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Spencer Park Primary School 
Educational Excursions/ 
Camping Policy (2014) 

 
 

DEFINITIONS 
AUTHORISED DEPARTMENT EMPLOYEE  
A member of staff employed by the Department of Education and authorised by the principal or manager to be in 
charge of an excursion.  
 
EXCURSION  
Any student-learning activity conducted off the site of the school, at which the student is enrolled, that is organised 
or managed by a member of staff employed by the Department of Education and has gained the appropriate 
approval(s). 
 
QUALIFIED SUPERVISOR 
An adult who holds the necessary qualification(s) appropriate to the specific activity or activities. 
 
SUPERVISOR 
An adult who acts in a designated supervisory capacity. 
 
SUPERVISORY TEAM 
All adults who have a supervisory role on an excursion. 
 
TEACHER-IN-CHARGE 
The member of the teaching staff who is authorised by the principal to manage a school activity. 
 
VENUE 
The building, grounds and facilities, external to the school, where planned activities occur during an excursion. 
 
WATER BASED EXCURSON 
Any excursion where activities occur in or around water and which present an additional risk to participants. 
 
 

RATIONALE 
Students will be provided with enriching experiences complementing school and home environments. 
 
 

BELIEFS 
At Spencer Park Primary School we recognise that the experiences of students outside the classroom contribute to 
the development of their understandings, skills and attitudes.  Providing opportunities for students to learn from the 
wider community reinforces the school curriculum. 
 
Students will experience when participating in the above: 

¶ living away from home 

¶ socialisation 

¶ cooperation 

¶ independence 

¶ outdoor skills 

¶ different learning environments 

¶ team work 

¶ life skills 
 
Students may be given the opportunity to experience brief visits to a site in the local community, dormitory style 
living, bushcraft, tenting, longer and more distant travel further afield, city experiences. 
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ALL EXCURSIONS 
The principal must:  
¶ authorise an appropriate Department employee to be in charge of any excursion undertaken by the school;  
¶ obtain approval from the relevant authorising officers, as stipulated in Appendix A; and  
¶ endorse the:  
¶ Proposal for Excursion prepared by the Department employee in charge of the excursion (Appendix B for 

intra and interstate excursions or Appendix C for international excursions); and  
¶ Application for Approval of Excursion (Appendix D for intra and interstate excursions or Appendix E for 

international excursions).  
 
The authorised Department employee must:  
¶ prepare a Proposal for Excursion (Appendix B for intra and interstate excursions or Appendix C for international 

excursions);  
¶ submit the Proposal for Excursion to the principal for endorsement; and  
¶ take the documents attached to the Proposal for Excursion on the excursion.  
 
Guidance  
The principal may approve recurring excursions throughout the school year to a specified venue or venues at the 
beginning of each year or at the commencement of a particular unit of study.  
 
 

STUDENTSô CAPACITY 
¶ Refer to the Student Health Care Policy for advice on managing student health care needs.  
¶ Parents are required to complete signed documentation to confirm that the health information held by the 

school remains current (E3.  Also, see the Student Health Care Summary and associated templates available 
on the Departmentôs Student Health Care website). A Student Update Form is available on SIS to facilitate the 
updating of health care information.  

¶ Any additional information provided by the parent regarding their childôs health care should be attached to the 
Student Health Care Summary and associated health care plans.  

¶ There should be alternative activities or extra support for those students who wish to take part in the excursion 
but do not have the prerequisite skills for the planned activity.  

¶ There should be alternative arrangements for any student who does not participate in an excursion.  
 
 

SUPERVISORY TEAM 
¶ Adults, who are not teachers, but who possess the appropriate experience, competencies and/or qualifications, 

can be supervisors.  
¶ The suitability of external providers or volunteers who are part of the supervisory team to personally care for 

students in the absence of a suitable Department staff member should be considered taking into account their 
health status, skills and experience and the characteristics of the student group.  

¶ Principals and managers must confirm that all Department employees, volunteers, visitors and external 
providers in child-related work have applied for or hold a valid Working with Children Check in accordance with 
the Departmentôs Working With Children Checks Policy.  

¶ Volunteers who are exempt from having a Working with Children Check should be requested to complete a 
Confidential Declaration (see Appendix 3) indicating whether or not they have any convictions or whether there 
are any circumstances or reasons that might preclude them from working with or near children.  

¶ The supervisory team needs to have appropriate experience, knowledge and skills to identify and manage 
potential risks at any stage during an excursion. 

 
 

SUPERVISION 
¶ Supervisor qualifications and ratios need to be in accordance with the Departmentôs Outdoor and Recreation 

Activity Policy (summarised in Appendix 2). 
¶ For excursions involving an overnight stay(s) the following needs to be considered:  
¶ single gender student groups have at least one supervisor of the same gender;  
¶ mixed gender student groups have a mixed gender supervisory team unless all parents have approved of 

alternatives during the consent seeking process;  
¶ supervisory and accommodation arrangements, especially for sleeping and ablutions, are such that 

supervisors are not placed in a position where there is potential for allegations of improper conduct or 
where the propriety of their behaviour could be questioned; and  

¶ supervisors understand they remain on call at all times, even when sleeping and having time off to relax 
and that in the event of an emergency, all supervisors may be required to take responsibility for students at 
short notice.  
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TRANSPORT ARRANGEMENTS 
¶ New laws for the restraint of children under the age of seven in vehicles introduced on 1 October 2010 apply to 

vehicles used to transport students on school excursions. For more information, visit the Office of Road Safety 
website.  

¶ From 2015, the Department requires all buses hired to transport students to be seat belt compliant.  

¶ Licensed school bus drivers employed by the school are required to be Federal Police screened every two 
years by the Department of Planning and Infrastructure.  

¶ The use of private vehicles can only be authorised by the principal where there is no other option. Vehicles 
used to transport students are required to have comprehensive motor vehicle insurance cover and to be 
suitable for such use.  

¶ Where parents/guardians have given approval for their child to make their own transport arrangements to 
and/or from a venue, a member of the supervisory team needs to acknowledge the arrival and approve the 
departure of the student from the venue.  

¶ If a student is required to leave an excursion prior to the scheduled time, a member of the supervisory team 
needs to be satisfied that appropriate arrangements are in place for the student to safely reach their 
destination. 

 
 

INSURANCE COVER FOR EXCURSIONS 
¶ External providers need to have sufficient and current public liability insurance covering their legal liability. 

External providers need to provide proof of their valid insurance cover. The principal and authorised 
Department employee in charge of the excursion should give consideration to the number of students going on 
excursion and whether the insurance cover is enough to cover an incident that may occur resulting in multiple 
claims by excursion attendees. The minimum public liability insurance requirement for cover by external 
providers is $20 million.  

 
 

EMERGENCY RESPONSE PLANNING 
¶ During an excursion, a nominated supervisor should have ready access to:  

¶ a list of the names of participating students and their parent contact telephone numbers;  

¶ the Student Health Care Plans and Health Care Authorisations of those students who are known to have 
health conditions that require support while in the care of the school; and  

¶ relevant health information of supervisors;  

¶ For excursions involving an overnight stay(s), a copy of the planning documents, including all Student Health 
Care Forms and Health Care Authorisations, need to be taken on the excursion, with a further copy being 
provided to the principal. 

¶ The use of local first aid and emergency services should be investigated as part of an emergency response 
plan.  

¶ First aid equipment needs to be available for the immediate treatment or care of a student or supervisor who is 
injured or becomes ill during an excursion.  

¶ Many outdoor education and recreation activities require that a member of the supervisory team hold a current 
first aid certificate, including a current cardiopulmonary resuscitation (CPR) qualification (see the Outdoor 
Education and Recreation Activities policy).  

 
 

INFORMATION TO PARENTS FOR THEIR CONSENT 
¶ Parents need to be provided with full details of the excursion well in advance of the date to enable them to 
make an informed decision about their childôs participation (see Appendix E). This information should include 
full details of:  

¶ the purpose of the excursion;  

¶ date(s);  

¶ activities to be undertaken;  

¶ duration of activity(ies);  

¶ location of activity(ies) (including alternative venues);  

¶ student contact arrangements during the excursion;  

¶ transport arrangements;  

¶ cost;  

¶ supervision to be provided (number of supervisors and number of students); 

¶ staff action in case of student accident or illness on the excursion;  

¶ liability for loss or damage to student property and medical costs incurred in case of accident or illness; and  

¶ special clothing or other items required.   
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ORGANISATION 
1. Wherever possible, excursions will be planned early in the school year or in the previous year, as part of the 

whole school planning process, so that they can be included in the school calendar. 
2. Excursions which are likely to disrupt other learning programs or which require significant use of staff will be 

discussed with the relevant management group and school community. 
3. A Class Excursion/Camp Proposal form (E1) needs to be submitted to the Principal.  If camping overnight or 

longer both E1 and E2. 
4. E3, the medical form, will be completed for each student at the beginning of the year.  Parents are required to 

complete signed documentation to confirm that the health information held by the school remains current.  
Copies will need to be retained by the Supervisory Team during the excursion/camp. 

5. Organise appropriate educational alternatives for students whose parents/guardians do not approve their 
childrenôs participation in an excursion.  This will require cooperation of teachers for placement of students in 
their class for the duration of the excursion.  Students will need to be provided with school work by the class 
teacher. 

6. Use of support staff to attend camp should be in consultation with admin and other staff members.  
Consultation with the ESC Principal where ESC students are involved should also occur. 

7. Students who cannot attend due to financial considerations should be provided with all opportunities to pay, for 
example, fundraising, school subsidy etc. A payment over time approach is available and can be organised 
through the Principal. 

8. Staff members should not be required to pay fees for attending a camp.  Other parents/adults will be required 
to pay camp fees subject to some negotiation with regard to the direct costs of their involvement. 

9. E4, Declaration by Principal, must be completed by the Principal to communicate final approval of the 
excursion. 

 
 

EVALUATION 
1. Students will complete an evaluation form and return. 
2. Debriefing by staff following a camp and notes made and filed for future reference. 
 
 

REFERENCES 
1. Department of Educationôs Outdoor Education and Recreation Activities Policy 
2. Department of Educationôs Excursions Policy and Procedures 
3. Department of Educationôs Duty of Care Policy 
4. Department of Educationôs Student Health Care Policy 
5. Department of Educationôs Working With Childrenôs Check Policy 
 
Copies of these documents are available through the school office or online at 
www.det.wa.edu.au/policies/detcms/portal/ 
 
 

http://www.det.wa.edu.au/policies/detcms/portal/


 

 

 

 

Spencer Park Primary School  
CLASS EXCURSION/CAMP  

PROPOSAL FORM 
E1 

 
(Please submit as early as possible prior to the date of the Excursion/Camp.) 
 

The authorised Department employee in charge of the excursion completed the following information related to the 
proposed excursion (refer to Excursions Policy).  Additional documents may be attached where required. 

 

 
Name of Event    
 

ATTENDANCE DETAILS 

 
Year Level     
 
Excursion to     
 
   
 
Dates (inclusive)     
 
Duration   days 
 
Times    Depart           
 
     Return 
 
Venue    
 
   
 
Travel Arrangements     
 
   
 
Cost per Student     
 

 
Supervisory Team ï Teachers 
 
      
Name  Phone  Sex 
 

      
Name  Phone  Sex 
 

      
Name  Phone  Sex 
 

      
Name  Phone  Sex 
 

Supervisory Team ï Parents/Volunteers 
 
      
Name  Phone  Sex 
 

      
Name  Phone  Sex 
 

      
Name  Phone  Sex 
 

      
Name  Phone  Sex 
 

Approx No. of Students  G  B 
 
Approx No. of ESC Students  G  B 
 

Note:  Children do not pay GST on anything except food.  Refer to Registrar for assistance with GST. 
 

MANAGEMENT CHECKLIST 

   
  Date When 

Parentsô Consent Ã Yes   

Staff Ã Yes   

AIEO Ã Yes   

ESC Ã Yes   

Clarified Duty/Time Out Ã Yes   

Itinerary Ã Yes   

Insurance Cover Ã Yes   

Communication Strategy Ã Yes   

Transport Arrangements Ã Yes   

 
  Date When  

Accommodation (if relevant) Ã Yes   

Canteen Ã Yes   

Copy of Notes AND Ã Yes   

Copy of Finance Sheet to Office Ã Yes   

Form E1 Ã Yes   

Form E2 Ã Yes   

Form E3 Annual Medical Ã Yes   

Emergency Procedure Ã Yes   

Student Medication Ã Yes   
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EDUCATIONAL PURPOSE OF EXCURSION 
 
    
 
    

 

Refer to Excursions Policy: Guideline 1-2 

The excursion has a clear educational purpose. Ã 

 

STUDENTSô CAPACITY 
 
    
 
    

 

Should include attendees/non attendees and arrangements for non-attendees 
Refer to Excursions Policy: Guideline 3-9 

All participating students have the capacity to undertake the excursion. Ã 

 

SUPERVISORY TEAM 
 
    
 
    

 

Should include names supervisors (Departmental and parent/volunteers) and relevant qualifications 
Refer to Excursions Policy: Guideline 10-17 

Is a first aid certificate required?  Ã Yes   Ã No 

If yes, by who?    

A suitable supervisory team has been established with appropriate teacher-student ratio. Ã 

 

SUPERVISION STRATEGIES 
 
    
 
    

 

Should also address circumstances where students are not in clear view. 
Must comply with Outdoor and Recreation Activities Policy 

Refer to Excursions Policy: Guideline 18-24 

Supervision strategies have been established with the supervisory team. Ã 

 

IDENTIFYING EXCURSION PARTICIPANTS 
 
    
 
    

 

Refer to Excursions Policy: Guideline 25 

Systems for identifying excursion participants have been established. Ã 

 

COMMUNICATION STRATEGY 
 
    
 
    

 

Must clearly identify a signal for gaining attention and an emergency signal. 
Refer to Excursions Policy: Guideline 26-27 

An appropriate communication strategy has been established and conveyed to those attending. Ã 
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BRIEFING STUDENTS AND SUPERVISORS 
 
    
 
    

 

Should also address circumstances where students are not in clear view. 
Refer to Excursions Policy: Guideline 28-30 

All relevant information about respective responsibilities and obligations has been  
communicated to students and supervisors. Ã 

 

TRANSPORT ARRANGEMENTS 
 
    
 
    

 

Refer to Excursions Policy: Guideline 31-41 

Arrangements have been made for the safe transport of excursion participants. Ã 

 

VENUE/SITE FOR THE EXCURSION 
 
    
 
    
 
    

 

Include all venues that will be attended. 
Refer to Excursions Policy: Guideline 42-43 

The venue or site for the excursion is suitable for the student group. Ã 

 

EXTERNAL PROVIDERS 
 
    
 
    

 

Must comply with Outdoor and Recreation Activities Policy 
Refer to Excursions Policy: Guideline 44-47 

A suitable external provider has been engaged and staff responsibilities established. Ã 

 

INSURANCE COVER FOR EXCURSIONS 
 
    
 
    

 

Refer to Excursions Policy: Guideline 48-52 

External providers have proper and current insurance cover. Ã 

Appropriate travel insurance for students has been arranged by parents. Ã 
 

STUDENTS WHO ARE BILLETED 
 
    
 
    

 

Refer to Excursions Policy: Guideline 53 

Safe and secure accommodation arrangements have been made. Ã 
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EMERGENCY RESPONSE PLANNING 
 
    
 
    

 

First aid equipment needs to be available for immediate treatment or care of a student or supervisor who becomes injured or ill during the excursion. 
Note: nominated supervisor is required to have ready access to list of participating student and their parent contact telephone numbers AS WELL AS  

Student Health Care Plans and Health Care Authorisations for those students known to have health conditions AND relevant health information of supervisors. 
For overnight stays, the nominated supervisor is required to have ready access to planning documents AND all Student Health Care Forms and Health Care Authorisations 

Refer to Excursions Policy: Guideline 54-64 

An emergency response plan has been developed and a copy has been provided to the Principal. Ã 

 

DETAILED COST OF EXCURSION 
 
    
 
    

 

Complete E2 
Refer to Excursions Policy: Guideline 65-66 

The excursion has been properly costed. Ã 

 

INFORMATION TO PARENTS FOR THEIR CONSENT 
 
    
 
    

 

Refer to Appendix 1: Parent Information and Consent Template 
Refer to Excursions Policy: Guideline 67-69 

Parents have been provided with full details of the excursion and signed consent forms. Ã 

 

 
      
Authorised Department Employee Name  Signature  Date 

 
I confirm that all sections of the Class Excursion/Camp Proposal Form have been completed and it meets the 
requirements of the Excursions Policy. 
 
 
      
Principal Name  Signature  Date 
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Spencer Park Primary School  
CLASS EXCURSION/CAMP  

COSTING FORM 
E2 

 
(Please submit as early as possible prior to the date of the Excursion/Camp.) 
 

 

Name of Event    

 
 
 

COSTS SOURCE FUNDING 

 
Entry Fee      ......................................      $________.___ 
 
Fares or Bus Hire      ..........................      $________.___ 
 
Accommodation      ............................      $________.___ 
 
Meals**      .........................................      $________.___ 
 
Incidentals (please detail) 
 
_____________________      ............      $________.___ 
 
_____________________      ............      $________.___ 
 
_____________________      ............      $________.___ 
 
_____________________      ............      $________.___ 
 
_____________________      ............      $________.___ 
 
_____________________      ............      $________.___ 
 
 
Sub Total      .....................................      $________.___ 
 
Less GST (except on food)      ........      $________.___ 
 
TOTAL COST      ...............................      $________.___ 
 
**Children do not pay GST on anything except food.  
Refer to Registrar for assistance with GST. 

 
Student Contribution 
 
    ($________.___ p/student)      ......      $________.___ 
 
Fundraising Activities      ...................      $________.___ 
 
School Contribution      ......................      $________.___ 
 
P&C Contribution     ..........................      $________.___ 
 
Other (please specify) 
 
_____________________      ...........      $________.___ 
 
_____________________      ...........      $________.___ 
 
_____________________      ...........      $________.___ 
 
_____________________      ...........      $________.___ 
 
_____________________      ...........      $________.___ 
 
 
Total Funding      ..............................      $________.___ 

 

 
      
Authorised Department Employee Name  Signature  Date 

 
Principalôs Recommendation     
 
     
 
     
 
 
      
Principalôs Name  Signature  Date  

 



 

 

 

 

Spencer Park Primary School  
STUDENT HEALTH CARE SUMMARY E3 

 

SECTION A 
STUDENT DETAILS 
Family Name    Given Name  

Year    Form    Teacher    

Date of birth    Gender   Ã Male   Ã Female   

Address      Postcode    

 

FAMILY CONTACT DETAILS 
Full Name   Relationship to student    

Address      Postcode    

Telephone ï Home    Telephone ï Work    Mobile    

Full Name   Relationship to student    

Address      Postcode    

Telephone ï Home    Telephone ï Work    Mobile    

 

FOR WATER BASED EXCURSIONS (Not applicable to Pre-Primary and Kindergarten children.)  

Swimming Ability 
1.  Beginner 

2.  Water Discovery* 

3.  Preliminary 

4.  Water Awareness* 

5.  Water Sense 

6.  Junior 

7.  Intermediate 

8.  Water Wise* 

9.  Senior 

10.  Junior Swim and Survive* 

11.  Swim and Survive* 

12.  Senior Swim & Survive* 

My child has achieved stage number __________  Date achieved  __________    OR   I am unsure.  Please assess my child. Ã 

Other Comments    

 

SCHOOL PHOTOGRAPHS 
I give permission for photographs of my child to be taken for newsletters and for the local media should this be required. Ã Yes  Ã No 

 

MEDICAL DETAILS 
Doctor 1    Telephone    Doctor 2    Telephone    

Dental Practice    Dentist    Telephone    

I give permission for the school to seek medical/dental attention for my child as required. Ã Yes  Ã No 

Do you have ambulance insurance?  Ã Yes  Ã No Insurance Provider      

If there is a medical emergency, parents/carers are expected to meet the cost of an ambulance. 

List any essential information that could affect your child in an emergency (for example, allergy to penicillin). 

      

Health Care card?  Ã Yes  Ã No Expiry Date    Card Number    

Medicare Number (for children requiring regular emergency care)   Expiry Date  

 

ADMINISTRATION OF MEDICATION (ALL medication required must be supplied by parents/carers.) 

Written authorization must be provided for staff to administer any form of medication at school. 
LONG TERM MEDICATION Complete the Medication section of the relevant health care plan (see below). 
SHORT TERM MEDICATION Request an Administration of Medication form to complete and return to the Principal or class teacher. 
 

INFORMED CONSENT 
Your childôs health care information will be shared with staff on a ñneed to knowò basis unless otherwise stated. 
Do you give permission for the school to share your childôs health care information?   Ã Yes  Ã No 
Note: If your child is enrolled in a TAFE, PEAC or an alternative education program, this includes the transfer of their health information to the 
principal or manager of that program. 
 
If no, and the information is to be restricted, who can be informed of your childôs health care information?    

    

Does your child have one or more health condition(s) that will require support from school staff? 

Ã No ï sign below and return Section A of this form to the school office.  If your childôs requirements change, please notify the school. 

Signature      Date    

Ã Yes ï complete the remainder of this form and return to the school office.  You will be given additional forms to complete. 

List your childôs health condition(s)      
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Name    Date of Birth   Spencer Park Primary School 

 

SECTION B 
 

In the following table, please indicate your childôs condition(s) which require the support school staff.  
(In response to the information below, you will be given further forms for specific health conditions to complete.) 

Health Conditions Tick health Condition 
Will school staff require specific 
training to support your child? 

Severe allergy/Anaphylaxis Ã Yes Ã     No Ã 

Minor and Moderate Allergies Ã Yes Ã     No Ã 

Diabetes Ã Yes Ã     No Ã 

Seizures Ã Yes Ã     No Ã 

Asthma Ã Yes Ã     No Ã 

Activities of Daily Living Ã Yes Ã     No Ã 

Other Conditions or Needs (please specify)   

 Ã Yes Ã     No Ã 

 Ã Yes Ã     No Ã 

Has your childôs Medical Practitioner provided a health care plan 
to assist the school to manage the condition? 

 
Yes Ã     No Ã 

If yes, advise the Principal. 

If you have ticked ñYesò for specific staff training, please discuss the type of training needed with the Principal. 

 
 

SECTION C: CONSENT FOR PHOTO IDENTIFICATON 
ON YOUR CHILDôS HEALTH CARE PLAN  
 

If your child has a condition where an emergency may occur, please indicate whether you give consent for staff to place your childôs medical 
details and photo on view to provide immediate identification. 
 
I give permission for my childôs ñmedical details and photoò to be on view for staff.     Yes Ã     No Ã 

 

If yes, please attach photo to the relevant health care plan(s). 

 
 

SECTION D: MEDIC ALERT INFORMATION 
 

Does your child have a Medic Alert bracelet or pendant?      Yes Ã     No Ã 

 

If yes, provide details.       

 

     

 

 

 

 

      

Parent/Carer Name  Parent/Carer Signature    Date 

 
 

ON COMPLETION OF THIS FORM, PLEASE REQUEST AND COMPLETE THE RELEVANT HEALTH CARE PLANS. 
Note: Where appropriate, students should be encouraged to participate in their health care planning. 

 

Office Use Only   

Does the child have an allergy that needs to be flagged on SIS Yes Ã     No Ã Date    

Have relevant health care plans been issued to the parent? Yes Ã     No Ã Date    

Has the Principal been informed if:   

¶ Specific training is required to support the teacher? Yes Ã     No Ã  

¶ The studentôs health care information is to be restricted? Yes Ã     No Ã  

Date Student Health Care Summary was completed and uploaded on SIS. Date    
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Spencer Park Primary School  
SCHOOL EXCURSION  

PRIVATE VEHICLE 
DRIVERôS REPORT 

E4 
 
 
 
The following information is required to ensure an appropriate Duty of Care is exercised in the transportation of 
students and in case of mishap. 

Name of Driver 

Date(s) of Excursion 
 
From  _____ / _____ / _____  to  _____ / _____ / _____ 

Duration of Excursion 
 
_______________ Hour(s)/Day(s) 

Time of departure  
from school 

Time arrival at  
excursion location 

Time of departure from 
excursion location 

Time of return to  
School 

Destination (Excursion Location) 

Driver must hold a current valid Australian Drivers Licence. 

Drivers Licence Number Drivers Licence Expiry Date 

Vehicle must be roadworthy and appropriately licensed. 

Vehicle Registration Number Vehicle Licensed to (Month/Year) 
 
 

Vehicle Make / Type No. of Passengers Vehicle is Licensed To Carry* 

Is the Vehicle covered by a comprehensive insurance policy? 

Ä  YES  Ä  NO 

Insurance Company:  

Policy Number Expiry Date 

Names of Students being transported in your vehicle* 

Name of Student Name of Student Name of Student 

   

   

   

   

   

Signature of Driver Date 

 



 

 

 

 

Spencer Park Primary School  
CLASS EXCURSION/CAMP  

PRINCIPAL DECLARATION FORM 
E5 

 
 

 

DECLARATION BY PRINCIPAL 
 
PROPOSED EXCURSION TO   
 
I, ___________________________, principal of SPENCER PARK PRIMARY SCHOOL declare that I have sighted 
all relevant documentation and confirm that:  
 

¶ the proposed excursion has a clear educational purpose;  

¶ all approvals as required under the Official Air Travel policy and from principals of any other school attended by 

participating students have been obtained;  

¶ participating students have the capacity to undertake the excursion as evidenced by the student health care 
plans and information and as attested to by principals of any other participating school;  

¶ a suitable supervisory team, supervision strategies and system for identifying excursion participants have been 
established;  

¶ an appropriate communication strategy and information about respective responsibilities and obligations has 
been established and communicated to all those attending the excursion;  

¶ arrangements have been made for the safe transport and accommodation of excursions participants;  

¶ where external providers are engaged, they have proper and current insurance cover and staff responsibilities 
have been established;  

¶ an emergency response plan has been developed and a copy has been provided to the relevant Regional 
Education Office or retained by the principal of the independent public school;  

¶ the excursion has been properly costed; and  

¶ as appropriate, travel insurance has been arranged by parents for all students;  

¶ parents have been provided with full details of the excursion and have provided signed consent.  
 
Excursion approved by:  
 
      
Principalôs Name  Signature  Date 
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Spencer Park Primary School 

Educational Excursions and Camping Policy (2014) 
APPENDIX 1 

 

INSTRUCTIONS FOR COMPLETING PARENT INFORMATION AND CONSENT 
FORM (OVERLEAF) 
Depending on the nature and specific activities of the excursion, further advice and details may need to be 
included.  
 
Due to the more complex nature of international excursions, consent forms should provide as much detail as 
possible for parents/guardians on:  

¶ Travel details including:  
- a detailed itinerary;  
- travel times, dates and modes of transport; and  
- planned activities.  

¶ Accommodation details including:  
- addresses; and  
- contact telephone numbers (where applicable).  
- Supervision details including:  
- names and gender of all accompanying adults;  
- advice on staff with CPR and first aid certification; and  
- how parents/guardians might get in contact with their child or staff in an emergency.  

 
Parent/guardians need to provide informed consent for the excursion including:  

¶ relevant medical information relating to their child;  

¶ confirmation of travel insurance (where necessary); and  

¶ acknowledgment of the supervision and accommodation arrangements.  
 
 


