Incursion risk management plan
	Incursion details

	Date(s) of Incursion
	7th January 2026
	Incursion destination
	Pulteney Grammar School – Courtyard/Outdoor

	Departure and arrival times
	7.30AM – 6.00PM – Vacation Care Session

	Proposed activities
	Use of wheels such as bikes, scooters, roller skates/blades on school grounds
	Water hazards? No
If yes, detail in risk assessment below.

	Name of Incursion co-ordinator
	Barb Francis

	Contact number of Incursion co-ordinator
	(BH) 8216 5545 
	(M) 0459 881 682 

	Number of children attending Incursion
	50
	Number of educators/parents/volunteers
Educators could change according to availability
	5 Educators
Barb Francis – Director
Nathan Pye– Assistant Coordinator 
Chelsea Cox Lead Educator
Rhea Isaac – Educator
Jack Patterson – Lead Educator

	Educator to child ratio, including whether this incursion warrants a higher ratio?
Please provide details.
	1:15

	Incursion checklist

	xFirst aid kit
	xList of adults participating in the excursion

	xList of children attending the Incursion
	xContact information for each adult

	xContact information for each child
	xMobile phone / other means of communicating with the service & emergency services

	xMedical information for each child
	xOther items, please list



	Risk assessment

	Activity
	Hazard identified
	Risk assessment 
(use matrix)
	Elimination/control measures
	Who
	When

	Use of wheels 
	Injury while children are using their wheels
	moderate
	Educators to supervise at different points on the school grounds to ensure children are being safe. Expectations are set clearly for children such as one way direction, eyes forward at all times, helmet use.
	All Staff
Children
	At all times when children are using their wheels

	Collision when using wheels
	Children may cause a collision when on their wheels because of lack of focus or distraction.
	moderate
	Children to be set clear expectations of safe use of wheels at all times. To ensure children are focussed and not getting distracted
	All Staff 
Children
	When children are using their wheels

	Injury off wheels
	Children may get injured by other children using their wheels.
	moderate
	Children who are not using their wheels to be out of the allocated areas and to access another space that is out of reach.
	All staff
Children
	When children are not using their wheels. 

	Quality of wheels
	Wheels may be of poor quality and need to be checked prior to use
	Moderate
	Reminder to parents to ensure wheels are in good use and safe.
Educators to monitor and remove wheels deemed to be unsafe or causing risk. 
	All staff
Children
Parents
	Arrival on the day

	Helmet Use
	Children to ensure they are using their helmets at all times when on wheels
	High
	Children are not allowed on their wheels until helmet is on. Educators to check
	All staff 
	At all times when children are using their wheels.

	Wheels Zones and Tracks
	Removing wheels from other areas of student play and making sure wheels areas are marked out and promote safe use.
	low
	Educators to map out tracks and zones for wheel use that allow for safe traffic flow. 
Students reminded not to use wheels outside these zones.
	All staff and children
	At all times during wheels activities. 

	Interactions with public.
	Incident with a member of the public
	Moderate
	Educators keep children in a small 1:8 group at all times at Marshmallow Park and away from others in own designated area. Educators remind students of respectful behaviour prior to, and during, the excursion. Educators to model respectful behaviour.
	Children/Staff
	Marshmallow Park



	
	Barb Francis
	Date
	2/6/2025

	Prepared in consultation with:
	OSHC Director/Educators

	Communicated to:
	All staff, children and parents.

	Reminder: Monitor the effectiveness of controls and change if necessary. Review the risk assessment if an incident or significant change occurs.





	Risk Matrix

	
	Consequence

	Likelihood
		
	Insignificant
	Minor
	Moderate
	Major
	Catastrophic

	Almost certain
	Moderate
	High
	High
	Extreme
	Extreme

	Likely
	Moderate
	Moderate
	High
	Extreme
	Extreme

	Possible
	Low
	Moderate
	High
	High
	Extreme

	Unlikely
	Low
	Low
	Moderate
	High
	High

	Rare
	Low
	Low
	Low
	Moderate
	High
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