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 d
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he opportunity for students
to learn through direct interaction w

ith the real w
orld results
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 d
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7 H
ab

its o
f H

ig
h

ly E
ffective E

xcu
rsio

n
s

P
relu

d
e:  T

his booklet provides useful and relevant inform
ation

for the teacher or group leader undertaking an excursion. W
hilst

the  “travelling classroom
” provides m

eaningful opportunities for
real life learning, it is also fraught w

ith potential pitfalls.  T
he

increasing prevalence of litigation m
ay cause educators to prefer

the safety of the classroom
, but the resulting loss to students of

interactive learning in the real w
orld is significant and of concern.

T
his practical, com

m
onsense guide draw

s on m
ore than tw

enty
years of the author’s experience of attending and directing
excursions, tours and cam

ps both w
ithin A

ustralia and overseas;
as w

ell as the sim
ilar experience of the other staff of A

ustralian
S

plash D
ow

n.

T
he author broadly defines excursions as those educational

opportunities that are presented to teachers outside the school
confines.  It can be as varied as a day excursion, a cam

p or an
international tour.  W

hile varied, the core effect of m
aintaining

order, m
eeting curriculum

 objectives and building a tem
porary

com
m

unity provides unique challenges for the educator.

E
xcursions, cam

ps and tours provide valuable opportunities for
students to take initiative, develop independence and
connectedness to the real w

orld.  It w
ill often take them

 outside
their com

fort zone – and the teachers.

I hope you find this booklet supportive in your role as you
endeavour to m

ake students learning experiences m
em

orable . .
.for a lifetim

e.

1.  E
stab

lish
 C

lear A
im

s

E
nsure your

aim
s are

clearly
understood

S
ell your aim

s
to students,
support staff
and
adm

inistration

S
om

e teachers have inherited an excursion,
w

hich has been conducted for m
any years, for

others it is a new
 initiative.  E

ither w
ay, the

travelling classroom
 requires educators to

dem
onstrate a w

ide range of different
organisational skills.  F

undam
ental to

organisational m
anagem

ent is the setting of
clear aim

s.

W
hat are you aim

ing to achieve?  H
ow

 does
your trip fit w

ithin the w
ider curriculum

?  T
ry to

ensure these aim
s are w

ritten.  W
ith clearly

defined aim
s you w

ill be m
ore able to

com
m

unicate your purposes to those from
w

hom
 you seek support for your excursion:

students, parents, colleagues and
adm

inistration.  F
urther, m

anagem
ent on tour

can be considered against the backdrop of
these aim

s.

O
nce you have clearly defined your aim

s –
com

m
unicate them

 both orally and on paper.
T

o successfully utilise the travelling classroom
allow

 yourself freedom
 from

 m
anagem

ent
issues to focus on desired aim

s.  T
ake others

w
ith you.  Let them

 share in the aim
s and then

m
uch of the m

anagem
ent can be delegated.



2.  R
ed

u
ce th

e ratio

H
ow

 often is a high quality excursion or cam
p

proposed to enhance the curriculum
, only to be

hindered by the staffing needs of the tour?
S

taffing restrictions m
ay only allow

 a 1:20
(teacher/student ratio).  S

o w
ith 40 Y

ear 9
students, having only tw

o staff could be less
than desirable in certain situations.   T

he
E

ducation Q
ueensland D

O
E

M
 claim

s that the
ratio of adults to students should be
“appropriate to the age and developm

ental
levels of children and the types of activities
planned”.    O

pinions of “appropriate staffing”
levels on excursions m

ay be skew
ed as

A
dm

inistration struggles to ensure enough
teachers rem

ain back at school

U
se the follow

ing suggestions to try to reduce
ratios from

 the “official” m
inim

um
 requirem

ents.
T

his w
ill provide you w

ith further protection
• 

B
e assertive in advising adm

inistration of
“appropriate” staffing requirem

ents by
presenting the request clearly and
confidently w

hile acknow
ledging the

need to m
aintain sufficient staffing at

school.
• 

A
void becom

ing angry and frustrated.
P

rofessional discussion m
aintains

respect and is m
ore likely to assist your

current case as w
ell as future

opportunities

C
onsider

“appropriate”
staffing needs

R
equest m

ore
staff

R
equest

school support
staff

D
evelop a

support team
of parents and
com

m
unity

m
em

bers

S
upport team

s
reduce
pressure and
increase
effectiveness

• 
.K

eep an “ace” up your sleeve w
hen the

chance of m
ore teaching staff is

restricted, pursue the possibility of non-
teaching staff (eg teacher aides, janitors,
chaplains).  In fact, be daring, ask for tw

o
non-teaching staff.

• 
F

inally, build a su
p

p
o

rt team
 by

developing a base of trained parents and
com

m
unity m

em
bers w

ho can com
e on

excursions.  P
arents or guardians

chosen to accom
pany students should

be selected according to the expertise
they have relevant to the activities to be
undertaken. T

o be avoided though are
volunteers w

ho create m
ore w

ork for the
educator.   A

n induction process is
therefore required.  D

on’t forget to
ensure that any volunteers have
com

pleted a “w
orking w

ith children
check”.  T

he tim
e spent on developing a

base of suitably trained volunteers now
w

ill reap rew
ards for future excursions.

W
ith a support team

, the teachers effectively
have extra pairs of hands, eyes and ears.
V

olunteers also bring a different dim
ension to

the tem
porary com

m
unity.  B

ecause of their
w

ork backgrounds, students are exposed to a
w

ide range of specialist expert know
ledge and

experience.



  A
 sim

ple induction process in the school w
ill

help in developing this process.  A
ustralian

S
plash D

ow
n is currently developing short

internet courses for volunteers on excursions.  If
you w

ould like to know
 m

ore, see the response
section at the back of this booklet.

T
raining for

support team
is available
free

3. 
H

ave  a few
 clear ru

les (an
d

 estab
lish

 co
n

seq
u

en
ces

fo
r in

ap
p

ro
p

riate b
eh

avio
u

rs)

T
eachers often neglect m

aking specific
excursion rules, assum

ing a continuation of
classroom

 expectations.  F
ollow

ing are three
general rules for excursions (ie cam

ps) that,
w

hen presented separately to the various other
taboos, are generally rem

em
bered and

accepted by students.
1. 

B
oys and girls dorm

itory areas are
out of bounds to the opposite variety
(m

ake sure this is clearly defined)
2. 

D
on’t leave the bounds of cam

p
w

ithout leader/teacher perm
ission

3. 
S

m
oking/alcohol etc is not perm

itted.
If it is a day excursion, the first one can be
excluded.  T

he students should be addressed
either before departure or upon arriving at the
site, depending on the nature of the excursion.

T
he “introductory talk” w

ould elaborate on the
purpose of the three rules as follow

s:
1. 

W
e w

ant to ensure a com
m

unity of trust
and therefore boys and girls areas w

ill
rem

ain out of bounds to the respective
opposite variety.

K
eep a few

sim
ple rules

C
om

m
unicate

your rules
verbally and in
w

ritten form

P
rovide

students w
ith

the opportunity
to discuss
problem

s w
ith

the rules

N
o one

approaches
you? –assum

e
w

e all respect
the rules!

C
onsider rules

to enhance
your travelling
classroom

2. 
W

e need to know
 w

here everyone is at
all tim

es.  If you need to leave the
bounds of cam

p, just let one of the staff
know

 (at this stage, boundaries need to
be clearly defined).

3. 
W

e w
ant to prom

ote healthy lifestyles
and hence our restriction on sm

oking
and alcohol (the site w

ould no doubt also
have a sim

ilar rule).
R

ules should be presented in a language that
students can relate to and find novel (eg
“opposite variety”).   T

he students should be
advised that if they have a problem

 com
plying

w
ith any of these rules they are to see the

teacher im
m

ediately after the group talk;
otherw

ise it can be assum
ed that everyone is

w
illing to com

ply w
ith these rules.

T
here are other “com

m
unity living” rules, w

hich
also need to be explained to students.  F

or
exam

ple, w
hen w

orking w
ith prim

ary students a
signal (such as a w

histle or raised hand) should
be established to get the im

m
ediate attention of

the group.  W
ith older students I w

ould
em

phasise the need to curb physical
relationships in tem

porary com
m

unities as they
detract from

 com
m

unity spirit.  T
he key is to

m
ake it appear that there are very few

 rules and
to m

ake them
 sim

ple and clear.



It is also im
portant to think through a “E

xcursion
B

ehaviour M
anagem

ent P
lan” w

ith
A

dm
inistration.  W

hat are the consequences if a
student is caught outside the bounds of cam

p,
sm

oking or consum
ing alcohol?  If a student is

caught shoplifting?  O
ften teachers have

excellent behaviour m
anagem

ent plans for
inside the classroom

, but have not thought
through plans for excursions.

A
ustralian S

plash D
ow

n is involved in the
developm

ent of a range of behaviour
m

anagem
ent plans for the travelling classroom

.
T

hese are available upon request.  S
ee the

response section at the back of this booklet

A
bove all, try to rem

ove the behaviour from
 the

student – dislike the behaviour not the student.
T

he support team
 w

ill also need to be advised
of their role in the behaviour m

anagem
ent plan.

T
he leader of the excursion is in the best

position to deal w
ith the discipline; the rest of

the support group is then left free to handle
m

ore of a caring function .  In this  w
ay an

excellent balance betw
een care and discipline

is m
aintained and your support staff are not

seen as “policem
en”.  It is therefore better to

use proactive strategies that em
anate from

caring relationships to prevent or reduce
behaviour problem

s rather than reacting to
inappropriate behaviours after they have
occurred.

H
ave

consequence
plans up your
sleeve

U
se your

support staff
as positive role
m

odels

4. 
 P

ro
tect yo

u
rself

K
eep a few

key guidelines
in m

ind

It only takes a few
 sm

all policies to m
ake a

large difference.  T
he last thing you need to do

is to be constantly quashing “bushfires” on the
excursion.  H

ere are an exam
ple of six

im
portant aspects to rem

em
ber, and rem

ind
your support team

:
• 

N
o student alone,

• 
N

o student and leader alone,
• 

K
eep a m

obile on at all tim
es,

• 
M

ake sure school adm
inistration

know
 w

here you are at all tim
es

(advise of changes to plans) ,
• 

K
eep school adm

inistration advised
of any incidents and em

ergencies (try
to brief the school before they get
phone calls from

 parents, m
edia etc),

• 
W

rite an incident report as soon as
possible after any incident or
em

ergency

A
ustralian S

plash D
ow

n produces a free
m

onthly new
sletter aim

ed at providing m
ore

useful inform
ation for teachers seeking to

provide this safe environm
ent.  C

om
plete the

details at the back of this booklet to subscribe to
this free m

onthly new
sletter.



R
em

em
ber w

hen w
orking w

ith people, things
w

ill not alw
ays go to plan but prior planning w

ill
reduce risk and increase learning and
enjoym

ent.  T
he key is to provide a safe and

effective learning fram
ew

ork, w
ithin w

hich the
students can enjoy learning.

U
se proactive

strategies to
prevent m

ost
problem

s.

5. 
D

evelo
p

 a p
o

sitive an
d

 ap
p

reciative cu
ltu

re

W
hen things are going w

ell, tell the group.
E

ncourage students to show
 their appreciation

for a good m
eal, bus driving or an excellent

exhibit.  If this is m
aintained, the w

hole cam
p

culture w
ill be positive.  E

ncourage the students
to m

ake a m
eal special (decorations etc) for the

support team
 to show

 their gratitude.  T
he

excitem
ent to get involved can be surprising.

P
ersonally, try to develop a “praise rating” of

80%
.  T

hat m
eans a m

ind set that gives out
positives (to the support team

 as w
ell as

students) four tim
es as often as negatives.  T

he
result w

ill be infectious w
ith others also looking

for the good in situations and people.

B
e positive

S
how

 your
appreciation

E
ncourage

others to show
gratitude

M
onitor your

praise rating

6. 
T

h
in

k th
ro

u
g

h
 an

d
 co

m
m

u
n

icate ch
an

g
es to

 th
e p

lan
- 

b
e read

y fo
r th

e u
n

exp
ected

E
nsure the

needs of the
school’s
hierarchy have
been m

et

T
eachers have

excellent
m

anagem
ent

skills rely on
these

C
om

m
unicate

A
ddress the

w
hole group –

don’t be
caught
answ

ering a
m

illion
questions

B
efore departure, m

ake sure there is a clear
itinerary and that all expectations of your
adm

inistration have been m
et.  A

 checklist can
be used and m

ay already exist in the school in
the form

 of a “perm
ission to change school

routine” procedure.  H
ow

ever, as m
entioned

previously, w
hen w

orking w
ith people and

resources things w
ill go w

rong.  W
hether it is a

rainy day, a sick student or a blow
n tyre on a

bus, there w
ill be events that despite extensive

planning, w
ill be outside your control.

T
eacher training and experience builds

professional w
isdom

. B
e prepared to be flexible

in approach and w
ith program

m
ing.  U

se other
people, draw

ing on their expertise and advice.
A

lw
ays have a ball and a few

 gam
es handy as

tim
e fillers.

A
t all tim

es  - com
m

unicate.  E
ven if things

aren’t going w
ell, advise the student group.  It

can be surprising how
 m

uch the students w
ill

cooperate in tim
es of difficulty.  C

om
m

unication
to the w

hole group w
ill also prevent fielding

hundreds of questions – one of the m
ost

exhausting aspects of excursions.  T
ry to

answ
er the questions for the group before they

are asked by m
any separate individuals.



7.  R
elease yo

u
rself and take the lead

B
ecom

e a
m

anager
rather than a
technician

E
m

pow
er and

support your
support team

A
im

 to release yourself so you can focus on
desired outcom

es.  W
hen w

orking alone,
ensure the itinerary is w

ell planned so you have
as few

 adm
inistrative concerns as possible.

In a team
 situation, try to assum

e a position of
solely m

onitoring, E
ndeavour to m

anage your
excursion so other teachers w

ith you are free to
teach and focus on desired outcom

es.  T
his of

course depends on size of group.

B
y releasing as m

any program
 and

adm
inistrative duties as possible, you can focus

on the goal, strengthen the program
 w

here
necessary and deal w

ith issues. A
nother

advantage is that your support team
 are

em
pow

ered as they have “real” roles and
responsibilities in their role, and you are free to
support and further train them

.

“S
tay on the bridge, even w

hen som
eone else

is steering, but try and get out of the engine
room

”.

C
hecklistH

abit
C

heck
1.  E

stablish clear
aim

s
q

 E
nsure your aim

s are clearly w
ritten

q
 E

nsure your aim
s have been com

m
unicated to:

o
 

S
tudents

o
 

S
upport S

taff
o

 
A

dm
inistration

2.  R
educe the ratio

q
 Identify your staffing needs
q

 A
pproach A

dm
inistration for staff

q
 Identify and invited support team
q

 T
rain support team

3.  H
ave a few

 clear
rules

q
 Identify a few

 clear rules

q
 D

evelop other rules that w
ill help “build

com
m

unity”

q
 E

nsure prepared rules are com
m

unicated
verbally and in w

riting to students

q
 D

evelop  a plan for m
isbehaviour consequences

4.  P
rotect yourself

q
 H

ave a few
 clear guidelines for safety

q
 T

hink – w
here are the risks

q
 T

ake a m
obile phone

q
 W

hat key phone num
bers w

ill I need?
5.  D

evelop a positive
and appreciative
culture

q
 M

aintain a high “praise rating”

q
 E

ncourage students to show
 appreciation to

others
6.  T

hink through the
plan

q
 H

ave a clear and flow
ing itinerary

q
 H

ave the school’s adm
inistrative needs been

m
et?

q
 P

repare som
e sporting equipm

ent

q
 A

nticipate questions

q
 R

ely on expertise of support team

q
 B

e prepared for change and disruption
7.  R

elease yourself
q

 D
elegate responsibilities

q
 C

onsider how
 to em

pow
er and train your

support team




