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HE WAKA EKE NOA

EARLY LEARNING CENTRE

IN AND OUT OF CENTRE EXCURSIONS

Policy: Out of centre visits will enable children to extend their experiences and interests and will encourage participation and awareness of our community.

Procedures:

· Written parental / caregiver permission will be obtained before a child is allowed to participate in an out of centre visit. Parental permission for visits within walking distance and to our upstairs play area will be gained via the Centre Enrolment Form. Ratios as set below will be adhered to in all cases.

· Buses or cars will be used for trips longer than walking distance. Parents / caregivers will sign a special consent form for any bus/car trip/excursion requiring transport.
· The staff member organising the trip will complete the Risk Assessment and Management Form prior to or on the day the trip and it will be reviewed and approved and signed off by the Supervisor. Information on this form will include:
· Risks/Hazards identified with mitigation strategies outlined.
· time and date of outing

· Location, route taken and method of travel if transportation is required.
· assessment and management risks

· adult:child ratios

· A copy of the day sheet 
· All visits out of the Centre will comply with these Ratios. The trip will not proceed if these ratios cannot be meet
1 Adult to 2 children under two years of age

1 Adult to 4 children over two years of age.

All persons of responsibility ratios will be maintained during the excursion even should the group become divided. 
· Parents will be invited to join bus trips and be asked to lend support as extra adults.

· For any occasion involving crowds all children will wear name tags.

· Supervising Adults will be responsible for their group of children staying with the group.

· Appropriate support equipment will be taken on each trip. E.g. Portable First Aid kit, Tissues, Cell phone, nappies, Epipen (medication) etc.
· Parents will be notified if the Centre is to be closed during the trip at the time of getting parent / caregiver consent to the trip.

· If children are to remain at the centre a minimum of 2 staff must remain – one of whom must be a person responsible as defined by MOE requirements. Appropriate staffing ratios will be maintained at the Centre.

· If the whole centre are to go on the excursion a voice mail message will be left on the answer phone and a sign will be posted on both entry points (gates) stating where we are and what time we shall be returning.
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