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 The full Excursion and Incursion Policy and Procedures includes guidelines for teachers,   

and contains additional appendices.   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 





 
Approval  
 
All educational incursion/excursion forms must be completed by the Incursion/Excursion Co-ordinator 
and forwarded to Admin 5 weeks prior to the excursion date, with all additional documents attached.  
When your Incursion or excursion is approved, you are required to provide the parent template to the 
front office to be placed on QKR if there is a cost involved. A copy of the Incursion/Excursion with all 
additional documents needs to be placed into the ‘Incursion and Excursion’ file in the front office.    
 
Educational Purpose/Benefit 
 
The proposed excursion has a clear educational purpose in the context of the syllabuses of the K-10 
Western Australian Curriculum. The excursion will significantly enhance student outcomes and 
achievement in a manner that cannot be done in the classroom/school environment. 

• Curriculum links 



Local Area Excursion with Outdoor Education or Recreation Activities  
 

• Form Ex4 Individual C



 
• A system of identification is developed (a brief description). 

o School uniform 
o School hat 
o Name tags 
o Wrist bands/ribbons 

• All documentation is taken on the excursion by Excursion Co-ordinator or Teacher–in-
Charge.    
 

Communication Strategies 
 

• A system is developed that enables regular communication among all members of the 
group. E.g. PA, megaphone, mobile phone, air horn or whistle. 

• Communication strategy explained to all participants and identifies:  
o signal for gaining group’s attention;  
o emergency signal and response rehearsed prior and; 
o an alternate mode of communication should primary communication method be 

unavailable.   
• Mobile Phones:  

o School mobile phone must be taken by the Excursion Co-ordinator or Teacher-in-
Charge.  

o 



 
Parent Consent 
 
The Incursion/Excursion Co-ordinator needs to provide parents/carers/guardians with full details of the 


