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Introduction | Tīmatanga Kōrero 
The purpose of this policy is to:  
• To ensure effective procedures exist to provide for the safety of children on excursions from 

kindergarten or home-based service.  
 
Applies To | Ko Wai Whakahāngaitia 
This policy applies to all children attending a He Whānau Manaaki o Tararua Free Kindergarten 
Association (Whānau Manaaki) Kindergarten or Home-Based Service.  
 
Definitions | Tautuhi 
“Excursion” is defined in the Licensing Criteria for Early Childhood Education & Care Centres 2008 and 
Licensing Criteria for Home-based Education & Care Centres 2008 as “being outside the licensed 
premises while receiving education and care from the service but does not include an excursion for 
the purposes of emergency evacuations, drills or the receipt of urgent medical attention”.  
 
“Regular excursions” is defined in the Licensing Criteria for Early Childhood Education & Care Centres 
2008 and Licensing Criteria for Home-based Education & Care Centres 2008 as an “excursion that 
parents have agreed to at the time of their child’s enrolment, that are part of an ongoing planned and 
consistent routine of education and care”.  Whānau Manaaki further defines this as “taking place 
either by public or private transport or walking that are part of the ongoing curriculum e.g. weekly 
visits to library, supermarket, local park, beach or bush/forest kindergartens, spontaneous walk 
around the block to see roadworks”.  
 
“Special excursions” defined in the Licensing Criteria for Early Childhood Education & Care Centres 
2008 and Licensing Criteria for Home-based Education & Care Centres 2008 as an “excursion that 
parents have agreed to prior to the excursion taking place, that is not a regular excursion”. Whānau 
Manaaki further defines this as an excursion that “has been planned in advance and have links to the 
programme.  Special excursions may or may not involve the use of public or private transport. E.g., 
visit on bus to Museum.”.  
 
General Principles | Mātāpono Whānui  
1. Excursions are part of the kindergarten programme and provide opportunities for experiencing 

curriculum outside of the kindergarten, therefore excursions are free for whānau.  
2. The annual budget includes provision for excursions under ‘’Activities and Entertainments – 

including Excursions’’.  
3. Fundraising activities may be undertaken to support excursions. 
4. The Head Teacher, Senior Head Teacher, or person responsible will ensure that parental 

permission has been received from the parents or caregiver for all children for the two types of 
excursions. As follows: 
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Type of 
Excursion 

Details Relevant Form to 
be completed for 
authorisation  

Additional 
Requirements for 
Kindergartens 

Additional 
Requirements for 
Etu Ao (Home 
Based Education) 

Regular 
Excursion 

Ongoing basis in 
the Kindergarten 
or Home-based 
educations local 
area. 

Enrolment Form Parents will sight 
the Excursion Risk 
Analysis form for 
these regular 
excursions. 

Parents will sign 
the Excursion Risk 
Analysis form for 
these regular 
excursions.  

Special 
Excursion 

Excursion that is 
not ongoing and 
not a regular 
excursion. 

Special Excursion 
Permission Form 
 

 Parents will sign 
the Excursion 
Analysis form  

 
5. The Head Teacher, Senior Head Teacher and Visiting Teacher are responsible for ensuring that all 

requirements for excursions have been met including the completion of the Enrolment Form or 
Special Excursions Permission Form and Excursion Risk Analysis form. 

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 or Senior Head Teacher will ensure that if some children remain at the 
kindergarten, that the adult: child ratio at the kindergarten remains correct, and there must be a 
first aid qualified staff member at the kindergarten. 

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

9. Whānau Manaaki 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 regular excursions to events or activities on the grounds of the co-located school. 

10. There is no place for smoking, vaping, alcohol, or other illegal drugs on any excursion. 
 
 
Use of Transport for Excursions 
11. 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 and the Licensing 

Criteria for Early Childhood Centres & Care Services 2008 OR Licensing Criteria for Home-
based Education & Care Services 2008 depending on the service 

• all vehicles have current registration and warrant of fitness; 
• each driver holds a current Driver licence for the class of vehicle used; 
• appropriate child restraints are used at all times for all children and ensure children travelling 

in taxis or shuttles are restrained as if they were in a private car or van.  
• two adults per car unless the parent is only taking their own child. 
• Etu Ao Transporting Children Policy is adhered to for all excursions from a Home-based 

service.  
 
Record Keeping 
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12. Full records of both regular and special excursions should be kept for the current year plus one 
additional year. A record of excursions includes: 

a. the names of adults and children involved; 
b. the time and date of the excursion; 
c. the location and method of travel; 
d. assessment and management of risk; 
e. adult: child ratios; 
f. evidence of parental permission and approval of adult: child ratios for regular excursions; 
g. evidence of parental permission and approval of adult: child ratios for special excursions; 

and 
h. the signature of the Person Responsible giving approval for the excursion to take place. 

 
 
13. Kindergartens will send through paperwork of excursions including Risk Analysis to their Senior 

Teacher at least 2 weeks prior to any special excursion’s planned date, and termly for all regular 
excursions. 
 
 

Etu Ao Home Based Education 
14. Excursions will be arranged by the TONI Educator in consultation with the Visiting Teacher.  
15. An Excursion Risk Analysis form must be completed by the TONI Educator for all outings and 

excursions from the licensed premises (the TONI Educators home).  
16. The Visiting Teacher will support the writing of the Excursion Risk Analysis form for any excursion.   
17. The Visiting Teacher is responsible for ensuring that all requirements for excursions have been 

met including the completion of the Enrolment Form or Special Excursions Permission Form and 
Whānau Manaaki Excursion Risk Analysis form. 

18. TONI Educators will review the Excursion Risk Analysis form for regular excursions in conjunction 
with their Visiting Teacher bi-annually. However, if the Excursion Risk Analysis form needs to be 
changed earlier if it will be updated at the time.  

19. Parents or caregivers will sign an Excursion Risk Analysis form for a Special Excursion at the time 
of the TONI educator planning for the event if they consent to their child participating in the 
special excursion.   

20. TONI Educators must inform the Hub Coordinator of any excursion at the time of leaving their 
home and when they return.  The Hub Coordinator will communicate this to the appropriate 
Visiting Teacher. If the Visiting Teacher has any concerns, they will contact the TONI educator 
immediately.  

21. TONI Educators must take a bag containing a first aid kit, nappies, wipes, cell phone etc. on all 
excursions. 

22. A supervision plan is included within each Excursion Risk Analysis form, specifically referencing 
the following: 
• if another adult is required,  
• appropriate ratio,  
• supervision requirements for the setting, 
• transitions to and from the vehicle and location 
• frequency of head counts/roll checks.   

 
Special Excursions  
Teachers will develop procedures for special excursions that include: 

• How parents will be informed about special excursions. Information to include: 
• The type of transport to be used 
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• 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 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. 
• Teachers will develop procedures for regular excursions that include: 
• Sending in Excursion form and Risk Analysis termly to cover any and all regular excursions 

that may occur during that term. 
 
Regular Excursions 
How approval from parents will be gained at enrolment for their child to take part in regular 
excursions. Includes details of adult/child ratios to be used These procedures will be shared at the 
time of admission into kindergarten.  

• 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 regular excursion has taken place.eg notice on 

whiteboard. 
 
Bush or Forest Kindergarten Excursion 
Team meets 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. 
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. 
• 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 
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• Medication and a process for recording that it has been administered and that the dosage 
has been checked by another adult - this means copies of the medication form will need to 
be taken.  

• Environmental factors including sun, wind and rain 
• How children will be kept away from any water 
• Develop communication strategy for parents to understand the scope and purpose of 

Bush/Forest Kindergarten Programmes. 
• Seek approval from appropriate authorities to: 
• use the area in question 
• identify their expectations of how you will use it; and 
• identify your responsibilities 
• 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. 
• As part of hazard management process each time the site is visited, regular and ongoing 

evaluation of the risks are to be considered, e.g. has weather effected site, are there are 
new roadworks on the route etc. This can be done in team hui and decisions captured in 
team meetings minutes and then communicated to whanau through Storypark Community 
Posts, e.g. we have seen that there are new roadworks on our normal walk to Beach 
Programme so we are now walking via this street ……etc. 

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

• A plan for the Bush/Forest programmes and a Risk Analysis are to be submitted to the Senior 
Teacher for the kindergarten for approval prior to participating in this programme and then  
approvals will be given on an annual basis when at the beginning of each calendar year an 
updated plan and risk analysis will need to be provided by the head teacher. 

 
Beach Kindergarten Excursion 
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. 
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. 
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. 
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• 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 
• Medication and a process for recording that it has been administered and that the dosage 

has been checked by another adult - this means copies of the medication form will need to 
be taken.    

• 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. 
• As part of hazard management process each time the site is visited regular and ongoing 

evaluation of the risks are to be considered, e.g. has weather effected site, are there new 
roadworks on the route etc. 

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

• A plan for the Beach programmes and a Risk Analysis are to be submitted to the Senior 
Teacher for the kindergarten for approval prior to participating in this programme and then  
approvals will be given on an annual basis when at the beginning of each calendar year an 
updated plan and risk analysis will need to be provided by the head teacher. 

 
Relevant Legislation and Regulations | Whaitake Ture me Waeture 
1. Education (Early Childhood Services) Regulations 2008 
2. Licensing Criteria for Early Childhood Centres & Care Services 2008 
3. Licensing Criteria for Home-based Education & Care Services 2008 
 

Related Procedures or Processes and Documents | Pākanga Tukanga me Pukapuka 
Enrolment Form 
Excursions Approval Form 
Special Excursion Parent Whānau Consent Form Excursion Risk Analysis Form 
Etu Ao Regular Excursions Forms (includes Excursion Form and Risk Assessment Form) 
Etu Ao Special Excursion Forms (includes Permission Slip and Risk Assessment Form) 

Policy Review Cycle | Kaupapa Arotake Hurihanga 
This policy is to be reviewed every two years. Whānau Manaaki may amend or cancel this policy or 
introduce a new policy, as it considers it necessary within the current cycle of the policy. Any 
amendments will be considered by the Policy Working Group and will need to be approved by the 
Senior Leadership Team. The policy will continue on the same review cycle.  
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                      Excursion Approval and Risk Analysis Form     

 

 
Prior to completing this form, we advise you to read through the Excursions Policy  
 

Excursion Approval and Risk Analysis 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 and analysis.  

Kindergarten:___________________________________   

Is this request for:  Special Excursion    or Regular Excursion  

“Regular excursions” is defined in the Licensing Criteria for Early Childhood Education & Care Centres 2008 and Licensing Criteria for 
Home-based Education & Care Centres 2008 as an “excursion that parents have agreed to at the time of their child’s enrolment, that are 
part of an ongoing planned and consistent routine of education and care”.  Whānau Manaaki further defines this as “taking place either 

by public or private transport or walking that are part of the ongoing curriculum e.g. weekly visits to library, supermarket, local park, 
beach or bush/forest kindergartens, spontaneous walk around the block to see roadworks”. 

“Special excursions” defined in the Licensing Criteria for Early Childhood Education & Care Centres 2008 and Licensing Criteria for Home-
based Education & Care Centres 2008 as an “excursion that parents have agreed to prior to the excursion taking place, that is not a regular 

excursion”. Whānau Manaaki further defines this as an excursion that “has been planned in advance and have links to the programme.  
Special excursions may or may not involve the use of public or private transport. E.g., visit on bus to Museum.”. 

 

Planned date:                                                 Alternative date:                                                     

Place we are visiting:   Location: 

Educational value (how does this relate to the programme):  

 

 

Number of Children participating:    Number of Children remaining at kindergarten: 

Adult/Child ratio on Excursion:    Teacher/Child ratio left at kindergarten:    

           
Name of Teachers on Excursion:  

   

Contact phone number on Excursion (so Association can contact you):  
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Name of children requiring medication (take medication and copy of authorisation and dosage given forms): 

 

How will you let parents know how to contact you? (For whole Kindergarten excursions, sign for door to include: 
Excursion location, time of return, contact number):  

 

Type of Transport:      

Contact name and number of transportation: 

 

Time Leaving Kindergarten:            
    

Time Returning to Kindergarten: Duration of Visit:    

What particular issues need to be covered in our briefing to supervising parents/whānau? 

 

 

Any other hazard management or risk management issues to be considered?  

 

Remember to take current emergency contact list. 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   

Head Teacher/Senior Head Teacher/Acting Head Teacher Name and Signature:  

 Date:   

 Please complete and return form to your Senior Teacher for approval, including the Risk Analysis Form below. 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

 Approved            Declined    

Senior Teacher/ Association Representative Name and Signature:  

Date:  
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Risk Analysis Form 
 Consider  

 
 

Hazard  
What could cause a problem?  

Risks  
What might happen?  

Strategy  
What will you do to minimize 
the risk?  

Physical  

-Physical Environment  

-Road/route  

-Water and food 

-Vehicles/transport  

-Ra�os  

-Toile�ng  

-First Aid & Medica�on  

-Footwear and clothing  

      

Emo�onal  

-Group size  

-Age  

-Suppor�ng social competency  

-Learning needs   

-Parent help  

      

Environmental  

-Weather  

-Other  

      

  

  

 
 

Communications  

-How will parents contact you?  

-Signed consent forms (where are names 
recorded and documented) 

-Emergency contact list 

-Sign for door (location, time of return, 
contact number)   

-Roll call - before, during, after 
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