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Excursions and Travel Arrangements.
Responsible to:

Senior Teacher, Chief Executive Officer

Applies to:

All Teachers

Purpose:

To ensure effective procedures exist to provide for the safety of children on
kindergarten excursions in terms of the Education (Early Childhood Services)
Regulations 2008.

Definitions:

Planned excursions – Special or one off excursions or outings that have been
planned in advance and have links to the programme. Planned excursions
may or may not involve the use of public or private transport.
Regular excursions – Excursions that happen on a regular basis and are
limited to short outings within walking distance from the kindergarten e.g.
weekly visits to the library bus, school visits, weekly forest kindergarten
excursions etc.
Spontaneous excursions – Excursions that are ‘of the moment’ and are
limited to short outings within walking distance of the kindergarten e.g. to
watch a digger at work, to buy ingredients for baking, to post mail etc.

References:

•
•
•

Consent form, Registration and Enrolment form
Education (Early Childhood Services) Regulations 2008 and
Licensing Criteria for Early Childhood Education and Care Centres
2008

Policy
1.

Excursions are part of the kindergarten programme and provide opportunities for the
curriculum outside of the kindergarten.

2.

Excursions are free for kindergarten whānau and the annual budget includes a line
‘’Activities and Entertainments – including Excursions’’ for the purpose.

3.

Fundraising activities may be undertaken to support excursions.

4.

The Head Teacher is responsible for ensuring that all requirement for excursions have been
met including the completion of the WMK Risk Analysis.

5.

Head Teachers will send through notifications of excursions including Risk Analysis to the
excursions@wmkindergartens.org.nz allocated to the kindergarten at least 2 week prior to
the excursion’s planned date.

6.

All excursions will observe the following ratios:
•
one adult to four children over 2-years of age (including children attending who are
not on the kindergarten roll); and
•
one adult to two children under 2-years of age; and
•
one adult to two children for all children if near water
•
One adult to one child if the children will be in the water or in a boat or similar
vessel

7.

The Head Teacher will ensure that if some children remain at the kindergarten, that the
adult:child ratio at the kindergarten remains correct.

8.

Whilst in the care of the kindergarten, including outside of session hours, children shall have
two adults present at all times.

9.

Travel by public transport is preferred but where private motor vehicles are used the Head
Teacher shall ensure that:
•
the requirements of Education (Early Childhood Services) Regulations 2008 are met;
•
all vehicles have current registration and warrant of fitness;
•
each driver holds a current driver’s licence for the class of vehicle used;
•
appropriate child restraints are used for all children;
•
two adults per car unless the parent is only taking their own child.

10.

The Head Teacher will ensure that written permission has been received from the
parents/whānau for all children who are participating in an excursion.The provisions of
Health and Safety HS 17 & 18 of the Licensing Criteria and Education (EC Services)
Regulations 2008 shall apply with regard to travel arrangements, written authorisation and
ratios both on the excursion and in respect of children remaining at the kindergarten.

11.

WMK is committed to supporting kindergartens located on school grounds to develop
partnerships with the school. This support includes allowing some flexibility around
adult:child ratios for spontaneous excursions to events or activities on the grounds of the colocated school.

12.

Teaching teams will develop procedures for planned, regular and spontaneous excursions.

Procedures
1.

•

•

Teachers will develop procedures for planned and regular excursions that include:
•
How parents will be informed about planned and regular excursions. Information to
include:
The type of transport to be used
Destination of the excursion
Length of the excursion e.g. 3 hours
If parent help is required and how many parents are needed to assist
Any health or safety requirements for children and adults e.g. type of
clothing, food requirements, medication
How written approval/agreement will be obtained from parents for:
Their child to take part in the excursion
The adult/child ratios to be used
The risk assessment and risk management plan for the excursion
For children to travel in private vehicles (if these are to be used)
Minimum requirements for the use of private motor vehicles and how these will be checked.
Minimum requirements must include:
Full, current driver’s licence for the car driver
Current warrant of fitness for car
Current registration for car
Correctly fitted restraints suitable for the age and weight of the children
who will use them
Number of adults in each vehicle
Agreement (signature) from driver attesting that they understand the
requirements and the information they have provided is valid.

2.

Teachers will develop procedures for spontaneous excursions that include:
•
How approval from parents will be gained at enrolment for their child to take part in
spontaneous excursions. Includes details of adult/child ratios to be used
•
How information will be made available to parents about the types of spontaneous
excursions that might occur so parents can make an informed decision about giving
approval for their child to take part in such excursions
•
Evidence that the excursion has been approved by the Head Teacher (Person
Responsible)
•
How parents will be informed that a spontaneous excursion has taken place.

3.

The Head Teacher of a kindergarten located on school grounds seeking to undertake a
spontaneous excursion onto the school’s grounds will gain permission to exercise flexibility
around the adult:child ratios from their Senior Teacher or Team Leader Senior Teacher
Team. Information about the excursion to be supplied at the time includes:
•
•
•
•
•

Number of children
Number of adults
Details of the activity or event being attended
Where on the school grounds the activity or event will occur e.g. inside hall, on
netball courts etc
When the excursion will occur and for how long

•
•

Steps that will be taken to manage risk
Any other information relevant to the excursion.

If approval is granted the excursion must be documented and parents advised at the end of session.
4.

Teacher must submit the completed Excursion Approval (to the address on the form) and
Risk Analysis form to the excursions@wmkindergartens.org.nz at least two weeks prior to
the excursion.

Procedures – Bush/Forest Kindergarten Programmes
1.

Team meet with the Senior Teacher of kindergarten to discuss the proposal for a bush/forest
kindergarten and visit the site together to ensure both parties have a shared understanding
of the opportunities and risks the site offers.

2.

Team to develop a plan that specifically addresses:
•
Teacher/adult/child ratios and which teacher/s will participate
•
How ratios will be maintained at the kindergarten
•
Clothing and other equipment – what the kindergarten will supply and what is
expected of parents.

3.

Team to develop a Risk Analysis Form on the template as attached which includes:
•
How everyone will get to the site and back
•
How ratios will be maintained at the bush/forest site
•
How resources/equipment will be got to and from the site
•
Toileting for children
•
Food and refreshment arrangements for children and adults
•
Environmental factors including sun, wind and rain
•
How children will be kept away from any water

4.

Develop communication strategy for parents to understand the scope and purpose of
Bush/Forest Kindergarten Programmes.

5.

Seek approval from appropriate authorities to:
•
use the area in question
•
identify their expectations of how you will use it; and
•
identify your responsibilities

6.

Teams have developed a plan that includes:
•
How you will get there
•
Teacher/adult/child ratios and which teacher/s will participate
•
How you ensure ratios at kindergarten are correct
•
Clothing and other equipment – what the kindergarten will supply and what is
expected of parents
•
How you will get equipment/resources to the site
•
Toileting
•
Food and refreshments
•
Comprehensive Risk Assessment
•
Hazard Management Plan
•
Evaluation process.

7.

Develop communication strategy for parents to understand the scope and purpose of the
Bush/Forest programmes.

8.

A plan for the Bush/Forest programmes and a Risk Analysis are to be submitted to the
Senior Teacher for the kindergarten for approval. Approvals will be given on an annual

basis. At the beginning of each calendar year an updated plan and risk analysis will need to
be provided by the head teacher

Procedures – Beach Kindergarten Programmes
1.

Team meet with the Senior Teacher of kindergarten to discuss the proposal for a beach
kindergarten and visit the site together to ensure both parties have a shared understanding
of the opportunities and risks the site offers.

2.

In consultation with the Senior Teacher a decision will be made about the teacher / child
ratio. There will always be 3 adults for any group of 10 or less children or for groups bigger
than 10 – 1 adult to 3 children. If next to water there will be a ratio of 1 to 2 children. If the
children are in the water there will be a ratio of 1 adult to 1 child.

3.

Team to develop a plan that specifically addresses:
•
Teacher/adult/child ratios and which teacher/s will participate
•
How ratios will be maintained at the kindergarten
•
Clothing and other equipment – what the kindergarten will supply and what is
expected of parents.

4.

Team to develop a Risk Analysis Form on the template as attached which includes:
•
How everyone will get to the site and back
•
How ratios will be maintained at the beach
•
How resources/equipment will be got to and from the site
•
Toileting for children
•
Food and refreshment arrangements for children and adults
•
Environmental factors including sun, wind, rain and tides
•
How children will be kept away from the water, if a 1:1 ratio cannot be observed.

5.

Develop communication strategy for parents to understand the scope and purpose of the
visits.

6.

A plan for the Beach Kindergarten Programmes and a Risk Analysis are to be submitted to
the Senior Teacher for the kindergarten for approval. Approvals will be given on an annual
basis. At the beginning of each calendar year an updated plan and risk analysis will need to
be provided by the head teacher

Excursion Approval Form
Applications for approval of excursion should be submitted to the Association at least two weeks
before the excursion date. Please complete all sections of this form.
Kindergarten:
Planned date:

Alternative date:

Place to visit:
Location:
Educational value (how does this relate to the programme:

Number of Children Participating:
Adult/Child ratio on Excursion:
Teacher/Child ratio in Kindergarten:
Type of Transport:
Leaving Kindergarten - Time:
Returning to Kindergarten - Time:
Duration of Visit:
Head Teacher Signature:

Date:

Please complete and return form to: email excursions@wmkindergartens.org.nz for approval.
_________________________________________________
Approved

Declined

Association Representative:……………………………………. Date: ……………………………

WMK Risk Analysis
Consider
Physical
-Physical Environment
-Road/route
-Water
-Vehicles/transport
-Ratios
-Toileting
-Food
Emotional
-Group size
-Age
-Behavioural difficulties
-Special needs
-Parent help
Environmental
-Weather
-Other

Hazard

Risks

Strategy

What could cause a problem?

What might happen?

What will you do to minimize the
risk?

