
 

 

Mount Ridley Prep – Year 12 College 
 

EXCURSIONS, CAMPS AND INCURSIONS POLICY 
 

Preamble 
For the purposes of this policy, an excursion is defined as an activity organised by the school 
(except work experience) whereby students leave the school grounds for the purpose of 
engaging in educational activities (including camps, adventure activities and sport). An 
incursion is defined as an activity organised by the school where students remain within the 
school grounds for the purpose of engaging in an externally run educational activity (including 
presentations, adventure activities and sport). 
 
Rationale 
Mount Ridley P–12 College recognises that excursions, camps, incursions and special events 
complement, and are an important aspect of the educational programs offered, as they 
provide educational experiences beyond those normally available within the regular 
classroom, and allow students to make connections between their learning and the wider 
community. 
 
Guiding Principles 
Mount Ridley P–12 College is committed to providing student with the opportunity to 
participate in camps, excursions and incursions in order to: 
 Reinforce, enrich and extend learning opportunities beyond the classroom. 
 Develop an understanding that learning is not limited to school, and that valuable and 

powerful learning takes place in the real world. 
 

Implementation 
The following guidelines will be adhered to in relation to the application of this policy: 
 Parents and Guardians sign a ‘Local Excursion Form’ at the beginning of their child’s 

enrolment at the College.  This gives permission for students to be taken on short local 
walking trips and for the Early, Junior, Middle and Senior Mini School events; swimming 
and athletic carnivals. 

 The College Operations Team must approve all excursions and incursions. College 
Council must approve all camps after they have been reviewed by College Operations.  

 The Director’s of Student Learning and Teaching Practice will monitor the schedule of 
events for the school year, endeavouring to maintain costs at a reasonable and affordable 
level, and ensuring that excursions comply with all DET (Department of Education and 
Training) requirements.  

 Camps, excursions, incursions and special events are to be spread as evenly throughout 
the year as possible to help families budget. 

 The College Operations Assistant, and the designated Event Coordinator, must ensure 
that the relevant College Excursion, Camp or Incursion Planning Process is adhered to. 

 At the Early Years level, only one excursion per term is to be organised. 
 The relevant Compass template must be used to notify parents of any upcoming 

excursions. 
 The relevant Compass template must be used to notify parents of any upcoming 

incursions in which any of; cost, food, animals or absence from class for more than a 
session are involved. 

 Camps, excursions, incursions and special events will be advertised well in advance 
(excursions at least 4 weeks prior to the excursion date, camps in the term before). 

 Prior to any child attending an excursion, parents/guardians must have provided consent 
to the school via Compass or a submitted signed Compass form, and must have paid the 
costs involved.  Verbal permission will not be accepted. 



 

 

 Final day for payment of excursions / incursions is to be two weeks prior to the excursion 
or a date negotiated with the Business Manager. Students who have not paid for the event 
by the due date will not be able to attend the excursion, unless other arrangements have 
been made with the Mini School Assistant Principal and/or Business Manager. 

 Parents experiencing financial difficulty, who wish for their children to participate in an 
event, will be required to discuss their individual situation with the Mini School Assistant 
Principal, prior to the closing date for payment.  Decisions relating to alternative payment 
arrangements will be made by the Mini School Assistant Principal on a case-by-case 
basis. 

 CSEF money held in the school account can be used towards the cost of camps, 
excursions or incursions.   

 Eligible CSEF funds can be used towards the cost of camps, excursions or incursions and 
will be automatically allocated by the Accounts Receivable Officer.   

 Camp notices are to be sent out at least eight weeks in advance and payment plans may 
be provided for parents. 

 Recording and monitoring of permission and payments made by parents will be 
undertaken by the Accounts Receivable Officer. The Event organiser is required to 
monitor the permission and payments made by parents and to make contact prior to the 
closing date with parents of students yet to provide payment and/or permission. 

 The Event Coordinator will ensure that there are mobile phones and first-aid backpacks 
for all camps and excursions, as per the College Excursion Planning Process. If personal 
mobile/s is/are used, the office is to be notified of phone numbers. If no personal mobile 
phone is available, book one of the College’s excursion phones through the Main 
Administration Office.  

 All parents attending College excursions, camps or incursions must have a current 
Working with Children Check.  A record of parents with a current Working with Children 
Check is kept on file in the Main administration Office. 

 Department ratios must be adhered to in relation to supervision.  One adult to twenty-five 
students is the standard ratio; however, the Excursion Coordinator must check the ratios 
on the Department website, as they differ depending on the activity being undertaken. 

 A list of students, teachers and helpers attending the excursion, must be left at the Main 
administration and relevant Mini School office for the duration of the excursion.   

 The Compass Event Handbook, containing the list of students, teachers and helpers 
attending the excursion, along with their contact and medical information must be carried 
by the Event Coordinator at all times. 

 Signed consent forms must be left at the Main administration on the day of the excursion.  
If contact details are required, the College must be contacted immediately for details. 

 The Compass Event roll must be marked at the beginning of the event, ensuring that staff 
back at the college have accurate information regarding student attendance for the day. 

 Only children who have displayed behaviour in line with our College Values will be invited 
to participate in school events.  Parents will be notified if a child is in danger of losing their 
invitation to participate in an excursion, camp or incursion due to poor behaviour at school. 
The decision to exclude a student will be made by the Mini School Assistant Principal, in 
consultation with the classroom teacher and the relevant coordinator. 

 All excursions or camps must be logged on the Department’s Emergency Management 
and Security Services Support Unit website.  

 DET school approved camps and excursions must be entered into the Student Activity 
Locator (SAL) database at least three weeks prior to the activity. 

 All camps require School Council approval.  This approval is sought at a scheduled 
meeting.  Information presented to the School Council will include: - 

- The educational aims and objectives of the camp. 
- The names of all adults attending and their expertise and experience. 
- Travel arrangements and costs. 
 - Venue details and an itinerary of events. 
 - Procedures followed to ensure the safety of the participating student. 



 

 

The above information will be provided to the College Council Minutes Secretary at least one 
week before the College Council meeting date at least 10 weeks prior to the camp (to allow 
for follow up information in order to get the information out to parents 8 weeks before the 
camp. 
 The ratio of adults to students on a school camp must be one adult to ten students. 
 All adults attending the camp must have a current Working With Children Check. 
 The College will pay the cost for parent volunteers attending camp and this cost is to be 

included in the overall costing of the camp. 
 A minimum 70% of adults on the camp must be qualified teachers and there must be a 

minimum of one senior staff member (Student Manager, Leading Teacher, Assistant 
Principal, or College Principal). 

 A senior teacher must be designated as the Camp Coordinator and they are responsible 
for ensuring that the College Camp Planning Process and Departmental Guidelines are 
adhered to. 

 It is College preference that where possible there are at least two teachers on camp with 
Level 2 First Aid qualifications, and the more senior of these teachers is to be designated 
the First Aid Officer for the duration of the camp.   

 There must be a gender balance of supervising adults on the camp. 
 As part of pre-service training, priority may be given to one trainee teacher to attend. 
 Parents who are trained nurses or doctors or who are known well to the College may be 

given priority to attend camps. 
 Where there are more parent volunteers than places, names will be drawn out of a hat. 
 If a parent has decided that their child is unable to go on camp for family, religious or 

medical reasons, then the child is expected to attend school for the normal school day 
and will be placed into another classroom for the duration of the camp. 

 If a parent has decided that their child (who has a serious medical problem) can only go 
on the camp so long as the parent attends, then the parent must have a current WWCC 
and is deemed as being out of the adult ratio and would be required to pay their own way.  
The College will negotiate to get transport and accommodation at a reduced rate if 
possible.  

 The College has developed operational guidelines for College activities refunds.  Refer to 
attached appendix. 

 
 

Evaluation 
 
As part of the College review cycle this policy will be reviewed every three years. 
 
Date policy ratified:  March 2017 
Date of next review:  2020 

 

 

Appendix 

- Operational Guidelines for Refunds for College Activities 

  



 

 

MOUNT RIDLEY P-12 COLLEGE 

OPERATIONAL GUIDELINES FOR REFUNDS 
FOR COLLEGE ACTIVITIES  

 
 
EXCURSIONS AND INCURSIONS: 
 
Costs for excursions or in College activities are calculated based on the number of 
students who have returned the permission form for the activity.  Costs are calculated 
to minimise the expense to parents.  Credits can only be possible if the venue does 
not charge the College for the student not attending.  The cost of the transport will not 
be refundable as this charge is not dependent on the number of students attending. 
 
The following guidelines detail the procedures to be followed for credits relating to 
College excursions and/or in College activities. 
 

1. Any student withdrawing from an activity or excursion other than ill health will 

need to provide a valid reason in writing addressed to the College Principal to 

obtain a credit which will be at the discretion of the College Principal or 

Nominee. 

 
2. Any student withdrawing from an activity or excursion due to ill health will need 

to supply a medical certificate to obtain a credit. 

 
3. If the activity or excursion has been prepaid, no credits will be given as the cost 

of the student not attending has already been paid by the College.  Credits will 

only be given if the venue refunds the College. 

 
 

4. No monetary refunds will be given.  Credits will be issued to the student or 
sibling/s. 

 
5. Refunds will only be made to Year 12 students not attending the last 

excursion/activity for the year if the student has no siblings at the College. 
 

6. The cost of transport or visiting performers is not refundable because the costs 
are calculated on the number of students attending prior to the event. 

 
7. In the event that the College cancels an event and the cost of this event is under 

$50.00 per student, a credit will be applied for each student, which will be used 
towards the next event organised.  If the cost of the event is greater than $50.00 
per student, parents may request a refund of this amount by completing a slip 
available at the General Office. This payment will be made by direct deposit 
into a bank account. 

 



 

 

8. Parents may also request this if there are special circumstances resulting in 
their child’s inability to attend a College program and the cost of this program 
is less than $50.00 per student. 

 
 
CAMPING PROGRAM: 

 
The following guidelines detail the procedures to be followed for payments relating to 
College Camps. 
 

1. The Camp Coordinator in conjunction with the College Principal and Business 
Manager determine the full cost of the camp based on the number of 
participants. 

 
2. The deposit is non-refundable under any circumstances as costs per student 

are calculated on the number of students attending as determined by the 
number of deposits. 

 
3. Any refund credits will be at the discretion of the College Principal or Nominee. 

 
4. Partial refund credits will only be considered under the following circumstances 

where the student has withdrawn from the camp: 

 Due to a serious personal or family crisis. 

 Illness or injury which requires a medical certificate. 

 Following the payment of all related camp expenses, it may not be possible 
to provide a full refund of the balance if funds remaining are insufficient. 

 


