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

e 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 DEECD

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 DEECD does not provide student
accident cover and that they need to make their own arrangements for cover.

Arrangements for payments

e 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.

e 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.

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

e The Teacher in Charge must provide the General Office with a final student list as well as posting a
copy to the School Office.

¢ Inthe 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.

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


















Cranbourne South PRIMARY SCHOOL
Camp Policy and Procedure ~

239 Pearcedale Road Cranbourne South VIC 3977 Tel: 9782 2999
Email: cranbourne.south.ps@edumail.vic.gov.au

Student Teacher RATIO

CRANBOURNE

Website: http://www.cran SOUTH privary

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
NOTE: 2 qualified staff

1:4 Diving, 2 buddy systems

Board Sailing Shooting —
13 Beginners 1:1 New or inexperienced
' 1.5 h k d
1:5 Novice; intermediate; advanced i On the track or ”_"‘_’“”
5 Experienced sailors 1:15 Observers or waiting
3oats, Small Sailing - f’:”‘eé'l"g twater: soy
. . : osed water: poo
(Dinghies, Catamarans) 14 Openwater
1:8 Enclosed Waters 1:6 Open Waters NOTE: 2 qualified staff
1:4 Open Waters, Adverse
BU S hwa| kl n g Snow Activities
15 Overnight 110 Da 1:8  Alpine, Nordic — overnight
' g ' y 1:10 Alpine, Nordic —day 1:10 Non-skiing
Canoeing Surf Activities
16 1:10 Beach 1:8 Surf
’ NOTE:1 teacher/instructor in water and NOTE 1
2 Staff members teacher/ instructor on beach
Cyc| in g Swimming
1:10 1:20 Enclosed pools  1:10 Open water
Horse Riding Vator S
1:1 Basic 1:5 Beginners ) ore . o
. . . 1 Student on two at any one time; if highly
1:8 Semi-experienced experienced two may be taken together
Rldlng SChOOI: 2 People in boat — driver and observer; one must
Experienced teacher with instructor be staff member
2 Experienced teachers if no instructor or
group exceeds 10
Orienteering

1:10 Bush
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APPROVAL APPLICATION

To be submitted to School Council or the school for approval as required by DEECD.

EXCURSION:
DA T E S

DESTINATION / DETAILS:

ORGANSING STAFF MEMBER: ................... e ST

STAFF PROPOSED: i e e e e

ARE ANY EXCURSION SUPERVISORS OTHER THAN TEACHING STAFF: YES /NO
IF YES PLEASE LIST: e e
IF NOT AHS STAFF, ARE THEY TO BE PAID? YES/NO

WORKING WITH CHILDREN CHECK HELD BY VOLUNTEERS? YES/NO
ADVENTURE ACTIVITIES INCLUDED IN EXCURSION:

Signed: Date:

Teachers wishing to conduct excursions are required to provide the following information so that their
application may be considered. This must be done AT LEAST ONE MONTH before the date of the
proposed excursion.

No excursions or camps are permitted in the two full weeks prior to an exam period for any level.

TEP 1
o Daily diary clearance obtained Signed:

STEP 2 Complete Planning Form
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Excursion,In-School Actlwty

Planning Form

STEP 3
Camps/Excursions Calculator

STEP 4

LIST OF PROPOSED PARTICIPANTS MUST ACCOMPANY THIS FORM
o List of participants submitted

a ALL permission forms to be generated from the school Office

STEP 5

NOTIFICATIONS
o A list of participating students will be placed on the noticeboard in the School Ofice

o COMPLETE ‘NOTIFICATION OF SCHOOL ACTIVITY’ FORM as attached

Checked / Approved by Business Manager YES| ] Signature:

,LTEP 6
(ONLY NECESSARY IF DEPARTMENTAL APPROVAL REQUIRED)
Camps/excursions that require Departmental Approval:-

. Overnight, weekend, interstate, overseas
. Adventure activities
. Non-adventure activities which, by their nature, location or timing, may be hazardous

o School Council approval is required for all Step 6 activities

NOTE: If participant numbers are not adequate (payment & permission forms) no less than five school days
from activity / excursion, Administration reserves the right to cancel the activity / excursion.

OFFICE USE:

Fee Code: Charge:

INFORMATION REQUIRED TO GENERATE PERMISSION SLIPS
EXCURSION:
VENUE:
EACHER IN CHARGE:
TRANSPORT METHOD:
DETAILS OF EXCURSION:

SPECIAL NEEDS: (eg Drink bottle, towel, sun hat)
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Section 2 General Excursion Risk Assessment

This form is to be completed as part of the planning process for all excursions.

Attributes people
bring to an activity
e.g. skills, physical
fitness, health, age,
fears, number

Class Group: Date: Supervising Teacher:
Dangers Risk Management Strategies
Factors which could lead to each Strategies to reduce risks
inherent risk eventuating
People

Equipment

Resources that
impact on the activity
e.g. clothing,
footwear, teaching
equipment

Environment

Factors that impact
on the activity e.g.
Weather, terrain,
water

excursion DISPlan.

school.

Critical incident management (emergency procedures) — contact the school for assistance.

'f a student is lost — ensure all other students and staff are safe. Follow School Plan What to do
if a student is lost on an Excursion or Camp. Every teacher should have a copy of this in the

If someone is injured — ensure all other students and staff are safe. Administer first aid or call
for an ambulance if more assistance in needed. Contact the school. Complete forms upon return to
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In School Activity Risk Assessment Form

Duty of care resides with teachers for the period of the event:

[ Presenter/s-contractor/s has/have WWWC
| Activity complies with External Providers Policy guidelines

This form is to be completed as part of the planning process for all incursions.

Class Group: Date: Supervising (Duty of Care)
Teacher:

Details of area to be used and safety initiatives if required.

Dangers Risk Management Strategies

Factors which could lead to each Strategies to reduce risks
inherent risk eventuating

People

Attributes people
2ring to an activity
e.g. skills, physical
fitness, health, age,
fears, number

Equipment

Resources that
impact on the activity
e.g. clothing,
footwear, teaching
equipment

Environment

Factors that impact
on the activity e.g.
Weather, terrain,
water

Critical incident management (emergency procedures) — contact the school for assistance.

If a student is lost — ensure all other students and staff are safe. Follow School Plan What to do
if a student is lost on an Excursion or Camp. Every teacher should have a copy of this in the
excursion DISPlan.

If someone is injured — ensure all other students and staff are safe. Administer first aid or cali
for an ambulance if more assistance in needed. Contact the school. Complete forms upon return to
school.

JALUATION

This policy will be reviewed as part of the school’s annual review cycle and/or as per DEECD recommendations.

CERTIFICATION
This policy was ratified at the School Council Meeting held at Cranbourne South Primary School, on ...

Signed.....% Tl Signed.....cc... <. 4
School Council President ;/ y

s

Principal






