TOOLAMBA PS
CAMPS & EXCURSION POLICY

Beliefs:

Excursions are seen as an integral part of the school curriculum as they enable students to explore, extend and enrich their learning and their social skills development, in a non-school setting. Excursions complement, and are an important aspect of the educational programs offered at the school. An excursion is defined as any activity beyond the school grounds.
Aims:

· To reinforce, complement and extend the learning opportunities beyond the classroom

· To develop an understanding that learning is not limited to school, and that valuable and powerful learning takes place in the real world.

· To provide a safe, secure learning experience for students in a venue external to the school.

· To further develop social skills such as cooperation, tolerance, communication, individual and group interaction.

· To further develop problem solving and life survival skills.

· To extend understanding of their physical and cultural environment.

Guidelines:
· All excursions must be approved by the Principal or his nominee(s)

· Staff wishing to organize an excursion must complete an excursion proposal form and lodge this for approval. All excursions must be approved prior to running. Where an excursion proposal has not been submitted, that excursion will not run, unless special circumstances are pending. This decision will be made by the Principal. The Principal or his nominee(s) will consider the educational outcome of the excursion as well as the impact on the school for the proposed date.

· The Principal or his nominee(s) will ensure that all excursions, transport arrangements, emergency procedures and staffing comply with DEECD guidelines. Refer to: DET Excursion Policy
· Once the excursion has been approved all relevant documentation must be completed. This is available from the Principal or his nominee(s). The  excursion organiser  will complete the ‘Notification of School Activity’ at : www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp  three weeks prior to the excursion departure date, and ensure relevant details are entered on the daily planner.

· School Council is responsible for the approval of:

· Overnight excursions

· Camps

· Interstate visits

· International visits

· Excursions requiring sea or air travel, weekends or vacations

· Adventure activities

· The Principal or his nominee is responsible for the approval of all single-day excursions other than those that must be approved by school council as mentioned above. 

EXPECTATIONS


The Department’s requirements and guidelines relating to preparation and safety will be observed in the conduct of all excursions.


The principal or their nominee will ensure that full records are maintained regarding the camp/excursion.


The principal or their nominee will ensure that adequate pre-excursion planning and preparation, including the preparation of students, takes place.


Satisfactory arrangements will be made to provide continuous instruction for the students remaining at the school during the absence of staff accompanying an excursion.


The Department of Education and Training (DET) will not be involved in any expense associated with the conduct of excursions. The school may choose to subsidise some excursions or some student’s expenses.


Prior to conducting a camp or excursion, the approval of the School Council or the principal will be obtained. Council must approve overnight or adventure activities. The Principal must approve these and other activities.


Only children who have displayed sensible, reliable behaviour at school will be invited to participate in camps or excursions.  Students and their parents/carers need to be made aware that acceptable standards of behaviour will be expected during a camp or an excursion. 


The emergency management process of the school will extend to and incorporate all camps and excursions.


All DET requirements and guidelines that apply to the conduct of excursions are also applicable to all overseas and interstate (domestic) camps/excursions.

PROGRAM


Prior to conducting a camp or excursion, the Department’s requirements and guidelines relating to camps or excursions, will be rigorously observed.  

Consideration in planning should include:
· Safety, Emergency & Risk Management , including Bushfires

· Student Preparation
· Student Medical Information
· Safety Guidelines for Education Outdoors

The principal or their nominee will ensure that full records are submitted to School Council regarding the camp/excursion well in advance of the starting date of the event and that no camp/excursion occurs unless all the formal record keeping has been completed and approved.


Prior to conducting any camp, the formal approval of the School Council and principal will be obtained.  In approving a camp or excursion, consideration will include:

· the contribution of the activity to the school curriculum
· the adequacy of the planning, preparation and organisation in relation to the school policy and the guidelines and advice provided by DET
· information provided by community groups and organisations that specialise in the activity proposed

· appropriateness of the venue

· the provisions made for the safety and welfare of students and staff

· the experience and competence of staff relevant to the activities being undertaken

· the adequacy of the student supervision
· the high risk nature of some activities
· emergency procedures and safety measures
· staff-student ratios
· student experience

Students not attending a camp or excursion will be placed in another class and have an appropriate learning program provided by the class teacher.


Prior to the camp or excursion parent/carers are to be made aware that DET does not provide student accident cover and that they need to make their own arrangements for cover.
Arrangements for payments

· All efforts will be made not to exclude students simply for financial reasons. Parents experiencing financial difficulty, who wish for their children to attend an excursion, are invited to discuss alternative arrangements with the Business Manager. Decisions relating to alternative payment arrangements will be made by the Business Manager in consultation with the appropriate staff, on an individual basis.

· All families will be given sufficient time to make payments for excursions. Parents will be provided with permission forms and excursion information clearly stating payment finalization dates. Children whose payment have not been finalized at least 24 hours prior to the departure date will not be allowed to attend unless alternative payment arrangements have been organized with the Business Manager.

· Office staff will be responsible for managing and monitoring the payments made by parents and will provide organizing teachers with detailed records on a regular basis.

Teacher Responsibilities:

· A designated “Teacher in Charge” will coordinate each excursion.

· The Teacher in Charge must provide the General Office with a final student list as well as posting a copy on the school intranet and daily bulletin.

· In the case where an excursion involves a particular class or year level group, the organizing teacher will ensure that there is an alternative program available for those students not attending the excursion.

· All students must have returned a signed permission note and payment to be able to attend the excursion. Copies of completed permission notes and medical information must be carried by excursion staff at all times.

· The school will provide a first aid kit for each excursion. The teacher in charge is responsible for collecting these prior to leaving.

· The teacher in charge will communicate the anticipated return time with the general office in the case where excursions are returning out of school hours. Parents will be informed prior to students leaving for the excursion, that they can phone the office to receive an updated anticipated return time.

· Parents may be invited to assist in the delivery of excursions. 

· Only students that have displayed sensible, reliable behaviour at school will be permitted to participate in school excursions. Parents will be notified if their child is in danger of losing the privilege to participate in an excursion due to poor behaviour at school. The decision to exclude a student will be made by the Principal, Assistant Principal, in consultation with the organizing teacher. Both the parent and the student will be informed of this decision prior to the excursion.

· Disciplinary measures apply to students on camps and excursions consistent with the School’s Well Being and Restorative Practices policy.  In extreme cases the camp or excursion staff, following consultation with, and the approval of, the principal or their nominee, may determine that a student should return home during a camp or excursion.  

In such circumstances, the parent/carer will be advised:

· of the circumstance associated with the decision to send the student home

· of the time when the parents/carers may collect their child from the camp or excursion

· of the anticipated time that the student will arrive home

· of any costs associated with the student’s return which will be the responsibility of the parents/carers

T
The school’s emergency procedures do include the effects of an emergency on student supervision in the event of excursion staff being required to assist injured students or to go for help.
All excursion staff and, where appropriate, the students will be familiar with the specific procedures for dealing with emergencies on each excursion.  
On days of extreme fire danger or total fire ban, the principal or their nominee may need to cancel an excursion at short notice. Where an excursion is not cancelled, special fire safety precautions will be implemented. In any event Risk Assessment documentation must be completed prior to approval. See Appendix E.
Excursion groups will be equipped with mobile telephones and first aid kits to be used in emergency situations.

LINKS AND APPENDICES (including processes related to this policy)

The Key Links which are connected with this policy are sourced through : DET Excursion Policy
Appendices which are connected with this policy are:

· Appendix A: Pupil/Teacher Ratios

· Appendix B: Excursions Approval Pro-forma

· Appendix C: Camps and Excursions Application Pro-forma (3 pages)

· Appendix D: Notification of School Activity (camps and excursions)

· Appendix E: Environment and General Risk Assessment

EVALUATION

This policy will be reviewed annually or more often if necessary due to changes in regulations or circumstance

Evaluation:

This policy will be reviewed as part of the school’s three-year review cycle.

This policy was last ratified by School Council in June 2013
	Pupil / Teacher Ratios
Abseiling and Rock Climbing

1:1
Rock Face

1:10
Others

2
Experienced Staff
	Ropes Course

1:12
3 students to any one element, 1 participating, 2 spotting

NOTE:
No student on any element unless supervised

	Base Camping

1:10
Residential; canvas

1:15
Study: residential


	Scuba Diving

1:8
Pool training

1:4
Diving, 2 buddy systems

NOTE:
2 qualified staff

	Board Sailing

1:3
Beginners

1:5
Novice; intermediate; advanced

2
Experienced sailors
	Shooting

1:1
New or inexperienced

1:5
On the track or mound

1:15
Observers or waiting

	Boats, Small Sailing - (Dinghies, Catamarans)

1:8
Enclosed Waters

1:6
Open Waters

1:4
Open Waters, Adverse
	Snorkeling

1:8
Closed water: pool

1:4
Open water

NOTE:
2 qualified staff

	Bushwalking

1:5
Overnight

1:10
Day
	Snow Activities

1:8
Alpine, Nordic – overnight

1:10
Alpine, Nordic – day 

1:10
Non-skiing

	Canoeing

1:6


2
Staff members


	Surf Activities

1:10
Beach

1:8
Surf

NOTE:
1 teacher/instructor in water and NOTE 1 teacher/ instructor on beach 

	Cycling

1:10
	Swimming

1:20
Enclosed pools

1:10
Open water

	Horse Riding

1:1
Basics

1:5
Beginners

1:8
Semi-experienced

Riding School:

1
Experienced teacher with instructor

2
Experienced teachers if no instructor or group exceeds 10
	Water Skiing

1:20
Shore

1
Student on two at any one time; if highly experienced two may be taken together

2
People in boat – driver and observer; one must be staff member

	Orienteering

1:10
Bush
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Excursion & Special Activities Planning Document

Important Timeline  : 3 months prior to excursion – check when next
school council meeting is, to enable enough time for approval process.
Title of Activity:
____________________________________________________________________
 Date of Activity_______________
Name of Coordinator:
___________________________________

Summary of Activity:
____________________________________________________________________
________________________________________________________________________________________
Venue: _______________________________ Contact Numbers At Venue: ____________________________

Venue/Camp address__________________________________________Camp Contact Person____________ 
Distance to Venue_________________________________________
Staff Members attending____________________________________  Grades attending___________________ 
Parent/Volunteers attending:__________________________________________________________________
Number of students attending:_________________________________________________________________

School Contact Person: ______________________________


Mobile__________________

Date:________ Departure From_______________/Time _______  Arrival At  _____________Time__________

Date:________ Departure From_______________/Time _______  Arrival At  _____________Time__________

Date:________ Departure From_______________/Time _______  Arrival At  _____________Time__________
	COSTS
	Cost (inc GST)

	Accommodation

	

	Transport- Name of Bus Company-

                   Phone No.
	

	Admission
	

	Equipment Hire
	

	Incidentals
	

	Other (give details)

	

	Total
	

	Plus 5%
	

	Final Cost

	


Recommended cost per student:
_________


Prepared by____________________________


Principal Approval______________________ Date___________

In the event of any accidents, emergencies or serious incidents, contact Emergency 
Management Unit on    03 95896266 
[image: image2.jpg]PRIOR TO THE EXCURSION CHECK LIST.

HERE EVERYONE COUNTS

Important Task
Dates

Person
Responsible

Book Venue

Organise and book transport

Complete:

All documents 1. Excursion & Activities Planning Document

tobe completed |5 proforma for Excursion & Activities Requiring School Council Approval
and presented to 3. Risk «

School Council - Risk register .

PRIOR to 4. Teacher Checklist

excursion. 5. Teacher Planning Summary

submit to Principal for School Council approval prior to excursion

Complete DEECD Emergency form and log information on line

3 -4 weeks | www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp (record school email
prior to address so we receive confirmation of log in)

email - toolamba.ps@edumail.vic.gov.au

Information and permission forms sent home to the parents

Collect and check off all permission _and student medical forms prior to event

Arrange with office to have cheque drawn for payment or purchase order.

Note to inform parents of times , dates relevant information prior to event

Students have been prepared for the activity

Classes have been divided into small groups and allocated a supervising adult.

Decide on individual bags or baskets for lunches

Inform specialist staff/ school buses of excursion date

Check yard duty roster/ organize a replacement

Check camera/video camera for film/ batteries/charge batteries

Confirm bus and times the day before

Have cheque made out day before

EXCURSION CHECK LIST

Person
Responsible

All Excursion Forms completed and submitted to Principal

Copy of all Excursion Forms and permission forms to be taken on excursion

Copy of all Excursion and permission forms to be left at office.

Itinerary completed with departure and arrival times

Student Medical Information /First Aid Kit (Epipens, Ventolin, ADHD tablets)

Emergency Contact Phone List — Whole School

List of all students attending attached

Permission forms (same person as checking off permissions above)

Mobile Phone

Student name tags

Staff name tags

Camera/Video

Sun hats

Bucket / ice cream containers/towel

Tissues

Whistle/s

List of groups and supervisor

At least one person must have First Aid, CPR and Anaphylaxis Certificate

Collect cheque from office for pmt (if payment is required before excursion)

U:\OaaaJennyDavey\Excursion & permission forms\Excursion Folder Masters\Excursion check list.doc
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Having received initial support from your principal, use the following questions to
begin the detailed planning of your program. (They use the same headings as

each of the activity guidelines.)

Once a detailed program has been developed the Proforma for activities requiring

school council approval must be completed (see approval process).

Purpose

what benefits will the students derive from the experience?
how does the excursion relate to your school curriculum?

how will you determine what students have gained from the experience?

Environment

what opportunities and hazards does the physical environment in which the program
will take place present for the group?
how might you minimise your environmental impact on the natural environment?

Location

do you or other members of staff have recent and thorough knowledge of the
location? If not, do you or other members of staff have experience in a comparable
activity environment and have you contacted a person with recent activity
experience of the proposed location to inform your planning?

is the location remote? If so what skills and experience does this require of the staff

and students?
Communication

what is the communication strategy within the group for day-to-day operations?
what is the communication strategy in the event of an emergency?
what limitations does the chosen communication strategy have in the location(s) you

will use?

Weather

what are the common weather features of the environment in the season that you

will be visiting?





[image: image4.jpg]has a weather forecast been obtained prior to the excursion? One day prior; one
week prior?
will you be able to obtain weather forecasts during the excursion?

Transport

how will students be transported to, from and during the excursion?

are all drivers appropriately licensed and experienced?

will you be travelling in an area requiring a Hazardous Areas Authority?

how will drivers of vehicles, with 13 seats and over, travelling beyond a 100km
radius from its designated base, operate in accordance with the National Driving

Hours Regulations?
will your program allow drivers of vehicles with fewer than 12 seats to operate

consistently with the National Driving Hours regulations?
Activities

do the activities undertaken as part of your program support the educational
purpose?

have you read the activity guidelines for activities being undertaken during the
excursion?

has a risk assessment of the activity been undertaken that relates to your student

group and the activity location(s)?

Students

do students require specific skills or abilities to participate safely in the proposed
activity?

are you aware of any difficulties or impairments that may hinder a student’s
participation?

are there any students whose behaviour may present a challenge for the supervision

or safety of the group?
Equipment - group and technical

is any specialist equipment required for the program activities, or emergency
management ?

what hazards does the equipment present?

how will you ensure that all group equipment you consider essential is present and

appropriate?




[image: image5.jpg]Clothing and personal equipment

do members of the group require any specific clothing or equipment for the activities
or location?

have students been given a suggested clothing and equipment list?

how will you ensure that appropriate clothing and equipment is available on the

program?
Staffing

will a registered teacher either employed by the Department of Education or
endorsed by the school council be present and have overall responsibility for the
activity?

do all staff satisfy either current Department of Education police check requirements
or the Working with Children Check (required by non-teaching staff after July 2007)?
has the participation of external providers been documented?

Experience and qualifications

do staff providing the instruction and supervision for each element of the program
have the required qualifications, skills or experience?

will assisting staff be able to assume a supervisory role during the activity?

do the assisting staff have the ability to participate competently in emergency
response procedures?

are these qualifications, skills and experience documented?

Supervision
has a detailed supervision strategy been established for all activities and for non-
programmed periods in the excursion?
are all staff aware of their specific supervision responsibilities?
how will students be supervised during each part of the program, including free-time
and any overnight periods?

Overnight excursions

has the type of accommodation and location(s) been documented?

if residential campsites are being used are they accredited?
Informed consent

has informed consent been obtained from parents/guardians?
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what first aid qualifications do staff currently hold?

are those qualifications appropriate for the location and nature of the activities being
undertaken?

will a first aid kit stocked appropriately for the location and student group be readily
available throughout the program?

given the group’s communication strategy and taking into account the location of the
excursion, can medical care and treatment be obtained within a reasonable period of

time in the event of an emergency?
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The following planning summary provides an overview of four issues that should be considered before undertaking
detailed planning of an outdoor or adventure-based program. This summary is most useful when used in the initial
stages of planning for the proposed activity or program, and before bookings are made and dates are confirmed. It
can also be applied as a final check before the program commences.

It is strongly recommended that you obtain the support of your principal for the proposed program before undertaking
detailed planning.

Purpose

You will need to explain the educational benefits that your students will gain, and how they relate to your school’s
curriculum.

Environment

The environment in which an activity is conducted is one of the most dynamic elements of the excursion. You will
need to assess the opportunities and challenges that are reasonably foreseeable in the environment in which you will
be operating.

You will need to consider how to manage the impact your program will have on the environment. You will need to
contact land managers/owners, well in advance, to check for usage requirements or constraints.

Transport arrangements should comply with Schools Reference Guide 4.10 (Transport) and VicRoads regulations.

Activities
The activities undertaken as part of your program should support the educational purpose.

You will need to follow the specific guidelines for any activity you will be offering students, and to carefully develop
detailed risk management plans.

People

Your students must have the capacity to manage the range of challenges that your proposed experience may present.
You will need to prepare them adequately, and provide information that will allow for informed consent to be provided.

Ultimately it is the staff responsible for the planning, instruction and supervision of students who will contribute to the
learning and wellbeing of students.

You must be able to supply a safe and effective supervision and instruction framework.
The school council must give formal approval for your detailed plans.

Prior to departure, prepared documentation that might assist with emergency management must be lodged with the
Principal and the designated 24-hour school contact person.




[image: image8.jpg]Principal checklist
This checklist should be used in conjunction with the Proforma for activities requiring school council approval.

Excursion/program name: Date(s):

The educational purpose of the program has been established and is relevant to the school’s curriculum.

The exact location of the excursion participants at all times has been documented, including during travel.

| have appointed a teacher-in-charge for the excursion and have made relevant contact details available to the 24 hour school contact person.

The teacher-in-charge has informed me that staff have been briefed on their roles and responsibilities during the excursion.

External providers, if used, are appropriate for the activity have demonstrated that they hold a current public liability insurance policy (minimum $10
million) which covers the program activity.

Transport arrangements comply with the School Policy and Advisory Guide - Transporting Students and VicRoads regulations.

Activities conducted on public lands, such as State Forest or National Parks, comply with current permit and access requirements.

A member of staff with appropriate qualifications has been designated as being responsible for first aid.

A 24 hour school contact person has been designated and provided with a briefing about their role and the necessary information to enact their
responsibilities.

Staff who are not registered teachers have received a satisfactory Police Check or after July 2007 a Working with Children Check.

All participating staff, including the school contact person, understand their specific roles and are familiar with the program itinerary, risk
management plans and emergency response plan

Copies of the following completed documents will be lodged with the principal or nominee and the designated school contact, before the program
commences.

Signed, informed consent from parents/guardians

Completed medical form for all students and staff

Detailed itinerary, with specific locations and contact numbers

If appropriate, a copy of map(s): including map name, access routes and grid references for specific locations used

Staff and student equipment & clothing lists

Group equipment list(s) if necessary

A supervision strategy (maintaining as a minimum the prescribed staffing allocation for adventure activities) which outlines the staffing
allocations for activities and for non-programmed periods (this may form part of the detailed itinerary that is also required)

Completed staffing details pro forma

Risk management plans for all adventure activities

Emergency response plan including contacts for police, ambulance, doctor, hospital, fire brigade, 24 hour school contact number to be held
by staff on the excursion and by the nominated school contact person

000 Oooooooo

The completed Proforma for excursions and activities requiring school council approval has been approved and minuted at a school council
meeting.

The Student Activity Locator online form (EduMail password required) has been submitted three weeks prior to the excursion.

M Department of Education and
Early Childhood Development

Copyright Department of Education and Early Childhood Development Published October 2010




[image: image9.jpg]School council checklist
This checklist does NOT take the place of the detailed Approval Proforma for all Excursions and Activities Requiring School Council Approval.
Rather, it is a one-page checklist that assures Council that all requirements have been met.

Excursion/program name: Date(s):

The educational purpose of the program has been established and is relevant to the school’s curriculum.

The principal has informed school council that staff have been briefed on their roles and responsibilities during the excursion.

External providers, if used, are appropriate for the activity and they have demonstrated that they hold a current public liability insurance
policy (minimum $10 million) which covers the program activity.

Transport arrangements comply with the School Policy and Advisory Guide — Transporting Students and VicRoads regulations.

Activities conducted on public lands, such as state forest or national park, comply with current permit and access requirements.

A member of staff with appropriate qualifications has been designated as being responsible for first aid.

A 24 hour school contact person has been designated and provided with a briefing about her/his role and the necessary information to
enact her/his responsibilities.

Staff who are not registered teachers have received a satisfactory Police Check or after July 2007 a Working with Children Check.

Copies of the following completed documents will be lodged with the principal or nominee and the designated school contact, before the
program commences.

Signed, informed consent from parents/guardians

Completed medical form for all students and staff

Detailed itinerary, with specific locations and contact numbers

If appropriate, a copy of map(s): including map name, access routes and grid references for specific locations used

Staff and student equipment & clothing lists

Group equipment list(s) if necessary

A supervision strategy (maintaining as a minimum the prescribed staffing allocation for adventure activities) which outlines the
staffing allocations for activities and for non-programmed periods (this may form part of the detailed itinerary that is also required)
Completed staffing details proforma

Risk management plans for all adventure activities

Emergency response plan including contacts for police, ambulance, doctor, hospital, fire brigade, 24 hour school contact number
to be held by staff on the excursion and by the nominated school contact person

O00 oooooog

All participating staff, including the school contact person, understand their specific roles and are familiar with the program itinerary, risk
management plans and emergency response plan.

The completed Proforma for excursions and activities requiring school council approval has been approved and minuted at a school
council meeting.

The Student Activity Locator online form (EduMail password required) has been submitted three weeks prior to the excursion.

Department of Education and
Early Childhood Development

Copyright Department of Education and Early Childhood Development Published October 2010
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This checklist should be used in conjunction with the Proforma for activities requiring school council approval.

Excursion/program name: Date(s):

The educational purpose of the program has been established and is relevant to the school’s curriculum.

| have informed staff that they must comply with relevant Departmental Safety Guidelines.

The conduct of adventure activities complies with relevant Departmental Safety Guidelines.

External providers, if used, are appropriate for the activity and they have demonstrated that they hold a current public liability insurance
policy (minimum $10 million) which covers the program activity.

Transport arrangements comply with the School Policy and Advisory Guide — Transporting Students and VicRoads regulations.

Staff who are not registered teachers have received a satisfactory Police Check or after July 2007 a Working with Children Check.

Activities conducted on public lands, such as state forest or national park, comply with current permit and access requirements.

A member of staff with appropriate qualifications has been designated as being responsible for first aid.

The 24 hour school contact person has been designated.

Copies of the following completed documents have been lodged with the principal or nominee and the designated school contact before the
program commences. Copies of those documents with an asterix are available on the program.

Signed, informed consent from parents/guardians

*Completed medical form for all students and staff

*Detailed itinerary, with specific locations and contact numbers

*If appropriate, a copy of map(s): including map name, access routes and grid references for specific locations used

Staff and student equipment & clothing lists

Group equipment list(s) if necessary

*A supervision strategy (maintaining as a minimum the prescribed staffing allocation for adventure activities) which outlines the
staffing allocations for activities and for non-programmed periods (this may form part of the detailed itinerary that is also required)
Completed staffing details proforma

*Risk management plans for all adventure activities

*Emergency response plan including contacts for police, ambulance, doctor, hospital, fire brigade, 24 hour school contact number to
be held by staff on the excursion and by the nominated school contact person

000 ooooooo

All participating staff, including the school contact person, understand their specific roles and are familiar with the program itinerary, risk
management plans and emergency response plan.

The completed Proforma for excursions and activities requiring school council approval has been approved and minuted at a school council
meeting.

The Student Activity Locator online form (EduMail password required) has been submitted three weeks prior to the excursion.

Department of Education and
Early Childhood Development.

Copyright Department of Education and Early Childhood Development Published October 2010
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