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1. Rationale 
To contribute to students’ Christian development, the starting point for all curriculum 
decisions will be the students themselves and their individual needs. Education that 
seeks to promote integrated personal development relates curriculum content to 
students’ real life situations (Mandate, 66).  

School excursions are opportunities for students to experience learning outside of their 
normal school environment. 

2. Definitions 
An excursion is any learning activity organised by the school, which is conducted away 
from the school premises for educational purposes. For the purposes of this policy 
statement, excursions include but are not restricted to day trips, Catholic school 
retreats, overnight camps, interstate and international study tours, including immersion 
programs. There are two types of excursion:  

1. Compulsory excursions are considered integral to the educational program (e.g. a 
class/year retreat, a subject specific requirement).  

2. Optional excursions are considered complementary to the educational program (e.g. 
an overseas language study tour).  

Student includes all students, including children and young people, independent minors 
and children enrolled in St Clare’s School.  

Participants includes students, staff, parents, volunteers, facilitators, contractors and 
others directly involved in the excursion.  

Parents includes parents or guardians or carers.  

Duty of care refers to the duty imposed by law on a principal to identify reasonable, 
foreseeable risks of harm in the context of each particular excursion and to take 
reasonable steps to prevent such harm. The principal’s duty of care cannot be delegated 
to third parties. 

3. Scope 
This policy applies to all St Clare’s School, Lathlain Staff and Students.  

4. Principles 
 



4.1  The principal, in discharging their duty of care, shall ensure that the highest 
emphasis is placed on the safety and well-being of all participants in school 
excursions.  

 
4.2  The principal shall ensure that, as appropriate, school excursions are part of the 

educational program. 
 
4.3  School excursions are to be regarded as an extension of the school. The same 

code of conduct expected during school hours is expected of all participants for 
the duration of the excursion. All relevant legal requirements, school policies 
and processes shall continue to be applicable.  

 
4.4  Staff and volunteers on excursions shall ensure the highest standards of child 

safety are implemented. This includes and is not limited to familiarising 
themselves with the CECWA Child Protection Policy Statement and Procedures 
as well as any legal requirements of the jurisdiction(s) in which they are 
travelling. Appropriate training will be provided for any adult participants who 
require it.  

 
4.5  The principal, in planning school excursions, shall make provision for the 

individual needs of students and their families and ensure that pastoral care 
systems are in place to support the needs of all students.  

 
4.6  The principal shall consider the financial implication on families of conducting 

compulsory excursions.  
 
4.7  Provision shall be made by the school so that no student is prevented from 

attending a compulsory excursion on financial grounds.  
 
4.8  Staff shall ensure that prayer/liturgical experiences are integrated into the 

excursion program. 

5. Procedures 
 

5.1  Staff in planning an excursion will seek approval from the Principal. 
 
5.2 Staff shall complete St Clare’s Excursion Risk Assessment (Appendix 1) and 

submit to the Assistant Principal two weeks before the excursion, using the 
Excursion Toolkit (Appendix 2) as a guide.  Each Risk Assessment should be 
completed from the blank template.  Teachers may refer to previous similar risk 
assessments to ensure that all risks have been considered, however, risk 
assessments are not to be copied and amended under any circumstances. 

 
5.3 As part of the planning for an excursion and completion of St Clare’s Excursion 

Risk Assessment an emergency plan shall be put into place in accordance with 
School Camps and Excursions-Guidelines for Catholic Schools. 

 emergency assistance should not be more than an hour away 
 staff to have access to school mobile phone 
 first aid kit to be carried in the car 
 At least one adult attending should have a recognised and current First Aid 

qualification. 
 A member of the Student Support Team will attend every excursion. 
 appropriate Working with Children check is required for any volunteers or 

supervisors. 



 
 
5.4  Consideration will be given to medical requirements of students   

  participating on an excursion. 
 

Where an excursion is likely to be strenuous or conducted in  circumstances 
where participation could affect the condition of students, a detailed survey of 
medical needs of students shall be conducted 

 
5.5 In determining the student to adult ratio for school camps and excursions the 

following factors are to be considered: 
 the types of activities 
 the location of the excursion 
 the age and maturity of the students 
 the excursion facilities 

 
5.6 Staff are asked to consult the School Camps and Excursions – Guidelines for Catholic 

Schools if planning any aquatic activities. 
 

 
5.7 The person responsible for the excursion shall circulate the St Clare’s Excursion 

Risk Assessment to all staff attending and ensure they are aware of their roles and 
responsibilities.  Staff shall sign the Risk Assessment to confirm they have read 
the risk management and understand the tasks, agreed controls and their 
specified responsibilities.    

 
5.8 Students shall not be allowed to attend a school excursion unless written 

permission is granted by the parents.  An excursion note shall be sent prior to 
every excursion or series of similar excursions and shall outline details such as 
the method of transport, timing and the activities to be undertaken. 

 
5.9 At the beginning of each school year or at mid-year enrolment, parents will be 

asked for permission for students to attend all excursions taking place during 
school hours.  Before each excursion taking place during normal school hours i.e. 
departing from St Clare’s School and arriving back to the premises before 2.35pm, 
parents will receive a note (example in Appendix 3), with information of the 
excursion.  No additional written permission is required from parents under these 
circumstances. 

 
5.9 Where an excursion results in students arriving back at school after 2.35pm, or 

may be dismissed from an alternative location, parents will receive a note, 
requesting written permission and their instructions for release of the student. 
Students will not be allowed to attend an excursion unless written permission is 
granted by the parent.  If the student arrives on the day without written 
permission a call will be made to the parent seeking approval over the phone. 

 
5.10 The permission note will outline details such as the method of transport and the 

activities to be undertaken. 
 

5.11 No St Clare’s Student will be prevented from attending excursions solely on 
financial grounds. 

 



5.12 Excursions form part of a school’s curriculum program and therefore are to be 
attended by students. Where parents have any issues regarding the attendance of 
their child these issues should be discussed with the Principal.  Care will be taken 
to protect the right of parents to decide whether or not to send their child. 

 
Where the student does not attend an excursion, the school shall endeavour to 
provide an alternate educational program. 

 
5.13 While on excursion, duty of care responsibilities exits at all times.   Therefore, 

staff and supervisors shall not be permitted to use intoxicating substances at any 
time during the excursion. 

 
5.14 The Principal shall ensure that adequate insurance cover is in place to  

  protect all the participants on the school camp or excursion. 
 

5.15 Students shall be transported to and from the excursion in a safe and proper 
manner, whatever the mode of transport.  All vehicles used shall be in a 
roadworthy condition and seatbelts shall be worn at all times by staff and 
students where available. 

 
5.16 The Principal shall ensure that the drivers of any vehicles are persons who act 

responsibly and give due regard to the safety and well-being of the students.  
 

5.17 All drivers shall have a current and appropriate driver’s licence. 
 

5.18 The Principal shall be notified immediately if a Critical Incident occurs on 
excursion; defined as circumstances that pose a critical risk to the health, safety 
or well-being of one or more students or staff: incidents requiring closure, 
lockdown, or reduction of number of students or staff attending of excursion 
venue; death, or life-threatening injury, of a student or staff member at school, or 
following an incident that occurred while being educated. 

 
5.19 Following an Excursion, the staff member in charge will complete the electronic 

Form St Clare’s School Post Excursion Report, (link in references).  The staff 
member in charge will meet with the Assistant Principal following the 
completion of the Report and an Excursion Review and Action Points (Appendix 
4) will be completed, signed and held on file. 
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7. Related Documents 
CECWA Catholic School Retreats policy  

CECWA Occupational Safety and Health in Schools policy  

CECWA Harassment, Unlawful Discrimination, Victimisation and Bullying (Staff) policy  

CECWA Child Protection policy  
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8. Related Proformas and other Forms 
 

8.1  St Clare’s Excursion Risk Assessment Form (Appendix 1) 

8.2  Excursion Review and Action Points (Appendix 2) 
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Appendix 1 



ST CLARE’S SCHOOL 

EXCURSION RISK ASSESSMENT 

This checklist must be checked and completed by a staff member before an activity is offered and a copy given to the Assistant Principal. 

The checklist will be reviewed if any of the conditions change to ensure the safety of all participants and staff. 

 

Event   Compiled by   
Date of Excursion   Nearest Hospital   
Location   

 
St Clare’s Staff OIC   
Staff Member with First Aid 
Qualification 

  

St Clare’s Contact Person Janice Smith 9366 7500 Other Staff Attending  
St Clare’s School Office 08 9366 7500 

 

 

Requirement Staff member(s) responsible on the day 
First Aid Kit  
School Phone  
Delivery of Instruction for appropriate behaviour  

 
 
 
 

In the event of a Critical Incident or Emergency, as described below, the Principal must be notified immediately.  If in doubt; call to clarify. 
Principal, Clare Kanakis 0404035899 
Circumstances that pose a critical risk to the health, safety or well-being of one or more students or staff; 
Incidents requiring closure, lockdown, or reduction of number of students or staff attending of excursion venue;  
Death, or life-threatening injury, of a student or staff member at school, or following an incident that occurred while being educated. 

 

Commented [MO(CS-L1]:  



 
 

Risk Rating Scale: Likelihood and consequences of injury/accident: 1 (Very Low) to 5 (Very High) 
 

Activity Risk 
Rating Risk Identified Detail how this risk will be  

eliminated or reduced 
Risk after 
control 

Staff Member 
Responsible 

  
 

    

      
      
      
      
      
  

 
    

 

Please sign to confirm you have read the Risk Management and understand the tasks, agreed controls and your specified 
responsibilities.  Should you have any concerns or require further details, please consult with the event coordinator and/or 
other staff. 

Name Signature Date 
   
   
   
   
   
   

 

St Clare’s Staff OIC to complete St Clare’s Post Excursion Report and meet with the Assistant Principal within one week of the excursion. 

Scan here to access the Post Excursion Report on your mobile phone:  



Appendix 2 

Excursion Toolkit 
 

 

 

 

When What Task 

As early as 
possible 

Consult 

Consult with Student Support Team 
regarding ideas for venue. 
If appropriate, meet with Student 
Leadership Team. 

Risk Assessment 

Complete Risk Assessment, assigning 
tasks to specific staff. 
Circulate Risk Assessment round all 
staff and make sure that they 
understand their role on the day and 
sign. 

1 week before 
Excursion 

Copy of Risk Assessment to Assistant 
Principal 

Students 

Consult with SST regarding which 
students will be able to attend. 
Permission Slips completed and 
handed to Janice for distribution 
List of students to Janice 

Lunches Speak to Maria about lunch and snack 
requirements for the day 

Afternoon 
before Check and collect 

First Aid Kits 
Medication – check with students 
Calm Kit (In Youth worker’s office) 
Camera on charge 
Music 
Picnic Mats 
Ask SST to print Excursion Student Info 
report from SEQTA 

Morning of 
Excursion 

Collect 
School phones 
Camera 

Staff 
Give each staff member a list of 
students in their group and reminder 
of their responsibilities for the day 

After 
Excursion 

Feedback 
Ask staff for feedback on the excursion 
Complete the Risk Assessment 
feedback form 

Photos 
Save photos on share drive and upload 
on Facebook 

1 week after 
at the latest Excursion Debrief Meeting Meet with Assistant Principal to 

discuss the excursion 



Appendix 3 

 

 

         28 August 2019 

   Y8 CEWA Enterprise Day Excursion 

 

Dear Parents and Guardians,  

Following the successful enterprise event in Term 1, Year 8 students will run a Fathers’ Day Stall in CEWA, 
on Friday 30 August, 2019. 

They will leave the school shortly after recess and return during lunch.  Students will be back in time for 
Sport in the afternoon and will have time to eat lunch beforehand. 

 

VENUE: CEWA, 50 Ruislip Street, Leederville 

DATE: 30 August 2019 

TIME: 11.15am – 1.00pm 

DRESS St Clare’s polo shirt and St Clare’s hoodie or jumper, long pants or skirt, 
closed in shoes. 

COST: No cost 

TRANSPORT: School bus 

TEACHERS Carla DiBucci, Lucila Lopez Gibson 

 

If you have any questions regarding this excursion, please do not hesitate to contact me on 

9366 7500. 

 

Kind regards, 

ASSISTANT PRINCIPAL 

 

 

 

ST CLARE’S SCHOOL ______________________________________ 

14 – 16 McCartney Cres. Lathlain WA 6100   Phone: (08) 9366 7500 Fax: (08) 9366 7590 

PO Box 2123 Carlisle North WA 6101    ABN 54 396 986 522 

Email: admin@stclares.wa.edu.au      Website: www.stclares.wa.edu.au 



Appendix 4 

Excursion Review and Action Points 
 

 

 

Action Points 

1.   
2.   
3.   
4.   
5.  

 

 

 

 

 

 

Excursion 
 
  
 

Date of Excursion 
 
  
 

Excursion Review 
Meeting date 

  

 
Teacher in Charge 
 

Name Sign 

 
Assistant Principal 
 

Name   Sign 


