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BRIGHTON BEACH PRIMARY SCHOOL 
  BBPS SCHOOL CAMP    

                                                                     POLICY 

 

 

 
Rationale 

This policy covers the school’s camping program, which enables students to further their learning and social 

skills development in a non-school setting.  Camps may have an educational, cultural, environmental or 

outdoor emphasis and are an important aspect of the learning and teaching programs offered at our school. 

 

Context 

Brighton Beach Primary School provides camping programs for students in Grades 2-6.  Students 

participate in a variety of different experiences linked to their learning.  

 

Aims 

 To provide all children with the opportunity to participate in a sequential camping program. 

 To provide shared level experiences and a sense of group cohesiveness.  

 To reinforce and extend classroom learning. 

 To provide opportunities to develop an insight and understanding of our school values through 

authentic experiences. 

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

worthwhile leisure pursuits. 

 To provide a program that promotes social and emotional learning, including aspects of self-esteem, 

resourcefulness, independence, leadership, problem solving, cooperation and tolerance. 

 

Implementation 

A camp is defined as any activity involving at least one night’s accommodation, including sleepovers at 

school.  The program will be developed sequentially throughout the school.  At BBPS the whole school 

camp program is structured to provide: 

Grade 2- one night 

Grade 3- up to three days, two nights 

Grade 4- up to three days, two nights 

Grade 5- up to five days, four nights 

Grade 6- five days, four nights 

 

A decision will be made in relation to the specific camp program structure based on the best interests of the 

students. 
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Our School Principal/Camp Coordinator must ensure that:  

 The school only uses campsites accredited by the ‘Australian Camps Association’ or the ‘National 

Accommodation, Recreation and Tourism Accreditation Program (NARTA)’ for all camps. 

 Prior to any detailed camp planning relating to a proposed school camp to take place, the Camp 

Coordinator must familiarise themselves with the Department’s Safety Guidelines for Education Outdoors 

website: 

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

s.aspx  

 Camp Coordinators must meet with the Principal to present a planning summary, discuss the proposed 

camp, and seek ‘in principle’ support for the event.  

 If the Principal’s approval is granted, detailed planning should commence using the School Camp Planner 

as a guide (Appendix A). This must include a risk assessment in the first instance of using a fixed-site 

camp program.  

 Prior to seeking School Council approval for the camp, Camp Coordinators are required to meet again 

with the Principal and present them with all relevant documentation, including a completed School 

Council approval pro-forma and all attachments. Camp Coordinators must ensure that sufficient time is 

provided for School Council to consider the approval application and that the online Notification of 

School Activity Locator form has been submitted three weeks prior to the proposed school camp.  

 School camps that have an outdoor education focus are subject to specific planning and approval 

guidelines, as outlined by the Department’s Safety Guidelines for Education Outdoors. 

 Adventure activities are those that involve greater than normal risk, such as (but not limited to) base 

camping, bush walking, canoeing, snow activities, orienteering, cycling, horse riding, rock climbing ad 

abseiling, challenge rope courses, swimming (other than school swimming programs), surf activities and 

sailboarding.  School Councillors may not have detailed knowledge of adventure activities and as such, 

Camp Coordinators should consult or seek advice from appropriately skilled staff with relevant instructing 

experience to satisfy Council requirements, e.g. speak to the camp venue director.   

 A full risk assessment must be completed prior to camp approval, in keeping with Department Safety 

Guidelines. Parents may be required to sign disclaimers, at the request of Camp management. Parents are 

free to obtain additional personal insurance, if they so choose.  

 Emergency management plans are to be developed for all camps. In the event of a bushfire, camps will be 

postoponed (E.g. Code Red). 

 Students will not be excluded from camps due to financial reasons. Parents experiencing financial 

difficulty, who wish for their children to attend camp, will be invited to discuss their individual situation 

with the Principal.  Decisions relating to alternative payment arrangements will be made by the Principal 

on a case-by-case basis.  

 All families will be given sufficient time to make payments for individual camps.  Children whose parents 

have not paid a deposit by the due date; or who do not make full payment by the final due date; or who 

have not made alternative arrangements with the Principal will not be eligible to attend school camp.  

 Parents will be notified of the estimated costs, dates and other relevant details of individual camps through 

the Expression of Interest form, with a term’s notice. Exact costs will be provided with one term’s notice 

if the cost is more than $500 per child. 

 Any family who has not met the required alternative payment for a previous camp will be unable to 

participate in the camping program until the outstanding payment is finalised (Refer to the School 

Payment Policy). 

https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorguidelines.aspx
https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorguidelines.aspx
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 The cost of replacing teachers who are involved in camp, or the cost for staff replacement for any 

attending teachers will be incorporated into participant costs.  

 

School Staff must ensure that:  

 There is diversity in staff attending the school camp. This includes relevant training in first aid, knowledge 

of the camp program, years of teaching and gender representation.  Staff attendance is subject to Principal 

approval. 

 Classroom teachers of participating grades are expected to attend school camp.  For additional required 

staff, specialist teachers will be given the first option to attend camps. 

 If necessary, additional staff members attending camp will be replaced at school for the duration of the 

camp. 

 Staffing structures for camp attendance will be approved by the Principal, informed by relevant Risk 

Assessment factors.  

 Adult/Student ratios will be adhered to, as appropriate for the camp (E.g. 1:10 Outdoor education; 1:15 

Educational Tour; provision of additional staff when water activities are involved). 

 All attending staff are familiar with the procedures and details of the camp program, as outlined in the 

relevant School Camp Booklet (see Appendix A for outline of Camp Booklet content).  

 All attending staff must be familiar with the procedures and protocols for the management of all potential 

risks, as outlined in the Risk Assessment. 

 When attending a camp, staff conduct themselves according to The Victorian Teaching Profession Code 

of Conduct at all times.  

 All attending staff understand their individual roles and responsibilities at school camp, as outlined in the 

School Camp Booklet.  

 Attending staff have a mobile phone with them at the school camp and their numbers are shared between 

staff members and staff at school. 

 A senior staff member will be at school whilst the children are returning from camp.  The Camp 

Coordinator will communicate with this person about anticipated return time from camp. 

 In the event of interstate camps with plane travel, staff will ensure a method of communication to parents 

is established to enable all parents to be contacted should there be a delay in return flight times. 

 If necessary, parents may be invited to assist in the supervision of school camps.  When deciding which 

parents will attend, the Camp Coordinator will take into account the following: 

- Any valuable skills the parent may have to offer, e.g. bus licence, first aid. 

- The preference is to include both male and female parents. 

- The special needs of particular students. 

 Parents selected to assist with a camp program will be required to undertake a Working with Children 

Check, participate in camp related meetings and familiarise themselves with the details outlined in the 

School Camp Booklet. The school will pay for travel, accommodation and food during the camp. Any 

further reimbursements are to be agreed on prior by the school and attendee.  

 Attending staff must attend a debriefing meeting after each school camp to provide feedback and reflect 

on the event, in particular any areas for future improvement.   
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Our School Council must ensure that: 

 School Council is responsible for approval of all overnight excursions; camps; interstate and overseas 

visits; excursions requiring sea or air travel; excursions involving weekend or vacations; and outdoor 

adventure activities.  

 When considering school camp approval proformas, and all the attachments, the following are considered: 

- The purpose of the camp and its connection to student learning. 

- The competence of attending staff members to provide the necessary supervision of students 

throughout the camp. 

- Appropriately trained staff, able to provide First Aid, will be in attendance. 

- The location of staff and students throughout the camp, including travel, is known. 

- A telephone contacts record of all attending staff is available. 

- A record of the names and family contacts for all students and staff is available both on camp and at 

school.  

- A copy of parent consent and confidential medical advice forms for those students on the camp is 

accessible to attending staff at camp and at school. 

- Following approval, an online Notification of School Activity form has been submitted three weeks 

prior to the school camp. 

 All school camps are maintained at a reasonable and affordable cost, and comply with all Department of 

Education requirements. 

 Students only travel on buses fitted with seatbelts. 

 

 

 

 

 

Approved By School Council  

Approval Authority 

(Signature & Date) 

 

Date Reviewed February 2019 

Responsible for Review Education and Policy team 

Review  Date 2022 

References https://www.education.vic.gov.au/school/principals/spag/safety/pages/excursions.aspx  

 

https://www.education.vic.gov.au/school/principals/spag/safety/pages/excursions.aspx
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APPENDIX A – Camp Coordinator checklist            Camp Co-ordinator/s: ____________ 

Timeline Action Date 
Comple
ted 

Check 
(√) 

 
12 months 
+ 
before 

Camp coordinator has read BBPS School Camp policy and has also 
familiarised themselves with the Department’s Safety Guidelines for 
Education Outdoors website  
https://www.education.vic.gov.au/school/teachers/studentmanagement/excursi
ons/Pages/outdoorguidelines.aspx 

  

Check the camp is accredited with Department recognised providers: 
Australian Camps Association’s Campsite and Outdoor Activity Provider 
program see: ACA Accredited Camps 

Australian Tourism Accreditation Program (ATAP) see: ATAP Accredited 
Businesses (select Accredited Camp and Adventure Activity Provider) 

National Accommodation, Recreation and Tourism Accreditation (NARTA) 
program see: NARTA 

  

Check camp dates on Compass and ensure there are no clashes with other 
events (eg Athletics Carnival, Production, Art Show etc.) 

  

 
Camp Dates: 
 

  

Check in with Business Manager and prepare costing spread sheet.  
Please note 1 Term’s notice is required to parents if the cost is more than 
$500. 

  

Camp Co-coordinators to meet with Principal to present a camp summary 
and seek initial approval for the event 

  

Book the Camp and obtain pricing according to student numbers   

Book bus transportation and obtain pricing from bus company   

6 months 
before 

Check Department website and ensure all documentation for risk 
assessments/emergency response proforma are current. See link 
https://www.education.vic.gov.au/school/teachers/studentmanagement/e
xcursions/Pages/outdoorforms.aspx 

  

Send out an expression of interest to staff and ensure correct ratios are 
adhered to 
(Adult to student ratio is 1:10 for outdoor education and 1:15 Educational 
tour) 

  

3-6 
months 
before 

Review and update all internal risk assessment documentation  
• Council approval form   
• Risk Assessment – ensure it is specific to all adventure activities 
taking place at the camp, and that it includes protocols for contacting 
parents 
• Emergency response form       
• Camp letter – detailing cost / deposit slip 
• Medical information form 
• Parent consent form 

  

https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorguidelines.aspx
https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorguidelines.aspx
http://www.auscamps.asn.au/camps
http://www.atapvic.net.au/database/
http://www.atapvic.net.au/database/
http://www.narta.org.au/
https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorforms.aspx
https://www.education.vic.gov.au/school/teachers/studentmanagement/excursions/Pages/outdoorforms.aspx


6 
 

 
Timeline Action (continued) Date 

Compl
eted 

Check 
(√) 

At least 3 
months 
before 

Check in with Principal/Assistant Principal to review documentation for final 
approval 

  

Documentation required to School Council for approval 

 Council approval form 

 Emergency response form 
 
Submit all Council documentation to Business Manager 

Grade Camp date SC approval by …  

2 Term 4, start November Last meeting term 3 

3 Term 3, end Last meeting term 2 

4 Term 4, start First meeting term 3 

5 Term 1, end First meeting term 1 

6 Term 4, end November First meeting term 2 
 

  

2 months 
before 

Send out notes via Compass for parent consent 
- Initial note of intention for camp, with dates and destination 
- Request for deposit  

  

Add activity to Department Student Activity Locator  
(this must be done no less than 3 weeks prior to the camp) 
https://partner.eduweb.vic.gov.au/CookieAuth.dll?GetLogon?curl=Z2FsitesZ2
Fsal&reason=0&formdir=6#/ 

  

1 month 
before 

Prepare Camp Information Booklet for all staff attending 
Camp booklet includes : 
- Details of Camp, including layout, cabins, emergency plans, activities 
involved in any instructions from   camp with respect to activities 
- Staff mobile phone numbers 
- Risk assessment 
- Details of students’ medical, dietary and other special needs 
- Details of travel arrangements to and from camp – which students and 
teachers are on which bus; and which day groups 
- Details of who is in which cabin 
- Student co-created camp contract 
- Could include camp songs or games to play – cabin inspection 

  

Send out final notes via Compass for parent consent, including request for 
final payment 

  

2 weeks 
before 

Delegate first aid responsibility -  at least 2 people rostered on 
Teachers to organise cabin groups 

  

Liaise with First Aid ES to organise first aid bags and where possible parents to 
hand in medication 

  

1 week 
before 

A meeting including (Principal or Assistant Principal) organised with staff 
attending the camp to go over camp booklet and also discuss children with 
medical issues. 
 
Date and time of meeting:  
 

  

https://partner.eduweb.vic.gov.au/CookieAuth.dll?GetLogon?curl=Z2FsitesZ2Fsal&reason=0&formdir=6#/
https://partner.eduweb.vic.gov.au/CookieAuth.dll?GetLogon?curl=Z2FsitesZ2Fsal&reason=0&formdir=6#/


7 
 

 
Timeline Action (continued) Date 

Compl
eted 

Check 
(√) 

Before 
leaving 
for camp 

Lodge with school principal, and/or nominated school contact, copies of all 
completed documentation 

- Signed permission notes or medical forms not available on Compass 
- Camp Booklet 

  

Refer to Camp Policy Checklist and follow through with instructions regarding 
what to do the day before, on the day and upon returning from camp. 

  

On the 
day 

Designated area, clearly labelled as First Aid – used to collect student 
medication and record information by First Aid Officer 
Designated area for each class, for students to place bags upon arrival at 
school 
Check students have hats prior to getting on the bus. 

  

On camp First Aid incident book to be used to record incidents 
Medication Administration record sheet to be completed as medication is 
provided 
Upon arrival, take group photo and post an arrival update on Compass for 
parents (or send photo to Administration Office) 

  

After Attending staff to debrief and provide feedback and reflect on the event, in 
particular any areas for future improvement. 

  

    

 

  


