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Camps/ Excursions Policy and Procedures   

1.0 Introduction 
 

Camps at Mt Barker Waldorf School are an integral part of our curriculum, enriching the educational and 
social experience of the students. The comprehensive camps program ensures that students encounter 
physically and socially challenging situations through which they develop resourcefulness and confidence 
in themselves as individuals and their class as a learning community. 
 
All our camps relate in some way to the Main Lessons, and are compulsory for all students in the class.  
The Main Lesson work is deepened by experiencing aspects of what has been explored in class, out in the 
field.  Teachers carry out thorough Risk Management assessments before undertaking camps, and work 
with colleagues and the school administration to ensure that students’ physical, social and emotional 
wellbeing are not compromised.    
 
Parents are often involved in supporting the organisation and running of camps.  In order to be eligible to 
assist with camps, parents and other volunteers must complete Working with Children Checks through 
DCSI and an online module regarding Recognising and Responding to Abuse and Neglect.  The school’s 
expectations regarding Duty of Care, conduct and behaviour with and around students is clarified with all 
volunteers prior to any camp or excursion. 
 
Parents participate in camps as volunteer staff.  Only parents who are capable of undertaking the roles 
required, will be invited to participate.  In general, we are aiming for increasing skills in remote area 
camping, problem solving, collaboration and teamwork and greater resilience from the students as they 
move through the school, so parent help decreases and becomes more peripheral throughout the upper 
primary and High School years. 
 
 

2.0 Organisation of Camps 
 

In the Primary school, most camps will be the responsibility of the class teacher. In the High School, this 
responsibility is generally shared between the Main Lesson teacher, the Guardian and the Outdoor 
Education Co-ordinator.   However, every camp must have a designated Teacher-In-Charge.   
To support our planning process and to ensure that our practices are consistent with those in place in 

other schools, we use the Guidelines for Camps and Excursions developed by DECD : 

https://www.decd.sa.gov.au/sites/g/files/net691/f/camps-excursions-guidelines.pdf These provide 

standards in relation to a range of factors including staffing ratios for specific activities, the qualifications 

and experience of leaders, the nature of the student group, health care needs, local conditions, 

communication and emergency plans. 

The camp for a particular class will be very similar to the camp experienced by the same year level, the 

previous year.  Folders of information about previous camps are available in the Assistant Principal’s 

office, for reference.  Class teachers may choose to approach catering in a particular way, or replace 

elements of the program with others, but teachers will never be ‘starting from scratch’ in organising their 

camp. 

The OEC oversees the organisation and running of school camps.  The Teacher in Charge will have overall 

responsibility for all aspects of the camp planning particularly the pastoral care of the students on camp.  

The school administration, other teachers and class parents will all be involved in ensuring the success of 

the camp.   The Outdoor Education Co-ordinator (OEC) works with the class teacher/guardian to organise 

https://www.decd.sa.gov.au/sites/g/files/net691/f/camps-excursions-guidelines.pdf
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and run the camp.  The OEC may also provide specialist input/ advice to support all school camps but will 

not always attend.   

 

3.0 Responsibilities in relation to camp planning and preparation:   

Attention to detail and awareness of Duty of Care including Risk Management are essential 

in preparing for and running a successful camp.  Although one person will always be 

designated ‘Teacher in Charge’, responsibilities may be shared by a number of staff 

members and volunteers.  The responsibilities of the Teacher in Charge listed below are 

reproduced as checklists in the Camps Package, to support thorough and timely planning 

and delivery of every camp program. 

3.1    Teacher in Charge: Class teacher (Primary school)/Guardian (High School)   
 School Calendar : Request and confirm date and location of camps 

 Complete preliminary planning document (CP 1) and submit in previous year to  Assistant 

Principal who will work with the OEC to confirm request. 

 OEC is the primary contact with all outside providers.  NB: Teachers and/ parents must not 

contact outside providers directly  

 OEC will inquire if venue or external provider is available for the dates requested.   

 Note if a teacher/guardian wishes to change a camp or add one, then the teacher/guardian will 

need to make a request by July of the previous year to consider it for budgeting purposes. 

 Report student achievement in the end of year school reports   

 

3.1.1 At least 1 term ahead of camp (ie term 4 for camps to be held in term 1) : 
 Discuss staffing needs with A/P : identify any colleagues who will participate in the camp 

 Meet with colleague/s to allocate responsibilities re the camp 

 Ensure ratios/ qualification requirements of activity leaders will be met – including eg 

qualifications required for swimming supervision 

 Provide all  parents with details in writing re location, program outline, equipment list  

 Speak at a class meeting to ensure parents understand specific requirements for this camp 

 Clarify number of volunteer helpers needed, and specify what their roles will be.   

 Provide volunteer helpers with information regarding DCSI check and RAN induction 

 Clarify any other support needed from parents – eg provision of food, shopping,  pre-cooking, etc. 

Ensure that parents are aware of budget constraints 

 Start building skills – eg cooking in groups, erecting tents, bushwalking/ building stamina 

 Order First Aid kit and any additional school supplies 

 Book the school bus/ van if required 

3.1.2       At least 6 school weeks before the camp 
 Complete and submit Camp Package part 2 including details of program, budget,  risk assessment 

and emergency/ evacuation plans 

 Provide names and roles of all camp staff – employees and volunteers 

 Provide details of all vehicles to be used – including parent vehicles 

 Ensure parent volunteers have completed DCSI check and RAN induction 

 Ensure all staff and volunteers attending are familiar with any special needs – eg anxiety issues, 

ASD, etc – and with their Duty of Care and responsibilities in relation to confidentiality/ 

information sharing 
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 For primary classes, ensure that both parents and students have had an opportunity to meet 

other staff who will attend the camp 

 For classes 6-11: distribute, discuss and collect camp rules and responsibilities agreement  

 Ensure students know their tent and cooking groups 

 Finalise program in collaboration with other teachers attending 

 Allocate parent volunteers to specific groups 

 Distribute, collect and collate information from permission and health forms 

 
3.1.3      At least 3 school weeks before the camp  

Submit final part of Camps Package (CP 3), confirming : 

 Student consent and health forms collected and collated/ summarised 

 Staff (including volunteers) health forms collected and collated/ summarised 

 Healthcare plans finalised 

 Volunteers fully briefed on camp program and responsibilities including Duty of Care 

 Volunteers have signed Volunteer Code of Conduct and Indemnity form 

 Transport related forms completed.  

  Bus driver induction completed as necessary 

 Specialist teachers, including individual instrumental teachers, advised of camp details  

 Duty and lesson relief cover arranged 

 Approval of Asst Principal 

3.1.4   During the week before departure (class 6-11) 
 Primary contact for all outside providers 

 Check student equipment to ensure all is adequate for the specific camp 

 Make arrangements re camp finances – eg funds transfer, emergency cash 

 Vehicle inspections 

 Prepare trailer and check capacity for packing before day of leaving 

 Brief all staff and volunteers attending camp on emergency procedures and risk management 

including how to use emergency equipment. 

3.2  Outdoor Education Co-ordinator :  
 Attend class parent meetings regarding camp as required  

 Provide specialist input into camp planning 

 Participate in class meeting and briefing of staff and volunteers 

 Lead or support teacher in charge to undertake specific activities related to the main lesson 

 Oversee preparation of camp info booklets, activities journal during camp and  camp memories 
booklet 

 Review camp including collecting feedback from staff, students and parents 
 

3.3   Parents of the class 
 Read letters, emails, newsletters  

 Attend class meetings 

 Advise the school of any changes to address, emergency contact details and health issues 

 Inform the class teacher of any concerns as early as possible 

 Speak positively with children about the opportunities the camp will provide 

 Offer support eg with transport, food preparation, provision of group equipment 

 Ensure students have all the equipment required and have done the necessary preparation – eg 

boots have been ‘worn in’ 
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3.4  Parents volunteering as camp staff 
 Understand duty of care towards students 

 Complete DCSI ‘Working with Children’ check 

 Complete online module on Recognising and Reporting on Abuse and Neglect 

 Attend briefing for camp staff 

 Sign Volunteer Code of Conduct and Volunteer indemnity form 

 If driving own vehicle, sign parent transport indemnity form 

 

3.5     Drivers of school vehicles 
 Read Use of School Bus/ Van policy 

 Undertake induction with Business Manager 

 Satisfy yourself that the vehicle and trailer if used is roadworthy : advise Business Manager of any 

issues 

3.6 School Administration  

3.6.1  Assistant Principal 

 Allocate appropriately qualified teaching staff  

 Check all planning documents including site- and season- specific Risk Management assessments.   

 Ensure volunteers have completed DCSI check and RAN induction 

 Participate in briefing session for volunteer helpers 

 Act as after hours emergency contact person for all camps 

3.6.2 School Office 

 Provide adequately stocked First Aid kits 

 Maintain class lists including health concerns, emergency numbers, etc 

 View all camp permission and health forms to update school records 

 Retain copies of camp planning documents for the duration of the camp. 

 In an emergency, send group email/ sms to all parents. 

3.6.3 Business Manager/ Accounts Manager 

 Ensure bus and/ or van and/ or trailer are adequately maintained and checked and filled with fuel 

in preparation for the camp.  Follow other elements of School Bus Use Policy. 

 Provide funds via electronic transfer and/ or cash to cover projected needs during camp 

 

 

4.0        During the camp 

 

4.1 Teacher in Charge  (Class teacher in Primary School, Guardian in High School) 
 Take overall responsibility for the camp program and wellbeing of all participants  

 Support all staff and volunteers to carry out their assigned roles 

 Monitor water and food consumption to ensure everyone is adequately hydrated and nourished 

 Keep a log of weather and activities  

 Keep detailed notes of any accident/ incident to ensure that reports can be completed accurately 

 Report accidents/incidents immediately to School contact to Principal  

 Take responsibility for any decisions arising from conditions experienced – eg extreme weather, 

student accident or illness, road closures or accidents 
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4.2 All staff : teachers, assistants and volunteers 
 Support the teacher in charge, eg by reinforcing and following all instructions of the teacher in 

charge and specialist leaders  

 Support each other, eg by modelling respectful communication and ‘no blame’ approach to 

conflict resolution 

 Ensure all students in their group share the workload, support each other and support the staff 

(teachers and volunteers) 

 Ensure students in their group respect campsite facilities and rules 

 Notes materials used from First Aid kit to facilitate re-stocking on return  

 Maintain appropriate practices in line with Protective Practices and Information Sharing Guideline 

 

5.0       After the camp : Teacher in Charge 
 Immediately on return to school, supervise the cleaning of the bus/es 

 Submit any accident/ incident reports 

 Return first aid kits, noting any materials consumed 

 Distribute feedback forms to students, parents and camp staff (volunteers and others) 

 Send letters of thanks to volunteers/ support staff 

 Share the camp experience with all parents/ guardians: eg special class gathering 

 Facilitate camp debrief with relevant colleagues – eg ML teacher, next class teacher, 

administration/ finance staff – and ensure procedures, equipment lists, staffing etc  are modified 

as necessary for future camps 


