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[bookmark: _Hlk200108805]Risk assessment example template - Excursions and regular outings

This template is intended to assist services in undertaking risk assessments before children leave the service premises as part of an excursion or regular outing. Services and family day care educators may wish to consider using this template to guide the development of their own risk assessments. 
It should be noted that this template is designed to be amended to reflect the specific context and risks relevant to each service or family day care educator.
To meet the requirements of regulation 100 of the Education and Care Services National Regulations 2012 (WA) (the National Regulations)an approved provider, nominated supervisor or family day care educator must ensure a risk assessment is completed for an excursion or regular outing in accordance with regulation 101 before an authorisation is sought from a parent or authorised nominee.  

Regulation 101 of the National Regulations is explicit in prescribing what MUST be considered and included in the risk assessment. All of these considerations should be included in the risk assessment to demonstrate that they have been considered. Where it is identified that one of the required considerations is not applicable this should be reflected within the risk assessment. 
Note: A risk assessment is required to be completed at least once for a 12-month period if the excursion is a ‘regular outing’. A regular outing is a walk, drive or trip to and from a destination that the service visits regularly as part of its educational program, and where the circumstances relevant to the risk assessment are substantially the same on each outing. 
Elements of the risk assessment may change at any time, including but not limited to: 
· the ages and needs of the children attending, 
· staff attending, including the need for staff with specialised skills, 
· the weather, 
· venue changes, 
· the need for child safety restraints, etc. 
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The approved provider, nominated supervisor or family day care educator should review and update the risk assessment, even if it has been completed in the last 12 months, if any changes occur or differences are identified.
[bookmark: _Hlk200347132][bookmark: _Hlk200347133]This template has been developed based on the Australian Children’s Education and Care Quality Authority (ACECQA) ‘Risk assessment and management template – Excursions’.
	Risk assessment and management example template – Excursions and regular outings

	[bookmark: OLE_LINK16][bookmark: OLE_LINK17]Service Name
	QQ OSHC

	Excursion destination
	Moort-ak Waadiny (Wellington Square) Park & Intergenerational Playground

	Date(s) of excursion.
If it is a regular outing include a description of when children are to be taken on regular outings. 
	10 December 2024

	101(2)(g) Proposed activities.
List all activities that will take place during the excursion.
	-free play in the intergenerational playground 
-relaxation area set up with books and craft 
-morning tea 

	101(2)(a) Pick up location and destination (s).
List each location travelled to and from as part of the excursion.
E.g., the museum, park for lunch and service.
	Pick up from the service, 130 Stirling Street Perth
Destination: Moort-ak Waadiny (Wellington Square) Park & Intergenerational Playground, 112 Wellington St, East Perth. 
Return to service. 

	101(2)(h) Estimated departure and arrival times and duration of the excursion. 
E.g., from the service to each destination and returning to the service.
	Depart service at 9:00am
Arrive at Moort-ak Waadiny (Wellington Square) Park & Intergenerational Playground at 9:10am
Depart Moort-ak Waadiny (Wellington Square) Park & Intergenerational Playground at 12:00pm
Arrive at service 12:10pm

	101(2)(a) Proposed route
You can include an image of the route sourced online.
	[image: A map of a proposed route ]

	101(2)(d)(i) Means of transport
E.g., public bus, private bus, coach, private car, taxi, tram
	28 seater coach with driver hired from ****.  

	101(2)(d)(ii) Requirements for seatbelts or safety restraints in your state or territory have been met.
	Yes  Road Safety. 
28 seater coach has seatbelts as required in WA.

	Number and full names of each adult involved in the excursion.
E.g., service staff, family members, volunteers
	Agatha Austin – Nominated Supervisor (Qualified educator) 
Bridie Bell – Qualified educator
Catherine Crisp – Qualified educator 
Dean Davies – Assistant educator 
Edna Edgar – student placement 

	101(2)(f) The number of educators / responsible adults, appropriate to provide supervision, and whether any adults with specialised skills are required.
E.g. for children’s individual needs.  
	5 adults: includes 4 educators and 1 student
Agatha and Bridie hold current, recognised first aid qualifications
Bridie (ECT, experienced and trained in trauma informed practice, ASD training) will provide direct supervision to identified child to support emotional and behaviour needs and will oversee provision of snacks provided by parent for individual child with anaphylaxis. 
Agatha, Catherine and Dean will provide direct supervision. 
Edna will shadow Dean to assist with supervision of all children.

	101(2)(b)(c)Any water hazards during the excursion, including any risks associated with water-based activities?
If yes, detail in the risk assessment table below.
	No
Comment: n/a as no water hazards at destination. 

	101(2)(e) The number of children involved in the excursion.
Educator to child ratio, including whether this excursion warrants a higher ratio.
	23 children and 5 adults (4 educators, 1 student)
1:10 required due to the attendance of preschool aged children
1 educator to 6 children will be implemented due to the attendance of 3 kindy age children and the excursion occurring in a public open space. There are increased supervision needs when toileting, adequately supervising all areas of the playground and individual needs of children. 

	101(2)(d)(iii) Describe the process for entering and exiting the service premises and the pick-up location or destinations (as required); (include how each child is accounted for):
101(2)(d)(iv) Describe the procedures for embarking and disembarking the vehicle (include how each child is accounted for in embarking and disembarking):
Educators will position themselves at the rear (Dean & Edna), middle (Catherine) and front (Bridie) of the group when transitioning the children from the service to the coach which will be parked directly out the front of the service. Agatha will complete the headcount record, sighting and ticking off each child as they enter the coach. Once all children are on the coach Catherine will complete and document a secondary headcount of each child on the coach. 
When we arrive at the destination the coach will park on Bennet Street. Agatha will exit the coach and stand at the door to record each child exiting the coach. Bridie will exit with 5 children and wait under the tree, Catherine will exit with 9 children and wait under the tree, Dean and Edna will exit with 9 children and wait under the tree. Agatha will conduct a sweep of the coach to ensure all children have exited. Agatha will then complete a headcount of all children under the tree and record this.
All children will remain under the tree while Agatha collects the supplies from the rear of the coach. Once Agatha has set up the trolley with supplies, she will lead the group from the tree to the playground meeting point with educators maintaining their positions in the group (rear -Dean & Edna, middle - Catherine and front -Bridie). Agatha will conduct and record a headcount to account for all children during the transition from the tree to the playground meeting point. Ongoing headcounts will be conducted every 15 minutes for the duration of the excursion. 
When it is time to go, Agatha will blow a whistle 3 times to signal to the children to return to the meeting point at her side of the playground. Agatha will complete a headcount of all children who return the meeting point. Bridie and Edna will supervise and keep the children at the meeting point while Dean and Catherine sweep the playground to collect any remaining children. Once all children have been accounted for at the meeting point via a documented headcount, the group will transition to the coach led by Agatha, with educators maintaining their positions in the group (rear -Dean & Edna, middle - Catherine and front -Bridie). Agatha will complete the headcount record, sighting and ticking off each child as they enter the coach. Once all children are on the coach Catherine will complete and document a secondary headcount of each child on the coach. 
When the coach arrives back at the service Agatha will exit the coach and stand at the door to record each child exiting the coach. Bridie will exit with 5 children and go directly into the service foyer; Catherine will exit with 9 children into the foyer and Dean and Edna will exit with 9 children into the foyer. Agatha will conduct and record a sweep of the coach to ensure all children have exited. Agatha will then complete a headcount of all children in the foyer and record this.
Note: If a parent or authorised nominee arrives to collect a child during the disembarking process, they will be asked to wait until the process has been completed until collecting their child.

	101(2)(i) Excursion checklist – items to be taken on the excursion
(Please tick once the items have been checked to be packed) 

	☐ First aid kit – including service EpiPen 
	☐ List of adults involved in the excursion 
· added to children’s list

	☐ List of children involved in the excursion
· attendance list printed prior to leaving service 
	☐ Contact information for each adult
· added to children’s list 

	☐ Contact information for each child
· report printed from software 
	☐ Mobile phone / other means of communicating with the service & emergency services
· 2 service mobiles 
· 4 walkie talkies 

	☐ Medication, health plans and risk assessments for individual children
· MMP, Risk Minimisation Plan & Communication Plan for JJ, KK, LL
· JJ EpiPen and antihistamine 
· KK and LL Asthma medication 
	☐ Other items, please list
· esky	
· individual water bottles
· bottled water for refilling
· fruit and sandwiches 
· craft supplies
· 2 picnic blankets
· Spare clothes
· Sunscreen
· iPad – access to software program 
· whistle 
· Hand sanitiser, anti-bacterial wipes & disposable gloves
· Safety gloves, dustpan and broom – for safety sweep/clean up



Use the table below to identify and assess risks to the safety, health or wellbeing of children attending the excursion, and specify how these risks will be managed and minimised (regulation 101(1)). This must include any risks associated with water-based activities. 
	Activity
	Risk / Hazard identified
	Risk assessment 
(use matrix)
	Elimination/control measures
(how identified risk/hazard will be managed and minimised)
	Who
	When

	Transport / Parking 
	· vehicle breakdown / accident
· child restraints
· local traffic around park area
· unable to park on Bennet St
	Low
	· back up coach as per booking conditions in the event of breakdown/accident
· follow emergency procedure for breakdown / accident
· Assess child restraint needs based on bookings, service to provide
· Plan for an alternative drop off and collection point on Wittenoom St
	Agatha

All staff

Agatha

Agatha
	Booking
If applicable

9/12/24

10/12/24



	Supervision

	· child wandering off from area
· child taken from area 
· changes to educators’ supervision area due to toileting, attending to a child etc…
· Identification of children from service due to a lot of children at park 
· When transitioning between service/destination/playground
· When in equipment not visible from ground (e.g. slide structures)
	Med
	· Educators positioned on each side of playground to cover full view
· Educators to communicate their movements using walkie talkie and request Edna to cover perimeter spot
· Service vests to be worn 
· Educators maintain front, middle and rear supervision positions when moving/transitioning with group of children
· Documented 15-minute headcounts completed and documented by Agatha
· Transition and embarking/disembarking headcounts to be completed and documented 
	Agatha to position educators
 All educators
All educators & Children
Bridie, Catherine & Dean

Agatha


Agatha
	10/12/24


10/12/24
10/12/24


10/12/24

10/12/24


10/12/24

	Child Protection 
	· Presence of members of public in toilet facilities
· Children engaging with unknown members of the public

	High
	· Educator to accompany children into public toilets and do a visual check of cubicle prior to child entering 
· Educator to remain in toilet facility (i.e. near basins) with child
· Dean to take male children and female educators to take female children 
· Educators to ask children if they need to use the bathroom to encourage small groups to go together 
· Educators to immediately stand alongside any child seen talking to an unknown person and redirect them to play 
	All educators

All educators

All educators

All educators

All educators
	10/12/24


10/12/24


10/12/24

10/12/24


10/12/24

	Individual Children
	· ZZ attending excursion, will require implementation of wellbeing plan strategies 
· Risk of wandering or running off if dysregulated 
	Med
	· Familiar educator, with qualifications and specific training to support ZZ needs to be allocated to his direct care and supervision
· Educator will remain with ZZ at all times and follow him if he wanders or runs off whilst communicating via walkie talkie
· Discuss expectations /limitations with parent re potential request to collect if incident occurs 
· Check in with parent at morning drop off to confirm he child’s disposition on the day 
	Bridie



Bridie


Bridie


Bridie
	10/12/24



10/12/24


10/12/24


10/12/24

	Staffing
	· Student on placement – does not know the children 
	Low
	· Will shadow Dean, except for times where she relieves an educator at their supervision point during which she is visible and supported by other educators. 
· No toileting responsibilities
· Not to feed children any food due to JJ anaphylaxis 
	Student & Dean
	10/12/24

	Medical / Injury / Illness
	· JJ Anaphylaxis – peanuts
· KK and LL Asthmatic triggers include pollen and excessive exercise 
· Unexpected injury
· Unexpected illness
	Med
	· JJ to have labelled snack box prepared and provided by parent 
· No nut product sandwiches to eliminate risk 
· KK to remain out of gardens
· KK and LL monitored by educators and requested to rest/relax regularly
· 2 first aid qualified educators
· Individual plans and medications packed and checked the morning of the excursion 
· Mobile phones x 2 to contact emergency services 
· Parent / emergency contact lists packed the morning of excursion
	Bridie

Bridie

All educators

Agatha
“

“

“
	10/12/24

10/12/24

10/12/24


10/12/24
“

“

“

	Public
	· Aggressive person in park
· Altercation 
	Low
	· Park has monitored CCTV
· Mobile phones to contact Police 
· Whistle to gather children and leave if required
· Coach to remain at park for duration of excursion
· Educators to discuss use of whistle and action required with children prior to excursion
	Council
Agatha & Bridie
Agatha
Driver
Bridie
	Ongoing
10/12/24

10/12/24
10/12/24
9/12/24

	Physical environment 
	· Drug paraphernalia – syringes
· Broken glass
· Unclean toilet facilities 
	Low
	· Dean to conduct visual safety sweep of the playground and surrounding area prior to children entering
· Any items will be collected and disposed of in the local bins, with a call to the Perth Council (9461 3333) to advise
· Dean to check male toilets and provide antibacterial wipes and toilet paper if required
· All female educators to check female toilets and provide antibacterial wipes and toilet paper if required
· Contact Perth Council (9461 3333) to report any issues
	Dean


Dean


Dean


All female educators

Agatha
	Upon arrival

At the time if applicable


Every time a child uses toilet
Every time a child uses toilet
If/when applicable


	Equipment

	· children engaging in unsafe risky play
· incorrect/unsafe use of equipment 
· hot equipment – result in burn
	Low
	· Equipment suitability assessed prior to the excursion via site visit
· Discuss safety limits with children, including the safe/correct use of equipment
· Temperature gun used to check equipment prior to use 
· Prevent use of equipment if exceeds 40 degrees 
	Agatha


Bridie

Dean
	Up to 4 weeks prior

9/12/24
On arrival and every 30 minutes

	Weather - hot
	· Sunburn
· Heat stress
	Med
	· Plan outside of peak periods of heat and UV
· Limited length of excursion
· Playground is fully shaded
· Contingency – if declared heatwave cancel excursion 
· Additional water / dispensers at park confirmed
· Sun safe clothing, hats requirements 
· Sunscreen applied prior to leaving and hourly thereafter 
	Agatha

Agatha
Agatha
Agatha

All educators
All educators

	Prior


When known
Pack on day

Check on day
ongoing




(add more rows if required)


	[bookmark: _Hlk78470314]Risk Matrix

	Consequences
	Likelihood

	
	
	Rare
	Unlikely
	Possible
	Likely
	Almost Certain

	
	Major
	Moderate
	High
	High
	Critical
	Critical

	
	Significant
	Moderate
	Moderate
	High
	High
	Critical

	
	Moderate
	Low
	Moderate
	Moderate
	High
	High

	
	Minor
	Very low
	Low
	Moderate
	Moderate
	Moderate

	
	Insignificant
	Very low
	Very low
	Low
	Moderate
	Moderate





	Plan and Review

	Plan prepared by:
(included site visit, review of bookings and staff assessment) 
	Full name: Agatha Austin – Nominated Supervisor (Qualified educator) 
&
Full name: Bridie Bell – Qualified educator

	Date: 27 November 2024


Date: 27 November 2024
	Signature:


Signature:


	Prepared in consultation with:

(input on draft)
	Full name: Catherine Crisp – Qualified educator  
Signature: 
Date: 2 December 2024
Dean Davies – Assistant educator
Signature:
Date: 2 December 2024

	Reviewed by and discussed with all relevant staff: 
Staff made aware of:
· Their individual roles and responsibilities, including those relating to the strategies to adequately supervise all children
· individual children’s needs, including responsibilities allocated to specific staff members if applicable
· Environmental risks


	Yes 
Comment: Excursion briefing held on 9 December
Persons present: 
Full name: Agatha Austin                                  Signature:
Full name: Bridie Bell                                        Signature:
Full name: Catherine Crisp                               Signature:
Full name: Dean Davies                                   Signature:
Full name: Edna Edgar                                     Signature:
           

	Vehicle safety information reviewed and attached:
	No
Comment if needed: 
· Insurance document provided
· Hire contract stored at service and includes confirmation of seatbelts, current drivers’ licence and replacement coach in the event of accident/breakdown

	Risk assessment to be evaluated and reviewed on: 
A risk assessment must be undertaken prior to an excursion being undertaken (and before seeking authorisation for that excursion to be undertaken - see regulation 102). If the excursion is a 'regular outing'*, a risk assessment must be undertaken at least annually.
	Date: debrief will be held on 12/12/24, during which service will review the effectiveness of strategies, identified issues and successes. 

*The service will complete a new assessment if they return to this destination, including within a 12 month period. 
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This template has been developed based on the Australian Children’s Education and Care Quality Authority (ACECQA) ‘Risk assessment and management template – Excursions’.
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