McKinnon Primary School
Camps, Excursions and Activities Policy
1. Definition:
1.1. An excursion is an activity organised by a school (not including work experience) during which students
leave the school grounds to engage in educational activities (including camps and sport). Adventure
activities are included in this definition (regardless of whether they occur outside the school grounds or
not).
2. Policy:
2.1. Principals are responsible for the conduct of all excursions camps and must ensure:
2.1.1. Excursions are planned, approved and conducted in accordance with Department policy and
requirements.
2.1.2. An online notification of school activity form is completed at least three weeks prior to the activity
using the Student Activity Locator
2.1.3. Compliance with the Safety Guidelines for Education Outdoors, which are mandatory for
excursions requiring school council approval must be followed. A risk register must be presented
to school council for approval for such events e.g. camps.
3.

Excursion Planning Requirements
3.1. While the degree of planning involved will depend on the risks involved, the conduct of any excursion,
camp or activity should take into account the following considerations:
3.1.1. Staff organising excursions, camps and activities must complete the ‘McKinnon PS Excursions
and Activities Procedures’ document checklist. This outlines procedures agreed to by staff that
must be followed.
3.1.2. The educational purpose of the excursion and its contribution to the curriculum.
3.1.3. Department approval requirements for excursions and staff travel.
3.1.4. Maintenance of records, including documentation of the planning process.
3.1.5. Adequate student and staff medical information
3.1.6. Informed consent from parents or carers
3.1.7. Student preparation and behaviour
3.1.8. Requirements for any adventure activities (these involve greater than normal risk - there are
additional considerations associated with these activities).
3.1.9. Location and venue selection:
3.1.9.1.
The suitability of the environment and/or venue for the excursion.
3.1.10. Emergency and risk management:
3.1.10.1. Assessment of excursion risks.
3.1.10.2. Procedures in the event of an emergency.
3.1.10.3. Arrangements are in place if the excursion needs to be cancelled, recalled, or altered
(for example, due to forecast severe weather conditions, changes to DFAT travel advice,
or students returning early due to illness/serious misbehaviour).
3.1.10.4. Completion of an online notification of school activity form three weeks prior to the
activity using the Student Activity Locator - see Department resources below.
3.1.10.5.
First aid requirements.
3.1.11. Minimising disruptions or costs to parents in the event of cancellations or alterations:
3.1.11.1. The school should inform parents that any costs associated with the student returning
from an excursion early due to illness or serious misbehaviour are the responsibility of
the parent.
3.1.11.2. Ensure parents are advised of the possibility of cancellations or alterations and of any
cancellation fees imposed on the parents by third parties.
3.1.11.3.
With respect to arrangements between the school and third parties, the school should:
3.1.11.3.1. Carefully negotiate terms and conditions with third parties (e.g. travel agents,
travel insurance companies, camp providers, specialist instructors, expedition
providers) prior to accepting arrangements.
3.1.11.3.2. Ensure the terms of any travel insurance offered to the school by the third party
are satisfactory.
3.1.12. Staffing and supervision:
3.1.12.1. The school will follow the DET Staffing and Supervision Policy.
3.1.12.2. There are sufficient staff to provide appropriate and effective supervision.

McKinnon Primary School
Camps, Excursions and Activities Policy
3.1.12.3.

The experience, qualifications and skills of each staff member (including volunteers,
instructors, etc) will allow them to provide effective supervision in general and for
planned activities (as applicable).
3.1.12.4. There are appropriate levels of supervision in view of the activities undertaken and
students involved.
3.1.13. Transportation requirements, noting that:
3.1.13.1.
When planning an excursion buses with seatbelts must be booked.
3.1.13.2. Public transport should be used if practicable, where transport authorities should be
consulted as to appropriate travel times and at least a fortnight’s notice of travel
provided.
3.1.13.3. Excursions that run late, failing to meet times agreed to with private bus operators, are
likely to incur significant costs.
3.1.14. That staff and students have appropriate clothing and personal equipment.
3.1.15. That group or technical equipment is in good condition and suitable for the activities undertaken.
3.1.16. That continuous instruction is provided for students remaining at the school during the absence
of staff accompanying the excursion.
3.1.17. That the regional director has been informed if an excursion leaves the school unoccupied.
3.1.18. Requirements for interstate or overseas excursions.
3.1.19. Where external providers have been engaged to deliver specific activities or programs for
students, or provide other services, the school retains responsibility for its students, as the duty
of care of the school staff to students cannot be delegated to a third party.
3.1.20. That the excursion meets the requirements of any school-level policy or procedures.
4. Department resources:
4.1. To use the Safety Guidelines for Education Outdoors, go to
https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorguidel
ines.aspx
4.2. For completion of the online notification for school activity form (Student Activity Locator) see the link for
government schools https://partner.eduweb.vic.gov.au/sites/sal#/
5. Related Policies:
5.1 Volunteer Policy
6. Evaluation:
6.1. This policy will be reviewed as part of the school’s three-year review cycle.
Review Date: November 2021.
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