
  
 
CAMPS AND ACTIVITIES POLICY 

 
 
 

 
 
Help for non-English speakers 
If you need help to understand the information in this policy, please contact Keysborough Secondary College. 
Phone 03 9798 1877 – Acacia Campus or 03 9546 4144 – Banksia Campus or email at: 
keysborough.sc@education.vic.gov.au. 

 

 
 
  
PURPOSE 
To explain to our school community the processes and procedures Keysborough Secondary College will use when 
planning and conducting camps, excursions and adventure activities for students.  
 
Objectives 

▪ To ensure that excursions and activities are planned and approved appropriately.  
▪ To ensure that excursions and activities are appropriately staffed in alignment with Duty of Care and 

Child Safety requirements.  
▪ To ensure that excursions and activities (including adventure activities) are conducted safely.  
▪ To ensure that, in planning events and activities, the Child Safety standards and other relevant College 

policies pertaining to student safety and wellbeing are adhered to. 
▪ To ensure that informed consent is obtained from parents or carers for their child to participate in an 

excursion or activity. 
▪ To ensure that students are adequately prepared for excursions or activities. 

 
SCOPE 
This policy explains to our school community the processes and procedures Keysborough Secondary College will use 
when planning and conducting camps, excursions and adventure activities for students. 
 
For all camps and excursions, including adventure activities, Keysborough Secondary College will follow the 
Department’s Policy Advisory Library (PAL): Excursions. For camps and excursions requiring College Council approval, 
our College will also follow the Department’s PAL: Activities and Working Outdoors and Activity Specific Risk Registers. 
 
This policy does not apply to student workplace learning or intercampus travel. 
 
DEFINITIONS  
Activities 
Any activity undertaken by students supplementary to their normal school day, whether undertaken on or off College 
grounds. This includes, but is not limited to:  

▪ Activities mentioned under Excursions  
▪ Incursions 
▪ Part day trips  
▪ Whole day trips  
▪ Overnight trips  
▪ Interschool Sport  
▪ Camps  
▪ Subject-based field trips  
▪ Unsupervised excursions for senior students 

 
Adventure Activities 

https://www2.education.vic.gov.au/pal/excursions/policy
https://www2.education.vic.gov.au/pal/outdoor-activities-and-working-outdoors/policy
https://www2.education.vic.gov.au/pal/excursions/resources


Adventure activities are activities that involve a greater than normal risk. 
 
Camps 
Camps are excursions involving at least one night's accommodation (including school sleep-overs). 
 
Excursions  
Any activity undertaken by students off the College grounds. This includes but is not limited to:  
 
Incursions 
Incursions are supplementary Activities provided on the College grounds that are designed to enhance the College 
Curriculum and to further engage students. These may include presentations by speakers from outside the college. 
 
Local excursions are excursions to locations within walking distance of the school and do not involve 'Adventure 
Activities' 
 

Note: workplace learning activities (such as work experience) and intercampus travel are not considered 
school excursions. 

 
Note: Intercampus travel is required at Keysborough Secondary College in order for students to attend their 
classes. Parents will be advised of the arrangements for that travel at beginning of each College year. Parents 
are reminded of these arrangements each year. Parents receive a written notice each year and a Compass 
Post is sent to all relevant students advising parents that students will be transported by bus between Acacia 
and Banksia campuses to attend classes. 

 

SCOPE 
This policy applies to all camps, excursions and activities organised by Keysborough Secondary College. This policy also 
applies to adventure activities organised by Keysborough Secondary College, regardless of whether or not they take 
place on or off school grounds. 
 
This policy is intended to complement the Department’s policy and guidelines on excursions, camps and adventure 
activities which all Victorian government schools are required to follow. Keysborough Secondary College will follow 
both this policy, as well as the Department’s policy and guidelines when planning for and conducting camps and 
excursions.   
 

https://www2.education.vic.gov.au/pal/excursions/policy
about:blank


▪ see the SAL user guide for further information 
▪ compliance with the Safety Guidelines for Education Outdoors, which are mandatory for excursions 

involving adventure activities. 
 
Planning process for camps, excursions and activities 
While the degree of planning involved will depend on the risks involved, the conduct of any camp, excursion or activity 
should take into account the following:  

▪ Educational purpose of the excursion and its contribution to the curriculum  
▪ Department approval requirements for camps, excursions and staff travel  
▪ Maintenance of full records, including documentation of the planning process  
▪ Suitability of the environment and/or venue for the excursion  

about:blank


Teacher In-Charge Responsibilities  
A designated ‘Teacher in Charge’ will co-ordinate each excursion.  
The Teacher in Charge must complete all relevant aspects of the event documentation.  
 
The Teacher in Charge must work with the supervising teacher to complete the relevant risk assessment and submit to 
the relevant person at the time of making the application.  
 
During the excursion, camp or adventure activity; the teacher-in-charge will:  

▪ Know the exact location of students at all times including during travel.  
▪ 

https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy


Parent volunteers 
On occasion, Parents/carers may be invited to assist with camps and excursions. College staff will notify 
parents/carers of any costs associated with attending. College staff are in charge of camps, excursions and adventure 
activities; and parent/carer volunteers are expected to follow teachers' instructions. When deciding which 
parents/carers will attend, the Organising Teacher will take into account: any valuable skills the parents/carers have to 
offer (e.g. bus licence, first aid etc.) and the special needs of particular students. 
 
In the event that a volunteer is invited to attend a College camp, excursion or other activity, College Council MUST 
approve the volunteer’s participation. 
 
Volunteer and external provider checks 
Keysborough Secondary College 

https://www2.education.vic.gov.au/pal/records-management/resources


 
The College must ensure timelines for sufficient notification to parents are outlined. 
 
Under no circumstances will verbal permission be accepted for a student to attend a Keysborough Secondary 
College event or activity where written consent is required.  
 
Parent Payments for camps and excursions 
Most camps and excursions provided by 

https://www2.education.vic.gov.au/pal/camps-sports-and-excursions-fund/policy
https://www2.education.vic.gov.au/pal/camps-sports-and-excursions-fund/policy


https://www2.education.vic.gov.au/pal/records-management/resources
https://www2.education.vic.gov.au/pal/records-management/resources


 
Electronic Devices 
Students will not 



https://www2.education.vic.gov.au/pal/amusement-rides-attractions-fireworks/policy
https://www2.education.vic.gov.au/pal/decision-making-responsibilities-students/policy
https://www2.education.vic.gov.au/pal/duty-of-care/policy
https://www2.education.vic.gov.au/pal/excursions/policy
https://www2.education.vic.gov.au/pal/emergency-critical-incident-management-planning/policy
https://www2.education.vic.gov.au/pal/first-aid-students-and-staff/policy
https://www2.education.vic.gov.au/pal/camps-sports-and-excursions-fund/policy
https://www2.education.vic.gov.au/pal/excursions/resources
https://www2.education.vic.gov.au/pal/excursions/guidance/approvals
https://www2.education.vic.gov.au/pal/excursions/policy
https://www2.education.vic.gov.au/pal/mosquito-risk-management/policy
https://www2.education.vic.gov.au/pal/outdoor-education-schools/policy
https://www2.education.vic.gov.au/node/363


▪ PROTECT website 
▪ Reporting and Managing School Incidents (including emergencies) 
▪ Risk Management – Schools 
▪ Staff Qualifications and Experience 
▪ Student Medical Information 
▪ Student Preparation and Behaviour 
▪ Travel 
▪ Venue Selection 
▪ Volunteers in Schools 

The following Keysborough Secondary College policies are also relevant to this Camps and Activities Policy: 
▪ Student Engagement and Wellbeing Policy 
▪ Duty of Care Policy 
▪ Inclusion and Diversity Policy 
▪ Parent Payment Policy and Implementation 
▪ Values and Philosophy Statement 
▪ Visitors Policy 
▪ Volunteers Policy  

 
DOCUMENT LINKS 
(for Internal Keysborough Secondary College Use – Non-Linked documents found on Staff Intranet under 
Policies/Camps and Activities) 

▪ Document Link A:  Summary of excursion documentation (DOCX)    
▪ Document Link B:  Excursions – principal approval form (DOCX)     
▪ Document Link C:  Camps, excursions, swimming and water-based activity checklist (DOCX) 
▪ Document Link D:  Pre-activity check (DOCX)    
▪ Document Link E: Documentation of participant preparation, prerequisite skills/knowledge (DOC) 
▪ Document Link F:  Documentation of staff qualifications and experience (DOCX)    
▪ Document Link G:  Clothing and equipment list (general) (DOC)   
▪ Document Link H:  Emergency response procedures (DOCX)  
▪ Document Link I: Guide to equivalent qualifications and experience for adventure activities (DOCX) 
▪ Document Link J:  Guide to equivalent qualifications and experience for adventure activities (DOCX) 
▪ Document Link K: Risk assessment for local excursions (DOCX) 
▪ Document Link L: Excursions Risk Register and emergency management plan template (DOCX) 

Mandatory for all day, overnight, adventure activities, interstate, overseas 
excursions or travel by air or water. 

▪ Document Link M: Sample overseas travel risk register (DOC) 
▪ Document N:  Planning and Approval Process; and Planning Matrix 
▪ Document O: Venue Selection 
▪ Document P:  First Aid Checklist 
▪ Document Q: Safety Guidelines and Risk Register  
▪ Document R:  Medication Administration Log 
▪ Document S:  Phone Essential Contacts and Protocols 

 
(Documents for Parent Use only ς found on Website and on Student Compass) 

▪ Camps and Activities: Confidential Medical Information Form for Parents 
▪ Camps and Activities:  Medication Administration Table for Parents  

 
POLICY REVIEW AND APPROVAL 
 

Policy last reviewed January 2024 

Person Responsible for Policy Development Accountabilities Assistant Principal 

Approved by College Principal  

Next scheduled review date December 2026 

 

https://www.education.vic.gov.au/school/teachers/health/childprotection/Pages/default.aspx
https://www2.education.vic.gov.au/pal/reporting-and-managing-school-incidents-including-emergencies/policy
https://www2.education.vic.gov.au/pal/risk-management-schools/policy
https://www2.education.vic.gov.au/pal/excursions/resources
https://www2.education.vic.gov.au/pal/excursions/guidance/student-medical-information
https://www2.education.vic.gov.au/pal/excursions/guidance/student-preparation-and-behaviour
https://www2.education.vic.gov.au/pal/travel/policy
https://www2.education.vic.gov.au/pal/excursions/guidance/venue-selection
https://www2.education.vic.gov.au/pal/volunteers/policy
https://www.education.vic.gov.au/PAL/summary-of-excursion-documentation.docx
https://www.education.vic.gov.au/PAL/camps-excursions-swimming-water-based-activity-principal-approval-form.docx
https://www.education.vic.gov.au/PAL/camps-excursions-swimming-water-based-activity-checklist.docx
https://www.education.vic.gov.au/PAL/excursions-pre-activity-check.docx
https://www.education.vic.gov.au/Documents/school/principals/safety/participrep.doc
https://content.sdp.education.vic.gov.au/sites/default/files/2020-02/excursion_staff_qualifications.docx
https://content.sdp.education.vic.gov.au/sites/default/files/2020-02/excursion_clothing.doc
https://content.sdp.education.vic.gov.au/sites/default/files/2020-02/excursion_emergency.docx
https://www.education.vic.gov.au/Documents/school/principals/safety/excursions_qualifications_guide.docx
https://www.education.vic.gov.au/Documents/school/principals/safety/excursions_qualifications_guide.docx
https://eduvic.sharepoint.com/:b:/r/sites/SchoolsSecure/Shared%20Documents/excursions-evidence-of-risk-assessment-local.docx
https://www.education.vic.gov.au/PAL/excursions-risk-register.docx
https://edugate.eduweb.vic.gov.au/edrms/Risk/Risk%20Examples/Sample%20Registers%20for%20schools/School%20Registers%20PAL%202020/Overseas%20travel%20risk%20register%20(with%20examples).doc

