Incursion risk management plan

Incursion details

Date(s) of incursion

W-08/07/2026 PM

N/A — On site

Departure and arrival times

10:00pm —11:30pm

Proposed activities

Kids will paint with colourful air-dry clay using their fingers,
exploring vibrant colours, soft cool textures, and fun shapes
to create a 3D clay painting.

Water hazards? Yes/No

If yes, detail risks in risk assessment below.

Method of transport, including
proposed route and requirement for
seatbelts and safety restraints

N/A

Name of incursion co-ordinator

Betty Tropoulos

excursion

educators/parents/volunteers
and any other adults

Contact number of incursion co- (BH) 02 9522 7595 (M)
ordinator
Number of children attending Approximately 30 children Number of 2-3 during incursion

Educator to child ratio, including
whether this excursion warrants a
higher ratio or whether adults with
specialised skills are required?

Please provide details.

1:15

Procedures for:

° Leaving the centre

° Entering and exiting the bus

. How each child is to be
accounted for on embarking
and disembarking transport

° Entering the venue

NA




° Leaving the venue
. Returning to the centre

Including accounting for children at
all times.

O First aid kit

Excursion checklist

O List of adults participating in the excursion

O List of children attending the excursion

O Contact information for each adult

[0 Contact information for each child

O Mobile phone / other means of communicating with the service & emergency

O Medical information for each child

O Otheritems, please list

Risk assessment

Activity Hazard identified

Risk assessment

(use matrix)

Elimination/control
measures

Who

When

SCISSORS Cuts

Low / Moderate

Children to use blunt
nose scissors.

Everyone

All times

Moderate

Sharp scissors used for
specialised cutting are to
handled by workshop
leader and capable
educators in groups of
uber 8 years.

Everyone

All times

Moderate

Sharp scissors kept and
supervised by adults.

Everyone

All times

N



Scissors on occasion may
be shared between
students based on ability
and maturity.

Supervise children and
remove scissors when not
in use.

Everyone

All times

Children to be seated
when using scissors.

Everyone

All times

GLUE

Burns

Moderate

Hot Glue gun is to be
used by the workshop
leader and NOT by
children

Everyone

All times

DO NOT leave hot glue
unattended.

Everyone

All times

Seek well-ventilated
where possible to glue
attachments

Everyone

All times

General glue: Do not
allow children to use toxic
glues with fumes — Check

labels for suitability

Everyone

All times

HYGIENE

Cleanliness

Low

Ensure each group of
children is given a fresh
batch of items to select

from.

Materials to be allocated
to individuals where
possible.

Everyone

All times




Do not let children handle Everyone
strands of material that
they won't be using.

All times

Anything requiring Everyone
disinfecting post
workshop — to be sprayed
with 70% alcohol, wipe
with antibacterial wipes,
or placed in quarantine
and use fresh batch of
materials.

All times

SMALL ITEMS Choking

Threading on a string

Moderate Items to be used as they Everyone
are meant to be used

All times

Keep out of mouths, ears Everyone
and off the floor.

All times

Very young group of Everyone
children to be asked for
supervision from
educators.

All times

Actively supervise items Everyone
that are small.

All times

Plan prepared by

Betty Tropoulos Date

25/05/2026

Prepared in consultation with:

Communicated to:

Betty Tropoulos and all educators

Venue and safety information reviewed and attached

Yes/ No

Comment if needed:




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