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	YENDA PUBLIC SCHOOL


	Excursion Timeline Policy


	Excursion Type
	Task
	Minimum time prior to event for completion

	Day trip (walking)
	Principal’s approval 
	Two weeks

	
	Book venues
	Ten days

	
	Risk assessment
	Seven days

	
	Notify parents
	One week

	
	Prohibited Employment Declaration if required*
	Two days

	
	
	

	Day trip requiring transport and/or parent assistance
	Principal’s approval 
	Two weeks

	
	Book venues
	Ten days

	
	Risk assessment
	Ten days

	
	Notify parents
	One week up to $10; Two weeks over $10

	
	Permission and transport notes due in
	Seven days

	
	Prohibited Employment Declaration if required*

Sight CTP and driver’s licence if required. **

Confirm final transport arrangements
	Four days

	
	
	

	District, Regional and State PSSA trials and events

Note

Sometimes notification of trials and events will require shortening of timelines

When the school sends a whole team (other than a relay team) or a squad larger than 10 it will organise transport. For smaller numbers the responsibility for organising transport will rest with students’ parents


	Principal’s approval
	Two weeks before initial trial/event if information available

	
	Notify students and parents
	Ten days before initial trial/event if information available

	
	Permission and transport notes due in
	Four days

	
	Prohibited Employment Declaration if required*

Sight CTP and driver’s licence if required. **

Confirm final transport arrangements
	Two days


	Overnight excursion
	Principal’s approval
	

	
	Initiate parental notification
	One term + one week

	
	Book Venues, Transport.

Draft itinerary

Approximate cost
	One term

	
	Parental information meeting
	One term

	
	Risk Assessment
	Six weeks

	
	Deposit due
	Six weeks

	
	Finalise students, teachers and parents attending
	Two weeks

	
	Student cancellations
	Three weeks

	
	Medical information and permission notes to parents
	Two weeks

	
	Medical information and permission notes due in
	One week

	
	Final payment
	One week

	
	Final meeting teachers and parent supervisors
	Three days


* Where parents or volunteers provide assistance which primarily involves direct contact with children where that contact is not directly supervised they must complete a Prohibited Employment Declaration. This would include providing transport if a teacher is not in the same vehicle.

** Parents providing transport by private vehicle must provide a copy of current Compulsory Third Party (CTP) insurance and a copy of their valid drivers licence.
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