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Excursions and Camps Policy  
(excludes Sporting Activities) 

Policy 
St Michael’s School values the inclusion of excursions and camps to support the school curriculum.  The 
participation of all students is endorsed by the school community. 

Values 
Community, Justice, Learning, Excellence, Sense of Wonder 

Regulations 
1. Outside the Diocese:  Approval must be obtained from the Catholic Education Office for all 

camps / excursions held outside the diocese. 

2. Within the Diocese:  Notification to the Catholic Education Office should precede all camps and 
excursions of more than one day duration.  Notification is to take place at least one week before 
the excursion takes place. 

3. Daytrips and other departures from school routine:  These are at the discretion of the Principal in 
consultation with the staff and parents of the school.  Notification to Catholic Education Office is 
needed for all excursions.  Notification to the Principal should precede all camps and excursions.  

4. The Catholic Education Office and also the Principal reserves the right to exercise the non-
approval of excursions, camps and trips. 

5. Appropriate paper work (Notification of Excursions and Camps Forms) to be completed. 

Procedures 
1. Before the school engages in camps, excursions and cultural activities, the Principal is satisfied 

that the activity: 

- is providing for the educational needs of the students – details of learning experience; 

- is a valuable learning experience; 

- is part of the overall educational program – planning; 

- is safe in nature and location; 

- is adequately supervised; 

- is limited in cost. 
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2. Notification of an excursion or camp is: 

- Excursion – minimum 2 weeks prior notice (maximum notice will be given where possible) 

- Camp – 1 term’s prior notice. 

3. The teacher/s organizing the excursion or camp should provide the principal with the following 
data when notifying the principal about an excursion or camp: 

- Time, date/s, venue and itinerary; 

- Number and year levels of participating students; 

- Names of supervising teachers and other assistants; 

- Transport, accommodation, meal and first aid arrangement; 

- Cost per student – need to be limited cost; 

- Educational aims and planned follow-up activities; 

- Venues are checked for safety. 

* This information will be provided by the use of the Excursions / Camp Notification Form from 
CES. 

4. The Principal, through the teachers involved in the excursion / camp, is to ensure that the 
following information be conveyed by letter to parents: 

- Details of location; 

- Timetable; 

- Activities to be undertaken; 

- Transport arrangements; 

- Supervision arrangements; 

- Anticipated learning outcomes; 

- Follow up activities; 

- Consent section. 

5. If  a student has not returned a signed consent form, the teacher has the responsibility to refuse 
to let the student take part in the excursion unless the Principal is satisfied that parental consent 
has been given. 

6. The Principal, after discussion with the class teacher can exercise an option of withdrawing a 
student from an excursion or camp if concerns are held that this student’s presence at the 
excursion or camp would provide major supervision problems regarding behaviour and safety. 

7. Supervision and Safety: 

- Teachers are responsible for overall supervision of all groups during excursions and camps; 

- The ratio of adults/students must be appropriate to the age and developmental levels of 
children and the types of activities planned.  The adults / students ratio must not exceed 1:15 
(for Day Excursions) but can be less.  A ratio of 1:20 is recommended for school camps 
(Individual needs and IEP Guidelines will be taken into account) – these ratios are 
recommended by DEET website; 
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- For any excursion or camp, teachers must carry a record of students’ significant medical 
conditions.  Where the camp extends overnight, full information regarding any illness, 
allergies, etc suffered by a student must be supplied by the parent/guardian (completed 
Medical Form) 

- At an appropriate time, students must be given a briefing concerning the venue to be 
visited, the potential hazards and the precautions to be taken, and the behaviours and 
courtesies expected of them (Risk Assessment completed by the teacher); 

- Parents or guardians chosen to accompany students should be selected according to the 
expertise they have relevant to the activities to be undertaken.  They must be instructed prior 
to departure regarding their roles, any hazards that might be encountered and the 
precautions to be taken (Parents are encouraged to obtain a blue card); 

- The Principal or authorized teacher retains the overall responsibility for the organization of an 
excursion or camp, including ensuring curriculum relevance; 

- All relevant accident report forms must be completed in relation to any accidents occurring 
during an excursion or camp; 

- The teacher/s will ensure the following equipment is taken on an excursion or camp 

o First aid kit 

o Mobile phone 

o Folder of medical records of all children / Medication is provided to the first aid 
officer 

o Emergency contact details for parents 

8. The teacher/s organizing the excursion or camp must ensure the following: 

- that the bus is organized well in advance of the camp or excursion; 

- that the bus is hired from a company approved by the Principal; 

- that private transport is not be used without Principal approval and parent consent. 

9. The teacher/s to ensure that a person with a current first aid certificate including CPR, is to be 
present on all camps or excursions. 

10. At the initial parent interview for enrolment, the Principal will inform the parents that excursions 
and school camps (limited to Year 6/7) are an integral part of the child’s learning experience at 
the school. 

11. For school camp a detailed medical record is to be obtained on each child. 

12. For excursions the file of medical data kept by each teacher is to be taken by the teacher. 

13. A mobile phone is to be taken by the teacher on excursions and school camps. 

14. Teachers will provide details of items which are allowed to be taken on excursions or camps. 


