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The Excursions Procedures must be read in conjunction with the Excursions Policy.
[bookmark: _Toc210376039][bookmark: Overview]Overview
These procedures relate to the Excursions Policy. They outline the requirements for planning, implementing, and attending school excursions. 
The Excursions Policy and Procedures apply to all activities and structured learning experiences provided by, or under the support of, the school which are conducted away from the school site, locally or interstate. 
Overarching work health and safety responsibilities for staff are documented in the Directorate’s Work Health and Safety Management System (WHSMS). 
[bookmark: _Toc210376040][bookmark: Rationale]Rationale
The ACT Education Directorate recognises that excursions form an important function in developing student wellbeing, supporting curriculum delivery, and contributing to a positive school culture. 
The Directorate is committed to the implementation of excursions whilst ensuring the utmost care in managing the health and safety of students, staff, and all others involved. This procedure must be adhered to by all schools, principals, teachers, external providers, and all others involved in the planned excursion. 
The excursion process (see Section 3: Excursion Procedure Flowchart) is important to facilitate excursion opportunities for students whilst doing everything possible to maintain the safety and wellbeing of all involved. 

Excursions Procedure FlowchartComplete Excursions Induction Module in HRIMS
(all staff involved in the planning and facilitation of the excursion)

1.3 Prepare Proposal Form:
• Create Excursion
• Create Excursion Proposal Form
1.1 Excursion Proposal

STAGE 1: 
PROPOSAL
1.2 Consider:
• Overview of excursion details
• Estimated # of students and teachers
• Designated Teacher in Charge
• Estimated cost (per student)

1.4 Proposal Form endorsed by: School-based decision


2.3 Prepare Planning Form and Attachments:
• Excursion Information Note
• Excursion Permission Note
• Required travel documentation
• Evidence of completion of Excursions Induction for all staff involved
• Multiple Hazard Risk Assessment (MHRA)
• Excursion costings worksheet
• Volunteers Nomination Form, medical information and evidence of WWVP
• Evidence of Public Liability Insurance for external provider/s
• Evidence of first-aid certification for designated first-aid officer
• Record additional reviewer details
2.1 Excursion Documentation

2.2 Consider:
• Travel
• Environment
• Duty of care
• Risk Management
• Contingency plan
• Financial/costings
• External provider/accompanying adults
• Interstate travel
• Accommodation
• Physical Activities (including aquatic)


STAGE 2:
PLANNING AND APPROVAL


2.4 Planning Form & Documents endorsed/reviewed by: 
School-based decision

2.5 Planning Form & Documents - Principal Approval
(must be completed by the principal)


3.3 Prepare Implementation Form:
• Medical Information and Consent Forms
• Medical Response Plans
• Adjustments to MHRA and contingency plan/s as required
• Roll marking and reporting of absences
3.1 Pre-excursion preparation and briefing
3.2 Consider:
• Student needs
• Any adjustments to MHRA and contingency plan/s
• Information for students, parents, attending staff, volunteers and external providers
STAGE 3:
IMPLAMENTATION


3.4 Implementation Form endorsed by: School-based Decision
MHRA changes will require the Implementation Form to be approved by the School Principal



Excursion Occurs

4.1 Post-excursion actions
4.2 Consider:
• Any significant adjustments to the original excursion plan
• Reportable incidents
• Outstanding financial/costs
4.3 Prepare Post Activity Review Form:
• Completed SAS Activity Roll
• Medical Register
• Wellbeing Register
• Notes on adjustments to Excursion Plan
• Archive Activity in SAS

STAGE 4:
COMPLETION















4.4 Post Activity Review Form endorsed by: School-based decision





























Excursion Archived
(archived by the business manage / finance officer / excursion coordinator)





























*The Teacher in Charge must have oversight of all stages of the excursion planning process, however, some stages of the process can be completed by an administrator or other school support staff, in accordance with your school-based process.

Figure 1: Excursion Management Flow Chart
[bookmark: _Toc210376042][bookmark: _Toc169530495]Implementation Procedures
[bookmark: _Toc210376043][bookmark: Induction]Induction (Policy and Procedures) 
4.1.1 [bookmark: _Hlk44056749]All staff involved in the planning and facilitation of excursions are required to complete the Excursions Induction Module in HRIMS on a biennial basis. 
4.1.2 Staff must achieve a 100% score and provide the accompanying Certificate of Completion to their Principal/School Leader.
4.1.3 Certificates of Completion must be retained by staff and kept on file by the school as evidence of completion.  
4.1.4 The expiry date of the staff members’ Certificate of Completion must be recorded on the staff profile in the School Administration System (SAS) (i.e. two years from the date of completion).
[bookmark: _Toc210376044][bookmark: Planning]Planning
4.1.5 The Principal has delegation to approve all domestic excursions. 
i. [bookmark: _Hlk207364108]Approval processes for all excursions must be competed in SAS.
4.1.6 The excursion must have educational value by contributing to curriculum development, personal development and/or school culture, and provide students with opportunities to meet the identified outcomes. 
4.1.7 Consideration of student age, maturity, specific needs, known medical conditions, anticipated behaviours, and current curriculum content delivery are used to inform decisions including the activities delivered, staffing, and venues or locations utilised. 
4.1.8 The individual needs of all students including those with known medical conditions need to be carefully considered in the planning process of any excursion. Where reasonable adjustments are required, parents and, if practicable the student should be consulted to inform the process. 
4.1.9 Alternative arrangements need to be made for any students unable to participate in an excursion ensuring activities and/or strategies with similar learning outcomes are available. 
4.1.10 Schools must give equal consideration to all aspects of the planning and delivery including:
i. training and qualifications of staff, activity leaders, and external providers;
ii. risk management, reconnaissance, and contingency planning;
iii. student needs (including student capability and known medical conditions);
iv. staff health and safety while supporting excursion attendance;
v. documentation; and
vi. compliance with the requirements of the Discrimination Act 1991 (ACT), Disability Discrimination Act 1992 (CTH) and the Disability Standards for Education 2005.



4.1.11 The excursion, including planning processes, must be fully documented in SAS. 
i. The workflow and required approval processes for all excursions are completed in four stages in SAS:
Proposal
Planning
Implementation 
Completion (including post-excursion actions)
ii. All associated excursion documents must be uploaded and maintained in SAS to support records management requirements.
4.1.12 All Excursions must include documented authorisation from a parent, and the following details:
· the child’s name; 
· the reason the child is to be taken outside the school site; 
· the date(s) the child is to be taken on the excursion (unless the authorisation is for a regular outing); 
· a description of the proposed destination for the excursion; 
· the method of transport to be used for the excursion; 
· the proposed activities to be undertaken by the child during the excursion; 
· the period the child will be away from the school site; 
· the anticipated number of children likely to be attending the excursion; 
· the anticipated ratio of educators attending the excursion to the anticipated number of children attending the excursion; 
· the anticipated number of staff members and any other adults who will accompany and supervise the children on the excursion; and
· a completed risk assessment, available at the school.

4.1.13 If the excursion is a regular outing, the authorisation is only required to be obtained once in a 12-month period.
4.1.14 [bookmark: _Hlk33169869]For the purpose of excursions, Medical Information and Consent forms only need to be completed once per year prior to the first excursion. Schools must ensure that parents are provided with the opportunity to update student medical information as required. 
4.1.15 Medical Information for each student must be updated in SAS when a Medical Information and Consent form has been completed.
i. All medical information must be accessible by the Teacher in Charge for the duration of any excursion. 
4.1.16 All excursions must include contingency planning. Contingency plans may be activated when trigger points are reached. This must be recorded in the Multiple Hazard Risk Assessment. Parents must provide authorisation that alternative locations, dates, and activities may be used to meet the outcomes of the excursion. 

4.1.17 Minimum excursion documentation must be uploaded and stored in SAS as part of the planning and approval process, including the following implementation documents:
· Excursion Information for Parents
· Excursion Permission Note for Parents*
· Costing Sheet (if applicable)
· Multiple Hazard Risk Assessment 
· Any other evidential documentation required (e.g. Public Liability Insurance, if applicable)
* Student permission must be recorded in SAS. Only the original unsigned Excursion Permission Note for Parents is required to be uploaded to SAS. Signed permission notes for each student do not need to be uploaded to SAS (these should be retained in accordance with existing records management processes). 
[bookmark: _Toc210376045][bookmark: Travel]Travel  
4.1.18 Travel is a necessary component in all excursions. 
4.1.19 The type of travel may require consideration under the Physical Activities Policy. 
4.1.20 Students and parents must be informed of the transportation (including; walking, public transport or private vehicle) and give informed consent
4.1.21 School and self-hire buses may be used provided they comply with all Directorate requirements and transport legislation. This includes but is not limited to: 
i. the Heavy Vehicle National Law (ACT), Road Transport (Public Passenger Services) Act 2001, and the Road Transport (Road Rules) Regulation 2017. 
ii. the drivers’ requirements to use a National Work Diary. 
iii. recommended completion of a pre-operational check (for example using the Inspect 365 app).
iv. consideration for the total number of hours driving, supervision requirements and the travel time-of-day. 
v. adequate arrangements to provide for the safety and wellbeing of staff against fatigue while driving (for example, regular rest breaks and a second driver or another adult in the bus).
4.1.22 When a private bus is used an accredited bus operator must be engaged and a copy of their risk assessment, including emergency procedures, must be obtained by the school.
i. The private bus accreditation number and information must be uploaded into SAS.
4.1.23 Where staff are using their own vehicle the following transportation arrangements must be in place:
i. the owner and/or driver must provide documented evidence to the school of licence, registration, and insurance; and 
ii. the driver must ensure they comply with ACT road rules, and licence and vehicle registration requirements; and 
iii. staff should follow all Private Vehicle Application, Vehicle Running Sheet and Claim form and Vehicle Allowance Overview or negotiate alternative cost reimbursement arrangements with the delegate prior to approval.
4.1.24 Where staff utilise an ACT Government registered vehicle for purposes related to the operations and business needs of the school and/or Directorate, they must adhere to all vehicle use guidelines. The following arrangements must be in place:
i. the driver must provide documented evidence to the school confirming that they hold a current and appropriate license.
ii. staff must comply with all Travel Guidelines and the Guidelines for the Use of ACT Directorate Vehicles.
4.1.25 Where volunteers are using their own vehicle, the following transport arrangements must be in place:
i. the owner and/or driver must provide documented evidence to the school of licence, registration, and insurance; and
ii. the driver must ensure they comply with ACT road rules, and licence and vehicle registration requirements; and 
iii. comply with the Volunteers and Visitors in Schools Policy; and 
iv. complete a Volunteers Nomination form; and 
v. duty of care is maintained by the school (this can be achieved with written authorisation from a parent for these arrangements).
4.1.26 A student’s vehicle should only be used if the driver has a current driver’s licence and be over the age of 18. If a student driver has not attained the age of 18 years, parents of the driver must consent in writing to the vehicle being used to transport other students. 
4.1.27 All student passengers also require written permission to travel in another student’s car regardless of age. 
4.1.28 The Directorate does not provide insurance cover for private vehicles. 
4.1.29 Taxi and ride sharing arrangements are permitted provided:
i. duty of care is maintained by the school (this can be achieved with written authorisation from a parent for these arrangements)
ii. the taxis and/or ride sharing adheres to industry standards, and
iii. the travel is documented in the permission and Multiple Hazard Risk Assessment. 
4.1.30 Where there is a Total Fire Ban, excursions may continue to non-vegetated areas (urban) with direct access to reliable travel. This does not include the use of bikes as transport. Travel must not occur to or through a district under Extreme or Catastrophic fire danger days, except for Canberra based excursions to non-vegetated areas. 
i. If an excursion has commenced, and the travel is in a district rated Extreme or Catastrophic, immediate action is required in consultation with Risk, Security and Emergency Management. This may include evacuation. 
4.1.31 The activity leader should contact the local authorities (for example, National Parks Ranger) to obtain current information related to the area the day before and on the day of the excursion.
4.1.32 For all remote excursions a satellite phone and Personal Locator Beacon (PLB) must be carried and used where necessary.
[bookmark: _Toc210376046][bookmark: Environment]Environment
4.1.33 Planning of excursions must incorporate environmental hazards.
4.1.34 Planning and decision options must be documented in the planning with contingency plans in the Multiple Hazard Risk Assessment. Where weather may play a significant role, the Teacher in Charge must consider organising alternative activities and locations which must then be included in the authorisation from parents.
4.1.35 The weather up to and during the planned activity must be monitored. 
4.1.36 Managing the impact of the weather on the excursion must be documented in the trip planning and Multiple Hazard Risk Assessment. 
4.1.37 The Teacher in Charge should be familiar with the Bureau of Meteorology Weather guide for land-based outdoor adventure activities prior to facilitating an excursion. 
4.1.38 The Teacher in Charge must make every effort to be aware of any potential or emerging weather warnings/events and is responsible for enacting any contingency plans. The following links can assist:
· National Warnings Summary
· https://www.rfs.nsw.gov.au/
· https://esa.act.gov.au/
· http://www.bom.gov.au/australia/flood/
4.1.39 This includes daily checks of weather warnings and trends where applicable. If technology does not allow this, a daily phone call must be made to a backup person to receive any warnings. 
4.1.40 For any activity involving water, the Teacher in Charge must ensure that areas where water may be contaminated or polluted are avoided. 
4.1.41 Procedures must be put in place to ensure that there is adequate potable water access for the activity.
4.1.42 Appropriate drinking water purification techniques must be used when water quality is not known to ensure all potability.
4.1.43 All Excursions must comply with all relevant minimal impact practices/codes and cultural protocols. This includes complying with the requirements of: 
i. the land manager/s (e.g. National Park), and 
ii. the relevant Aboriginal and Torres Strait Torres Strait Islander councils/organisations or community Elders (more information is available at CreativeSpirits.info)
[bookmark: _Toc75269311][bookmark: _Toc210376047][bookmark: Duty]Duty of Care
4.5.1 [bookmark: _Int_8pVL6HAa]Adequate arrangements must be in place to provide for the safety and wellbeing of staff, students, parents and others participating in the excursion. This must include the provision of first aid.
4.5.2 First aid can be provided by a currently qualified accompanying teacher, accompanying adult, employee of external excursion service provider/venue, or other school staff member. 
4.5.3 For all travel or activities in a remote location, at least one adult must have a current remote area or wilderness first aid certificate.
4.5.4 The activity, qualifications and experience of staff members combined with knowledge of the students and their specific needs must be considered when assessing duty of care. 
4.5.5 At a minimum there must be at least one teacher in charge per class group for each excursion. A class group is as specified per the Class Size Policy.
i. Preschools must ensure compliance with Australian Children’s Education & Care Quality Authority (ACECQA) educator to child ratios.
4.5.6 Accompanying Adults may be used to support excursions and may contribute to supervision ratios. 
4.5.7 Parents must be informed of supervision arrangements. 
4.5.8 Principals are responsible for ensuring excursions are conducted in accordance with all relevant policies and procedures and maintaining records of attendance and non-attendance at any activity of the school.
[bookmark: _Toc75269312][bookmark: _Toc210376048][bookmark: Risk]Risk Management
4.1.44 Risk Management must be an integral part of facilitating excursions and must be based on school specific risks against hazards. Excursions should maximise educational opportunities whilst reducing risk to a level that is acceptable to the Directorate. 
4.1.45 A documented Multiple Hazard Risk Assessment must be completed by the Teacher in Charge and approved by the Principal for every excursion.
i. The Multiple Hazard Risk Assessment must be completed and uploaded into SAS during the planning stage of the excursion, before final principal approval is completed in SAS.
4.1.46 Staff health and safety as part of their accompanying or participation in an excursion must be considered as part of any risk assessment conducted.
4.1.47 Individual risk assessments may be required for students and staff with known medical conditions and response plans. The controls identified should be specifically referenced in any overarching risk assessment that is conducted for the excursion activity. E.g. for students who are reliant on mobile phone access and coverage to manage their medical condition, maintenance of network coverage and access must be considered.
4.1.48 Schools must adhere to the Education Directorate’s Risk Management Policy and Procedures.
i. Preschools must also refer to the Directorate’s ACT Public Preschools Excursion Procedure.
4.1.49 Equal consideration must be given to each component of the excursion planning process. For example, the completion of a Multiple Hazard Risk Assessment is as critical as ensuring that all medical notes are up to date and available on the excursion. 
4.1.50 Dynamic risk assessments provide the opportunity to constantly evaluate the risk if a trigger point is activated by a particular circumstance or situation that requires an immediate assessment of the current excursion that may result in a change to the planned activity.  A dynamic risk assessment must be undertaken up until the excursion and during the excursion, particularly if circumstances change. 
4.1.51 As part of the risk management process, all First Aid Policy requirements must be followed. 
[bookmark: _Toc75269313][bookmark: _Toc210376049][bookmark: Financial]Financial
4.1.52 Business Managers and Principals must approve all excursion costs within the School Finance and Director General’s Instructions. 
4.1.53 Where the cost of an excursion might exceed the Principal delegation level (as per the Director-General’s Financial Instructions), an appropriate level officer must provide delegation. 
4.1.54 Ensure all Directorate requirements for financial planning and accounting for monies are met. 
4.1.55 Financial risks (including cancellations or inadequate student numbers) must be noted and managed as part of the excursion Multiple Hazard Risk Assessment. 
4.1.56 Parents should be informed that any costs associated with the student returning from an excursion early due to illness or serious misdemeanour are the responsibility of the parent.
4.1.57 Students and parents should be advised of equity funding available to support their participation in excursions where a financial burden may make it difficult for them. 
[bookmark: _Toc75269314][bookmark: _Toc210376050][bookmark: Accompanying]Accompanying Adults
4.1.58 [bookmark: _Hlk61423680][bookmark: _Hlk50985481]Non-teaching staff, including non-Directorate adults and external providers (third party providers), may be used to assist in meeting Directorate policy and procedures. In these circumstances the Directorate always maintains the Duty of Care for staff and students.
4.1.59 Non-Directorate accompanying adults must comply with the Volunteers and Visitors in Schools Policy and the following details must be documented in SAS:
i. [bookmark: _Hlk164780632]Volunteers Nomination form for each accompanying adult
ii. Medical Information and Consent form/s (where applicable).
4.1.60 Primary responsibility for the duty of care of all accompanying adults and students remains with the attending Teacher in Charge. 
[bookmark: _Toc210376051][bookmark: _Hlk51654813]External Providers (including Birrigai)
4.1.61 [bookmark: _Hlk50985594]External Providers must comply with all relevant policies and procedures and the following must be documented in SAS as part of the excursion planning stage:
i. [bookmark: _Hlk50985614]a certificate of currency demonstrating insurance cover of $20 million Public Liability Insurance for any one event (not required if another ACT Government provider);
ii. documentation demonstrating compliance with Working with Vulnerable People (Background Checking) Act 2011;
iii. risk assessments for all activities; and
iv. [bookmark: _Hlk61423899]documentation demonstrating compliance with any relevant qualification requirements. 
4.1.62 The use of an External Provider does not replace the school’s duty of care. 
[bookmark: _Toc75269315][bookmark: _Toc210376052][bookmark: Interstate]Interstate Travel
4.1.63 There must be a minimum of two adults per class group, and this must include one teacher. 
4.1.64 Parents must be informed that the ACT Ambulance Service provides free ambulance transport for students who are injured or suddenly become ill at school or during school approved activities within the ACT only. There are no reciprocal arrangements with other state or territory ambulance services. Jervis Bay School students do not receive free ambulance cover.
4.1.65 Medical information must be accessible to the Teacher in Charge for each person on the excursion including teachers and accompanying adults. 
i. The Student Medical Data Export within SAS should be printed before departure. 
4.1.66 Planning for interstate travel should reflect the additional complexity that may be involved in managing the excursion. This includes:
i. access to reliable communications, and
ii. access to first aid and medical contingencies.
4.1.67 Any staff travelling for an interstate excursion must: 
i. comply with the Directorate’s Travel Guidelines;
ii. comply with all Excursions Policy and Procedures related to travel;
iii. document details in the Multiple Hazard Risk Assessment and upload to SAS in the planning stage; and
iv. obtain approval from the Principal through the SAS approval process.
[bookmark: _Toc75269316][bookmark: _Toc210376053][bookmark: Overnight]Overnight Accommodation
4.1.68 [bookmark: _Hlk35523447]There must be a minimum of one adult per 20 students with a minimum of two adults per excursion, and this must include one teacher.
4.1.69 For overnight excursions schools must consider and respond to the diverse gender identities of students and take steps to accommodate their safety, comfort, and wellbeing. This includes but is not limited to provisions of access to the facilities and accommodation arrangements that aligns to the student’s gender identity 
4.1.70 Schools should ensure the staffing composition for an overnight excursion reflects the needs of students attending the excursion.
4.1.71 Planning for overnight accommodation should include consideration of: 
i. Supervision.
ii. The ability to maintain duty of care in the overnight setting including staff fatigue.
4.1.72 If the accommodation is in a district where a Total Fire Ban has been declared, the accommodation must be in a location with multiple access routes available with direct vehicular access by car. 
[bookmark: _Toc75269317][bookmark: _Toc210376054][bookmark: OtherActivities]Physical Activities 
4.1.73 Where the excursion includes physical activities, the Physical Activities Policy and Procedures must also be strictly adhered to.
[bookmark: _Toc75269318][bookmark: _Toc210376055][bookmark: PreExcursion]Pre-Excursion Briefings 
4.1.74 [bookmark: _Int_KWD4f427]A pre-excursion briefing involving staff and students must be held within a sufficient timeframe that allows all participants to review and clarify information prior to the excursion. This includes but is not limited to:
i. expectations of their behaviour, including conducting themselves respectfully at any sites of significance (e.g. Indigenous sites, war memorial, Cowra POW campsite); 
ii. strategies available for support should concerns arise, such as adverse weather, for the duration of the excursion; 
iii. risk management strategies consistent with the Multiple Hazard Risk Assessment, for eliminating and controlling risks, including first aid; 
iv. [bookmark: _Int_K9TGGHMB]activity, location, transport or other information as required; 
v. Acknowledgment of Country on which the excursion will be taking place including details of any significant sites the students will visit and protocols to be observed. Where possible, consult with local Aboriginal and Torres Strait Torres Strait Islander council/organisation or community Elders to welcome the excursion and its participants to country; and 
vi. what to do in the event of a critical incident. 
[bookmark: _Toc75269319][bookmark: _Toc210376056][bookmark: PostExcursion]Post Excursion
4.1.75 The following post-excursion documentation must be kept and maintained in SAS:
i. confirmation and submission of the activity roll;
ii. completion of the post activity review within SAS with annotated adjustments to excursion planning;
iii. submission of medical/wellbeing incidents; and
iv. archived activity records.
4.1.76 Hard copy permission notes signed by parents must be filed in accordance with records management procedures.
4.1.77 Schools should review the Multiple Hazard Risk Assessment, and the controls implemented and consider their adequacy. That review should inform future excursions and associated risk management activity.
4.1.78 The following forms must also be completed for any incidents:
i. Serious Incidents in Schools 
ii. Work Incident Report Form for staff/accompanying adults. 
[bookmark: _Toc210376057][bookmark: Contact]Contact
1.1. For support contact the Education Programs and Services team at CurriculumSupport@act.gov.au
[bookmark: _Toc419889962][bookmark: _Toc169530496][bookmark: _Toc210376058][bookmark: Feedback]Feedback
1.2. Any concerns about the application of this procedure or the procedure itself, should be raised with:
i. the school principal in the first instance; then if required
ii. the policy owner; refer to Contact information above
1.3. [bookmark: _Int_jR8K56NE]More information can be found on the Enquiries, compliments and complaints page on the Directorate’s website, including the Directorate’s Complaints Management Policy.
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[bookmark: _Toc210376063]Definitions
	[bookmark: _Toc169530497]Term
	Definition

	Accompanying adult
	Includes teachers, school support staff, parents, activity leaders, and volunteers.

	Duty of care
	[bookmark: _Int_7CEdnbQj]A duty to, so far as is reasonably practicable, ensure the health, wellbeing and safety of persons who are under the school’s care and charge (including workers and volunteers) while on the excursion.

	[bookmark: Dynamic_RA]Dynamic risk assessment
	A continual process of assessing newly identified risks and changes to previously identified risks, and the modification of the management arrangements accordingly.

	External Provider
	An organisation or individual that the school has engaged to assist in the facilitation of a physical activity both onsite and/or offsite as part of an excursion. This external provider may be used to meet the qualification requirements to lead an activity where applicable.

	[bookmark: Hazards]Hazard
	The source or driver of potential harm or a situation with a potential to cause a loss.

	Multiple Hazard Risk Assessment (MHRA)
	A mandatory tool for conducting a risk assessment for each excursion, incorporating information specific to the excursion, the individual needs of participants, and the activities undertaken

	Parent
	A person having parental responsibility for the child under the Children and Young People Act 2008 including a carer appointed under that Act.

	[bookmark: PLB]Personal Locator Beacon (PLB)
	A transmitter that aids in the detection and location of boats, aircraft and people in distress, or similar device.

	Principal
	Designated School Leader A (Level 1, 2 or 3) in the ACT Public Sector Education Directorate (Teaching Staff) Enterprise Agreement.

	[bookmark: Physical_Activity]Physical Activities
	[bookmark: _Int_2EdUXN62]Structured and planned learning activities involving movement that deliver skills, knowledge, understanding, fitness and/or personal and social capability as the primary pedagogy to achieve outcomes for students

	[bookmark: Remote]Remote
	A location that is one or more of the following:
· more than 20 minutes from vehicle access; or
· greater than one hour from access to professional medical   
           assistance in all foreseeable weather conditions. 

	Risk Register
	A location for documenting risks after they have been analysed through a risk assessment process; outlines the context, controls and actions required to reduce the risk to an acceptable level.

	School Administration System (SAS)
	The School Administration System (SAS) comprises of Sentral, Xero, Timetabling Solutions and the Admission System. The main component, Sentral, is used for all aspects of school administration including recording student enrolment details, managing student administration, academic progress and wellbeing incidents. SAS includes a parent communication tool, the Parent Portal, which allows schools to communicate with parents on all aspects of their child's schooling.

	SAS Activities Module
	Within SAS, the Activities Module provides a fully digital process for planning, administering, approving, and storing records related to Excursions, Physical Activities, and In-School Experiences. This module streamlines workflows for staff and ensures compliance with directorate policies.

	School Site
	[bookmark: _Hlk53745143]A documented area, formally approved by the Executive Group Manager, Service Design and Delivery, in consultation with Risk, Security and Emergency Management. School sites can include areas within or adjacent to the school, that do not require a road to be crossed and are regularly serviced by the ACT Government. Playground equipment not managed by schools and nature reserves would be considered off site. The documented area can be found at Approved School Sites.

	Teacher in Charge
	Designated Classroom Teacher or higher classification in the ACT Public Sector Education Directorate (Teaching Staff) Enterprise Agreement and nominated by the Principal as the Teacher in Charge.

	Trigger Points
	A particular circumstance or situation that requires an immediate dynamic risk assessment of the current excursion that may result in a change to the planned activity, for example, an unanticipated storm or a malfunction or absence of a piece of equipment.


[bookmark: _Toc210376064][bookmark: RelatedPolicies][bookmark: Related][bookmark: _Hlk44504682]Related Policies and Information 
· Disability Standards for Education 2005
· First Aid Policy
· Physical Activities Policy
· Responding to Student Accidents/Incidents: Support, Reporting and Insurance Arrangements Policy
· Risk, Security and Emergency Management 
· School Management Manual 
· Students with a Disability Meeting their Educational Needs Policy
· Sun (UV) Protection Policy
· Volunteers and Visitors in Schools Policy
· Work Health and Safety Management System
· ACT Child Safe Standards
· Sex Discrimination Act, 1984
· ACT Discrimination Act, 1991
[bookmark: _Toc210376065][bookmark: Documents]Implementation Documents
The following documentation is available on the Excursions page on the Service Portal 
· Excursion Information Note for Parents
· Excursion Permission Note for Parents 
· Proforma letter - Medical Information Consent 
· Medical Information and Consent Form
· Known Medical Condition Response Plan 
· Multiple Hazard Risk Assessment (MHRA)
· Excursion Acquittal Worksheet
· Excursions FAQs
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