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Nga Mara Tamariki o te Upoko o te Ika



     EXCURSION APPLICATION FORM
· (Use your F11 key to complete this form)

· Email it to your Senior Teacher       -   Senior Teacher will email approval back to you
· All arrangements must comply with the WRFKA’s Excursions & Travel Arrangements policy
· All teachers and whaanau helpers must be taken through the risk assessment section and be given clear expectations about their role in looking after children before the excursion.
· Remember to include arrangements for payment of travel, entry fees etc in advance of the excursion.
	Kindergarten


	 MACROBUTTON  NoMacro "[Click here and type kgtn name]" 

	Date of Application


	 MACROBUTTON  AcceptAllChangesInDoc "Type in date" 

	Date of Excursion


	 MACROBUTTON  AcceptAllChangesInDoc "Type in Date of Excursion" 

	Time of Departure & Return


	Depart:       MACROBUTTON  AcceptAllChangesInDoc "Time of departure"                 Return:   MACROBUTTON  AcceptAllChangesInDoc "Return time" 

	Venue


	 MACROBUTTON  AcceptAllChangesInDoc "Type in where you are going" 

	Links to Our Programme/ Curriculum

	“Type in why you are going”

	Transport:  How are we going to get there? 


	Walk                                          □      
Private Car                                □
Bus                                            □ 
Train                                          □
Other_______________________________________________

	Ratio (does not include adults with babies/toddlers) Tick appropriate box.

	1 adult to 2 children                □ 
near water

1 adult to 4 children                □ 
for other venues


	Have we made provision for the special needs of all of the children and adults?

	Yes                □             Not applicable    □

	What are our cancellation provisions?

	 MACROBUTTON  AcceptAllChangesInDoc "Type in what happens in case of cancellation" 

	Have we visited the venue before?

	Yes                □             No                      □

	Have we arranged a kindergarten minder?

	Yes                □             Not yet                □

	If we are taking a cell phone,  the number is:
	

	Have we made arrangements for payment of travel, entry etc that may be incurred? (eg. Requested Petty Cash top up, or cheque, or arranged invoice to be submitted to Association
	Yes                □             Not yet                □


	

	Assessment and Management of Risk



	
	Risk Assessment
	Plan for Managing Risk
	Resources to take

	Getting to the Venue:
(eg traffic, crossing roads, access to water, losing a child)
	
	
	First Aid
Cell phone

	At the Venue:
(toileting, supervision of children, first aid, losing a child, specific risks of the venue eg machinery, access to water, broken glass.)
	
	
	Roll of children

	Returning to the Kindergarten:
(transport, who is taking child home, will they be returning to the kindergarten  or going straight home from the venue)
	
	
	


Approval HAS / HAS NOT been given.


SIGNED :   
............................................  for the Senior Teacher Team
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