      Teacher Checklist: Planning a Day Trip Excursion from Bendigo to ACMI, Melbourne
 Planning a school excursion to the Australian Centre for the Moving Image (ACMI) in      Melbourne involves several key steps to ensure student safety, educational value, and compliance with the Department of Education and Training (DET) Victoria guidelines. Below is a comprehensive guide to assist you in organizing a successful excursion.
Use the checklist to prepare and execute a successful and policy-compliant school excursion to ACMI. It outlines the ideal timeline for preparation, from early planning to the day before departure.

	Timeframe
	Key Actions

	6–8 weeks before
	- Define learning objectives and curriculum links
- Contact ACMI for available dates and program details
- Start risk assessment and venue evaluation
- Research transport options (e.g. chartered bus)

	4–6 weeks before
	- Submit excursion proposal to school principal www2.education.vic.gov.au+3www2.education.vic.gov.au+3www2.education.vic.gov.au+3
- Register in Student Activity Locator (SAL)
www2.education.vic.gov.au+1www2.education.vic.gov.au+1
- Confirm ACMI and transport bookings
- Send out parent consent and medical forms www2.education.vic.gov.au+2www2.education.vic.gov.au+2www2.education.vic.gov.au+2


	2–3 weeks before
	- Finalise staff and supervision (ensure first aid trained staff present)
Tip: Day excursions 1:20 staff-student ratio with a minimum of 2 staff

- Conduct student pre-excursion briefing
- Begin collecting signed consent and updated medical forms
· Schools may use the Template parent excursion consent form(DOCX).
· Electronic Consent: If using electronic methods, implement measures to verify the identity of the consenting parent or carer. www2.education.vic.gov.au

	1 week before
	- Organise emergency contacts, print risk assessments www2.education.vic.gov.au+7www2.education.vic.gov.au+7education.vic.gov.au+7

- Confirm details with ACMI and transport provider
- Prepare and organise printed materials and student info folders
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For example; 
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	Day before
	- Check and pack first aid kits
- Print all final documents and emergency contact lists
- Remind students of behaviour expectations and excursion logistics
 www2.education.vic.gov.au
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School excursions and risk management

What s risk management?

Risk management involves the identification,
measurement, control and minimisation of risks
within your organisation. It is a process that
requires ongoing monitoring and evaluation.

Ensuring school excursions are as safe as.
possible requires the identification of hazards in
‘advance, followed by the elimination or control
of the potential risks associated with the
excursion.

School excursions

Museums and galleries have a number of
responsibiities to uphold in participating as a
host venue for school excursions.

The Department of Education and Communities
(DEC) has an Excursion Policy that lists the
requirements for the conduct of excursions.

by schools and units of the Department. It
outlines the need for schools to conduct a risk
‘assessment and to develop a risk management
plan before seeking approval for any excursion.

Under the OHS Act and Regulation, principals
and teachers organising excursions are required
to ensure the health and safety of students, staff
and excursion volunteers. This process aims to
identify poter ks and their impacts, and a
visit to the proposed excursion site by teachers
is recommended.

The DEC Excursion Policy is available on the
Department's website.

Developing a Risk Management Plan for
school excursions

The Excursion Policy is directed at schools and
teachers initiating school excursions, however
museums and galleries should be aware of the
issues and procedures involved.

Developing a risk assessment and management
plan for your museum, gallery or Aboriginal
keeping place will make your institution a more
viable option for school excursions.

The Lithgow State Mine Heritage Park and
Railway has developed its own school excursion
Risk Management Plan, which can be viewed at
on their website.

www.statemine.org.au
(Click on link to OHS Risk Management Plan
near bottom of page).

In preparing your plan, talk to other stakeholders

such as museums, libraries, sector support

agencies and schools, along with relevant

council representatives for local examples and
imilar plans.

D) You might also like

Working with children fact sheet
Museums & Galleries of NSW.

WWW.MEnSW.Org.au

Excursion policy
Department of Education and Communities
www.det.nsw.edu.au

School excursion Risk Management Plan
Lithgow State Mine Heritage Park and Railway
www.statemine.org.au

Child Protection (Working With Children) Act
www legislation.nsw.gov.au

Office of the Children’s Guardian
wwwKids.nsw.gov.au.




image2.png
Harons sk Lovet | ot Mossures
[Food. avacn o marine Low [ Avalabity and standards of vansportaton ae acceptable and tndersiood by all
oty siancrcs are tour leadrs, students, parents and accompanying achits. Unsafe means of
[unacceptabie. ranspor il ot be usea.
Inhry coumant by bus socdens | Medum | Stucents are avare of ransportaion stndards and ecurements
o vt breaks. [+ Students must remain sested on the bus a f tmes.
|+ Students and accompanying achs must wear seatbelt whie sated t al
[+ Tourleaders and accampanying aduts o check thal seabels are wom by.
alsudents
[+ Students.toureaders and accompanying aduis must olow drver's nsirc:
tions and advice at i mes
[Conng a momber atapartar | Hign [+ Stuoents ally undersiand that ey must reman vt the o eaders af a
v siaton times.Shoud a studentnecd o part fom the group, ey st nform taur
leaders and accompanying aduts.
[+ Uso of buddy system whistat arports, ran satons o in publc places
Students bl understand the sysiem used and know e Duddes’
+ Head contiaken on a reguiar basis especialy when stidents lave and e
board vansport
ey caued by loadng @ | Nedum |+ Drivers and tourleader s achice sbout loadng and ilcading 1o bs 1l owed
[ricacang ggage from and camed ot i an ey fashion
ranpot

Students 1 be supervised at all imes by a our leader o accompanying
aut

Luggage tobe urioaded n a safe enronment arly





