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Statement of Faith: 

Our schools are communities of faith, learning and transformation founded upon the 

person of Jesus Christ, the Way, the Truth and the Life, where the Gospel is proclaimed 

and lived within the communion and the rich tradition of the Catholic Church.  

 

Our Mission Statement - to provide excellence in education. 

● Through quality teaching and learning 

● By providing a safe and creative learning environment 

● By challenging students to strive for academic excellence 

● By being a place where faith and values are enriched and shared within the 

Catholic Tradition 

● By creating a valued partnership with staff, parents, carers, parish and the wider 

community 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

RATIONALE 

 

St Michael’s Parish Primary School is inspired by an intimate relationship with God and is founded on a 

Christian view of the human person. Animated by Spirit of communion and community and imbued 

with a Catholic world-view through the curriculum. St Michael’s Parish Primary School will provide a 

broad and balanced curriculum that is illuminated by the presence of Christ and the light of faith. 

Students will be encouraged to participate as active citizens in their local and global communities.  

 

St Michael’s Parish Primary School is committed to providing high quality learning programs in which 

students can develop their spiritual, intellectual, physical and social development. Excursions are part of 

a quality teaching and learning program.  

 

This policy identifies the major issues associated with excursions and provides a framework for schools 

to ensure that all the necessary steps are taken to provide for the safety and wellbeing of the students 

and supervising staff.  

 

The term “excursion” covers a wide variety of different activities, including local area visits, camps and 

tours. Excursions at St Michael’s Parish Primary School are required to undertake a thorough risk 

assessment, plan for reasonable contingencies, and conduct training for accompanying adults. Students, 

teachers, parents and volunteers need an understanding of the meaning and significance of Duty of 

Care. The procedures for supervision and wellbeing of students must be clearly defined and understood 

by all parties before departure.  

 

GUIDING PRINCIPLES 

● The Principal has primary responsibility for any activity that takes place in the name of St 

Michael’s Parish Primary School. 

● The physical, social and emotional well-being of students and accompanying adults is of 

paramount concern. 

● Excursions are valuable teaching and learning experiences. 

● Excursions can be for a wide range of purposes relevant to the broader school program. 

● There is an expectation that staff at St Michael’s Parish Primary School will be involved in the 

extra-curricular and co-curricular activities of the school. This includes overnight excursions 

outside of school hours.  

● Parents will be provided with sufficient notice and reasonable opportunity to pay costs 

associated with excursions, camps or tours.  

● Regard will be given to the financial burden on the families of participating students and to the 

impact on other students who are unable to participate.  

● Every effort will be made to formally assess potential risks and implement strategies to eliminate 

or reduce these risks.  

● The planning and documentation required are proportional to the level of assessed risk.  

● At least one teacher attending must have current First Aid Qualifications.  

● If a bus is necessary, only qualified bus drivers from the Bus Company are to drive the bus for 

legal and insurance issues.  

 

 

 



 

POLICY 

 

Many excursions conducted at St Michael’s Parish Primary School are simple and have been done many 

times previously. Others are complex, with higher risks than usual, due to their very nature. It is 

therefore appropriate that the more complex an excursion is, the more rigorous the planning and 

permissions should be. 

 

Types of Excursions: 

● Local Area Excursions that may occur regularly, occur wholly or substantially in school 

time. They have low level of identified potential risk. (For example: Singing at Orana, 

Whole School Musical practice at the RSL, walking to the town Library).  

● Local or District Area Excursions that involve travel by private or commercial transport. 

They have a moderate level of identified potential risk. 

● Excursions that have an overnight component and involve extended travel. They are 

assessed as having a high level of identified potential risk. 

 

● All excursions must be approved by the Principal.  

● The CEO of Wilcannia-Forbes does not permit excursions into areas where there is no reliable 

telecommunications access, provision for medical treatment and capacity of evacuation. On 

route travel is excluded. 

● A Risk Assessment is to be conducted for each excursion and appropriate strategies 

implemented to ensure the safety and well-being of all participants. 

● Contingency plans must be developed to eliminate and-or mitigate against identified risk. 

● All adults participating in the excursion must be fully briefed and clear about acceptable and 

unacceptable conduct of adults and students. 

● Billeting is not permitted.  

● It is required that all students are accommodated at the same facility.  

● Participation in excursions is voluntary by students and parents. 

 

ROLES 

 

Principal 

● The Principal must be satisfied with every aspect of an excursion, camp or tour before providing 

approval for it to proceed. 

● In assessing an excursion, the Principal must consider the formal risk assessment, the suitability 

of each member travelling of the excursion, the cost, the nature of students, the intended 

itinerary, expected number of students, supervision details and the intended educational 

purposes.  

● The Principal will sign off and retain records of all Risk Assessments for 7 years.  

● The Principal must have 2 months notice for day trip excursions and 6 months notice for 

overnight excursions.  

● The Principal will appoint an Excursion Leader who will ensure the qualifications and safety 

arrangements of any personnel external to the school have been checked and that there are 

sufficient number of supervisors to provide for the well being and safety of students. The 

Principal will determine the appropriate student teacher ratio for the specific activity.  



● The Principal must be satisfied that there are no legal impediments to any students being taken 

on an excursion.  

● The Principal has the authority to subsidise the cost of students participating in an excursion, 

camp or tour, at their discretion. This may include siblings attending overnight excursions.  

 

 

Excursion Leader 

● Must provide notice and get approval by the Principal to organise an excursion.  

● The Excursion Leader is in charge of organising or overseeing permission notes. The permission 

note must have a parental slip and information about the specific activity. A copy of all notes 

must be given to the School Admin to be formatted on school letterhead paper.  

● The Excursion Leader is in charge of organising or overseeing Risk Assessments. Ensure all staff 

that are attending the excursion have been debriefed on the management of injuries or issues.  

● Ensure parents have been advised of an upcoming excursion at least 1 month prior via 

newsletters and skoolbag app.  

● Accompanying adults on an excursion must provide a verified Working WIth Children Check, the 

Excursion Leader is in charge of following this up with liaising with School Admin. 

● All accompanying adults will need to have access via email or paper copy of the Child Protection 

Legislative Requirements. The Excursion Leader must organise this and notify the Principal when 

adults have read the document.  

● Organise First Aid kits to be taken on the excursion. 

● Ensure all teachers have class lists for roll marking throughout the excursion. 

● Ensure all medical forms are taken on the excursion.  

● Conduct a briefing at the start of the excursion with accompanying adults to give a detailed 

description of the day and medical/risk issues.  

● The Excursion Leader is authorised whilst absent from the school, to do whatever is required to 

provide for the safety and wellbeing of the travelling party. Where possible, consultation will 

occur with respect to the expenditure of school funds prior to action.  

 

Teachers, Support Staff and Accompanying Adults 

● Must provide a Working With Children Check. 

● Accompanying adults will be sent a document on Child Protection Legislative Requirements to 

read through and acknowledge. 

● Accompanying adults must have at least 2 weeks notice of attending the excursion.  

● A designated teacher or a parent accompanying their own child will be responsible for the 

administration of any medication. 

● Teachers will investigate any injury or incident occurred on an excursion and advise the 

Principal. Incident records should be retained at the school for 7 years.  

● Any movie or performance shown to the students during the course of the excursion must be G 

rating.  

● When using public toilets, the area must be checked by a staff member first to ensure safety and 

cleanliness. Students are to go in pairs to any toilets used throughout the excursion.  

● Alcohol is prohibited, no one is to consume alcohol on a school excursion.  

● Staff and adults should never be alone with a student in accommodation venues.  

 

 

 



Parents 

● Parents must be advised of every excursion in advance through newsletters, skoolbag or a 

dedicated letter. 

● Parents must provide medical information and permission for excursions. 

● Parents must be informed of participating activities on the excursion.  

● The Excursion Leaders emergency phone number should be given to parents on overnight 

excursions.  

● In the case of significant student misbehaviour whilst on an excursion, parents may be 

responsible for all damages and any additional expenses associated with returning a student to 

school or to their home. This could include the expenses of an accompanying adult.  

● Parents may enter into a payment schedule arrangement with the school to pay for excursions 

however, it must be completed prior to the due date of departure, unless previously arranged 

with the Principal.  

● Parents must complete a Declaration form by drivers of private cars, if transporting students on 

any school organised excursion.  

 

Students 

● Every excursion must be designed to be inclusive of all students in accordance with the Disability 

Standards for Education 2005.  

● Consultation with parents of a child with a disability should occur to discern “reasonable 

adjustments” that may need to be made so that their child is able to participate in the excursion.  

● Students must behave appropriately at all times while on excursions and may be sent home or 

back to school if they do not. Before a student is sent home, the excursion leader will seek 

permission from the Principal.  

● All students must have provided to the school all requested documentation such as medical 

details, permission and parent contact number before going on the excursion.  

 

SUPPORTING DOCUMENTS 

● Disability Standards for Education 2005 

● Child Protection Act 

● Work Health and Safety Act 

● Staff Code of Conduct 

● Student Code of Conduct 

● Declaration of Drivers of Private Cars 
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