
 

EXCURSION AND TRANSPORT POLICY 

Purpose 
Brisbane Montessori School includes excursions as a valuable part of its overall programme.  Excursions 
provide enjoyment, stimulation, challenge and new experiences as well as creating a meeting point 
between the School and the wider community.  All safety precautions must be maintained during an 
excursion and permission must be obtained from a parent/guardian before a child is taken on an excursion.  
An excursion usually includes a whole group or class of children.   It is different from an individual/small 
group Primary or Middle School “Going Out” for which a separate procedure applies. 

Scope 
This Excursions and Transport Policy applies to all Brisbane Montessori staff, students, parents/guardians 
and volunteers. 

Responsibility 
Principal 

Point of Contact 
Principal  

Relevant Legislation 
Transport Operations, Road Use Management Act, 1995, QLD 

Education and Care Services National Regulations 2014 

ACECQA National Quality Framework (Quality Area 2) 

Accessibility and Awareness 

The Principal will ensure that accessibility and awareness of the Policy is made available: 
• To staff members generally 
• To staff, families and students by its display on the school website; and on request, to staff, families 

and students from the school administration. 

Review 

The School will ensure that the Policy is reviewed once every two years or as changes in regulation and 
legislation are applicable. 

Form of Reporting 

Documentation relating to this policy shall be placed on the school website and/or attached to the end of 
this policy document. 

School Principles & Process 
• Records will be kept of all planning and management. 
• Supervisory roles and responsibilities are explained to all staff, volunteers and children attending the 

excursion prior to its commencement. 
• Where possible, a preliminary inspection of the excursion site will be undertaken. 
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• Excursions will be organized to match the participants’ levels of competency and ability. 
• Any incident occurring on a excursion will be fully investigated and recorded. 
•  Alternative arrangements for transport and excursion in case of unfavourable weather 

conditions. 

Risk Assessment: 
When planning an excursion the age, interest and abilities of the children attending will be taken into 
consideration. A risk assessment for the excursion must be completed. 
The risk assessment must contain the following: 

• The proposed route to and from the destination for the excursion. 
• A list of possible water hazards, which may be encountered during the excursion. 
• Any risks associated with the water based activities or hazards during the excursion. 
• The details of transport to and from the destination. 
• The anticipated number of children attending the excursion. 
• The anticipated ratio of educators attending the excursion to the anticipated number of children 

attending the excursion. 
• The proposed activities of the excursion. 
• The proposed duration of the excursion. 
• Any necessary items, which need to be taken on excursion. 

The School Principal will approve all excursions based on the risk assessment. 

Parental Permission: 
Permission forms detailing dates, destination, method of transport, departure and return time and activities 
undertaken will be required to be signed and returned by a parent/guardian prior to every excursion. There 
will be no changes to the notified itinerary except in an emergency or for the wellbeing and safety of the 
children. 

The permission form must include the following items 
• The child’s name. 
• The date of the excursion. 
• The purpose of the excursion. 
• The destination and description of the excursion. 
• The method of transport to be used. 
• The proposed activities to be undertaken. 
• The period of time away from the School. 
• The anticipated staff members who will accompany and supervise the child during the excursion. 
• An indemnity form. 

During the excursion: 
The following items will be brought on all excursions and be readily accessible to staff at all times: 

• First aid kit that is appropriately stocked for an excursion. 
• List of children attending. 
• Emergency contact numbers of children attending including special needs or requirements relevant 

to the excursion. 
• A mobile telephone or guaranteed access to a telephone. 
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Procedure during excursions: 
• Head counts will be made at regular intervals and when moving from one area to another. 
• Staff will supervise children at all times; this includes in toilets and change rooms. 
• Staff will make sure that the environment is safe for use before allowing the children access to it. 
• Children will not be left in the sole care and custody of bus drivers, non-teaching staff or any other 

persons during an excursion.  
• The staff ratio policies for the school will continue to apply during excursions. 
• In the event of injury occurring during an excursion, follow the procedures outlined in the 

Accident/Injury Report Form or the Incident/Near Miss Investigation Form. 

Transport for excursions 
Overview: 
Children have the right to be safe while traveling in transport provided by the School.  All vehicles used for 
transporting children to and from the destination need to comply with the appropriate legislation and 
regulations as outlined in the Transport Operations Road Use Management Act 1995.  All safety 
precautions will be observed and permission from a parent/guardian must be obtained before a child 
travels on any type of transport. 

Procedure: 
• All vehicles must be registered in Queensland. 
• Drivers are to be licensed to carry the required number of passengers for the purpose.  The school 

may request the transport company to provide confirmation and evidence of this fact before 
engaging the company for the excursion. 

• Staff are generally not permitted to transport children, however if permission is obtained from the 
parent/guardian, and a staff member and another adult are present during transporting, the 
requirements of paragraphs above apply in relation to that staff member and the transport used. 

• In selecting transport, the School will ensure that a communication system is available for the use 
in the event of an emergency. 

• The School will check prior to the excursion that alternative arrangements are available for use in 
the event of a breakdown or changed itinerary. 

• The School will, wherever practicable and affordable, use buses fitted with seat belts or where this 
is not possible ensure that suitable safety precautions are taken. 

Vehicle breakdown/accident: 
• In the event of injury or illness occurring in the course of being transported, complete an 

Accident/Injury Report Form or an Incident/Near Miss Investigation Form. 
• While waiting for replacement transport or repairs, children will be kept safe, comfortable and be 

occupied with suitable activities.  
• In the event of a late return to the School, every effort will be made to notify parents, either through 

a notice to be displayed at the School or by contacting parents individually via phone or email. 

Incursions: 
When students from the Children’s House attend an incursion on the School grounds but outside their 
licensed area, e.g. to the library, admin or hard court, a risk assessment will be undertaken.  It is necessary 
to gain parental consent even though the event occurs on the School grounds. 
Where students from the Primary or Middle School attend a camp out on the School grounds, this process 
will be completed without referral to transport considerations. 


