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Purpose
Camps 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. Camps may have a cultural, environmental or outdoor emphasis and are an important aspect of the educational programs offered at our school. A camp is defined as any activity that involves at least one night’s accommodation.
Aims
· To provide students with the opportunity to participate in a camping program that is linked to social, cultural and educational outcomes for students.

· To provide shared class and year level experiences, team building and a sense of group cohesiveness.

· To reinforce and extend classroom learning.

· To provide a program that delivers skills and knowledge that may lead to a lifelong involvement in worthwhile leisure pursuits.

· To provide a program that promotes self-esteem, resourcefulness, independence, leadership, judgement, cooperation and tolerance.

· To further develop their problem solving and life survival skills

· To extend understanding of their physical and cultural environment

Implementation
It is recommended that venues are selected based on the recent and first-hand knowledge (for example, through an inspection of the site) of at least one member of the planning and supervising staff.

Criteria for assessing venues such as campsites or overnight accommodation venues should include:

· health and hygiene

· buildings and facilities

· activity equipment and the conduct of activities

· certification and qualifications of venue staff

· participant supervision provided

· risks posed by other users of the site

· emergency and risk management plans of venues

· fire precautions

· first aid facilities

· quality assurance and consumer protection

· relevant accreditations

· references from other schools.
Residential campsites

Schools using residential campsites for overnight camping must use accredited campsites, to ensure these venues meet minimum criteria regarding safety and suitability.

Definition: Residential campsites are campsites which usually have permanent facilities (such as cooking and eating facilities, beds and an amenities block) and adventure recreation options. This definition does not include caravan parks, hotels/motels, ski lodges or Victorian government residential schools.

The Department recognises three accreditation providers:
· Australian Camps Association’s Campsite and Outdoor Activity Provider program see: ACA Accredited Camps
· Australian Tourism Accreditation Program (ATAP) see: ATAP Accredited Businesses (select Accredited Camp and Adventure Activity Provider)

· National Accommodation, Recreation and Tourism Accreditation (NARTA) program see: NARTA
Other venues

Other venues may include:

· overnight campsites and venues that only provide accommodation such as caravan parks,hotels/motels or ski lodges

· Victorian government residential schools (for example: Rubicon Outdoor Centre or Bogong Outdoor Education Centre)

· interstate camps or excursions

· overseas venues.
ACA or NARTA programs’ accreditation criteria may be used to assess the suitability and safety of these venues. However this criteria should be used when assessing overseas venues.

· All camps must be approved by the principal and School Council.

· The principal or their nominee will ensure that full records are submitted to council regarding the camp well in advance of the starting date of the event and that no camp occurs unless all the formal record keeping has been completed and approved
· Staff wishing to organize a camp must first check with principal regarding the most appropriate date for the camp.
· The Principal in consultation with organizing teachers will ensure that all camps, transport arrangements, emergency procedures and student/staff ratios comply with DET guidelines. 
· The school maybe closed and relocated to Pakenham Hills Primary School on days of Extreme. Any camp planned for Extreme fire safety days will be postponed or cancelled.
· The teacher in charge will complete the School Activity Locator (SAL) online at www.eduweb.vic.gov.au/forms/school/sal/enteractivity.asp  4 weeks prior to the camp departure date 
· The teacher in charge will ensure relevant details are entered on the planning whiteboard/calendar.
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 teacher in charge 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 ensuring 1 excursion staff member per 20 students for day excursions.

•
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.

All approved camps will then be presented to School Council for their approval. Information presented to the School Council will include: -

· The educational aims and objectives of the camp.

· The names of all adults attending, their expertise and experience.

· Travel arrangements and costs.

· Venue details and an itinerary of events.

· Procedures followed to ensure the safety of the children.

· Details on the number of students excluded from camp.

· Alternative program for students not attending camp.
· Risk Assessment matrix

For a camp that is interstate, the regional director must approve staff employed by DET.

For a camp that is overseas, the Assistant Deputy Secretary, Regional Services Group must approve staff employed by DET.
Expectations

Camps are planned, approved and conducted in accordance with DET policy requirements.

Compliance with the safety Guidelines for Education Outdoors are mandatory for all camps requiring School Council approval.

The Principal will ensure that full records are maintained regarding the camp/excursion.

The teacher in charge will ensure that adequate pre-excursion planning and preparation, including the preparation of students, takes place. Camp venues must be selected and assessed on the basis of their safety and suitability for the activities proposed.

Access to Camp
· All efforts will be made not to exclude students simply for financial reasons. Parents experiencing financial difficulty, who wish for their children to attend a camp, are invited to discuss alternative arrangements with the principal. Decisions relating to alternative payment arrangements will be made by the principal in consultation with the Business Manager, on an individual basis.
· All aspects of the camp will be outlined to parents in writing, including cost, sleeping arrangements, itinerary, activities, clothing and equipment lists, contact phone numbers, transport arrangements, student management processes, permission and medical forms and clearly stated payment finalization dates. 
· All families will be given sufficient time to make payments for camps. All parental consent and medical forms must be completed, signed and returned and all money must be paid prior to leaving. Copies of completed permission notes and medical information must be accessible at the camp location by staff at all times.
· CSEF may be accessed to pay for camp.
· Only students that have displayed sensible, reliable behaviour at school will be permitted to participate in school camps. Parents will be notified if their child is in danger of losing the privilege to participate in a camp due to poor behaviour at school. The decision to exclude a student will be made by the Principal, classroom teacher, in consultation with the organizing teacher. Both the parent and the student will be informed of this decision prior to the camp. 
Student preparation

In preparation for excursions, schools should advise:

· students of: 

· the organisational arrangements

· relevant safety arrangements or emergency procedures

· students and parents or carers: 

· of expected standards of behaviour

· that in extreme cases students may be sent home from an excursion at the cost of the parents.

Organisation
· A designated “Teacher in Charge” will coordinate the camp.

· A confidential medical information form must be completed by parents/carer before each school council approved camp.
· All food, equipment, staffing, organization of activities and student management procedures must be addressed prior to the camp. Consideration needs to be given to students with special dietary and medical requirements. Parents should notify the staff in writing regarding special dietary and medical requirements when returning consent forms.

· 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.
· The Teacher in Charge must provide the General Office with a final student list. 
· In the case where a camp 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 camp.
· The school will provide relevant numbers of first aid kits for each excursion. The teacher in charge is responsible for collecting the kit prior to leaving, this includes auto injection devices for students at risk of Anaphylaxis.
· Responsibilities of a camp assistant must be discussed with each parent and a hard copy provided to them.
· Parents may be invited to assist in the delivery of school camps. When deciding which parents will attend the organizing teacher will take into account any valuable skills offered (e.g. bus licence, first aid, etc), gender balance and special needs of particular students.
· For high risk Adventure activities the staff member organizing must ensure that there are staff present who have suitable training and current qualifications. All staff members must be aware of the increased duty of care. (see DET policy Adventure activities)
· The Teacher in Charge will ensure that student medical forms are available at the site and all camp staff are aware of special medical issues or medication requirements of any student.
· One staff member will be designated to take responsibility for administering student medication if required. (following consultation with parents and/or appropriate medical practitioners)
· All staff must e briefed regarding the management of any student who is at risk of an Anaphylactic reaction before the camp. The teachers in charge must discuss this with the principal prior to the staff briefing.
· At least one staff member responsible for each group of students must have a first aid qualification.
Site Safety 
· All safety requirements must be considered and adequately resolved prior to the camp. Telephone numbers of all emergency services must be provided to the school, and be taken on camp. If any swimming activities are to occur, there must be sufficient staff attending with appropriate swimming qualifications to enable safe supervision.    
Refer: Safety Guidelines for Education Outdoors
· A designated “Teacher in Charge” will coordinate each camp. All camps will have an experienced teacher in attendance where possible.
· To ensure appropriate and effective levels of supervision, excursion planning should take into account:
• base camp in residential premises or under canvas has a ratio of one staff member to ten   students

• adventure activities has specific guidelines for each activity for staff to student ratio. (see Safety Guidelines for Education Outdoors within Department resources)   
• the experience, qualifications and skills of staff (including volunteers, instructors, etc)
• where possible camp staff should include at least one person of each sex

• the age, maturity, physical characteristics and gender of students

• the ability and experience of the students

• the size of the group

• the nature and location of the excursion

• the activities to be undertaken

• requirements outlined in the Safety Guidelines for Education Outdoors, for specific adventure activities
· The Teacher in Charge will ensure all students and adults attending the camp are aware of evacuation and emergency procedures.
· The teacher in charge will communicate the anticipated return time with the High School office in the case where camps are returning out of school hours. Parents will be informed prior to students leaving for the camp, that they can phone the office to receive an updated anticipated return time.
· In times of high bushfire risk camps may be cancelled.
For further ratios refer to 4.4.2.6 of the Victorian Government Schools Reference Guide

For further information regarding safety please check the policy documents below.

LINKS AND APPENDICES (including processes related to this policy)

Links which are connected with this policy are:

DET Camp Policy
Safety Guidelines for Education Outdoors
· Appendix A: Guidelines for teachers planning a camp
· Appendix B: Notification of School Activity 

· Appendix C: DET Adventure Activities 
Principal: Darrelyn Boucher


Review cycle This policy was last updated in July 2018 and is scheduled for review in July 2021.
Appendix A - Guidelines for teachers planning a camp

Introduction

Camps need to be planned well in advance and should relate to the curriculum being taught.

Students and their parents should be provided with information about the program’s educational objectives, the nature of the activities, clothing requirements, the venue and costs well in advance.

Prior to single day excursions in which students leave the school grounds for the purpose of engaging in educational activities, the approval of the principal must be obtained.

School Council is responsible for the approval of:

· overnight excursions

· camps

· interstate and overseas visits

· excursions requiring sea or air travel

· excursions involving weekends or vacations

· adventure activities

Before approving an excursion, consideration by the principal and/or School Council needs to include:

· the contribution of the activity to the School curriculum

· the adequacy of planning, preparation and organisation

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

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

· the adequacy of student supervision

· the cost

A parent must provide written consent for their child to take part in an excursion.  Parents asked to sign consent forms must be given sufficient information about the nature of the proposed activity, the risks involved and the degree of supervision.

Parental consent is required for the following reasons:

· to authorise the school to have the student in its care after normal school hours

· to authorise the school to take the student out of the school environment

· to alert the school to any medical condition or allergies of the student

· to authorise the school to consent to emergency treatment for the student

· for the parent to consent to any financial cost of the excursion

· for the parent to consent to the student being sent home in the event of any serious misbehaviour

Consent forms are to be taken on the excursion by the teacher in charge, and the designated school contact person should hold a list of participants, a copy of the consent forms and contacts in case of emergency.

In addition to any teachers employed by the DET or the School Council, excursion staff may include other adults on a volunteer or paid worker basis, such as parents, school services officers, community members, campsite staff and trainee teachers.

School uniforms must be worn on all school excursions except whenever specialised clothing is a requirement, e.g. snow trip.

Only students who display sensible and reliable behaviour at school will be taken on camps and excursions outside the school.

Sensible and reliable behaviour at camps and excursions will be expected at all times. Students can be sent home if their behaviour warrants a severe consequence.
Planning
Forward planning takes into consideration whole school demands and must ensure that the normal school program is not consistently disrupted.    

Planning should include:  

· a clear aim 
· costing – transport, admission, etc (the costing must be realistic in terms of the nature of the experience and the resultant learning outcomes)
· the opportunity for payment in advance, by instalments or lump sum payment may be offered to parents 
· staffing needs 
· pre-visit if venue is new/unknown 
· consideration of children whose parents may not be able to meet costs 
· excursion book maintained for evaluation of the camp/excursion for future planning

· excursion approval forms to be completed and handed in one week prior to the activity

· arrangements for covering camp staff classes while they are away from school

Preparation

Preparation for any activity should include:  

· quotes for transport 
· booking of transport

· confirmation time for departure and return 
· informing specialist teachers, parent helpers, area coordinator

· informing parents attending activity on discipline procedures

· preliminary classroom activities

· collection of monies

· arrangement for school cheque

· medical information, precautions and First Aid kit
Appendix B - Notification of School Activity (camps)
School councils are responsible for ensuring that the activities listed below are thoroughly planned, checked and documented in accordance with Department of Education & Training guidelines for the planning and conduct of school camps, excursions and outdoor adventure activities.
If comprehensive information is required during an emergency, schools will be expected to 

provide it at any time of the day or week from the documentation prepared for the activity which is

held by the school.
Relevant details about School Council approved camps and excursions must be entered into the DET database using the online notification form available at:

 www.eduweb.vic.gov.au/forms/schools/sal/enteractivity.asp 
This notification should be provided three weeks prior to commencing the activity.

•
overnight, weekend, interstate, overseas activities

•
adventure activities

•
non-adventure activities which, by their nature, location or timing, may be hazardous

•
School closures, pupil free days, combined sports or cluster days
Notes:

An additional sheet listing the actual dates and locations of activities should accompany this form when the same activity is to be repeated on different occasions.
The coordinating school should complete the form for activities involving a group of schools.

Day excursions should be reported if activities are to be conducted by:

•
country schools - beyond the local town/city

•
 rural schools - beyond the local area

•
metropolitan schools - beyond the greater metropolitan area
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