LOCAL EXCURSION RISK ASSESSMENT

GREEN BAY SCHOOL AND LIBRARY

%lEHKLY LEARNING CENTRE

Risk Assessment completed by:

Date: March 2026

Tiffany and Samantha

Destination

Green Bay School and Library,

Godley Rd, Green Bay

Maximum Ratios

1:6 for school classroom visits
1:8 for all other visits

Description and purpose of excursion

To experience the new entrant’s classroom
To collect new books, for research and entertainment
To participate in story times and other library events

To become more familiar with the school environment

Transport/logistics

Walking

Hazard

(what could happen or what might
cause harm?)

Action

How will we manage that hazard — remove, isolate,
minimise?

Pre-departure Checks

Children have season-appropriate clothing, footwear and are
sunblocked and have a hat on (during October to April) or wet weather
gear as needed. Water is taken with you if access to drinking fountains
is not available

Go-Bag with a First aid kit is stocked and taken with you.

Children wear high-vis vests if available

Mobile phones are taken.

Local Excursion form is completed and signed.

Road safety

All local excursions are on foot. Please use footpaths at all times and
encourage ‘sensible’ walking. If you need to cross the road, please use this
opportunity to reinforce road safety with the children looking both ways
etc. If there is a pedestrian crossing or a controlled intersection nearby to
where you are crossing, you must use it. When walking, please be aware of
the movement of vehicles in and out of both residential driveways and
carpark areas. Teachers will walk on the side of the footpath closest to the
road.

Roadworks are often present, and we will take instructions from Traffic
Control as the best way to navigate these.

Falls, Scrapes, Scratches

If any of these occur, please treat them with the first aid kit that you have
with you. Make a note of the details so that it can be recorded in the
Accident register once you return to the centre.

Child becomes llI

The child will be cleaned up with items from the first aid kit, and
comforted, the Centre Manager/Head Teacher will be notified, who will in
turn call the parents to come and collect the child. Once back at the
centre, all usual illness policies will be followed. If ratios allow, the ill child
will be brought back to the centre, and the rest of the staff and children




will remain on the excursion. If ratios don’t allow, all will return to the
centre.

Toilets

If any child needs to use the toilet while you are away from the centre,
check that the toilet is in a ‘satisfactory’ condition before use. Any child
using the toilet must be supervised.

Dogs

Be wary of any dogs that you may encounter. If you feel that any dog may
pose a threat to the group move them to safety as soon as possible

Strangers

Please be aware of any strangers in the vicinity and monitor any
interactions they may have with the children. If you are at all concerned or
threatened by their behaviour distance the group from them and if
necessary, call the police on 111.

Car Parks

Ensure children are close to adults while moving through car parks. Holding
hands, as far away from parked cars as possible. Making sure any cars
reversing are able to see you and the children clearly.

Child / Adult injury

There must always be a first aid certified teacher on the excursions and
a first aid kit must be taken on all walks (this is usually in the GO bag)

If someone was to become injured, all first aid measures will be taken and
the incident uploaded to Storypark. The Centre Manager/Head Teacher
will be notified, and then the parents will be called if the injury is deemed
serious. The response must mirror the injury, and all injury responses must
follow usual protocol. If you need assistance, call the Centre Manager.

Library Environment

Keep children together in a designated area, where we can keep count.

Park / Playground

Check that all equipment is safe for use and appropriate for the age group
of the children in your group. Check the surrounding area for any glass or
other sharp objects.

Ensure constant and active supervision while children are on the
playground.

Be aware of school aged children using the equipment at the same time

Head Count

Staff are to head count children on arrival, when moved to another area
and on departure. The head count must match the excursion information
form.

Police presence / Eagle helicopter

If we are walking between locations and have any concern regarding police
activity in the area, we will return to the centre without delay.
If on the school grounds, we will follow their procedures.

Other Comments:




