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CAMPS POLICY

CHILD SAFE

NCAT is a child safe environment in accordance with the Victorian Government Guidelines. NCAT actively
promotes the safety and wellbeing of all students, and all school staff are committed to protecting
students from abuse or harm in the school environment, in accordance with their legal obligations including
child safe standards. NCAT has a Child Safety Code of Conduct consistent with the Department of
Education and Training’s exemplar.

BASIC BELIEFS

Camps 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. A camp is defined as any activity that involves at least one night’s accommodation.

AIMS

T  To provide students with the opportunity to participate in a camping program that is linked to
social, cultural and educational outcomes for students.

T To provide shared class and year level experiences, team building and a sense of group

cohesiveness.

To reinforce and extend classroom learning and further develop problem solving skills.

To provide a program that delivers skills and knowledge that may lead to a lifelong involvement

in worthwhile leisure pursuits.

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

The College Principal is responsible for the conduct of all camps and excursions and must comply
with the Department policy on the Schools Policy Advisory Guide
(http://www.education.vic.gov.au/school/principals/spag/safety/pages/excursions.aspx)
including ensuring that:

1 An online Notification of School Activity form is completed prior to the activity -
www.eduweb.vic.gov.au/forms/school/sal/enteractivity.aspx (link requires EduMail log in) 6
weeks prior to the activity date, and ensure details are entered on daily planner

1 aplanning and approvals process is undertaken

APPROVALS
All incursions, excursions and camps must be approved before they can take place.

School Council approval is required for:

Overnight excursions

Camps

Interstate visits

International visits

Excursions requiring sea or air travel, weekends or vacations
Adventure activities
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DUTY OF CARE

All College staff attending the camp or excursion owe a duty of care to the students. This means that
they must ensure that reasonable steps are taken to prevent any reasonably foreseeable harm to
students. This duty is non-delegable, which means that it cannot be delegated to external camp or
education providers, parents or volunteers. The designated teacher in charge has ultimate
responsibility for all students in their care.


http://www.education.vic.gov.au/school/principals/spag/safety/pages/excursions.aspx
http://www.eduweb.vic.gov.au/forms/school/sal/enteractivity.aspx
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External education providers and para-professionals must have appropriate certification (e.g.
Working with Children's Registration) and ensure that supervision guidelines are followed. Prior to the
camp or excursion parent/carers should be made aware that DET does not provide student accident
cover and that, they need to make their own arrangements for cover.

FIRST AID

At least one member of staff responsible for each group of students will hold an appropriate first aid
qualification. For adventure activities, the minimum acceptable level of first aid training is the senior
first aid certificate (often referred to as a level 2 first aid qualification) or its competency based
equivalent HLTAIDOO3 Apply First Aid.

For remote activities, a higher level of first aid training is required appropriate to the setting, such as
Wilderness First Aid or its competency based equivalent THHGHS1IA Manage casualty in a remote
area.

Staff must also have a first aid kit appropriate to the excursion location and activities undertaken.

STUDENTS WITH DISABILITIES

Students should not be denied attendance to any excursion or camp because of disability or medical
condition. Parents and carers will be consulted about reasonable adjustments that may be
implemented by the school to enable the student to safely attend the excursion or camp. The College
Principal will ensure that appropriate emergency and risk management planning is undertaken for
students with disabilities attending excursions and camps.

EMERGENCY NOTIFICATIONS AND COMMUNICATIONS
In the event of an emergency, to ensure information is provided to emergency services, NCAT will
notify the:

1 DET of any approved school camp or excursion at least three weeks beforehand using the
Student Activity Locator online form. A user guide has been developed to help schools
complete the online form, see: Student Activity Locator -
https://edugate.eduweb.vic.gov.au/edulibrary/Schools/principals/spag/safety/StudentActivit
yLocatorUserGuide.pdf

1 Parents or carers will be advised of the telephone numbers (both during and outside school
hours) for the designated school contact person in the event of an emergency.

1 Arrangements for communicating with parents in the event of an emergency, cancellation or
recall of the excursion will be made. Consent forms will remain at the school with the
designated school contact person and copies of each form will be taken on the
excursion/camp by the teacher in charge.

In the event of an emergency, accident or injury staff on the excursion will:
1 take emergency action as documented in the excursion and camp’s emergency and risk
1 immediately notify the school principal

1 the Principal will make arrangements for the Department’s Security Services Unit to be
telephoned on 9589 6266.

FIRE DANGER OR BAN

The Principal may need to cancel excursions and camps at short notice on days of extreme fire
danger or total fire ban. On such days, the Security Services Unit liaises with fire authorities to obtain
up to date information for communication to schools that may be affected by wildfire, including
schools with students attending camps in areas affected by wildfire. If an excursion is not cancelled,
special fire safety precautions will be required. When required, NCAT will follow the Department’s
emergency management (bushfires) procedures for off-site activities.
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RISK MANAGEMENT

An assessment of excursion risks will be undertaken in accordance with Department guidelines -
Planning - Managing Risk. For excursions and camps requiring College Council approval, an excursion
risk assessment plan will be completed which includes consideration of risks across the entire
excursion (including transportation, activities undertaken and excursion venues). Venue managers
and activity providers should be consulted in the preparation of the school’s risk management plan,
and where appropriate, the risk management plans of venues or activity providers should be used to
inform the school risk assessment process.

GUIDELINES FOR ACTION
T All camps must be approved by the Principal and School Council before they can take place

T  The Assistant Principal 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.

1 Staff wishing to organize a camp must complete a camp proposal form and lodge this with the
Assistant Principal for reference for approval. All camps must be approved prior to running. This
decision will be made by the Assistant Principal or Principal. The Assistant Principal in
consultation with appropriate staff will consider the educational outcomes of the camp as well as
the impact on the school program for the proposed dates.

T The Principal and Assistant Principal in consultation with organizing teachers will ensure that all
camps, transport arrangements, emergency procedures and student/staff ratios comply with
DEECD guidelines.

T The School office or Assistant Principal will complete the “Notification of School Activity” online
at the Student Activity Locator https://partner.eduweb.vic.gov.au/sites/sal#/ 4 weeks prior to
the camp departure date, and pass on to the Assistant Principal to ensure relevant details are
recorded in the Daily Organisational Diary and are entered on the daily absence/planning sheets.

1 All approved camps will then be presented to School Council for their approval.

Access to Camp.

1 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 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.

T  Where students are under 18, 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.

T 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.

T All students participating in a school camp will be asked to sign a contract agreeing to abide by
all camp rules.

 Parents will be requested to collect their child from camp if their child exhibits behaviour that is
considered unacceptable or a danger to others. The Teacher in Charge, in consultation with a
member of the leadership team, will make this decision. Costs incurred will be the responsibility of
the parent.
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Organisation

1

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 as well as posting
a copy on the staff excursion notice board and on the intranet.

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 a mobile phone and first aid kit for each camp. The teacher in charge is
responsible for collecting these prior to leaving.

For high risk Outdoor Education activities the staff member organizing must have suitable
training and current qualifications. All staff members must be aware of the increased duty of care.

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.

The teacher in charge will ensure ahead of the camp being held that any camp personnel have
valid Working With Children Checks.

One staff member will be designated to take responsibility for administering student medication if
required. (following consultation with parents and/or appropriate medical practitioners)

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 College, 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:
https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorgu
idelines.aspx

A designated “Teacher in Charge” will coordinate each camp. All camps will have an experienced
teacher in attendance where possible.

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.

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.
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LINKS AND APPENDICES (including processes related to this policy)

Links which are connected with this policy are:

https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorguidelines.
aspx
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