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	WARILLA HIGH SCHOOL

	
	Keross Avenue BARRACK HEIGHTS 2528

PO Box 396 WARILLA 2528

Phone: 0242 963 055               Fax: 0242 972 817


EXCURSION POLICY
Teachers organising excursions are to note the following points:

· You must be familiar with the current DEC policy on excursions.

· Approval must be obtained from the Head Teacher.

· You must discuss the educational aspects and organisational details with the Principal.

· The Principal must be consulted as to suitability of the date(s) before approval will be given.

· An educational excursion is an integral part of the school’s curriculum and specifically of the child’s learning program and must be justified on this basis.

· All excursions are to be planned in accordance with the checklist on the back of this form, including a risk assessment.
· You must complete an ‘Application to Open New A/c Code’ form (in Excursion Folder) and return to office so that details are on the finance computer before any payments are made by students.
· Approval must be obtained from parents. Parents must be given full information about the excursion. The Supervising Teacher must give completed Permission Notes to the Head Teacher two days before the excursion.
· Give excursion details to the phone desk in the Front Office (for parent enquiries) and to the Head Teacher Administration.
· The checklist and a list of pupils attending must be returned to the Head Teacher and a copy given to the Principal at least two days before the excursion is held. No excursion will leave the school unless this procedure is followed.
· An alphabetical list of students attending the excursion should be given to the Front Office 48 hours prior to the day of the excursion for the Daily Absentee Sheet. Please use the special Absentee Excursion List Form (in excursion folder on server).
· The minimum notice required for any large excursion is seven days. This will allow the school executive to discuss the educational merits of the excursion and likely disruptions.
· The teacher supervising the excursion is responsible for arranging relief and ensuring that appropriate work is left for classes and for any playground duty. Please ensure that the HT (Admin) knows where the work has been left.
· Appropriate and adequate supervision of pupils to ensure safety and proper conduct is the responsibility of teachers on the excursion. Parental permission notes are required but do not relieve the supervising teacher of responsibility. Where supervision is being provided by a teacher from another school this must be clearly indicated on the permission note with a contact number.
· Excursions should not be organised for Thursdays unless cover for sport can be arranged.
· At least one teacher attending the excursion must have an Emergency Care Certificate, or, for water sports or overnight excursions, a CPR Certificate. You will need to provide documentary evidence of CPR.
· Teachers on excursions involving sports activities must be familiar with the guidelines and regulations associated with that activity.
· If any non-school personnel are attending the excursion please notify the Principal.
· Canteen should be notified at least two days prior to excursion (for ordering purposes).
