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Excursions Policy
Rationale:
At Leap Ahead Early Childhood Centre we recognise the importance of providing a variety of experiences. Regular or special excursions stimulate children’s understanding and awareness of our community. It is essential that these excursions are planned for and carried out in a manner that promotes safety for any teachers and children involved.

Te Whᾱriki:
Belonging – Goal 1. Children and their families experience an environment where connecting links with the family and the wider world are affirmed and extended.

Procedure:
· Parents will be notified in person and on the white board.
· Signed permission is to be gained by parents for Regular and special excursions at the time of enrolment and prior to the day of excursion.
· Special excursions will include local parks, libraries, fire stations, and neighbouring schools within a comfortable walking distance from the centre.
· An excursion form will be filled out prior leaving the centre. This form will have the names of all children and adults involved, the time and date of excursion, adult:child ratios, the location and method of travel and the signature of the person responsible giving approval for the excursion.
· Before leaving on an excursion, signed parental permission will be obtained.
· A hazard and risk assessment (RAM) will be carried out by staff before every excursion and an analysis of this will be done to ensure all safety measures are in place.  Once completed a ratio will be determined that reflects the nature of the excursion and signed off from management. We will maintain at least the required level of supervision never less.
· Parents/caregivers will be debriefed as to their responsibilities whilst out of the centre. Staff or child’s parents will do necessary care-giving routines if present. A list of the children will be taken on the trip and roll calls will be carried out frequently while on the trip.
· Detailed documentation regarding each excursion, including permission slips will be kept in the excursion folder.
· Teachers will not deviate away from the planned outing route.
· A first aid kit, cell phone and any other necessary supplies are taken on all excursions.
· Appropriate ratios will be maintained with the children’s ages and abilities in mind ensuring ratios are not less than the required adult:child ratios.
· Toileting of children while on an excursion/trip will be done with two adults (one being a staff member) in attendance for the safety of the staff member and child.
· A registered teacher will accompany the excursion and a registered teacher will remain at the centre. Centre ratios will remain at the centre.
· On arrival and departure of destination a roll call will be carried out.
· Parents will be required to help on larger planned excursions or special outings.
· Parents will be required to meet the cost of any special outings. Notice will be given of any cost involved and this money will be separate from fees and solely used for the cost of the excursion.
In the case of a Motor vehicle:
· A Hazard and Risk Assessment will be carried out and an appropriate ratio will be determined. 
· All vehicles will have a current registration and warrant of fitness. The trip organiser is to be responsible for sighting these and taking down details.
· Each child will be in an approved safety restraint.
· All drivers will have their full licence.
· Normal road rules will apply and will be observed at all times.
· In case of sickness or other unforeseen circumstances and there are not enough adults available to maintain the trips ratios then the trip will be cancelled.
Reference: Education (Early Childhood Services) Regulations 2008. Regulation 46 Criteria HS113 – HS 114. 
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