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Excursions 
School excursions are an integral part of the department’s education learning programs and provide 
students and staff with invaluable experience outside the school environment.  
 
The DoE Excursions Policy Implementation Procedures outlines the necessary requirements for schools 
conducting all forms of excursions, including sporting, overnight and overseas activities. Legislative 
requirements such as compulsory staff training, child protection, risk management and student 
behaviour are also included.  
 
The policy includes more specific related documents and advice. The DoE policy can be found at the link 
below: 
https://education.nsw.gov.au/policy-library/policies/excursions-policy  
 

The following appendices provide information and guidance in the administration of 
excursions at Kariong Mountains High School. 
 

• Appendix A is an organisation flowchart. 
• Appendix B is the Excursion / Variation of Routine Checklist to be completed by the organising 

teacher. 
• Appendix C is a sample permission note that appears on the Compass notification. 
• Appendix D is the behaviour code for student. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

POLICY IMPLEMENTATION DOCUMENT 

https://education.nsw.gov.au/policy-library/policies/excursions-policy
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Do you want to 
organise an 

excursion that is not 
a sporting knockout? 

VOR Checklist submitted 
to Executive for approval. 

(4 weeks prior at least) 

  APPROVAL 

                    Teacher: 
• Organises Excursion 
• Venue  
• Risk Assessment  
• Buses (if applicable) 

• Send EOI for additional staff 
attendance 

• HT Permission 

• Enter event in Compass  
• Submit for approval 
• Completed VOR Checklist 

 

Compass     
Approval 

• Cover any playground 
duties. 

    

• Leave work on your desk 
or on Compass. 

Conduct 
Excursion 

1. Prepare 

2. Contact Venue 

3. Obtain quote 

4. Obtain available dates 

5. Is school bus available? 

6. Check Calander for clashes 

Supervisor informs Teacher. 

External organisation Risk 
assessment can be found on 
SharePoint. Include students 
with extra support. 

Choose the correct template 
(with cost or without cost). 
Check sheet completed and 
handed to Admin Coordinator 
at least 3 weeks prior to 
event. 
 

Deadlines 
adhered to. No 
extra students 
added after DP 

approval. 
Finance tab to 

be completed by 
Admin. 

 Email received from 
Compass with DECLINED 
status. 

Changes can 
be made. 

Staff to organise this cover/swap 
of duty and advise Admin Coordinator 
at least 3 weeks prior to the event.  
 
Lesson plans should not be emailed to 
Buddy extra staff as this may change. 
 

Excursion not 
approved and does 

not go ahead. 

Admin will decline any unpaid/non 
consent students by due date. 
Teacher to familiarise themselves 
with students attending. 

DAY BEFORE EVENT 
-Sign out First Aid Kit. 
-Collect Opal Cards if required. 
-Collect Student medication 

 

DAY OF EVENT 
-School bus if required. 
-Mark roll 

  

NO 

NO 

YES 

YES 

NO 

Appendix A –  
Organisation Flowchart 



Excursion Policy | Kariong Mountains High School | Reviewed: 2025 3  

Appendix B – Excursion Variation of Routine Checklist 
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Appendix B – Excursion Variation of Routine Checklist (page 2)  
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Appendix C – Sample Compass Permission Notification  
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Appendix D – Behaviour Code for Excursions 
The following conditions apply and should be read in conjunction with the school’s ‘Student Behaviour’ 
policy. 

Day Excursions/Sporting Teams 
Unless there are unusual circumstances, only referrals up to a month before the date of the activity will be considered. 

Overnight Excursions/Camps 

Unless there are unusual circumstances, only referrals up to 3 months before the date of the activity will be considered. 

Suspension Protocols 

For short suspensions, a student is unable to participate in an excursion for at least 1 week after the resolution date, 
regardless of any other referral data, positive or negative. 
 

Note:  An exception may be made by the principal in very rare and unique situations, if the activity is very close to the end of 
the exclusion date and will be on a case-by-case basis. 

Excursions linked to mandatory curriculum requirements 

These will be considered on a case-by-case basis, but generally, an alternative experience can be offered to the student so 
that curriculum requirements are still met. 

Attendance at School 

A student who is not able to attend an excursion is expected to be at school unless they have a justifiable reason for being 
absent. 
 

All students for whom the excursion is targeted, or who nominate to be involved in a sporting/co-curricular event will have 
their behaviour record examined to determine if there is possible cause for concern about their behaviour and capacity to 
self-manage that behaviour. 
 

If a student has received a number of referrals from staff and wishes to participate/or is in the cohort for attending the 
excursion, then these will be considered by the Deputy Principal before the Compass event notification is issued and a 
decision about whether the student can attend will be made.  This decision will be based on factors including severity, 
frequency and emerging patterns of behaviour. The Deputy Principal may seek guidance from the Year Advisor before  
coming to a final decision. 
 

Students with unresolved N-award warnings will not be permitted to attend/participate in an excursion/activity, without 
evidence of significant progress on a resolution plan. 
 

Due to the complex nature of different types of behaviour and whether they are repetitive or once only, it is too difficult to  
put forward a definite number of referrals that leads to withdrawal from the event.  Each case will be documented and the 
parents/carers and students are entitled to full disclosure about the decision making process. 
 

Parents/carers may appeal to the principal.  The timeframe for appeals will vary depending on the activity. It is expected that 
a change of decision will only occur if new information comes to light or there was an issue with the process.  The principal’s 
decision is final. 
 

School Uniform Requirement 

Students are only permitted to attend the excursion/activity if they are wearing full school uniform (unless the permission 
note indicates a variation to this rule). 
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