


This proforma is provided by Observatory Hill Environmental Education Centre to assist teachers in the development of their risk management plan for the excursion
	Excursion Risk Management Plan Proforma

	Name of school:

Name of principal:

Description and location of excursion: The Earth’s Environment, Balls Head Reserve
Date(s) of excursion: 
	Group/class: 



Number in group/class: 

Name of excursion coordinator: 

Contact number: 

Accompanying staff, parents, caregivers, volunteers: 


	Activity


	Hazard Identification

Type/Cause
	Risk Assessment (Matrix Score)
	Elimination or Control Measures


	Who
	When

	Transport
	Bus accident
	3
	Hire bus with seat belts.  Ensure sufficient time is allowed for travel to and from site.  Supervise students on bus to minimise distractions to bus driver.  Supervise students when boarding and disembarking.
	Teacher 
	Prior to excursion

	
	Road crossing, car park safety
	3
	Closely supervise students when crossing or adjacent to roadways on or near the harbours edge.  Manage the students in appropriately sized groups.
	Teacher and EEC staff
	On excursion

	Environment
	Getting separated from group or lost
	6
	Keep to the track.  Students to remain walking between two adult supervisors/teachers.  One teacher at the beginning and one at the end of the group.  Instruct students that if they get separated they are to remain where they are until someone comes to find them.
	Teacher and EEC staff
	On excursion

	
	Trips, slips and falls
	4
	Avoid being in a hurry.  Students remain between teacher/supervising adult at all times.  No students to run ahead.  Walk group to the speed of the slowest member.  Warn students of other hazards as they arise, such as loose rocks, puddles.  Remove trip hazards as necessary
	Teacher and EEC staff
	Prior to & on excursion

	
	Cliffs, rocky areas
	3
	Clearly define the limits and fully supervise students when walking near the rocky harbour edge.  Specify that students must keep to the landward edge of cliff, walking slowly
	Teacher and EEC staff
	On excursion

	
	Overflowing sewerage
	3
	At certain times there is a sewerage leak from the toilets which is crossed by use of large wooden stepping stones.  Ensure students are told to act sensibly and stay on the stones.  They are not to step in or touch the mud in this area.
	Teacher and EEC staff
	On excursion

	
	Bites - snakes
	3
	All EEC staff carry a first aid kit with pressure bandages.  Keep students to tracks at all times.
	EEC staff
	On excursion

	
	Bites - ticks
	3
	Warn students not to walk off track unless instructed. Advise students to occasionally check their body for ticks, leaches etc 
	EEC staff
	On excursion

	
	Tree fall
	3
	Avoid using track in periods of extreme winds
	EEC staff
	Prior to & on excursion

	
	Child protection
	5
	Keeping the group together will avoid most issues of contact with members of the public.  It is not possible to remove all risk, however the usual school strategies of stranger danger should apply.

When using public toilets, ensure an adult is present to supervise and children stay in groups.
	Teacher and EEC staff
	On excursion

	Bushwalk
	Weather
	6
	Students should be suitably dressed for prevailing weather conditions including hats, appropriate clothing, sunscreen, enclosed shoes (no sandals or thongs).  Water bottles are recommended.  If rain is likely, wet weather gear should be brought.
	Teacher
	Prior to excursion

	General health
	Mobility/asthma/diabetes/all allergic reactions/heart conditions/behaviour problems
	6
	Advise EEC staff of mobility issues.  Alternative arrangements as required.  Where possible a teacher’s aide or parent helper will be sourced. Teachers reminded to bring any Health Management Plan and medication as needed.  All EEC staff are trained in emergency procedures, carry first aid kits and charged mobile phones.
	Teacher and EEC staff
	Prior to & on excursion

	Infectious disease control
	COVID-19 (Novel Coronavirus) - as per advice by NSW Department of Education and NSW Health 
	4
	· OHEEC will follow all DoE Covid-19 advice and procedures 

· If a student or staff is unwell with respiratory illness prior to the program, please exclude from the program. If a student or teacher becomes unwell with respiratory illness during the program, isolate from the other students ASAP and seek medical advice. 

· All students, staff and program participants to wash hands with soap and water where possible. EEC staff carry hand sanitizer for general use where appropriate or required.

· Program materials, objects, equipment and surfaces used by students, staff and visitors to be preferably single use. Where multiple use is required, equipment to be thoroughly cleaned regularly.

· Any suspected cases of Covid 19 after the excursion, schools to notify the Centre ASAP. EEC staff will also notify the school.
	School staff and EEC staff
	Prior to and on excursion

	Venue and safety information reviewed and attached: Yes / No 

Plan prepared by:





Position:




Date:

Prepared in consultation
 with:

Communicated to: 

	Monitor and Review - Monitor the effectiveness of controls and change if necessary. Review the risk assessment if an incident or a significant change occurs.


	Risk Matrix:
	1 = Extreme
	2 = High
	3 = Medium
	4 = Low
	5 & 6 = Minimal


If the student has a disability consultation should take place with their parents/carers/EEC staff and, where practicable, the student when considering reasonable adjustments and making decisions that could impact upon their participation in a relevant activity.





