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EXCURSION & OVERNIGHT CAMP POLICY & PROCEDURES 
 

     1.   INTRODUCTION 
 
Maronite College of the Holy Family is committed to providing a safe and supportive learning environment for 
its students, staff and volunteers. This commitment includes the health and safety of staff and students when 
conducting activities on the College premises or external locations.  
 
College camps and excursions enhance student learning by providing the opportunities for students to 
participate in College related activities outside the normal College routine. College activities are well planned 
and aimed at maximising student learning experiences. All planned College camps and excursions will be 
approved by the Executive Principal. 
 
The College’s duty of care to students extends to College excursions and overnight camps which are integral to 
student educational programs. Maronite College of the Holy Family recognises the additional responsibility and 
level of care that must be undertaken when students are taken by the College for day excursions and overnight 
camps. Activities conducted away from the College may have increase risks therefore the standard of care 
required must reflect the increase in identified risks to ensure the health and safety of students and staff. 
 

    2.  PURPOSE 
 
The Excursion and Overnight Camp Policy (the Policy) is intended to provide clear expectations and procedures 
in the planning, mitigating risks, conduct, supervision and approval for all College excursions and overnight 
camps. To ensure all activities are educational, inclusive, and conducted in a manner that upholds student 
health and safety, staff accountability, legal obligations and Maronite College of the Holy Family  ethos and 
values while providing valuable learning experiences outside the classroom. 
 

   3.   SCOPE 
      
    This Policy applies to: 

• All students enrolled at Maronite College of the Holy Family 
• All teaching and non-teaching staff involved in organising and attending the excursion or overnight 

camp. 
• External supervisors, volunteers, and contracted service providers. 

 
  4.    DEFINITIONS 

 
Excursion: A day trip or activity conducted away from College premises during school hours or on College 
premises incursion. 

 
Overnight Camp: Any College-endorsed trip that requires students to stay overnight at a designated venue. 
 

   5.    POLICY STATEMENT 
     
     The College recognises excursions and overnight camps are an enriching educational experiences. Therefore, 
     activities will be: 

• Educationally meaningful 
• Safely conducted with comprehensive planning. 
• Well organised and risk assessed 
• Aligned with the College duty of care obligations 
• Inclusive and accessible to all students 
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  6.     PLANNING AND APPROVAL PROCESS 
 

Proposals must be submitted a minimum of 8 weeks in advance. 
Approval requires documentation of: 

1. Educational purpose and intended learning outcomes 
2. Detailed itinerary 
3. List of participating students  
4. List of staff attending  
5. Transport arrangements to and from venture 
6. a) Name of preapproved Coordinator driving to camp for emergency purposes. 

b) When required, list of staff driving private vehicles to and from excursion /camp  with College 
equipment/ items unable to be transported by other means. 

7. Completed Risk Assessment and Emergency Plan 
8. Medical and Dietary Management Plans 
9. Budget and funding arrangements 

      10.   Parent and external letters are signed by the following personnel; 
 

• Whole College Matters and Events: Executive Members 
• Overnight Camps: Executive Principal/Head of College and Camp Organiser 
• Excursions: KLA Coordinator and their Executive Member they report to 
• Incursions: KLA Coordinator and Incursion Organiser 

 

Final approval is granted by the Executive Principal or nominated delegate. 
 
 

   7.    RISK MANAGEMENT AND SAFETY 
A comprehensive risk assessment must be completed and approved a minimum of 8 Weeks before excursions 
or overnight camp as part of the documentation required.. 

1. Emergency management plans must be developed, including medical, first aid, and emergency contact 
information. 

2. First aid-trained staff must accompany all excursions and overnight camps. 
3. Staff-student supervision ratios must abide by legal requirements and College expectations. 

 

 Day Excursions:  
o Kindy - Year Two = 1:8 
o Years Three - Six = 1:10  
o Secondary = 1:15 

  
               Overnight Camps: 

o Primary = 1:10 
o Secondary = 1:10 

                IMPORTANT: A lower ratio may be necessary for specific activities or students with special needs. 
 

4.    Attendance rolls must be maintained at all times. 
5.    The College must be able to contact the group throughout the trip. 
6.    The camp coordinator must drive to the location and maintain access to a private or school vehicle for 
        emergency situations. 
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   7.1   RISK ASSESSMENT PROCEDURE 
 
The following steps should be implemented when considering the excursion or camp venue. 
 
Step 1 Check in Sentral and/or SharePoint if there is a previous risk assessment for the activity. If so, review 

and update, considering such issues as; changes to the student group, the effectiveness of the controls 
and any previous incidents then go to Step 8. If not, proceed to Step 2. 

 

Step 2      Obtain venue information. 
Contact the venue for Risk Assessment Information. 
Depending on the nature of the excursion and the proposed activities your Risk Assessment inquiry 
should include; 

1.  Public liability cover 

2.  Accreditation of the venue and its staff for the  task/activity 

3.  Access and special requirements e.g. for students with special needs 

4.  Emergency procedures and relevant training of venue staff 

5.  Known hazards and controls related to proposed activities 

6.  Equipment available; ask venue to confirm that equipment and machinery are 

7. maintained repaired and in good working order with safety features operational 

8.  Use of licensed personnel for construction, maintenance and repairs 

9.  Availability of appropriate facilities e.g. shower, refreshments, toilets. 
 

Step 3      Assess venue and safety information for your student group. Note this on the excursion proforma and 
attach the venue and safety information to your excursion plan. 

 

Step 4  In consultation with key stakeholders, analyse the excursion and list the activities, that is, break the 
excursion into its parts e.g. getting to and from the venue, being at the venue, each of the major 
activities at the venue, having meals, staying at the accommodation etc. 

 

Step 5 Identify the hazards associated with the activities and the potential risks associated with these 
hazards. Take account of previous incidents and venue and safety information. 

 

Step 6 Assess the risks associated with the hazards using the risk assessment matrix. This gives a risk ranking 
and thus a priority order for managing the hazards. 

 

Step 7    Develop appropriate strategies to eliminate or control the risks. 
 

Step 8    Document the risk management plan on the Excursion request form. 
 

Step 9     Communicate the plan to excursion supervisors. Provide relevant information to participants and their 
                  families. 
 

Step  10  Review the excursion Risk Management Plan on completion. 
 

Step  11  Upload the Risk Assessment in Sentral. This is required for all College activities. 
 
(Refer to Appendix 1) 
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   8.  STAFF LEGAL DUTY OF CARE AND CONDUCT 
 

All staff have a legal duty of care to take all reasonable steps to prevent foreseeable harm to  students during 
excursions and camps. This duty is non-delegable and applies for the duration of the excursion or camp, including 
travel and free time. 

 
Staff are expected to : 

• Supervise actively and remain vigilant with students at all times 

• Remain drug- and alcohol-free 

• Report all incidents or near misses to the Excursion or Camp Coordinator 

• Model responsible and respectful behaviour 
 

8.1   ALCOHOL AND ILLICIT SUBSTANCES  
           The consumption or possession of alcohol or illicit substances is strictly prohibited by all staff, volunteers, and 

students during excursions and camps. No alcohol and/or illicit substances is permitted to be transported, 
consumed or stored at any time during the excursion or camp, including by staff, volunteers, and service 
providers. This includes during travel, at the campsite and all on or off-site activities.       
Disciplinary action will be taken which includes but not limited to: 

• Final Warning letter 

• Demotion  

• Suspension 

• Termination. 

• Reporting to relevant external authorities e.g. Police. 
 

     9.  ROLES & RESPONSIBILITIES 
 

9.1 EXECUTIVE PRINCIPAL 
• Recognising that excursions and camps can have significant educational benefits, Maronite College of 

the Holy Family is aware and careful consideration is given that such activities can be disruptive to 
academic study, both for students undertaking the excursion or overnight camp, student whose 
teachers are participating in these events therefore, absent from the College. Careful consideration is 
given. It also places additional financial pressures on parents.  

 
• In considering whether to proceed with an excursion or camp, the Executive Principal will carefully 

weigh the educational value of a proposed event with the total needs and resources of the College and 
the financial burden for families of students. Consideration will be given to whether the excursion or 
camp will provide students with significant educational opportunities not available by other means. 

 
• In planning excursions and camps, the Executive Principal and staff will be conscious of the legal and 

moral responsibility for student welfare that accompanies such activities. Arrangements for care and 
supervision must reflect the greater degree of risk to students that can exist when travelling distances 
within Australia. 
 

• The Executive Principal or delegate will communicate to parents the excursion or camp is an approved 
College activity and staff will exercise the appropriate duty of care level expected. The Executive 
Principal will consider the cost of excursions and the accessibility to students whose families may be 
experiencing financial constraints. An excursion or camp that is considered to place financial pressure on 
a significant number of families will not be undertaken. 
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    9.2  EXCURSION/OVERNIGHT CAMP COORDINATOR 
 

Excursions and  overnight camps are a recognised part of College activities and staff can expect to be required 
by the College to conduct an excursion or overnight camp as part of their normal work duties. No extra 
remuneration other than reimbursement of genuine pre-approved expenses is to be paid in respect of these 
events.  
 

For overnight camps, accommodation and bathroom arrangements are to be such that no staff member or adult 
is placed in a position where there is potential for allegations of improper conduct to be made. For co-
educational groups, both male and female supervisors must be in attendance. 
 

When it has been determined there is an educational need for an excursion or camp, the staff member 
organising this event must ensure all necessary requirements are met in relation to budget and the number of 
supervising teachers attending must meet the legal requirements of teacher : student ratios.  
 

It is the responsibility of the excursion and camp organiser to disseminate the following expected College 
standards to all participating staff and students attending the excursion or overnight camp: 

 
   9.2.1  PROCEDURE & EXPECTATIONS of COORDINATOR 

  
9.2.1.1   PRIOR to Excursion / Camp 

• Complete and attach all MCHF Excursion / Camp documentation in Student Management 
System (Sentral)  

• Submit: 
o Risk Assessment and  emergency management plan (refer to Appendix 1) 
o Student medical and contact lists 
o Itinerary, accommodation, and transport bookings 

• Organise and confirm supervising staff attending with appropriate ratios (groupings) 
• Send parent/guardian consent forms and information packs include College expectations of 
            students. 
• Conduct pre-departure briefing (minimum of 1 week prior) with all attending staff (refer to 
            Appendix 2 Staff Briefing Checklist). 
• Conduct pre-departure briefing with student including travel and venue conduct and  
            expectations. 
• Excursion/Camp Coordinator must receive the Executive Principal’s or delegate’s approval for 
            additional staff who are required to drive their private vehicle to and from a venue to transport 
            required equipment and or items the excursion/camp (e.g. swimming carnival, athletics  
            carnival, excursion or overnight camp  must first be approved by the Executive Principal or 
            delegate  
• Overnight Camp only: Coordinator has a current driver’s license and vehicle roadworthy for 
            Emergency use. 
 

9.2.1.2  During the Excursion / Camp 
• Act as the primary point of contact for all staff, students, and external providers 
• Carry: 

o Mobile phone (charged and accessible) 
o Emergency contact list 
o Medical action plans and first aid kit. 

• Supervise or coordinate staff to ensure all students are accounted for at all times 
• Respond to incidents or medical needs promptly and  
• In the case of an emergency immediately contact the Executive Principal. 
• Record all incidents in the College reporting system.  
• Maintain communication with the College in line with the emergency plan. 
• Ensure all students adhere to the College rules, Code of Conduct and College values at all times. 
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• If an emergency occurs to a student during an overnight camp call an ambulance and follow in 
private vehicle to the hospital. Remain with student until parent/guardian arrives. This cannot 
be delegate to any other staff member. 

 

9.2.1.3  After the Excursion / Camp 
• Ensure all students return safely to the College or home. 
• Submit an evaluation report within 5 school days, including: 

o Summary of outcomes 
o Submit Incident Reports 
o Attendance record 

• Recommendations for future excursions or camps 
• Conduct a staff debrief to review successes, challenges, and improvement opportunities 

 

9.2.1.4  Camp Coordinator Emergency Requirements 
         The preapproved assigned camp Coordinator must: 

o Drive their private or school-authorised vehicle to camp 
o Have a valid driver’s license 
o Keep the vehicle available and accessible throughout the camp 
o Be prepared to transport a staff member in case of an emergency, should ambulance services 

be unavailable or delayed 
o Follow the ambulance with the student to the hospital in private vehicle 
o Contact parent/guardian and Executive Principal to inform them of the situation and make 

arrangements. 
o Remain with the student until the parent/guardian arrives to the destination.  

Note: It is the responsibility of the parent/guardian to find a person  to attend on their behalf 
if they are unavailable. It is not the responsibility of staff (legal implications) 

o Complete a College Incident Report on student or employee. 
 

 9.3 STAFF RESPONSIBILITIES 
 

 9.3.1 Pre excursion and overnight camp briefing:  
        All staff attending the excursion or overnight camp must attend a pre excursion or overnight camp 
        meeting with the excursion or overnight camp Coordinator to ensure: 

• There is consistency in expectations of staff and students in regard to dress code,  supervision, rules, 
boundaries, behaviour including students’ manners, activities, onsite facilities and arrangements etc. 

• All staff attending have the Coordinator’s contact information e.g. mobile phone number. 

• All student emergency contact details and student medical documentation are disseminated. 

• Staff aware of students at Risk. 

• Responsible for class rolls, first aid kits, student medication etc. 

• Emergency action plan is disseminated.   
 

 9.3.2 Excursion and Overnight Camp Supervision  
• All staff must actively supervise students at all times. 
• A ratio of teaching staff to students must be maintained at all times. 
• No alcohol or prohibited drugs are to be brought or consumed. 
• Staff must remain with students until all students have departed the College premises after arriving 

back from the excursion or overnight camp. 
 

 9.3.3 Bus & Public Transport Conduct: 
           All supervising teachers must ensure student safety while travelling: 

• No standing is permitted while the bus is in motion. 
• Eating and drinking on the bus or public transport is strictly prohibited unless for medical reasons   

approved in advance. 
• Seat belts must be worn at all times (if available). 
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    10.   SUPERVISION ARRANGEMENTS  
 

When determining the ratio of adults to students required for adequate supervision of excursions, the following 
factors must be taken into consideration: 

                                             1. Age 

 2. Capability 

 3. Number of students 

4. Individual student’s educational and behavioural needs 

      5.  Individual student’s medical and physical requirements 

6.  Rationale for the activity 

7.  Identified risks 

8.  Adequate instructions for students and supervisors 

9.  Provision of sufficient safeguards  

                                    10. Experience,  

                                    11. Qualifications  

                                    12. Insurance status of commercial excursion organisers (if used) 

                                    13. Health plans for individual students 
 

Staff members with CPR only training would not satisfy the code of practice for first aid in accordance with the 
WHS Act 2012 NSW, to be the 'nominated workplace first aid officer as such, staff that have CPR only training 
will not have the mandatory training required to take students on an excursion. 
 
In order for MCHF to fulfill their duty of care under these circumstances MCHF teachers with CPR only training 
are to ensure they have fully qualified First Aid staff members present on excursions or any off campus activity.  
 

     11.  STUDENT EXPECTATIONS AND BEHAVIOUR 
 

       All students attending excursions and overnight camps are expected to: 
• Abide by all College rules (Student Behaviour Management Policy), Code of Conduct and College 
      Values. 
• Show respect and use manners to staff, peers, members of the public, and facilities. 
• Follow all safety rules and staff instructions at all times. 
• Not permitted at any time during  an excursion or overnight camp: 

o Physical or verbal abuse 
o Possessing prohibited items (e.g., weapons, drugs, alcohol) 
o Engaging in risky or unsafe behaviour 

 
Consequences for misbehaviour or serious breach of conduct may include: 

o Withdrawal from activities 
o Immediate return to the College or home at the parent's expense 
o Further disciplinary action upon return.  
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    12.  STUDENT DISABILITIES & MEDICAL CONDITIONS 
 
The Disability Discrimination Act makes it unlawful for the College to subject a student to be disadvantaged 
basis on his/her disability/medical condition. All reasonable efforts will be made to enable diverse learning 
students, students with medical conditions (Risk Assessments) to attend excursions/overnight camps with their 
class/year. Careful considerations must be given when selecting venues and activities such as, disabled access 
and student’s personal needs. 
 
Overnight camps require an updated MCHF medical form to be obtained for each student. All copies must be 
taken to the overnight camp by the attending Coordinator.  
 
Prior to departure all staff members must read each student’s medical form/plan so they are fully aware of 
potential medical emergencies that may occur during the excursion/overnight camp such as asthma attacks or 
serious allergies. 
 
On the rare occasion where it is proposed that a student or group of students participate in an independent 
activity without the direct supervision of a staff member, the parent/guardian will be fully informed and provide 
written approval prior to the excursion/overnight camp departure. 
 
 It is the responsibility of the excursion/overnight camp Coordinator to obtain and retain external personnel 
Working With Children Check clearance number. 
 
 

   13.  EMERGENCY AND INCIDENT MANAGEMENT 
      
      In case of illness, accident or other emergency there must be a plan of action and agreed notification procedure 

approved by the Executive Principal prior to departure. At least one teacher member of the touring party must 
have a current qualification in First Aid and all should have CPR. Alcohol must not be consumed by teachers or 
helpers whilst on tour and in control of students. If an injury occurs while on an excursion, the supervising 
teacher must complete an Accident form and attach the student’s permission slip, upon returning to the 
College. 
 

 13.1  Emergency Contact 
• A full list of emergency contact numbers must be carried by all staff. 
• The College’s emergency management plan will be reviewed with all attending staff prior to camp. 

 
 13.2   Emergency Contact Protocols 

• A full list of emergency contact numbers must be carried by all staff. 
• The school’s emergency management plan will be reviewed with all attending staff prior to camp. 

 
 13.3  Emergency Personnel and Vehicle Use 
           A assigned overnight camp Coordinator will accompany the camp but will travel in a separate vehicle to 
           the campsite in the case of an emergency. 
           This staff member must be preapproved by the Executive Principal prior to departure. 
           The Coordinator’s vehicle must: 

o Be fully fuelled and roadworthy. 
o Be available at all times for emergency use, including transportation to medical facilities or 

urgent return to school if required. 
 
   In case of medical or behavioural emergencies, the pre-designated emergency vehicle may be used to: 

o Transport students or staff to medical care. 
o Enable the Coordinator to access additional support services. 
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   14 .  PARENTS/GUARDIANS & VOLUNTEERS 
 
Parents/ Guardians who volunteer to accompany students will be selected according to the expertise they have 
relevant to the activities undertaken and must be briefed on arrangements prior to the excursion. Written 
information will be provided to them, including information about their role, hazards that might be encountered 
and precautions to be taken.  
 

All volunteers will be asked to complete a Volunteer Induction and sign the accompanying Declaration. 
 

Arrangements need to be in place to facilitate the return to the teacher of any student who exhibits behaviour 
that seriously endangers themselves or others. Written confirmation from parents should be obtained to 
acknowledge agreement to the arrangements proposed. 
 

14.1  PARENT/GUARDIAN WRITTEN CONSENTGUARDIAN  
ND COMMUNICATION 

• Written consent is mandatory for all excursions and overnight camps. 
• Information provided to parents includes: 

o Itinerary, activities, and accommodation details 
o Transport methods 
o Medical and dietary requirements 
o Student emergency contact details and staff roles. 

 
 14.2 PARENT/GUARDIAN EMERGENCY RESPONSIBILITIES 
 

          The College takes very precaution to mitigate all risks to students attending an excursion or camp. 
           

          In the case of an emergency, parent/guardian(s) are responsible for attending the site of their injured/ill child 
          (excursion/camp venue, hospital or medical centre). If they are unable to attend, it is parents/guardians 
          responsibility to delete that responsibility to another family member. Staff will stay with the student until 
          parent/guardian arrives. 

 
   15 .   EXCURSION & CAMP BOOKINGS 

 
All excursions, incursions, camps and activity requests, are completed in Sentral. Please ensure each task is 
complete before clicking “Approve Task.” 
 
Helpful Hints: 

• Complete ‘Letter Prepared’ by including the details of the activity in a letter to the parents/guardians.  

• Complete a ‘Risk Assessment’ (update existing Risk Assessment in Sentral with current information) or 
ensure the venues Risk Assessment includes information directly related to the College e.g. pick up and 
drop off of busses. 

• Upload the completed Risk Assessment, excursion details, note to parents etc in ‘Documents Attached.’ 
It is important each document attached is assigned the right protection level. Who do you want each 
document to be seen by? 

• Complete the ‘Request Form’ (approval form) which must be first approved by the Head of College with 
final approval from Executive Principal. Approval from both the Head of College and Executive Principal 
will be indicated by the word ‘Confirmation’ being ticked along red line. Pending approval status will 
show in ‘Approval Forms’ on the right hand side of the screen. 

• Only students with “Permission Given” should attend the activity. 
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    16.   COMPLIANCE AND ACKNOWLEDGEMENT 
 

 16.1 Briefings and Training 
• All staff must attend a pre-camp briefing that includes review of this procedure. 
• Students will receive a behaviour briefing including bus conduct and camp expectations. 

 
 16.2  Inclusion and Accessibility 

• The school is committed to ensuring all students have the opportunity to participate, including; 
o students with disabilities 
o Medical conditions 
o Financial hardship (confidentiality must be maintained). 

• Reasonable adjustments will be made where necessary. 
 

 16.3 Evaluation and Review 

• Following each camp or excursion, a debriefing must be conducted by staff. 

• An evaluation report must be submitted to the Principal, including: 
o Incident reports 
o Student feedback 
o Recommendations for future improvements 

 
 

    17.   EXCURSION RECORDS 
 
In the event of an injury to a student or property damage, records relating to the excursion will be retained until 
the injured party reaches the age of 25 or for seven years, whichever comes first. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



        Maronite College of the Holy Family           Excursion & Overnight Camp Policy & Procedures (Version 0003)         Updated: August 2025             pg. 12 

                                                                                                      
 Appendix 1 

 
 
 
 
 
 
 

EXCURSION/OVERNIGHT CAMP RISK ASSESSMENT 
 

Brief Description of Activity:  

 

Venue/Location of activity:                                                                                         Date and Time of Activity:  

 

Nature and Number of Students Involved in Activity: (e.g. academic year and ability where appropriate) 

 

Venue Information:  
Does the venue have public liability insurance?            Yes / No 
Does the venue have its own risk assessment? If YES, please attach.          Yes / No 
Has child related employment check been carried out by facility management?        Yes / No 
Are emergency procedures in place at the venue?            Yes / No 
Is there access for students with disabilities?             Yes / No 
Does the venue have emergency vehicle access?            Yes / No 
Does the venue have suitable provisions for sun protection?  Explain-____________________________________________   Yes / No 
Does the venue have first aid on site? Explain-______________________________________________________________                   Yes / No 
Are there male and female toilets / change room facilities?           Yes / No 
Has all potential risk hazards been communicated to teaching staff? How?________________________________________   Yes / No 
Is the venue suitable to the to the ability range of the students attending?         Yes / No 
Are the boundaries of the area to be used clearly defined?           Yes / No 
MCHF Requirements 
Does the event conform to the requirements for safe conduct e.g. sport and physical activity?      Yes / No 
Has the management of Serious Incident Procedures been communicated to supervising staff?      Yes / No 
Have plans to counter extreme and bad weather been identified and strategies developed?      Yes / No 
Have the expectations of duty of care and supervision responsibilities been communicated with staff?     Yes / No 
Has staff attended Emergency Care/First Aid Training?                          Yes / No 
Has a travelling Risk Assessment been completed to and from the venue and uploaded onto Sentral?                                                                          Yes / No 
Has a venue Risk Assessment been completed and uploaded onto Sentral?                                                                                                                                Yes / No 
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Equipment required: 
Has all equipment required been checked prior to 
the event and deemed in satisfactory working order?    Yes / No 
Has relevant staff been informed on the  
correct use of the equipment required?                     Yes / No 
 
Maximum Supervision Ratios 

   IMPORTANT: A lower ratio may be necessary for specific activities or students with special needs. 
 
1. Day Excursions:  

o Kindy - Year Two = 1:8 
o Years Three - Six = 1:10  
o Secondary = 1:15 

  
  2.  Overnight Camps: 

o Primary = 1:10 
o Secondary = 1:10 

    
3. Activity Ratios: 

o 1:10 Beginner swimmers with little or no swimming experience. 
o 1:12 Intermediate swimmers who can achieve basic survival skills. 
o 1:15 Confident swimmers (25m) whilst instructing in water. 
o 1:12 Snow Sports  
o 1:12 Outdoor Recreation 
o 1:8 High Ropes 
o 1:8 Water Craft 
o 1:20 Weight Lifting and weight training 

 
These are mandated ratios that must always be adhered to. 
 

  Names of Staff Supervising Activity:  
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        Use the Work Cover Risk Assessment Grid to complete the following table (view grid on previous page): 

 
TYPE ACTIVITY HAZARD IDENTIFICATION 

Type/Cause 
RISK 

ASSESSMENT 
Use Matrix 

CONTROL MEASURES WHO WHEN 

TRANSPORT 
WALKING Walking to and 

from venue and/or 
transportation 
 

- Uneven Footpath 
 

- Struck by vehicle 

6 
 

1 

- Inspect route to and from  
   designated venue/transport  
- Supervise student behaviour 
- Use designated areas to line up 
   Students. 
 

Staff 
 
Staff 
Staff 

Ongoing 
 
Ongoing 
Ongoing 

Monitoring 
student 
attendance to 
venue/ transport 

- identification,  
   attendance 
- parent contact 

6 
 

3 

- Roll taken before, during and after 
exiting venue/ transportation 

Staff Prior to 
departure 

- After exiting 
- transport 

Walking to and 
from the venue 

- Uneven footpath or 

   ground 
 
- Struck by vehicle 

6 
 
 

3 

-  Monitor route to and from venue 
- Structured supervision of student  
   behaviour 
- Ensuring students remain in a group 
- Use designated area to line up 
   students 
- Stay on identified pedestrian  
   pathways and use pedestrian 
   crossings when available 

Staff 
Staff 
 
Staff 
Staff 
 
Staff 

Ongoing 
Ongoing 
 
Ongoing 
Ongoing 
 
Ongoing 
 

TRAIN TRAVEL Train/Light Rail - Boarding designated  
Transport 
 

-  Road Accident 

4 
 
 

3 

- Induct all students on the public  
   safety rules of CityRail and/or the  
   light rail.   
- Ensure all students stand behind the  
   safety line on the platform. 
- Supervise safe loading onto and 
   embarking off  train/light rail. 

Staff 
 
 
Staff 
 
Staff 

Prior to 
departure 
 
Ongoing on 
platforms 
 
Exiting train/light 
rail 

BUS TRAVEL Bus transport to 
and from venue 

- Boarding & exiting coach  

 
 

 

 

- Vehicle accident 
 

6 
 
 
 
 
 

5 

- Ensure vehicle operators hold 
appropriate licence(s) and insurance 

- Hired/College bus is registered and 
maintenance is regularly undertaken.    

- Check availability of seat belts.  
- Vehicle to be appropriate for needs   

of the group e.g. wheelchair access if 
required 

Staff 
 
Staff 
 
 
Staff 
Staff 
 

Prior to 
departure 
 
Prior to 
departure 
 
 
Prior to 
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- Enforce rules and monitor                            
behaviour.  

- Ensure seatbelts are worn and 
emergency exits have been 
identified. 

- Students remain seated at all times 
when bus is moving. 

 
Staff 
 
Staff 
 
Staff 

departure 
Prior to 
departure 
Ongoing 
 
Ongoing 
 

FOOD/DIETARY REQUIREMENTS 
 Dietary  

requirements & and 
food during  
excursions  
 

- Student allergies to 
   certain food products  
 

 - Confirm appropriate food with 
parents/guardians for student with 
allergies  

- Liaise with venue managers about 
provision of appropriate food for 
students with food allergies and 
liaison with parents/guardians 

 

- Food brought  by student to 
excursion should only 
 be approved and provided by 
 student’s parent/ guardians 
 

- Staff to enforce rule and discuss 
 with class/groups about the 
 importance of only eating your own 
 food  

- Ensure a staff member or     
responsible adult  (parent) is with  
student with allergies at all times and 
has student’s EpiPen with them. 
 

- Ensure someone trained in medical  
procedures (use of EpiPen) attends. 
 

- Communicate special requirements  
to all staff and volunteers especially 
emergency response procedures and 
equipment. 

 

- For students with allergies to 
bee/insect bites and stings, be 
aware of bees/insects attracted by 
soft drinks cans and food in garbage 
bins. 

 

Staff 
 
 
 
Staff 
 
 
 
 
Staff 
 
 
 
Staff 
 
 
 
Staff 
 
 
 
 
Staff 
 
 
Staff 
 
 
 
Staff 

Prior to the 
excursion 
 
 
 
Prior to the 
excursion 
 
 
 
 
Prior to the 
excursion 
 
 
 
Ongoing 
 
 
 
Prior to the 
excursion 
 
 
 
 
Prior to the 
excursion 
 
 
Prior to the 
excursion 
Ongoing 
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EMERGENCY EVACUATION OF VENUE 

 Venue - Trapped in the venue 
- Disorientation 

 - Ensure students and staff are aware 
of emergency evacuation 
procedures and meeting points 
 

 

Staff Ongoing 
 

BEFORE ACTIVITIES 

PLAY AREA Playing surface - Unsafe playing area 6 
 

- Inspection of playing surface and 
communication of possible hazards 
to competing students and officials. 

- Hydrated lime must not be used to 
mark fields. 

Staff Prior to activity 

GAME/ 
TRAINING 

Game/ Training - Soft tissue injury  
   (sprains, muscle strains,  
   impact injuries,    
   dislocation) 
- Hard tissue injury 
   (bone fractures, teeth) 
- Head Injuries 
   (concussion, loss of  
   consciousness) 

4 
 
 

4 
 
 

4 

- Warm-up and cool-down are vital 
elements in preventing injury and 
should be included before and after 
all training and competition 
sessions. Stretching activities 
performed in the warm-up should 
move the muscles through the full 
range of movement to be performed 
during the session. 

- Skill development training 
- First Aid Kit Available 
- Sport specific protective equipment 
- Game suspended and student 

excluded from further participation. 
Seek medical attention for student. 

Staff 
Staff 
Student 
 
 
 
 
 
 
Staff 

Playing Training 
in the sport 
 
Ongoing 

CHANGE 
ROOMS 

Getting Changed - slip and hit head/other 
    injuries 
- Inappropriate use of 
   images 
- Unauthorised  
   personnel in change 
   room 

5 
 

6 
 

6 

- Inspect change rooms for danger 
 
- Discourage the use of electronic 
    devices 
- Supervise students use of change 
    rooms 

Staff 
 
Staff 
 
Staff 

Ongoing 
 
Ongoing 
 
Ongoing 

WATER ACTIVITIES 
POOLS 
 
 
 
 
 
 

Movement 
around the pool 

- Slip and fall into pool and 
   Drown 
-Slip and hit head/other  
   injuries 
- Slip and knock others 
into 
    pool 
- Slip and fall into pool and 

3 
 

5 
 

5 
 

5 
 

- Liaise with pool staff in regard to 
    identifying and eliminating hazards 
- State rules and expectations upon 
   entry to the pool (e.g. Out of bounds, 
    no running, etc) 
- Actively supervise students in and  
   around at all times (roster used 
   where appropriate) 

Staff/Pool Staff 
 
Staff 
 
Staff 
Staff 
Staff 
 

Ongoing 
Ongoing 
 
Ongoing 
 
Ongoing 
Ongoing 
Ongoing 
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POOL PLAY 
AREAS 

   injure others 
- Poles/seating equipment 
- Out of bounds/ 
   hazardous areas  
 
- Misuse of Children’s Play  
   Equipment 
- Basketball/court area 
 
 
- Grassed area 
- Sun burn 
 

6 
6 
 
 

6 
6 
 
 
 

6 
5 
 

 

- Implement appropriate  
   consequences 
- Limit ball games to appropriate areas 
 
- Enforce out of bounds areas 
- As above 
- Supervised games only, correct 
    equipment needed 
- Check area for dangers 
- Sun screen provided, students  
   reminded to reapply sunscreen and  
   wear appropriate clothing (hats,  
   shirts, etc) 
 

Staff 
 

 
Ongoing 
 

LAKES, 
RIVERS & 
HARBOUR 

Movement 
around the 
lake/river/harbour 

- Slip and fall into  
   lake/river and drown 
- slip and hit head/other  
   injuries 
- slip and knock others into  
  lake/river 
- Slip and fall into 
lake/river 
   and injure others 
- Poles/seating equipment 
- Out of bounds/hazardous 
    areas  
- Misuse of Children’s Play 
    Equipment 
- Basketball/court area 
- Grassed area 
- Sun burn 

3 
 

5 
 

5 
 

5 
 

6 
6 
 

6 
 

6 
6 
5 

 

- Liaise with lake/river/harbour staff in 
   regard to identifying and eliminating  
  hazards 
- State rules and expectations upon 
   entry to the lake/river/harbour (e.g.  
   out of bounds, no running, etc) 
- Actively supervise students in and  
   around at all times 
- Implement appropriate  
   consequences 
- Limit ball games to appropriate 
   areas 
- Enforce out of bounds areas 
- As above 
- Supervised games only, correct  
   equipment needed 
- Check area for dangers 
- Sun screen provided, students  
  reminded to reapply sunscreen and 
   wear appropriate clothing (hats,  
   shirts, etc) 
 

Staff/Lake/river 
/harbour  
Staff 
Staff 
 
 
Staff 
 
Staff 
 
Staff 
 
Staff 
Staff 
Staff 
 
Staff 
Staff 
 

Ongoing 
 
 
Ongoing 
 
 
Ongoing 
 
Ongoing 
 
Ongoing 
 
Ongoing 
Ongoing 
Ongoing 
 
Ongoing 
Ongoing 

SWIMMING Swimming 
Activities 
 

-Pool, lake/river entries 
- Dry Rescues 
 
 
 
 
 

5 
5 

 
 
 
 
 

- Explicit teaching of technique 
- Strict supervision of entry into 
   water 
- Explicit teaching of technique 
- Strict supervision of entry into 
    water 
- Clear surroundings of students 

Staff 
Staff 
 
Staff 
 
 
Staff 

Ongoing 
Ongoing 
 
Ongoing 
Ongoing 
 
Ongoing 
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-Underwater recoveries 
- Hard tissue injuries from  
   water activities 
- Soft tissue injuries from 
   water activities 
- Swim assessment to 
   verify swimming  
   capabilities 

 
5 
 

5 
5 
5 

   not involved in rescue activity 
- Explicit teaching of technique 
- Check water depth 
- Adequate space for activities 
- Strict supervision of water activities 
- First aid and ice available 
- Swim in nominated groups 
- Chest deep water for week 
    swimmers 

 
Staff 
Staff 
Staff 
Staff 
Staff 
Staff 
Staff 
 

 
Ongoing 
Ongoing 
Ongoing 
Ongoing 
Ongoing 
Ongoing 
Ongoing 
 

SPORT ACTIVITIES 
INDIVIDUAL 
SPORTS 

Athletics  - Soft tissue injury  
  (sprains, muscle strains,  
   impact injuries,    
   dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
   consciousness)  
- Injury sustained at a  
 throwing event 

4 
 
 
 

4 
 

4 
 
 

5 

- Warm up and cool down 
- Skill development training during 

PDHPE lessons 
- First Aid Kit Available 
- Event specific safety guidelines 
-  Event suspended and student 
   excluded from further participation.  
   Seek medical attention for student. 
- Safety procedure outlined prior to 
   event 
- Hazardous areas clearly identified 
   and marked 

Staff 
 
Staff 
 
Staff/ Venue 
Staff 
 
Staff 
 
 
Staff 
 
Staff 

Training for the 
sport 
Ongoing 
 
 
 
When required 
Prior to event 

Cross Country 
 

- Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains, 
   impact injuries,  
   dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
  consciousness) 
 

5 
 

4 
4 
 
 
 

4 
 

4 
 

- Students are to be instructed to wear 
   appropriate footwear. 
- When selecting the course, organisers 
   should consider the: 

• age, number of students taking 
part and their physical 
capabilities  

• type of surface and terrain over 
which the race will take place  

• potential dangers of obstacles, 
including water crossings, on 
the course  

• supervision to be provided on 
the course.  

- The starting area should be of 
   sufficient width to ensure a safe and 
  fair start. Narrow starting chutes are to 
  be avoided. The first 200-300 metres 
   of the course should be straight and  
   clear of obstacles and spectators. 

Staff Ongoing 
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- For competition events, participants 
   should be given an opportunity to 
   view the course. A funnel or chute 
   finish is recommended to provide 
   adequate access for all competitors. 
- Where possible, there should be 
   vehicular access to all sections of the 
   course. 
- In warm weather dehydration can be a 
   major problem. Students should be 
   encouraged to consume fluids prior to 
   and on completion of events. Water 
   should be available at the start and  
   finish areas. Drink stations must be  
  established where the design and  
  distance warrant such measures. 
- The course should not be so onerous  
  as to place the participants under  
  physical duress. The activity should be 
  planned as a culminating event where  
  students have had prior planned 
  opportunities to prepare physically for  
  the event. Students should be  
  instructed to proceed at their own 
   pace to avoid over exertion. 
- Students should be encouraged to 
   warm up prior to all practice and  
   competition. 
- Course officials need to be located at  
  strategic vantage points to ensure  
  total course supervision. Course  
  officials located at course extremities,  
  should have access to a 
   communications link. 
- A well-equipped medical kit must be 
  readily available. Asthma medication 
  should be carried by competitors as  
  required. Where possible, ice should 
  be available for the treatment of  
  injuries. 
- Students are to be instructed to use 
   adequate sun protection 
 



        Maronite College of the Holy Family           Excursion & Overnight Camp Policy & Procedures (Version 0003)         Updated: August 2025             pg. 20 

 Indoor Rock 
Climbing 

- Soft tissue injury  
   (sprains, muscle strains,  
   impact injuries,  
   dislocation) 
- Hard tissue injury 
   (bone fractures, teeth) 
- Head Injuries 
   (concussion, loss of  
  consciousness) 
 

4 
 
 
 

4 
 

4 

- The facility operations must conform 
  to Outdoor Recreation Council of  
  Australia standards and practices.  
  Artificial climbing walls must meet or 
  exceed, Central European (CE)  
  standards. 
- Schools must use a climbing facility  
  which employs a dual attachment  
  system e.g. tie-in and clip-in or 
   clipping into two (2) screwgate 
   karabiners with  gates opposed AND 
   requires their  
  qualified instructional staff to  
  physically check each student's  
  harness for correct fitting before  
  allowing a student to climb. 
- The instructor to student ratio must 
   not exceed 1:20. 
- Only students who have been taught  
  and assessed as a competent belayer 
  by a qualified belay instructor may  
  belay. 
- The facility staff, together with the 
   teacher(s) must actively supervise  
   climbing activities at all times. The  
   teacher must have recognised current  
  training in emergency care. At least  
  one of the session instructors must  
  have, as a minimum, a Senior First Aid 
  certificate. 
- Comfortable clothing such as T- 
  shirts,' singlets, bicycle shorts and 
   sports shoes should be worn. To  
  avoid jamming in equipment (e.g.  
  karabiners), clothing must not be 
   excessively loose fitting. 
- It is essential that students are briefed 
   on the need to be extremely attentive 
   when spotting and belaying. Students 
   who do not display an appropriate 
   and responsible attitude to these  
  tasks must be removed from the 
  activity. 
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- Students must remove jewellery and 
other ornaments likely to cause injury. 
Long hair should be 
tied back. 
 

TEAM SPORT Basketball - Game specific rules or  
   laws. 
- Game specific risks 
- Soft tissue injury  
   (sprains, muscle strains,  
   impact injuries,  
   dislocation) 
- Hard tissue injury 
   (bone fractures, teeth) 
- Head Injuries 
    (concussion, loss of  
   consciousness) 
 

5 
 

4 
4 
 
 
 

4 
 

4 

- Students must remove jewellery and 
   other ornaments likely to cause 
    injury.  
- Students must cut or tape long 
    fingernails. 
- Boundaries of the court must be  
  clear of spectators and belongings to 
   avoid interfering with the safe  
   movements of players and umpires. 
- Where possible, ice should be  
   available for the treatment of  
   injuries. 

Staff Ongoing 

Australian 
Football (AFL) 

- Game specific rules or  
   laws. 
- Game specific risks 
- Soft tissue injury  
   (sprains, muscle strains, 
   impact injuries,    
   dislocation) 
- Hard tissue injury 
   (bone fractures, teeth) 
- Head Injuries 
   (concussion, loss of  
   consciousness) 

5 
 

4 
4 
 
 
 

4 
 

4 
 

- Students should be selected on the 
   basis of ability and suitability for the 
   position they are to play. 
- Where injury to a student occurs 
   during the game, the student must 
    be excluded wherever there is any  
   doubt as to the extent of injury or  
   fitness to continue. 
- Teachers and coaches must exclude 
   students from returning to playing 
   after injury until it is clear that the  
   student is fit to resume. 
- Students must remove jewellery and 
   other ornaments likely to cause  
   injury. 
- All players should ensure that they 
   remain hydrated during the game by 
   drinking water during the game  
   breaks. 
- Mouth guards are recommended to 
   all students. 
 
 
 
 

Staff Ongoing 
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Baseball - Game specific rules or  
   laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains,  
   impact injuries,  
   dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
  consciousness) 

5 
 

4 
4 
 
 
 

4 
 

4 
 

- The umpire standing behind the 
    catcher must wear protective 
    equipment as prescribed for the 
    catcher. If not, the umpire must  
   stand behind the pitcher. 
- At any time and in any context where 
    the pitcher-catcher situation exists, 
    the catcher must wear a face mask.  
   The catching position is assumed 
    when the player is in the squat 
    position. 
- At an unfenced venue, spectators 
   should be allocated a viewing area  
  which is at least 10m from either the 
  1st or 3rd base lines. This will ensure 
   that spectators are clear of the dead 
   ball lines. The area immediately 
   behind the pass ball line must not 
   be used by spectators unless it is  
   appropriately screened. 
- Spectators at fenced grounds  
   prepared for baseball must remain 
   behind the fence. 
- The players who are not either on the 
   field, in the batting box, or in the on- 
   deck circle must remain in the team 
   dugouts. If team dugouts are not  
   provided, then players must be  
   positioned at the side of the pass  
   ball line. 
- The participants must be instructed 
    to drop, not throw, the bat before  
   running. Umpires should remove the 
   dropped bat as soon as possible. 
- Players preferring to slide into bases 
   should use the ‘figure 4 slide’  
  technique. First base is the only base 
  that can be overrun on a single hit.  
  Sliding is only necessary to avoid a 
  tag. 
- If bases are to be pegged, they must 
   be of the type with strapping which 
   is pegged from beneath the base.  

Staff Ongoing 
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   Bases which require pegs being 
   secured through the centre of the  
   base must not be used. 
- The risk of injury to pitchers relates 
   to the number of pitches delivered in 
   one session or day and the pitching 
   distance. 
- The pitching assignment and the 
   pitching distance should be  
   established considering the age,  
   experience and physical  
   development of the player. As a  
   guide, Year 7 players should be  
  restricted to 90, Year 8 100 and Year  
   9-12 110 pitches. Players in Years 7 
   & 8 must not throw curve balls. 
- Genital protectors are   
   recommended for all players. 
- Two-eared helmets must be worn by  
   all batters and base runners. 
- Students are to be instructed to use  
   adequate sun protection. 

Cricket - Game specific rules or 
   laws. 
- Game specific risks 
- Soft tissue injury  
   (sprains, muscle strains,  
   impact injuries,  
   dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
  consciousness) 

5 
 

4 
4 
 
 
 

4 
 

4 
 

- Rubber-soled cricket boots or sports 
   shoes must be worn for hard 
   wickets. Spiked cricket boots may  
   be worn where turf wickets are  
   used. 
- Shin guards, helmet and a genital  
  protector (if male) must be worn by 
  players classified as close-to-the- 
  bat fielders (i.e. fielders closer than 
  10 metres from the batter). 
- Sunglasses conforming to the 
   Australian Standard AS1067, with  
   plastic frames and Perspex lenses 
   may be worn to protect eyes from 
   UV radiation. 
- The ground surface must be free of  
  obstructions, loose objects and 
  holes should be filled prior to  
  commencement. 
- Overlapping boundaries must be 
   avoided. At enclosed grounds 

Staff Ongoing 
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  boundaries should be marked by  
  cones 2 metres inside the fence line. 
  This will reduce or avoid injuries to  
  players who slide to stop the ball   
  reaching the boundary. 
- The wicket area must be inspected 
   prior to the game to ensure that they  
  are of a suitable standard for play. 
- Umpires, coaches and teachers 
   should exercise a conservative  
   approach to continuing play in  
   adverse weather conditions. Where 
   weather and/or field conditions are  
   considered to have reached a point 
   where they pose a danger to  
   participants, play must be stopped  
   immediately. 
- Synthetic coverings and mats used on 
   concrete wickets must be in good 
   condition with no holes, tears or  
   separating seams. 
- Teachers should take special care 
   with fast bowlers as overuse back 
  injuries are the most common  
  sporting injuries amongst young  
  participants. 
- If using leather or composition cricket 
   balls the: 

• wicketkeeper must wear a pair 
of pads, a pair of wicket 
keeping gloves and a genital 
protector (if male) and a 
helmet when keeping up to the 
stumps  

• batters must wear a helmet, 
well fitted pads and batting 
gloves. Batters (if male) must 
wear a genital protector  

• boys and girls 12 years and 
under should use a 142 gram 
leather/composition cricket 
ball (a 156 gram ball can be 
used for male representative 
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matches)  
• boys 13 years and over use a 

156 gram leather/composition 
cricket ball and girls 13 years 
and over use a 142 gram 
leather/composition cricket 
ball  

Indoor Cricket - Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains, 
   impact injuries,  
   dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
  consciousness) 

5 
 

4 
4 
 
 
 

4 
 

4 
 

- Students must wear footwear which is 
   appropriate for the playing surface.  
- All equipment (e.g. balls, bats, batting 
   gloves, wicket keeping gloves) must  
  be in good condition and be  
  appropriate for the age and ability of  
  the students.  
- Safety rules and game procedures are 
   important because the game is 
   played in an enclosed area. Teachers 
   must ensure the rules of the game    
   and the facility management  
  conditions are complied with.  
- Fielders in the batting half of the court 
   (with the exception of the 
   wicketkeeper) must not field within 
   three metres of the bat. This  
   exclusion zone may or may not be 
   marked on the court.  
- The involvement of students who wear 
   glass spectacles is to be determined 
   in consultation with  
   parents/caregivers.  
- Fielders must be instructed to  
   maintain eye contact with the ball at 
   all times.  
- Students must secure long hair if it is  
   likely to impair vision.  
- Students should remove jewellery and 
   other ornaments likely to cause injury. 
 
 
 
 
 
 

Staff Ongoing 
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Soccer - Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains,  
  impact injuries,  
  dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
  consciousness) 

5 
 

4 
4 
 
 
 

4 
 

4 
 

- Shin guards made of suitable material            
(rubber/plastic) are compulsory. 
- Students are to wear appropriate 
   footwear such as soccer boots or  
  sports shoes. If football boots are to  
  be worn, no student should be  
  permitted to play in any other type of 
  footwear. Boots must be inspected 
  prior to the commencement of each  
  game to ensure that studs do not have 
  sharp edges or are excessively worn. 
- The ground surface must be free of  
   obstructions and loose objects. 
- Students must not use equipment or  
   wear anything that may cause injury 
   to themselves or other players. All 
   jewellery must be removed. 
- Where injury occurs during the game, 
   the student must be excluded 
   wherever there is any doubt as to the 
   extent of injury or fitness to continue. 
- Teacher and coaches must exclude  
   students from returning to playing  
   after injury until it is clear that the  
   student is fit to resume. If there is any 
   doubt, the student is not to play until  
   medically cleared. 
- Students must be made aware of the 
   rules regarding foul play and  
   misconduct.  
- Students are to be instructed to use 
   adequate sun protection. 
 

Staff Ongoing 

Indoor Soccer - Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains, 
  impact injuries,  
  dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 

5 
 

4 
4 
 
 
 

4 
 

4 

- Students are to wear appropriate 
  footwear such as sports shoes with 
   non-marking soles. 
- The playing surface must be smooth,  
  flat and free of obstructions and loose 
   objects. The use of a wooden surface  
  is recommended. Concrete or  
  bitumen must be avoided. 
- The immediate surrounds of the court  
  perimeter must have a space well  

Staff Ongoing 
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  (concussion, loss of  
  consciousness) 

   clear of any roofing supports or  
  obstacles, e.g. equipment, seating,  
  spectators. 
 

Netball - Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains,  
  impact injuries,  
  dislocation) 
- Hard tissue injury 
 (bone fractures, teeth) 
- Head Injuries    
  (concussion, loss of  
  consciousness) 
 

5 
 

4 
4 
 
 
 

4 
 

4 

- Goal posts, portable goal posts,  
   should be fitted securely into sleeves. 
   Goal posts should be padded (50mm  
   thick) from the base to the ring. 
- The court surface and immediate  
  surrounds must be free of  
  obstructions and loose objects. Avoid 
   playing netball on slippery and gravel 
    surfaces. 
- Spectators must be positioned at an  
  appropriate distance from the court  
  during play to avoid interfering with  
  the safe movements of players and  
  umpires. Run off areas must be free of  
  obstacles. 
- Students must remove jewellery and 
   other ornaments likely to cause injury. 
   Students must keep fingernails short  
   and smooth. - - No hard peak caps are  
  permitted. Students may wear soft  
  peak caps only. 
- Players should ensure that they have  
  an adequate level of hydration before,  
  during and after the game or training  
  session. 
 

Staff Ongoing 

Rugby & 
Rugby League 

- Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains,  
  impact injuries,  
  dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
  consciousness) 

5 
 

4 
4 
 
 
 

4 
 

4 

- SmartRugby and Leaguesafe are the 
   minimum compulsory requirements  
   for every coach and match official  
   participating in Rugby and Rugby  
   League where there is a tackling  
   component.  
- Appropriate padding must be used on 
   goal posts. 
- Mouthguards must be worn in the 

 following circumstances: 
• All selection trials and games 

organised for any occasion by 
the school, the school's 

Staff Ongoing 
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sporting zone, regional and / or 
state school sport association.  

• All games or competitions 
organised by external 
organisations that are school 
endorsed activities.  

• All training sessions where 
skills training requires physical 
contact between participants.  

-  All players are to be inserviced in the 
   "SmartRugby" Program by their team 
    coach. SmartRugby is designed to 
   inform coaches and match officials of 
    best practice techniques, to  
   minimise 
  
    the risk of injury to players. The three  
    main areas that the "SmartRugby" 
 - Program focuses on are the Tackle,  
    Scrum and Preparation for Contact. 
-  Students assessed as having an  
   inappropriate physique for selection 
   in the front row must not be allowed  
   in any circumstances to play in this  
   position. 
- Students must remove jewellery and 
   other ornaments likely to cause injury. 
- Rugby League for students thirteen  
  (13) years and above must of the  
  Game. Matches involving students 
  fifteen (15) years and under must also 
  incorporate the 'National Safeplay  
  Code'. 
- The Australian Rugby League:  
   International Laws of the Game  
   includes the following additional rules 
    for junior participants: - 

• Retire at Play-the-Ball: In 
matches involving players 
aged fourteen (14) years and 
under, the players of the side 
not in possession, must retire 
five (5) metres from the point 
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at which the ball is played. This 
is different to the normal ten 
(10) metres in matches 
involving players aged fifteen 
(15) years and above. 

• No Shoulder Charging: In 
matches involving players 
eighteen (18) years and under, 
a defender who runs at a ball-
carrier and without attempting 
to tackle, grab or hold the ball-
carrier, charges to make 
contact with the shoulder or 
with the upper arm (tucked 
into the side) is guilty of an 
infringement.  

- Players should be encouraged to wear 
   Standards Australia approved head  
   gear designed primarily to protect the 
   ears and head against abrasions. 
- Players who choose to wear shoulder  
   pads should only use a type of  
   shoulder pad approved by the  
   Australian Rugby League (ARL). 
- Each school is required to have a  
   structured training and coaching  
   program and an agreed selection  
  procedure for teams participating in  
  intra and inter-school programs. 
 

Touch Football - Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains,  
  impact injuries,  
  dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
  consciousness) 
 

5 
 

4 
4 
 
 

4 
 
 

4 

- Non-injurious markers must be used  
  to define the field of play.  
- Half sphere markers are 
   recommended and should be placed  
   one (1) metre outside the field of play. 
- Students are to be instructed to wear  
  appropriate footwear.  
- Students must remove jewellery and  
  other ornaments likely to cause injury. 
- Students must be encouraged to keep 
   fingernails short. Long fingernails  
  should be taped. 
- If studded or cleated footwear is 

Staff Ongoing 
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   worn, the studs or cleats should be 
   moulded rubber. 
- The warm-up should be continuous  
  and lead into the training session. 

Softball/ 
Teeball 

- Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains,  
  impact injuries,  
  dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
  consciousness) 
 

5 
 

4 
4 
 
 
 

4 
 

4 
 

 

- All equipment must be inspected  
  before play commences, and if  
  defective must not be used. The bat  
  grip must not have plastic or smooth 
   tape on the grip. 
- All fielders must wear a glove. As shin 
   guards are recommended for close  
  in-field players, an appropriate 
   number must be available in the kit  
  for use. Males in this position should 
   wear a genital protector. 
- Students are to wear appropriate  
  footwear such as softball cleats or 
   wear sports shoes.  
- Softball cleats must be inspected 
   prior to the commencement of each 
   game to ensure that the cleats do not  
   have sharp edges and conform to the 
   rules of the game. 
- The designated catcher must wear a 
   face mask, throat protector, chest 
   plate, helmet, leg protectors 
   and a genital protector (if applicable). 
- Batters and baserunners must wear  
  two eared helmets. It is recommended 
  that a chin strap be attached to the 
  helmet. A Standards Australia 
  approved bicycle helmet is an  
  acceptable alternative to a batting  
  helmet in T-ball. 
- The batting Tee must: 

• not have any sharp edges  
• be light enough to be moved 

quickly and easily  
• be adjustable to suit the batter  
• be placed with stem over the 

centre of the front edge of the 
home plate  

• be removed by the plate 

Staff Ongoing 
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umpire whenever necessary 
after the batter hits a fair ball.  

- Any player catching to a pitcher (in  
   practice as well as the game) must  
   wear full catching attire which 
   includes mask, helmet, throat 
   protector, breastplate and leg  
   protector and where appropriate, a 
   genital protector. 
- Spectators  and the batting team must  
   be at least ten (10) metres away from 
   the first and third base lines. This will 
   ensure that spectators and players  
   are well clear of the dead ball lines. - -  
   The area immediately behind the pass 
   ball line must not be used by 
   spectators unless it is appropriately  
  screened. 
- A safety (or double) base is 
   recommended for both softball and T- 
  ball. 
- Players who coach in the first and 
   third base coach boxes must wear a 
   helmet. 
- Ensure the umpire standing behind 
   the catcher wears protective 
   equipment as prescribed for the 
   catcher. If not, the umpire must stand 
   behind the pitcher. In T-ball, the  
   umpire should stand directly opposite 
   the batter. 
 

Squash - Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains,  
  impact injuries,  
  dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  

5 
 

4 
4 
 
 
 

4 
 

4 
 

- Students should wear sports shoes.  
  Bare feet must not be permitted. 
- Students must remove jewellery and  
  other ornaments likely to cause injury.  
  Long hair should be tied back and  
  finger nails should be kept short. 
- Each school should have a coaching  
  program based on conditioning and  
  progressive skill training methods. 
- Consider the number of students in 
  the space available, ensuring that  
  students do not contact others in  

Staff Ongoing 
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  consciousness) 
 

 group practices. 
 

Tennis - Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains,  
  impact injuries,  
  dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
  consciousness) 
 

5 
 

4 
4 
 
 
 

4 
 

4 
 

- Nets and supports must be in good 
   condition. 
- Students are to be instructed to keep 
  tennis racquets in good condition. 
- Students are to be instructed to wear 
  footwear which is appropriate for the 
  playing surface. 
- Spectators and non-participating  
  players are to be instructed to remain 
  outside the court area during play. 
- Students are to be instructed not to  
  enter other courts occupied by players 
  to retrieve tennis balls (or for any other 
   reason) whilst play is in progress. 
- Play must not be allowed on slippery 
  wet surfaces. 
 

Staff Ongoing 

Volleyball - Game specific rules or  
  laws. 
- Game specific risks 
- Soft tissue injury  
  (sprains, muscle strains,  
  impact injuries,  
  dislocation) 
- Hard tissue injury 
  (bone fractures, teeth) 
- Head Injuries 
  (concussion, loss of  
  consciousness) 
 

5 
 

4 
4 
 
 
 

4 
 

4 
 

- Where the nets are held up by 
   freestanding poles, there must be a  
  weighting system to prevent the poles 
   from falling over. No part of the pole  
  or base is to protrude onto the court. 
- Winch handles on posts should be 
  removable. Any winding equipment  
  on posts must be padded. 
- Where beach volleyball is conducted, 
  the court area must be carefully  
  inspected for solid or sharp objects 
  prior to the activity commencing. The 
  recommended minimum depth of 
  sand is 50cm. 
- Students should tape or cut long 
   fingernails. 
  Students must remove jewellery and  
  other ornaments likely to cause injury. 
- Students must wear footwear which is 
   appropriate for the playing surface. 
- Play must not be allowed on wet or 
   slippery surfaces. 

Staff Ongoing 
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 Appendix 2 

 
 
 
 
            
 

COORDINATOR’S PRE-DEPARTURE STAFF BRIEFING CHECKLIST 
 

The Coordinator must conduct a staff briefing with all who are attending a minimum of two (2) weeks before 
departure, disseminating the following information.  
 

      1. Purpose & Objectives 

 Brief overview of the camp/excursion purpose (e.g. educational outcomes, team-building goals). 

 Highlight links to curriculum or personal development objectives. 
 

             2. Itinerary Review 

 Go through the excursion / daily camp schedule, including: 

• Departure/arrival times 

• Activities (incl. providers / facilitators) 

• Break / Meal times 

• Lights out and wake-up routines 

 Identify key transition points: 

• On arrival at venue  

• Moving between activities 

• Meeting points throughout the day 
 

     2.1 Supervision Roster 

 Provide staff with supervision roster including meal breaks and students’ free time.  
 

     3. Staff Conduct & Professionalism 

 Staff of duty of care and mandatory reporting obligations reminder 

 Maintain appropriate boundaries with students (esp. in downtime) 

 Strictly prohibited - no alcohol, smoking or illicit substances to be brought or consumed  at any time and no 
     personal side-trips permitted. 

 Maintain professional conduct and relationships with colleagues and venue personnel at all times. 

 Dress appropriately and model respectful, inclusive behaviours. 
 

        4. Staff Roles & Responsibilities 
       4.1 Staff expectations 

 Supervision -actively supervise and remain vigilant with students at all times (incl. breaks / free time) 

 Maintain consistent expectations from all students (e.g. manners, representation of College, rules) 
 

       4.2 Assign and confirm the following: 

 Group supervision leaders (by cabin/tent or activity group) 

 First aid officer (current First Aid, CPR and Anaphylaxis certificates required) 

 Medication Coordinator (manage, distribution and documentation student medication) 

 Attendance Roll supervisors (attendance at all transport points) 

 Behaviour management supervisors and escalation procedure 

 Night supervision (overnight wake-up duty, cabin checks etc.) 

 Meal coordination/monitoring (incl. special dietary needs) 

 Point of contact with external providers (if applicable). 
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       5. Student Expectations consistency must be maintained by all staff and volunteers (if applicable). 

 Review student behaviour expectations: 

• Representing the College in the wider community e.g. dress code, behaviour 

• Manners when interacting with the general public, venue personnel, bus driver, meal times etc. 

• When travelling to and from the venue (public transport, hired bus/coach) 
o Always wear seat belt (if available),  
o No standing whilst transport is in motion e.g. bus 
o No eating on public transport, bus or coach unless for medical reasons approved in advance. 
o Strictly adhering to supervising teachers instructions. 
o Stay vigilant and aware of others. 

• Adhere to instructions and rules from venture personnel 

• Respect for staff, peers, and property 

• Participation in all scheduled activities 

• No leaving cabins/tents at night without permission 

• No electronics unless approved 

 Define consequences for misbehaviour and who handles escalation. 

 Discuss how to handle homesickness, social issues and/or peer conflict. 
 

      6. Emergency Procedures 

 Emergency Contact Protocol (who calls  ambulance, parents, College).  
         It is the Excursion or Camp Coordinator role and responsibility to adhere to the following procedure.  
         This role cannot be delegated to another staff member. 

1) In case of an emergency, the Excursion or Camp Coordinator must stay with the student for the 
duration.  

2) Coordinator contacts ambulance (if required) and provides student details. If the student is 
transported by ambulance to hospital the Coordinator must drive their private vehicle to the 
designated hospital and remain with the student until a parent/family member arrives. 

3) Coordinator contacts Executive Principal 
4) Contacts student’s parents. If unavailable, contact parents’ assigned emergency people.  
5)  Debriefs parents when they arrive. 

 

 Identify meeting points for: 

• Fire drill 

• Missing student 

• Severe weather etc. 

 Go over: 

• List of students at risk (existing Risk Assessments, Medial Plans, Behaviour Plans) 

• First aid kits number, protocol and locations 

• Emergency transport access 

• Medical incident documentation e.g. MCHF Student/Staff Incident Report. 
 

 

          7. Communication 

 Exchange mobile numbers  

 Decide on check-in times (e.g. staff meeting points AM/PM) 

 Define protocol for: 

• Reporting incidents 

• Parent communication (who calls, when, and how) 

• Contacting College for updates or emergencies situations. 
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       8. Meals, Allergies & Medical 

 Review list of students with: 

• Allergies 

• Medication 

• Special diets (vegan, halal, gluten-free, etc.) 

 Review medication schedule, storage and documentation process. 

 Disseminate list of at risk students:  

• Provide all attending staff with Student Risk Assessments  

• Review student excursion / camp  needs and amend Student Risk Assessment accordingly 

• Allocate a specific  teacher to supervise at risk student for the duration. 

• Establish emergency procedure 

 Confirm which staff are supervising meals and helping serve (if applicable). 
 

              9. Accommodation & Supervision 

 Cabin / tent allocations (staff and student) 

 Confirm night supervision arrangements: 

• How often checks are done 

• Protocol for addressing disruptions 

 Establish student gender considerations, supervision and privacy 

 Address staff gender considerations and privacy (camps)  
 

            10. Final Checks Before Departure 

 All staff have: 

• Printed itinerary 

• Emergency contacts 

• Group lists & medical info 

• Maps/directions 

 Confirm attendance at roll-call points. 

 Go over transport logistics and luggage check  

 Confirm that all forms and consent slips are accounted for. 
 

      11. Questions & Clarifications 

 Open floor for any questions, concerns, or logistics issues 
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Appendix 3 

FIRST AID KIT CONTENTS 
 

DAY TRIPS: 
Category A and B Excursions – Kit Type C 
1 x adhesive plastic dressing strips, sterile, packet of 50 
1 x small plastic bag 
1 x medium plastic bag 
1 x 5cm gauze bandage 
2 x disposable gloves 
1 x packet of safety pins 
1 x triangular bandages, minimum 90cm 
1 x wound dressings, sterile, non-medicated, large 
1 x first aid pamphlet (as approved by Workcover) 
Resuscitation masks 
 
OVERNIGHT TRIPS: 
Category C and D Excursions – Kit Type B 
1 x adhesive plastic dressing strips, sterile, packet of 50 
1 x adhesive dressing tape, 2.5cm x 5cm 
1 x small plastic bag 
1 x medium plastic bag 
1 x large plastic bag 
2 x dressing, non-adherent, sterile, 7.5cm x 7.5cm 
2 x eye pads, sterile 
1 x 5cm gauze bandage 
1 x 10cm gauze bandage 
4 x disposable gloves 
1 x rescue blanket, silver space 
1 x packet of safety pins 
1 x scissors, blunt/short-nosed, minimum length 12.5cm 
1 x splinter forceps 
6 x sterile eyewash solution, 10ml single use ampules or sachets  
1 x swabs, pre-packed, antiseptic, pack of 10 
4 x triangular bandages, minimum 90cm 
3 x wound dressings, sterile, non-medicated, large 
1 x first aid pamphlet (as approved by Workcover) 
Resuscitation masks 
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RELATED LEGISLATION AND REGULATIONS  
Education Act 1990 
NESA Act 2004 
Higher Education Act 2001 
Child Protection Act 2012 
Children and Young persons (care and protection) Act 1998 
Health Records and Information Privacy Act 2002 
Anti-Discrimination Act 1977 
Disability Discrimination Act 1992 
Work Health and Safety Act 2011 
WHS Amendment Regulation 2022 
 

MCHF RELATED DOCUMENTATION 
Child Protection Policy and Procedures 
Child Safe Code of Conduct 
Staff Code of Conduct Policy 
Student Wellbeing Policy & Procedures 
Employment Relations Policy and Procedures 
Student Behaviour Management Policy & Procedures 
Privacy Policy, Plan & Procedure 
Medical Policy and Procedure 
Risk Management Policy 
Critical Incident and Emergency Management Plan  
Evacuation Plan & Procedures (Incursions) 
Lockdown/Lockout Plan & Procedures (Incursions) 
Complaints Handling Policy & Procedure for All Stakeholders 
Whistle Blowing Policy 
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