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POLICY STATEMENT  
The aim of this policy is to provide clear guidelines and procedure to follow for excursions outside the family home and 

events hosted by Annie’s Nannys and Babysitting Agency.  

Annie’s Nannys and Babysitting Agency is committed to: 

• Providing opportunities through the educational program for children to explore and experience the wider 

environment and broader society 

• Ensuring that all excursions and service events are accessible, affordable and contribute to children’s learning 

and development  

• Ensuring the health, safety and wellbeing of children always including during excursions and agency events  

• Providing adequate supervision of all children during excursions and agency events.  

This policy applies to the Agency Director, nannies, babysitters, volunteers, parents or guardians, children and others 

attending the programs and activities, or services provided by Annie’s Nannys and Babysitting Agency including during 

off site excursions and activities.  

When planning excursions and agency events, it is important to ensure that they are inclusive of all members of the 

agency community. Consideration must be given to any extra costs involved and the ability of families to pay these 

costs. Consideration must also be given to ensuring that all children can attend regardless of their abilities, additional 

needs or medical conditions. Clear procedures must be developed and followed, and these should be communicated 

to parents or guardians.  

A risk assessment must be carried out for each excursion to determine any risks to children’s health, safety or wellbeing 

before permission is sought from parents or guardians. The risk assessment must identify each risk and specify how the risk 

will be managed or minimised. Written authorisation for the child to attend the excursion must be obtained from a 

parent or guardian or person named in the child’s enrolment record before the child can be taken outside the service 

premises. 

RELATED LEGISLATION  
Relevant legislation and standards include but are not limited to: 

• Education and Care Services National Law Act 2010 

• Education and Care Services National Regulations 2011: Regulations 98, 99, 100, 101, 102, 123, 355, 357, 360 

• National Quality Standard Quality Area 1: Educational Program and Practice 

- Standard 1.1: An approved learning framework informs the development of a curriculum that enhances each 

child’s learning and development 

- Element 1.1.3: The program, including routines, is organised in ways that maximise opportunities for each 

child’s learning 

- Element 1.1.5: Every child is supported to participate in the program 

• National Quality Standard Quality Area 2: Children’s Health and Safety 

- Standard 2.3: Each child is protected 

- Element 2.3.1: Children are adequately supervised at all times 

- Element 2.3.2: Every reasonable precaution is taken to protect children from harm and any hazard likely to 

cause injury 
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DEFINITIONS 
Adequate supervision: Supervision entails all children (individuals and groups) in all areas of the service being in sight 

and/or hearing of the educator/nanny at all times including during toileting, sleep, rest and transition routines. 

Supervision contributes to protecting children from hazards that may emerge in play including hazards created by the 

equipment used. 

Attendance Record: Kept by the agency to record details of each child attending the agency including name, times of 

when care was provided. 

Excursion: An outing organised by the agency. The written permission of parents or guardians or a person named on the 

child’s enrolment record as having lawful authority must be obtained before educators or nannies take children outside 

the family home. 

Agency event: A special activity, event, visitor or entertainment organised by the education and care service that may 

be conducted as part of a regular session at the service premises or as an excursion. 

Risk assessment: A risk assessment must identify and assess any hazard that poses a risk to a child’s health, safety or 

wellbeing while on an excursion, and specify how these risks will be managed or minimise. Risk assessments must 

consider: 

• the proposed route and location of the excursion 

• any water hazards  

• any risks associated with water-based activities 

• transport to and from the proposed location of the excursion. 

• the number of adults and children participating in the excursion 

• the number of educators, nannies or other responsible adults who will be providing supervision given the level of 

risk, and whether specialised skills are required (e.g. lifesaving skills) 

• the proposed activities, and the impact of this on children with varying levels of ability, additional needs or medical 

conditions 

• the proposed duration of the excursion, and the impact of this on children with varying levels of ability, additional 

needs or medical conditions 

• any items/information that should be taken on the excursion e.g. first aid kit, emergency contact details for 

children, medication for children with known medical conditions (such as asthma, anaphylaxis and diabetes) and 

a mobile phone. 
 

 

Regular outing: (In relation to education and care services) means a walk, drive or trip to/from a location that the 

service visits regularly as part of its educational program, and where the circumstances covered by the risk assessment 

are the same on each trip. If the excursion is a regular outing, an authorisation from parents/guardians is only required 

to be obtained once every 12 months. A new authorisation is required if there is any change to the circumstances of 

the regular outing. 

RESPONSIBILITIES  

The Agency Director (Annie’s Nannys and Babysitting 

Agency) is responsible for: 
• Developing an Excursions and Agency Events Policy in consultation with the nannies, babysitters and 

parents/guardians at the agency. 

• Ensuring nannies, babysitters, parents/guardians, volunteers, students and others at the agency are provided with 

access to a copy of the Excursions and Agency Events Policy and comply with its requirements 

• Ensuring that all parents/guardians have completed, signed and dated their child’s enrolment form including details 

of persons able to authorise a nanny or babysitter to take their child outside the home in which care is being 

provided 

• Ensuring that parents/guardians or persons named in the enrolment record have provided written authorisation within 

the past 12 months where the agency is to take the child on regular outings and that this authorisation is kept in the 

child’s enrolment record  

• Ensuring that a child does not leave the family home on an excursion unless prior written authorisation has been 

provided by the parent/guardian or person named in the child’s enrolment record, and that the authorisation 

includes all details required 

• Ensuring that children are always adequately supervised   

• Ensuring that nanny-to-child ratios are always maintained, including during excursions and agency events  

• Ensuring only nannies/babysitters who are working directly with children are included in nanny-to-child ratios 

• Ensuring that parents/guardians, volunteers, students and all adults participating in an excursion are always 

adequately supervised and are not left with sole supervision of individual children or groups of children 

• Ensuring that a risk assessment is carried out for an excursion before authorisation is sought from parents/guardians  

• Ensuring the risk assessment identifies and assesses the risks, specifies how these will be managed and/or minimised. 

• Ensuring that excursions and agency events are based on the educational program and meet the needs and 
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interests of children and families within the agency 

• Ensuring that proposed excursions/agency events are inclusive of all children regardless of their abilities, additional 

needs or medical conditions  

• Ensuring that there is an accurate list of all adults participating in an excursion, including parents/guardians, 

volunteers and students, with contact details for each individual 

• Ensuring that each child’s personal medication and current medical management plan is taken on excursions and 

other offsite activities  

• Providing and maintaining a portable first aid kit that can be taken on excursions and other offsite activities 

• Providing portable first aid kits that contain the required medication for dealing with medical conditions 

• Providing a mobile phone to enable contact with parents/guardians and emergency services in the event of an 

incident, injury, trauma or illness 

• Ensuring emergency contact details for each child and the contact details of their medical practitioner are taken on 

excursions for notification in the event of an incident, injury, trauma or illness.  

Nannies and babysitters are responsible for: 
• Developing an Excursions and Agency Events Policy in consultation with the Agency Director and parents/guardians 

within the agency 

• Reading and complying with the requirements of the Excursions and Agency Events Policy  

• Providing parents/guardians or a person named in the child’s enrolment record with an excursion/agency event 

authorisation form    

• Allowing a child to participate in an excursion or agency event only with the written authorisation of a 

parent/guardian or person named in the child’s enrolment record  

• Maintaining the required nanny-to-child ratios always, and adequately supervising children during excursions and 

agency events 

• Adequately supervising parents/guardians, volunteers, students and all adults participating in an excursion, and 

ensuring that they are not left with sole supervision of individual children or groups of children  

• Undertaking a risk assessment for an excursion or agency event prior to obtaining written authorisation from 

parents/guardians  

• Ensuring the risk assessment identifies and assesses the risks, specifies how they will be managed and/or minimised 

• Developing excursions and agency events based on an approved learning framework, the developmental needs, 

interests and experiences of each child, and the individual differences of each child  

• Communicating the purpose and educational value of each excursion or agency event to parents/guardians 

• Including all children in excursions and agency events regardless of their abilities, additional needs or medical 

conditions 

• Taking each child’s personal medication and current medical management plan on excursions and other offsite 

activities 

• Taking a portable first aid kit on excursions and other offsite activities  

• Taking a mobile phone, a copy of the family file and the contact details of the child’s medical practitioner on 

excursions for notification in the event of an incident, injury, trauma or illness  

• Taking sunscreen (if required) on excursions/agency events  

• Discussing the aims and objectives of the excursion or agency event, and items of special interest, with children prior 

to undertaking the activity 

Parents and guardians are responsible for: 
• Reading and complying with the requirements of this Excursions and agency Events Policy  

• Completing and signing the authorised nominee section of their child’s enrolment form before their child 

commences with the agency 

• Completing, signing and dating excursion/agency event authorisation forms 

• Providing written authorisation for their child to leave the family home on routine outings  

• Reading the details of the excursion or service event provided by the service and asking for additional information if 

required 

• Providing items required by their child for the excursion or agency event e.g. snack/lunch, sunscreen, coat etc. 

• Complying with all agency policies while participating in an excursion or agency event. 


