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Offsite Activities Policy

Background:

An Offsite activity (excursion or camp) is an integral part of the school’s program and must be
justified on the basis of its contribution to the growth in understanding, knowledge and
experience of the participating students. An excursion can range from a brief visit of less than
one hour to a local point of interest, to an extended journey occupying a number of days
requiring accommodation. Since excursions offer enrichment to the school program, all students
within the specific learning group should be given the opportunity to participate unless
exceptional circumstances exist.

The same standards of conduct and the obligation to report all forms of suspected child abuse,
improper conduct of a sexual nature, bullying and harrassment and misconduct apply
throughout all stages of an excursion as they do in schools.

Off-site activities include any activity undertaken by staff and/or students away from our normal
school facility. This can include:

o Camps
o Excursions
J Field trips
o Sporting activities
) Training or conferences for staff
Aims:
. To ensure excursions are appropriately staffed.
. To ensure supervision of children is adequate.
) To describe how to assess requirements for off-site activities.
J To effectively manage bush fire and extreme weather risk.
J To engage with the EMP procedures when managing emergency situations that

might occur off site.

Extreme Weather and Total Fire Ban days and Off-site activities:

The safety of students and staff is paramount and all off-site activities will be cancelled,
postponed or relocated if faced with an Extreme Weather Warning or Total Fire Ban declaration
by VicEmergency or the Bureau Of Meteorology.

Roles and Responsibilities:
J The Principal must assess and approve all excursions, taking into consideration the

educational value of a proposed excursion in relation to the total needs and resources of
the school and in relation to the students’ needs and overall learning program.

) The Principal will be responsible for ensuring appropriate and effective levels of student
supervision.
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. The Principal will ensure parents and carers are informed of the full details of any
planned off-site activity or excursion during and outside of school hours via the Compass
portal and/or in writing to the parent.

J The Principal shall ensure offsite activities planning takes into account:

* the experience, qualifications and skills of staff (including supervising adults,
volunteers, instructors, etc)

* the age, maturity, physical characteristics and special needs 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

= safety requirements of the activity to be undertaken

= risks such as bushfire, extreme weather, and any other environmental factor that
increases the need for risk planning

» that there is a completed Excursion Risk Assessment plan that takes into account the
Emergency Management Plan prior to every offsite activity

The Principal will ensure that if parents do not permit participation of a student in an
excursion, then appropriate child supervision will be provided.

All teachers participating in an excursion must accept responsibility for students in their
care for the duration of the offsite activity. The teacher’s duty of care is greater than that
of the ordinary citizen in that a teacher is obliged to protect a student from harm and
must assist an injured student. As part of that duty, teachers are required to supervise
students adequately. This requires protection from known hazards, and also protection
from those that could arise (i.e. those that the teacher should reasonably have foreseen)
and against which preventive measures could be taken.

The Principal will approve Supervising Adults to excursions when they hold a current WWCC
clearance, this may include:

J teachers employed by the school
. other adults on a volunteer or paid basis such as:
o parents or carers,
. community members,
. trainee teachers,
. campsite staff,
. specialist instructors for excursion activities.

Excursion staff who will assist with the supervision of students and who are not registered
teachers, must have a WWCC clearance, be included on the school register and have signed the
DDS-DOC-006-Camp/Excursion Supervising Adult Agreement.
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The Principal will ensure that before the planned excursion is undertaken, precautions are taken
in relation to the safety of the participants.

The Principal will ensure that supervision will be adequate in relation to the number of students,
their maturity, anticipated behaviour and the activities planned as set out in the attached chart.

Staff planning overnight or extended excursions should recognise their special duty of care for
student safety and welfare in these circumstances.

Staff should be aware that they retain the ultimate responsibility for supervision while on
excursions and cannot transfer that responsibility to parents, other volunteers or employees of
external organizations.

The Principal will ensure that the specific roles and responsibilities of each staff member
(teachers, instructors, campsite staff, volunteers, etc.) are clarified and understood by all staff
prior to the commencement of the excursion through a Briefing.

The supervising teacher will ensure that there are appropriate First Aid supplies, and where
there is a student or students who are identified as being at risk of anaphylaxis or asthma, the
appropriate medical equipment and a copy of the student’s Asthma Management Plan or the
Anaphylaxis Management Plan are available in the First Aid backpack kit. Each First Aid kit has an
asthma kit and an adrenaline autoinjector.

Anaphylaxis management for Offsite Activities:
All offsite activities will be conducted to minimise the risk of anaphylaxis and be organised and
managed to be able to respond to an anaphylaxis incident. It is a requirement that:

e Staff attending have been inducted into the Anaphylaxis Management policy and have an
up-to-date First Aid qualification.

e First Aid kit with a compliant adrenaline autoinjector.

e Supervision of students by staff with current ASCIA anaphylaxis e-training for Victorian
schools qualification.

e Excursion Risk Management assessment that takes into account the potential for an
anaphylaxis incident.

Swimming:

All teaching staff supervising swimming lesson excursions have current CPR training that is
renewed annually. The School will only use swimming instructors at approved pools, who are
qualified AUSTSWIM Instructors.

Camps:

In the event of an emergency, Staff will follow the procedures as set out in the Emergency
Management Plan and that is documented in the risk management assessment planning for the
camp.

Overseas travel:
The School does not allow overseas travel excursions for its Primary School students.
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Excursions and Camps planning:
The Principal will supervise and sign off on each teacher’s preparation for planning and running
an excursion or camp. All Supervising Teachers will:

complete the Excursion/Camps and Special Events comprehensive planning documents
located at: Excursions & Camps, then;

complete the Excursion/Camp Risk Assessment and submit for approval to the Principal,
a minimum of four weeks prior, submit the Excursion/Event Proposal and Planning
Checklist to the Administration Manager for creation of Compass Event, distribution of
consent on the Compass portal and/or hard copy,

ensure the Administration Manager has received all completed permission forms prior to
the excursion. (Students without permission forms may still attend school for supervision
purposes. There is no alternate learning program required to be provided by the school
or remaining teachers);

ensure the Excursions/Camps Folder has all its documentation complete and submitted
prior to the commencement of the excursion,

upon completion of the excursion, the supervising teacher will review any risk
management procedures required with the Principal and document any changes for
future excursions planning.

_ DDS-POL-021- Off Site Activities policy 2025


https://drive.google.com/drive/folders/1sNdJN1fRbMwpRcOBSJzTYybGu3z02pyY?usp=drive_link

This table describes the minimum staff-student ratios for excursions:
Source: https://www?2.education.vic.gov.au/pal/excursions/guidance/supervision

Activity: Type of excursions

Ratios: (when maximum ratio is exceeded

additional Teacher is mandatory)

One registered Teacher with
Maximum total students

Staff required

Local urban, approved local
locations with a risk
management plan.

e 15 students.

e VIT Registered Teacher x1

Adventure activities

e specific guidelines for the
activity as recommended
by the activity organisers
and as directed by the
Principal based on the
activity and student needs.

e VIT Registered Teacher x2

Water Activities

e other water: 10 students
e Life guarded pools: 15
students

e VIT Registered Teacher x2 if
no gualified swimming

instructor is present
e VIT Registered Teacher x1

where gualified swimming
instructor is present

Note: Must follow Child
Safety Adult Supervision
Policy in change rooms

Overnight excursions:

Base camps under canvas

twenty students.

e VIT Registered Teacher x2

Residential camps

twenty students.

e VIT Registered Teacher x2
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https://www2.education.vic.gov.au/pal/excursions/guidance/supervision

Further supervision requirements

For The excursion must

Most excursions e be under the direct control of a VIT registered teacher employed by the
school.

e have enough staff employed by the school to maintain appropriate
control of the excursion and of each activity and to supervise the safety
of students.

e have VIT registered teachers comprising at least half of the excursion

staff.
Small group e be supervised by one VIT registered teacher and staff employed by the
excursions in the school, (eg; School support staff)

local area

Linked Policies:

DDS-PRO-032-Fire Preparedness Procedure
DDS-032- Extreme Weather Procedure
DDS-POL-001-Emergency Management Plan
DDS-POL-005-Child Safety & Wellbeing Policy
DDS-POL-009-Student Safety & Supervision Policy

Review Date:
February 2026

Basis of Discretion:
Not applicable.
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