cultural needs, language backgrounds, and any accessibility requirements of 
individual children will also be considered to ensure every child can participate safely 
and meaningfully. 

Risk Assessments 

●​ Risk assessments are conducted for every excursion in compliance with Regs. 
100–101. 

●​ For regular outings, a risk assessment is completed annually or sooner if 
circumstances change. 

●​ Risk assessments are documented, communicated to all staff attending the 
excursion, and made available to families prior to the excursion. 

Risk assessments will consider: 

●​ The proposed route and destination for the excursion. 
●​ Any water hazards. 
●​ Any risks associated with water-based activities. 
●​ If the excursion involves transporting children: 

-​ The means of transport. 
-​ Any requirements for seatbelts or safety restraints under applicable laws. 

●​ The process for entering and exiting: 
-​ The service premises. 
-​ The pick-up location or destination. 

●​ Procedures for embarking and disembarking, including how each child will be 
accounted for. 

●​ The number of adults and children involved in the excursion. 
●​ The appropriate number of educators/responsible adults to provide supervision, 

given the risks posed by the activities. 
●​ Whether adults with specialised skills (e.g. life-saving) are required. 
●​ The proposed activities. 
●​ The proposed duration of the excursion. 
●​ The items that should be taken on the excursion (e.g. first aid kit, medication, 

emergency contacts). 

Authorisations 

●​ Written parental authorisation is required prior to each excursion (Reg. 102). 
●​ Authorisation must include:​

 
-​ The child’s name 
-​ The reason the child is to be taken outside the premises 
-​ If it is a regular outing: a description of when the child will be taken on the 

regular outings 



 

-​ If it is a non-regular excursion: the date the child will be taken on the 
excursion 

-​ A description of the proposed destination for the excursion 
-​ If the excursion involves transport:​

- The means of transport​
- Any seatbelt or safety restraint requirements under applicable law 

-​ The proposed activities the child will undertake during the excursion 
-​ The period of time the child will be away from the premises 
-​ The anticipated number of children likely to attend the excursion 
-​ The anticipated ratio of educators to children during the excursion 
-​ The anticipated number of staff members and any other adults who will 

accompany and supervise the children 
-​ Confirmation that a risk assessment has been prepared and is available at 

the service​
 

●​ For regular outings, authorisation is obtained once every 12 months. 

Educator Roles and Supervision 

●​ Ratios: 1:10 on excursions; 1:5 near water. 
●​ Educators are assigned specific supervision zones and groups by the Responsible 

Person. 
●​ Head counts are conducted every 30 minutes and at all transitions (e.g. 

embarking/disembarking transport, moving between areas, bathroom breaks). 
●​ Children are never left in the sole care of external providers (bus drivers, venue staff). 
●​ Educators wear OSHC uniforms and name badges for clear identification. 
●​ Educators ensure all children are wearing a blue, Adventure OSHC vest. 
●​ Educators will carry service walkie-talkies to ensure communication amongst groups. 
●​ Educators will each carry their mobile phones, ensuring these are on ring and vibrate 

mode. These will only be used in the case of an emergency as a last resort, and will 
never be used to take photographs or videos of any child. 

Communication and Equipment 

Before departure, the Responsible Person ensures the following are taken: 

●​ First aid kits and required medication. 
●​ Emergency contact information and roll. 
●​ Mobile phone/iPad with secure access to child records. 
●​ Excursion checklist pack. 
●​ Sunscreen and spare hats (aligned with Sun Safe Policy). 
●​ Walkie talkies. 

Clear communication protocols are in place for: 

●​ Split groups. 



 

●​ Contacting emergency services. 
●​ Contacting families if delays or incidents occur.​

 

Child Engagement and Preparation 

●​ Children are briefed before excursions about safety expectations, rules, and 
schedules. 

●​ Excursion objectives and key experiences are explained in age-appropriate ways. 
●​ Children’s feedback on excursion experiences is gathered and used for reflection and 

planning. 

Safety Procedures 

●​ Transport: Buses must have seat belts; children must remain seated and buckled. 
Vehicles must be registered, insured, and roadworthy. Drivers must be licensed and 
have a WWCC. 

●​ Walking excursions: Educators actively teach and role-model road safety. Crossing 
points are supervised by educators. 

●​ Lost Child Procedure: If a child is unaccounted for during an excursion, the following 
will occur: 

o​ If a child leaves the excursion venue and does not respond to an Educator’s 
request to return, the Responsible Person will contact the police immediately 
by dialling 000. 

o​ The Area Manager and/or Approved Provider will be contacted also, who will 
then notify the child’s family or emergency contact that the child has left the 
premises of the excursion. 

●​ Any complaints, concerns, or issues raised by children or families about excursions 
will be managed in line with our Complaints Policy, ensuring a child-focused and 
respectful process. 

●​ Injury/Illness: Follow Incident, Injury, Trauma and Illness Policy; first aid 
administered; emergency services contacted if required. All incidents and injuries will 
be documented via 1Place. Following each excursion, educators will reflect on the 
experience, review the risk management plan, and document any improvements 
required to strengthen child safety for future excursions. 

●​ Weather: Excursions cancelled if unsafe (e.g. extreme heat, storms, high winds). 

Information on regular outings: 
 
Adventure OSHC may provide the opportunity for children to attend regular outings in order 
to enhance their learning and vary their routine. These may include visits to nearby parks 
and playgrounds, and recreational facilities. Risk assessments for all regular outings will be 
provided to parents and Authorised Persons, including being emailed upon request prior to 
the child’s booking. 
 



 

If the child is not permitted to attend regular outings, an alternative arrangement will be 
made. However, splitting groups of children can only be available where ratios, qualifications 
and communication methods can be appropriately met. 
 
Information on excursions: 
 
All excursions, including activities, departure times, and arrival times are made accessible to 
parents upon placing their booking for said excursion. When departure and/or arrival times 
are outside of the Service’s usual pickup and drop off times, this information will be 
communicated to parents during the booking process for the specific excursion. 
 

●​ Parents are expected to arrive at least 30 minutes prior to the excursion departure 
time. This will be communicated to parents upon booking. 

●​ Transport will depart on time and children who are late will not be able to attend the 
Service, as the Service will be closed during excursion times. 

●​ Parents will be asked to ensure that their children have appropriate: 
-​ Clothing (including activity and weather appropriate clothing), 
-​ Footwear (including activity and weather appropriate footwear),  
-​ Lunch/drinks and snacks, 

 

 

Sources: 
 

●​ Education and Care Services National Regulations (2011 SI 653) 

●​ National Quality Standards 
●​ Child Safe Standards 

 
 

Version control created 31 March 2021 

Reviewed March 2022 - No changes (GW) 

Reviewed February 2023 - Minor changes (format, business name change) (GW) 

Reviewed September 2023 - Minor changes (formatting), related policies added (GW) 

Reviewed September 2024 - change to time child is expected to arrive at service prior to excursion 
(30mins rather than 15mins) (GW) 

Reviewed September 2025 - CSS added, rewritten to be more concise (GW) 

Next review September 2026 
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