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The Japanese School in Perth 
Excursions, Incursions and Camps Policy 

 
Introduction 
The Japanese School in Perth is committed to the care, safety and welfare of students, staff and 
volunteers at all times. It recognizes that this is especially important when students and staff are 
undertaking activities or excursions off-site and incursion activities on-site.  

Excursions (including water-based activities), incursions and the annual School camp are in 
important part of the Japanese School in Perth curriculum. Part A of this policy provides guidelines 
for planning and implementing excursions and incursions. Part B outlines the procedures. Teachers 
and staff must take these guidelines into account and follow the outlined procedures when planning 
and implementing off-site activities or incursions. The Principal is responsible for ensuring that these 
guidelines and procedures are followed. 
 
Part A Guidelines for Planning and Implementing Excursions and Incursions 

1. Duty of Care 
The term ‘duty of care’ is a legal concept that defines the duty a person has to use reasonable care 
towards others in order to protect them from known or reasonably foreseeable risk of harm and/or 
injury. 

The School has a duty to take reasonable care to ensure that it employs competent teachers and 
provides safe premises.  The School will be vicariously liable for the actions of the teachers while 
they are acting within the course and scope of their duties as an employee of the school.  

A teacher owes a duty to students to take reasonable care to protect them, from a known or a 
reasonably foreseeable risk of harm and/or injury.   Discharge of this duty requires a teacher to take 
such proactive measures as are reasonable to prevent harm and/or injury to a student in all school 
activities both on and off campus.  

If a student is injured because this duty of care is breached, the parent may bring a negligence action 
against the school.  In some circumstances, especially deliberate negligence, the teacher alone may 
be liable.   

The engagement of an external provider, no matter what her or his level of expertise, does not 
release the school from its obligation to ensure the safety of its pupils who participate in the 
excursion. The school still has duty of care. 
 
2. Consent Forms 

Parent Consent Form 
Excursions (including camps) are considered to be one of the highest risk activities the School 
undertakes. For that reason, staff need to adhere to the guidelines and procedures in this policy for 
managing risk when planning and running these types of activity. Parent consent forms are an 
essential part of this risk management. (For an example see Appendix 1 Camp Consent & Health 
Form) 
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A consent form or permission note is a two-way communication. The school provides details of the 
excursion and the parent gives permission for the child to attend and also provides all the 
information the school needs to help care for the child. 

Consent should be received from a parent before a student is allowed to participate in an excursion.  
Before parents are asked to give consent, they must be made aware of all details of the excursion, 
including: 

• An outline of the activities, particularly any hazardous activity or those requiring specialist 
instruction; 

• The itinerary and transport arrangements; 

• Full details of time, location, costs; 

• contact details for the duration of the excursion; 

• The identity and number of supervisors and whether any of them will be volunteers/parents 
(e.g. This may be an issue if the parents are separated and one of the parents has restricted 
access to the child and is going to accompany the excursion as a volunteer); 

• Details of emergency protocol (see ‘Emergency Protocol’ section); 

• A statement that if a student causes trouble and needs to be sent home that they will be 
sent home at parental expense. 

• Details of any cultural sensitivities relevant to the excursion. 

• Risk warnings for particular activities that students will be taking part. For certain activities 
the School may seek legal advice before doing so as there may be legal implications, besides 
simply ‘putting parents off’ the excursion. 

This allows parents to make an informed decision regarding their children’s attendance on a 
particular excursion. The School does not want the scenario where a parent says “If I had known this 
about the excursion I would not have given permission for my child to attend”. Permission does not, 
however, remove or diminish the duty of care to be provided by the School or the supervising 
teachers. 

Only students with a signed consent should be allowed to participate in an excursion.  

Written parental consent is strongly recommended, written consent should also be obtained after 
any verbal consent has been given. A record of the verbal consent should also be kept. 
 
Use of Electronic Communication 
Sending information directly to a student’s parents electronically has some advantages, including the 
increased likelihood the information will get to the parents in the first place. 

If the pre-excursion information is being sent electronically, the School must ensure: 

• Parents/guardians’ email addresses are up to date. 

• Parents/guardians have consented to receiving the information electronically. 

• Parents be able to access the excursion information after they ‘sign’ and return the consent 
form. 

 
If the School is using an electronic means of allowing consent to be given the following points need 
to be considered. 

• How consent information will be shared with external parties involved in the activity.   

• How consent forms are stored?  

• Could a student forge a parent’s consent? 
 

Medical Information 
Parents/guardians are required to provide detailed medical (health) information and consent for the 
staff to call a doctor and/or ambulance and state that parents will be required to meet all associated 
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costs. This information needs to be provided to parents/guardians as part of the excursion consent 
form.  

Medical forms should remain in possession of the teacher in charge throughout the duration of the 
excursion in case required.  A copy of this information should be retained at the School for referral 
during the excursion and future reference.  Parents should be informed of the retention of 
information at the School (Privacy Act). 

The consent form should ask parents to detail: 

• All medications the child is taking, both long term and short term. 

• Any injuries they have that may impact on the activities the child will be undertaking. 
 

Parent Information Meetings 
Parent information evenings early in the planning and close to departure time are a good way of 
making sure everyone understand exactly what will be happening on the excursion. Meetings allow 
staff to hear and hopefully allay parent concerns. They also make sure everyone hears the same 
information and has the opportunity of asking questions. 

Topics that could be covered include: 

• Activities being considered 

• Accommodation and travel 

• Expected student behaviour 

• Communication with their child 

• How medical issues and money will be handled 

• Who will be accompanying the students 

• The type and amount of luggage a student can take 

• Clothing that should be taken and what is appropriate in certain countries 

• Medications that can be taken 

• Electronic devices that can be taken 

 

Regular Excursions 
For excursions held on a regular basis throughout the school year, generally one consent form would 
be required.  For example, sport lessons being held at a local oval or students attending swimming 
lessons. 

The initial consent form should still meet the same requirements for off-campus excursions and 
should be risk managed in the same way. If any of the circumstances around the excursion change 
(e.g. travel arrangements) parent consent should again be obtained. Parents should also be 
occasionally reminded to keep the School up to date with their children’s medical/health needs. 
 
Principal’s Consent  
It is important that the Principal is aware of all excursions and camps being planned and is fully 
aware of all aspects of the activity.  This includes risk management details and contingency plans 
that have been made to deal with emergencies. It is good practice for the Principal (or their 
delegate) to sign off all off-campus activities. 
 
3. Planning 
Prior planning is an important component of a successful excursion.  Listed below are some of the 
issues that need to be addressed when planning an excursion.  Some of these points are covered in 
more detail in other sections of this guideline. 
 
Itinerary 
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A full itinerary should be prepared providing such details as: 

• dates (commencement, return and significant events during the excursion) 

• times (in particular, departure and arrival times) 

• locality of drop off and pick up of students 

• locations being visited 

• transport (whether public or private transport is to be utilised and what type of transport 
will be used); 

• planned activities 

• costs including money needed by students  

• accommodation (where students will be staying, what type of accommodation it is, whether 
the students will be sharing rooms); 

• accommodation details including addresses and contact numbers 

• details of supervision that will apply 

• details of all accompanying staff and volunteers 

• details of external providers being used 

• details of medical and first aid training of staff and volunteers 

• requirements (what students need to bring) 

• protocols for last minute changes or cancelations 
 
Emergency Procedures 
It is not possible to plan for all possible emergencies that may occur on an excursion, but a 
comprehensive risk management process should be undertaken to identify and control as many risks 
as possible. Emergency response could be part of risk management. The protocol might contain at 
least this information: 

• contact details of parents of all attending students; 

• an authority for each student, permitting emergency medical treatment to be administered 
(see Consent Forms); 

• details of any special medical requirements or allergies for particular students; 

• contact details for hospitals and doctors in the area students will be visiting; 

• the procedure to follow in the case of unforeseen events, such as travel delays, an injury to a 
student, a lost student, natural disaster. 

 
Supervision 
Factors relating to supervision that need to be taken into account when planning, include:  

• Teachers (the number of teachers accompanying the excursion) 

• Volunteers (details on who they and whether they require a police clearance or a Working 
With Children Check) 

• The supervisor to student ratio taking into consideration the age of the students, their 
capability, the nature and location of the excursion (see 11. Teacher/Student Ratios) 

• Whether male and female supervisors are required (particularly relevant if the excursion is 
for a number of days). 

• The arrangements to be made for supervision of students at night.  

• The appropriateness of a male supervisor if the students are all female, and vice versa 

• Chain of command (the teacher in charge of the excursion) 

• Teachers or volunteers may require specialised training or qualification for the excursion or 
activity (e.g. First aid certificate, bronze medallion, special driver’s licence) 

• If the students are going to attend another school whilst on the excursion, who is 
responsible for the students?   

• Whether there should be a meeting to introduce the supervisors to the parents and outline 
the itinerary for the excursion. 
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• Whether there should be an opportunity for the parents to ask any questions about the 
excursion. 

• The teacher in charge’s local knowledge of the area the excursion is visiting. 

• Determining the responsibility for supervising the return home of a troublesome student. 

• Determining how a student who needs to return home early can return safely.  

• The implications for the school and the teachers supervising the students, with respect to 
duty of care, if the excursion is organised by an external agency.   

 
Students 

• Number, age and gender of students attending the excursion (this is important when 
considering the level of supervision necessary, younger students may require more supervisors) 

• Details of any students with disabilities or special needs and whether the supervisors require 
any special training to attend to these students 

• Details of any allergies or special medication necessary for particular students.  Whether the 
supervisors need to administer this to the student and if so whether they require any special 
training to do so 

• Whether students are capable of undertaking the planned activities e.g. Can they swim?  If the 
student can’t do the activity, what will be student do during that time and how will the student 
be supervised? 

• Details of what to do if for some reason a student needs to be returned home and who will bear 
the cost. 

 
Equipment to be Used and Specialist Instruction 

• Whether the equipment to be used on the excursion is adequate for the purpose 

• Whether the equipment is in good repair 

• If the activity and equipment to be used is covered by the School’s Insurance Policy- e.g. Scuba 
diving is generally not covered, see below 

• Whether any of the activities to be undertaken on the excursion require specialised instruction.  
If so, details of who will provide the instruction 

• If the school is engaging external instructors, do you need details of the instructors’ experience, 
qualifications and insurance cover? 

 
Insurance 
Appropriate insurance cover needs to be thoroughly investigated.  Particular attention must be given 
to establish whether the School’s current insurance policies are adequate for the purposes of the 
excursion.  Teachers need to discuss insurance requirements with the Principal who will arrange for 
discussion with the School’s insurance broker/companies when necessary.  

 
4. Managing Risk 
All excursions possess some level of risk to the students involved.  While the existence of risk may be 
seen as a positive in allowing students to ‘stretch themselves’ and determine their level of capability, 
it is important that the risk involved is managed to an acceptable level. 

All excursions and in particular excursions to a venue not used before should be preceded by a 
thorough risk management process. When assessing risks, teachers should refer to the Risk Matrix 
outlined in Appendix 2.  

Every risk should be assessed using the likelihood/consequence matrix. Any risk that is above a 
school determined level would need a control put in place and a new likelihood/consequence 
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determined. If the risk remains too high then the activity or the high risk part of the activity should 
be cancelled. The Principal (or their delegate) will make the final decision. 

There following should be considered when examining the consequence/likelihood of a risk: 

• Is the adult to student ratio appropriate for the activity? 

• Does the proposed activity match the ability of the students involved? 

• Does the leader of the activity have the relevant experience and qualifications? 

• Do all students and adults have suitable clothing and equipment? 

• Do adults involved in the activity understand the chain of command? 

• Have relevant authorities have been notified of activities in the area of their jurisdiction? 

• Is the equipment to be used in good condition?  
 

Record Retention 
To reduce the School’s risk of litigation sometime after an excursion has occurred the School needs 
to retain and carefully store some records. The School will retain consent forms (Appendix 1), 
emergency protocol forms (Appendix 3), excursion approval request forms (Appendix 4) and 
volunteer forms (Appendix 5 and 6) for five years. 
 
5. Assessing Student Capabilities 
The capabilities of the students attending an excursion are a major factor in determining the level of 
supervision, the number of supervisors needed and the experience and skills of the supervisors 
required. The teacher in charge must insist that all students involved are able to demonstrate an 
appropriate level of expertise before being allowed to participate in activities that may involve some 
risk. This is particularly important in the case of aquatic activities. 

For excursions using external instructors, contact them for a list of what activities are planned, what 
is expected of the student during the excursion and what level of expertise is required of the student 
before commencing. 

For further information on water-based activities see 16. Water-Based Activities.  
 
6. Qualifications of Staff/Leaders 
The School is responsible for ensuring that the teacher or assisting instructor is sufficiently qualified 
to run the excursion.  This means that the person in charge has the ability to put together a team 
that has all the skills necessary to make the excursion as safe as possible for all involved and would 
be able to cope with any challenges that may occur. Rescue and first aid expertise are essential skills 
to have amongst the supervising adults for aquatic excursions.  

For aquatic excursions, at least one teacher/instructor should hold current lifesaving qualifications. 
The following certificates are a suggested minimum standard for an aquatic excursion to go ahead. 
Also see section 16 Water-based Activities for further information. 

• The Royal Life Saving Society (RLSSA)   Bronze Medallion 

• Surf Lifesaving WA (SLSWA)    Bronze Medallion 

• Surf Lifesaving WA (SLSWA)     Surf Rescue Certificate  

For non-aquatic excursions, one teacher/instructor should be able to administer first aid.  The school 
should determine what level of first aid knowledge is required for the particular excursion. 

It is recommended that there is a minimum of two adults regardless of the group size and that one 
of these adults should be a teacher. 
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External Instructors 
For many excursions, external instructors are required to either assist the teacher in charge or to run 
the activity. It is important that the school ensures that the instructor has the appropriate 
qualifications, experience, police clearance, insurance coverage and permits required and has given 
the school details of these prior to the excursion. 

External providers often include disclaimer and indemnity clauses in their standard forms.  
Disclaimers are clauses in which the external provider seeks to escape liability for negligence for 
which it may otherwise be liable. These clauses may cover only the negligence of persons not under 
the control of the external provider (for example, members of the school staff or volunteers 
attending the excursion) but may also seek to exclude liability for the negligence of even the staff 
members of the external provider.  Indemnity clauses are clauses in which the external provider 
seeks to obtain an undertaking from the school to reimburse the external provider for any amount it 
may be ordered to pay to a third person arising out of the excursion. 

Whilst the legal effect of disclaimer and indemnity clauses will depend upon the particular 
circumstances, each school needs to be aware that such disclaimer and indemnity clauses may result 
in the school becoming liable for the negligence of persons not under its control.  In addition, any 
liability it incurs under those clauses may not fall under the standard cover of its insurance policies. 

Schools should, therefore, carefully consider the terms of any proposed disclaimer or indemnity 
clause and seek appropriate legal or other advice. To ensure that school staff do not engage external 
providers without due consideration of ‘the fine print’ schools may wish to restrict the number of 
people who have ‘permission’ to sign contracts or agreements. 
 
Safety Preparation 
The development of an emergency plan is one of the most important aspects in organising any 
excursion.  The principal and all adults assisting the teacher in charge of the excursion must receive a 
copy prior to the excursion commencing. 

See the Section 12 Student Safety for further detail. 
 
7. Use of Vehicles 

Privately owned cars 
The school’s duty of care extends to ensure that should the use of private vehicles by parents and 
teachers on school excursions be required, the following guidelines need to be adhered to: 

• Any driver must be fully licensed. Drivers on ‘L’ or ‘P’ plates are not allowed. The School 
must sight and copy a parent’s driver’s licence to confirm they are a licenced driver and that 
they are legally allowed to drive the vehicle they plan to use. 

• The vehicle must be roadworthy and have 3rd party insurance; including working seatbelts 
for each passenger, lights and brakes. 

• The number of children permitted in the vehicle must not exceed the number of available 
seatbelts. 

• Vehicles must be equipped with the appropriate seat restraints for children aged seven (7) 
years and under. 

• Written permission must be obtained by parents for their child to be driven in a private 
vehicle. 

• The Principal must approve the use of any private car to transport students. 

• Documentation to be completed and retained by the School should include the names of the 
children in each vehicle, the registration number of that vehicle and the driver’s name. 
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The School should also make it clear to the drivers of the vehicles that the School will not accept any 
liability for any damage to the vehicle.  The vehicle’s third-party cover should ensure children against 
injury. 
 
Transporting students by bus 

• At least one supervising teacher must accompany students on a bus.  

• The school must assess safety aspects of the bus as part of the risk assessment process. 
 

8. Discipline Procedure 
Before the start of any excursion it is important to outline to all students, assisting adults and 
parents what student behaviour is expected during the excursion emphasising the need for safety 
standards. 

For some excursions, consideration may need to be given to an individual student’s previous 
behaviour.  For example, a child known to be habitually disobedient or prone to wandering away will 
need extra supervision or in certain circumstance may not be permitted to attend an excursion. 

All discipline and matters relating to general conduct should be left to the teaching staff and, if 
possible, the teacher in charge.  All other assisting adults (parents, non-teaching staff, non-school 
staff, volunteers) should be asked to pass all problems on to the appropriate teacher. 

The teacher in charge should have a clear well known by staff and students process for removing a 
student from an excursion and sending them home or back to school. How that will be done could 
also form part of the risk assessment process. 
 
9. Student Management 
All students attending an excursion should be marked on a roll at regular intervals and before 
moving between activities or moving to another location, as well as at the beginning and the end of 
the excursion. 
 
10. Parent Involvement 
The Japanese School in Perth acknowledges that parental involvement on excursions can provide 
many benefits, including: 

• increasing the adult to student ratio 

• being used in a supervisory or general duty role 

• transporting students to the venue  

• providing specialist skills such as specialist instruction, organisational skills 

• modelling expected behaviour 
 
Any parent participating in an excursion or camp will thoroughly briefed before the activity on their 
role and responsibilities in advance. They will also be informed of emergency procedures, any 
medical conditions of the students in their care and will be instructed to pass any discipline 
problems on to the teachers concerned. 

They will be required to complete a Confidential Declaration (Appendix 5) relating to any 
convictions, circumstances or reasons that might preclude working with children. They are also 
required to submit a Volunteer Confidentiality Declaration (Appendix 6).  

If the volunteer activity requires overnight attendance, all accompanying adult supervisors, including 
parents, must possess a current Working With Children Card and provide this information to the 
School.  

Requiring a Confidential Declaration shows that the school has taken ‘reasonable steps’ to ensure 
that the person has no convictions.  If a school wishes, it could request that the person signs a 
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Statutory Declaration instead as this requires the declaration to be witnessed.  Criminal History 
Checks can then be requested if necessary.   
 
11. Teacher/Student Ratios 
Guidelines for teacher to student ratio: 

• When undertaking the risk assessment for an excursion or activity, the School should 
evaluate the number of supervisors necessary based on factors including the age of the 
students, their capability, the location of the activity and the nature of the activity. Even 
though there is no legal requirement to provide a certain number of adults, the School 
should be mindful of its duty of care when organising any excursion and consider the 
number of supervisors when doing their risk management. 

• One of the adults accompanying any group should be a registered teacher.  For mixed 
groups, it is preferable that there is one male and one female teacher present.  For 
excursions lasting more than one day, volunteers can be used for part of that time so that 
the male/female mix remains as long as there is at least one teacher always present. 

• A minimum of two adults should accompany the group irrespective of the group size, with 
one of the adults being a teacher.  If an adult other than a teacher is busy with students, a 
teacher should always be present or in close proximity to take overall responsibility for duty 
of care. 

• For most excursions some staff will need to have First Aid qualifications and experience. 
 

The School will refer to the ‘Recreation and Outdoor Education Activities for Public Schools 
Procedures’ and the ‘Duty of Care for Public School Students Policy’ published by the Department of 
Education for guidelines on student/staff ratios and other factors. 
 
12. Student Safety 
To ensure the safety students, the teacher in charge should: 

• Make sure that all supervising adults, and the school, are fully aware of all safety aspects of 
an excursion.  Safety considerations will vary considerably from excursion to excursion due 
to the nature of the activity, the students involved, and the length of the excursion. 

• Have made a list of all students involved in the excursion and have knowledge of any 
medical conditions of individual students. 

• Have checked the location for suitability prior to the excursion commencing.  Once the 
location has been deemed suitable, clear boundaries must be set to define the area for 
students use. 

• Ensure that all safety equipment and clothing is regularly checked. 

• Ensure a safety and emergency plan has been drawn up.    
 
13. Emergency Plans 
Some activities have a higher intrinsic level of risk than others.  For example, an abseiling excursion 
has a higher level of risk than an excursion to the zoo.  It is, therefore, essential that the teacher in 
charge be fully aware of the intrinsic level of risk of the excursion to be undertaken. 
The Emergency Plan must be understood by all teaching and supervising staff. The Emergency Plan 
should ensure access to emergency support without compromising the duty of care to the group or 
the casualty. There must be a clear understanding of the safety procedures in the event of an 
emergency and all supervising adults should know and understand the Emergency Plan and the 
resources available to them. 
The teachers in charge must make sure that they have a complete understanding of the area in 
which the activity is being held e.g. phone reception, distance to ranger’s office or hospital.  

Considerations when developing the Emergency Plan: 

• Emergency assistance should not be more than one hour away. 
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• The teacher in charge should have the phone numbers of the school contact person, local 
police and ambulance, and have medical consent forms readily available. 

• The school contact person should be readily available, especially outside normal school 
office hours, and be known to all parents.  The contact person should know the names and 
phone numbers of all in the group, have details of the itinerary and be able to contact the 
teacher in charge. 

• In remote areas, the local police or the park ranger should know the itinerary and school 
contact person. 

• All adults involved in the excursion know the chain of command. 

• The teacher in charge should document the details of the incident as soon as is practical. 

• Teachers in charge should make sure that they have the following equipment available in 
the event of an emergency: mobile phone, vehicle to transport patient or access to an 
ambulance, a first aid kit, flags to mark the area, rescue board or ring (aquatic activities). 

• Specific procedures should be established in case of injury, medical emergencies, changes in 
conditions (e.g. bush fire, heavy rain while on a walking excursion), equipment failure, other 
foreseeable situations requiring immediate decisions and evacuation procedures should be 
established and understood. 

• At least one person on the excursion should be able to monitor the weather/fire conditions 
carefully before and during the event and take action as and when necessary.  In all 
instances, the Principal should ensure that they, or delegated people, have the responsibility 
of monitoring conditions via the internet (DFES website), emails, local radio, TV, weather 
and local fire services and should keep supervisory staff on excursions/camps up to date 
with this information. 

• At least one person on the excursion should have current first aid knowledge. 

• Mobile phone coverage. 

• There are adequate first aid kits and at least one adult complies with the first aid 
requirement for the activity.  All first aid and rescue equipment must be available to respond 
to an accident.   

• For excursions in remote locations, rescue equipment may also include stretchers, vehicles, 
satellite phones and an EPIRB. 
 

14. Students with Disabilities/Medical Needs 
It is essential that where children with disabilities and/or medical needs are concerned schools 
should check with their insurers, the child’s parents and the child’s doctor (at the parent’s 
discretion) while the excursion is in the planning stages. 

• If a student has a medical condition that may require attention on the excursion, the school 
should negotiate an individual emergency plan with the parents.  Advice could be sought from 
a medical professional.  The plan should be signed by the parents and given to every member 
of staff attending.  It would contain information such as who should be contacted immediately 
(parent, Doctor), phone numbers, Medicare number, Private Health Fund details.  Action to be 
taken could be recorded in a series of steps. 

• Should the school have serious concerns about their ability to meet the child’s medical needs, 
the child’s parent or a trained nurse can be asked to attend.  Another parent or a teacher 
assistant with medical expertise may volunteer, or the school may have to employ an 
appropriate person. 

• Some students have physical disabilities or medical conditions that make participation in some 
activities difficult.  The risks and practicalities MUST be discussed with the parents while the 
excursion is in the planning stages.  Alternative or adapted activities must be offered.  If 
solutions cannot be found, another location/venue/activity should be considered for all 
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students.  The Disability Discrimination Act means that schools cannot ask parents to keep their 
child at home while other students participate in the excursion. 

 
15. Incursions 
An incursion is an activity that involves school visitors who provide a performance, lesson or service 
for students.  

Although most of the information presented in this guideline so far will apply to incursions there are 
some considerations unique to incursions. 

The School incursion procedure includes the following: 

• The incursion must be approved by the Principal or their delegate;  

• All incursions should be requested using an appropriate form (see appendix X); 

• All incursions must be attended by an appropriate number of school staff to maintain 
adequate duty of care for the students. It is essential that staff realise they have duty of 
care, not the visitor. If any part of the activity concerns a staff member they must act and if 
necessary stop the activity until they are satisfied that there is no unplanned risk to the 
students; 

• The skills, experience and qualifications of the incursion provider must be checked. 

• Funding for the incursion if required.  

• A similar risk assessment as for an excursion.  

• Check and provide facilities that the external provider may need.  

• Considerations for students not attending the incursion.  

• Considerations for students with disabilities/anxiety.  
 
16. Water-based Activities 
When planning or undertaking water-based activities, JSP staff need to be aware of safety guidelines 
issued by the Department of Education WA - WA Department of Education Appendix S: Swimming 
and Water Safety Activities, including: 

• Minimum qualifications and competencies 
- At least one of the supervisory team must be experienced in instruction of the desired 

aquatic program, and providing emergency rescue and cardio pulmonary resuscitation 
(CPR). (pg. 9) 

• Minimum levels of supervision 
- The teacher-in-charge must confirm that the supervisory team members possess skills in 

the relevant water-based activities and have the appropriate experience, knowledge and 
skills to identify and manage potential risks at any stage during water-based activities. 
(pg. 11) 

- Although different levels of supervision are required for swimming pools, calm water, 
open water and white water environments, it is recommended at least two experienced 
supervisors are on duty at all times. (pg. 11) 

- Students must be within the qualified supervisors line of sight at all times. If the activity 
goes outside of line of sight a second supervisor is required to maintain adequate 
supervision. 

- Prior to commencing any water-based activity, the teacher-in-charge must confirm that 
each student has the capacity and required swimming and water safety skills to 
participate safely. 

• Guidelines according to type of environment where the water-based activity will take place – 
calm water environments and swimming pools, open water environments (e.g. ocean 
environment). (pg. 5) 
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PART B Procedures 

Procedures – General  
1. The teacher planning the visit needs to investigate details and prepare a plan, this includes a 

preliminary visit to the site/venue. 
 

2. The teacher must prepare the Excursion Approval Request Form (校外学習届 Kougai 

Gakushuu Todoke) (Appendix 4). To complete the Excursion Approval Request Form, the 
teacher must assess possible risks and how these risks will be managed for each activity to 
be carried out at the site. When assessing risks, teachers are advised to refer to the WA 
Education Department Risk Assessment Guidelines and refer to the Appendix 2 Risk Matrix.   
 

3. The Excursion Approval Request Form is to be handed to the Principal. The Principal will 
approve the request if the activity/excursion is assessed to have relevant educational value 
and all risks are assessed to be able to be managed in a satisfactory manner. The Principal 
may give feedback and request amendments to the plan before approval is given. 
 

4. Once approval has been granted from the Principal, the teacher will discuss the plan and 
risks at the next staff meeting and incorporate any necessary amendments.  
 

5. The teacher will proceed with details of planning, including consideration of any special 
circumstances of participating students including medical conditions or dietary needs, 
whether parent/volunteer assistance is required, how to brief parents/volunteers, and 
bookings and payments of deposits to excursion/camp providers and transport operators. 
  

6. Once the plan is finalized, a letter for parents/guardians must be drafted and approved by 
the Principal before being sent to parents/guardians. This letter will be sent along with a 
copy of the consent form, which includes student health information. The letter should 
include: 

• An overview of the activity/excursion  

• Date/time  

• Place/location name  

• Transport arrangements  

• Costs involved 

• Requirements (for example, what to bring and wear)  
 

7. At least one day prior to the excursion, the following must be preparation must be carried 
out: 

• First Aid Kit check (all items are included and up-to-date)  

• Ensure that all students and supervising adults are fully briefed on safety issues as 
per the risk assessment for the activities/excursion. 

• Emergency procedures for the excursion (appendix 3) have been finalised and a copy 
handed to the Principal. 

 
8. On the day of the activity/excursion, the teacher in charge must ensure that a copy of the 

list of all attendees (students, staff, parents) has been handed to the office.  
 

9. On completion of the activity/excursion, the teacher in charge should use the next staff 
meeting to discuss whether there are any points that need to be noted for future plans of a 
similar nature. This need to be added to the ‘Points to note for future visits’’ section of the 
Excursion Approval Request Form. 
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Related documents and Resources 
JSP Staff Code of Conduct 
JSP Student Code of Conduct 
JSP Community Code of Conduct 
JSP Child Protection Policy  
 
WA Department of Education Recreation and Outdoor Activities for Public Schools  
 https://www.education.wa.edu.au/dl/p67mkk6 (accessed January 25, 2023) 
 
WA Department of Education Duty of Care for Public School Students Policy 
 https://www.education.wa.edu.au/web/policies/-/duty-of-care-for-public-school-students-policy 
 
WA Department of Education Appendix S: Swimming and Water Safety Activities Version 2.0 
 https://www.education.wa.edu.au/dl/r9v3k1o (accessed February 28, 2023)   
 
Further information on water safety is available from 
Royal Life Saving Society WA https://royallifesavingwa.com.au 
Surf Life Saving WA  https://www.mybeach.com.au/ 
 

 
Approved 26/10/23 by the Japanese School Council in Perth Board. Next review 26/10/26 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.education.wa.edu.au/dl/p67mkk6
https://www.education.wa.edu.au/web/policies/-/duty-of-care-for-public-school-students-policy
https://www.education.wa.edu.au/dl/r9v3k1o
https://royallifesavingwa.com.au/
https://www.mybeach.com.au/
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Appendix 1 Excursion/Camp Consent & Health Form 

         Date:       /        /     

 
Year: 

Student Name:  
 

1. I have read the attached information about the excursion/camp and indicate consent/not consent 
below (tick the applicable box).  

□ I consent to my child participation in the excursion/camp 

□ I do not consent to my child participation in the excursion/camp. 

 

2. Reason for not participating:  
__________________________________________________________________________________

__________________________________________________________________________________ 

 
Name & signature of parent/guardian:  

Name _________________________ Signature: ____________________________ 
 
 
3. Emergency Contact: 

 
Date signed :  /   /    

 

 
 

 

 

 

 

 

 
Name 

Phone number 
(If a work number, please include 

name of workplace) 

 
Day 

 

 
 
 

 
 

（                ） 

Early morning/evening 
(number different from 
one above) 

 
 
 

 
 

（                 ） 



 

15 
 

Excursion/Camp Health Information 
Please fill in and circle where appropriate 

 
Year:         Name:  

Normal  
temperature    

(1) Car sickness １None   2 Sometimes  3 Always 

(2)  
Physical issues  

１ None 

2 Often runs a temperature 3 Headaches  4 Stomachache   
5 Diarrhea 
6 Nose bleed easily 
7 Allergy other than food 
           triggers: 
        symptoms:                                   
8 Other:  
 

(3)  
Food allergies 

１ None 2 Yes 

Food: 

Symptoms:                      

(4) Medical 
history 

１ None 2 Yes 
Details: 

(5) Current 
conditions 

１ None 2 Yes 

Condition: 

Need to be careful of 

(6) Medication 
to be carried 
on excursion 

   

１ None 2 Yes 

・Name of medicine 
 

・Dosage 
 

・Time to be taken 
 

Note: The school cannot carry medicine for students. Only 
bring the absolute necessary amount. (Ensure that the 
student agrees that he/she will not give medicine to any 
other student.)  

(7) Night time 
toilet use  

１ None 2 Yes 
If the student may need to use the toilet during the night, 
please write the approximate time:  
 

(8) Other 

Please write any other concerns you may have:  

・  Hand this form to the teacher by       /  /         （      ） 
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Appendix 2 – Risk Matrix Template 

How to fill in this form. 
• Give each activity a title 
• Describe the risk using a “There is a possibility that …… could occur’ statement 
• Allocate a consequence if the event did occur 
• Allocate a likelihood of the event occurring 
• Using the risk matrix determine a level of risk 
• State the risk treatments to be implemented 
• Determine the final level of risk 
• All activities that have a high or extreme final level of risk cannot be proceeded with. 
 
Likelihood      Consequences 
A Rare – occurs rarely   1 Negligible – Negligible impact on objectives 
B Unlikely – occurs occasionally  2 Minor – Minor effects on objectives 
C Possible – occurs regularly  3 Moderate – Some objectives affected 
D  Likely – occurs often   4 Major – Some important objectives cannot 
       be achieved 
E Almost Certain – will occur  5 Severe – Most objectives cannot be 
 achieved 
 
Risk Matrix Table 

 Consequence 

Likelihood 

 1 2 3 4 5 

A L L M H H 

B L L M H E 

C L M H E E 

D M H H E E 

E H H E E E 

 

 

             

Risk Name: 

Risk Description: There is a possibility that 

Analyses before treatment Likelihood Consequence Risk Level 

Risk treatment: 

Analyses after treatment Likelihood Consequence Risk Level 

 

Risk Name: 

Risk Description: There is a possibility that 

E 

Extreme 

H 

High 

M 

Medium 

L 

Low 
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Analyses before treatment Likelihood Consequence Risk Level 

Risk treatment: 

Analyses after treatment Likelihood Consequence Risk Level 

 

Teacher in charge: ___________________________ 

Excursion to： _____________________________ 

Proposed dates Departure： _____________  Return date: _____________ 

Person reviewing this form ： _________________________________ 

Reviewer’s (Principal)comments and concerns: 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Each concern must be addressed in a written response to the reviewer by ____________________ 
before permission to proceed will be reconsidered. 
 
Permission to proceed:          Yes        No       Pending 
 
Signature of reviewer (Principal): ___________________ Date: _______________ 
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Appendix 3 JSP Emergency Procedures for Excursions & Camps 

 

Name of Excursion/Camp/Activity: 

Date: 

Protocol item Details 

Is a list of the emergency 
contact for each person 
attending the excursion 
attached to this form?  

〇 Yes (tick if attached) 

〇 No 

Are the Health Information 
Forms for each student 
attached to this form? 
 

〇 Yes (tick if attached) 

〇 No 

Names and conditions of any 
student who has a medical 
condition 
 
 

 

Contact details of the nearest 
hospitals and medical centres 
in the area.  
 

 

Procedures to be followed in 
the case of unforeseen events: 
 
- Travel delay 

- Injury to a student 

- Lost student 

- Natural disaster 
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Appendix 4 – JSP Excursion Approval Request Form 
 

Date: ………………………… 
Year level(s) & teacher name: …………………………………………………………………….. 

 

Approval  Date 

Principal’s Seal  

 

Date & time of activity  
 

Year and number of students  Primary years: 
Secondary years:  
 

No of male students: 
No of female students: 
Total:  

Curriculum subject  

Place   

Means of movement (walk, bus)  

Costs  

Outline of learning  

 

 

Date and name(s) of teachers who 
undertook preliminary venue 
check   

Date: Name of teacher(s):  

Preliminary visit 
 
Date of visit: 
 
Name(s) of staff:  

Points:  

 

 

 

 
Name(s) of staff to attend the 
excursion/camp 

 

Points to note for future visits 
(to be filled in after the visit)  
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Risk Assessment (please add as many risks tables as necessary) 

Risk Name: 

Risk Description:  

Analyses before treatment Likelihood Consequence Risk Level 

Risk treatment: 

Analyses after treatment Likelihood Consequence Risk Level 

 

Risk Name: 

Risk Description:  

Analyses before treatment Likelihood Consequence Risk Level 

Risk treatment: 

Analyses after treatment Likelihood Consequence Risk Level 

 

Teacher in charge: ___________________________ 

Excursion to： _____________________________ 

Proposed dates Departure： _____________  Return date: _____________ 

Person reviewing this form ： _________________________________ 

Reviewers comments and concerns: 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Each concern must be addressed in a written response to the reviewer by ____________________ 
before permission to proceed will be reconsidered. 
 
Permission to proceed:          Yes        No       Pending 
 
Signature of reviewer: ___________________ Date: _______________ 
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Appendix 5  

 

 

 

 

 

This form must be completed by anyone who is not an employee of the School and who will be 

working with or in proximity to students. 

 
 
Please place a tick in one of the boxes below. 
 
  

□ I declare that I do not have any convictions, circumstances or reasons that might 

preclude my working with or near children.  

 
 

□ I declare that I do have convictions, circumstances or reasons that might preclude my 

working with or near children. The nature of these convictions, circumstances or reasons 

is outlined below. 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________  

 

 
 

I certify the accuracy of the above information. I am aware that I may be required to provide a 

police clearance if is considered necessary to verify the information provided. 

 

Name:  _____________________________ Date:  _____________________________ 

Signed:  _____________________________ 

Company:  __________________________ Telephone:  ________________________ 

Address:  ___________________________ 

                 ___________________________ 

 

 

 

 

The Japanese School in Perth 
Confidential Declaration 
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Appendix 6  

 

 

 

 

 

Dear Volunteer,  

On behalf on the Japanese School in Perth, thank you for volunteering to assist the School.  

In light of Privacy Legislation and out of respect for every member of our school community, we 

would ask that you please read and sign the statement about confidentiality below. By following 

these few simple guidelines, we will ensure that each person’s rights and privacy are protected. 

Please ensure that you read and return any necessary paperwork with regards to being a volunteer 

in the school. 

Thank you for your understanding and cooperation. 

Your sincerely,  

Yoshikazu Teramoto 

 

……………………………………………………………………………………………………………………………………………………………. 

 

In volunteering at the Japanese School in Perth I ___________________________ understand that in 

I become one of a team of people who work to provide quality education to the students in our care. 

I understand that my role is one of support for the school staff and students. 

All my communications with staff and students will be respectful, courteous, and fair; and contribute 

to a workplace that is free of harassment, bullying, or discrimination. 

I will respect the confidentiality of all staff and students at all times and will not discuss or divulge 

any information or activity which occurs at the school. I will respect the rights, privacy and dignity of 

all members of our school community and will not take digital recordings (including photographs, 

audio and/or video) of staff, students or other school community members without their 

permission. 

I have read and returned all of the relevant Volunteer Registration paperwork. 

 

Signed:  _____________________________________________ 

Date:  _____________________________________________ 

 

The Japanese School in Perth 
Volunteer Confidentiality Declaration 

The Japanese School in Perth - Volunteer Confidentiality Declaration 


