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ANZAC TERRACE PRIMARY SCHOOL
EXCURSION MANAGEMENT PLAN

Excursion

Venue:





Date:





Group:





Teacher-in-Charge:



PURPOSE OF THE EXCURSION:

ITINERARY:

	Location
	Time
	Activity

	Depart School
	
	Travel to

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Arrive back at School
	
	


1
The Risks

1.1
The Environment

This excursion will be conducted at 
1.2 Transport Arrangements

1.3 Student Capacity

1.4 Skills of the Supervisors

The students will be supervised by the following school staff;
1.5 External Providers

Information about the excursion venue has been accessed at 
2 Supervision Strategies

Supervision strategies have been established to ensure the safety and security of all staff. 

Ratios

Student Groupings

3 Identification of Excursion Participants

All students will be required to wear their school uniform on the excursion. A list of all students attending is held by the teacher in charge, and a copy left with the office.
4 Information to Parents for their Consent

Parent information and consent form is attached
5 Communication Strategies

6 Emergency Response Planning

7 Briefing for Students and Supervisors

8
Excursion Records and Approvals
    
�State the reason for the Excursion (ie students have been studying …. The purpose of this excursion is to consolidate student learning ….


�List the various locations you may visit and briefly describe the activities that will take place. Add more rows if needed.


�Indicate the location of the excursion and where the activities will take place. Indicate supervisors familiarity with the site. Drop-off points for bus, entrance and exit from venue. Ability to accommodate students with special needs.


�Indicate type of transport and name of Bus company and whether any private cars are going. Indicate if using private transport that private vehicle form has been signed.


�Indicate type and suitability of activities for students, provision being made for students with special needs, up-to-date health / medical information obtained and any health care / management plans for students included.


�Indicate who is attending, type of supervisory skills of all staff attending / ability to render emergency care. Parent volunteers have completed “Confidential Declaration”


�Indicate qualifications / capacity of staff to manage excursion/ police clearances. Holding of Public Liability Insurance is established.


�Ratio of students to teachers and provision for special needs supervision.


�Indicate how students are to be grouped and supervision. Establish group lists.


�Indicate uniform, name badges etc


�Attach parent information and consent letter copies


�Indicate how contact can be made to persons attending, provide mobile numbers etc. Indicate how communication between groups can be maintained / established.


�Establish if venue has an emergency response plan and who is responsible for supervising same. A copy of “Out of school” emergency management plan” is included with supervisor. A plan of how to regroup is noted.


�Indicate safety rules for students, how when briefing is to take place. Indicate briefing notes for supervisors / volunteers


�Copies are provide to office and are on file. Approvals have been sort and gained. 





S: ATPS Admin Folders \ 850 \ 854 Camps and Excursions \ Excursion form Templates \ Excursion Management Plan

