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Child Safe Standard 1:  Culturally safe environments 
Child Safe Standard 2:  Leadership, governance and culture 

Child Safe Standard 6:  Suitable staff and volunteers 

Context 
St Mary’s College Melbourne (St Mary’s College) is a Catholic school for girls and boys 
in the Edmund Rice tradition, established as Christian Brothers’ College St Kilda in 1878.  
St Mary’s College is committed to providing a caring, supportive and safe environment 
where every student has a place, a voice and their story is known.  As a Catholic 
school in the Edmund Rice tradition, our Christian values are those expressed in the 
Touchstones of our governing body, Edmund Rice Education Australia (EREA):  
Liberating Education, Gospel Spirituality, Inclusive Community, Justice and Solidarity.  
The charism of Blessed Edmund Rice expressed through these touchstones, underpins 
our continued commitment to a safe and inclusive environment for all, providing a 
preferential option to those at the margins, to grow in empathy and to respond in faith 
and action. 

This policy should be read in the context of the College Safeguarding (Safety and 
Wellbeing) Policy and Procedures, and Student Duty of Care Policy. 

Background 
EREA, as St Mary’s College’s governing authority, sets the policy framework for all EREA 
schools.  These policies have been contextualised for St Mary’s College’s particular 
school environment so that our policies reflect the needs of our students. 

Rationale 
An excursion is any activity organised by St Mary’s College whereby students leave the 
College grounds for the purpose of engaging in educational activities.  

A teacher has a Duty of Care to take reasonable steps to protect students from any 
injury that the teacher may have reasonably foreseen. Because excursions are 
conducted off College premises, away from the usual protections of the College 
environment, they have the potential to present unique risks for St Mary’s College, our 
students, our teachers and others involved.  

The purpose of this policy is to manage the risks associated with College excursions 
and to make excursions as safe as possible. All WorkSafe Policies and Student Duty of 
Care Policies continue to apply on excursions unless it is impractical for them to do so. 

Principles 
During the course of the College year St Mary’s College conducts, or students attend, 
a number of different types of excursions including: 

• Regular Off Campus Activities;
• Single Day Excursions;
• Overnight Excursions;
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• Recreation & Outdoor Activities; and
• International Excursions;

When planning an excursion the following general principles must be followed: 
• Excursions should relate to the College’s educational program;
• Excursions must be age/stage appropriate;
• Excursions must provide valuable outcomes for students;
• Excursions are inclusive and all students within a specific learning group are to

be given the opportunity to participate;
• Excursions should be planned so as not to interfere with exams; and
• Excursions are to be costed in the most cost beneficial way possible.

Policy Statement 

St Mary’s College holds the care, safety and wellbeing of students as a central and 
fundamental responsibility of the College.  An important part of student learning is the 
opportunity to engage in learning experiences outside the classroom.  St Mary’s 
College acknowledges that it owes a duty of care to students to take reasonable 
measures to protect them from reasonably foreseeable risks of injury, that it owes a 
duty to take reasonable precautions to prevent the abuse of a child and that different 
and sometimes greater measures may need to be taken for younger students or 
students with disabilities.  A teacher’s duty of care towards students exists wherever 
there is a student-teacher relationship.  This is not only during normal school routine, but 
also during off-site activities.  The staff member in charge of an off-site activity must 
ensure that the risks associated with the activity are managed effectively. 

Final approval for an excursion may only be given by the Principal (or their delegate) 
upon satisfaction that the risks posed by the particular excursion have been 
appropriately identified and appropriate risk mitigation strategies have been 
developed and which can be implemented effectively.  

Procedures 

Proposing an Excursion 

A teacher who wishes to put forward a proposal for an excursion may do so in 
accordance with the College Off-Site Activities Procedure.  

Excursion Management Plan 

A detailed Excursion Management Plan (off-site activity planning checklist), Application 
(via the College management system, SIMON) and Risk Assessment, must be 
completed by the teacher in charge of the proposed off-site activity and submitted 
according to the College Off-Site Activities Procedure within the stipulated time-
frames.   

Final Approval For Excursions 

The Excursion Management Plan must be submitted to the Principal or their delegate 
for final approval. Final approval for an excursion may only be given by the Principal 
(or their delegate) upon satisfaction that the risks posed by the particular excursion 
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have been appropriately identified and appropriate risk mitigation strategies have 
been developed, and which can be implemented effectively.  

Standard Risk Management Procedures for Excursions 

Whilst the length, nature and activities involved in excursions will vary there are a 
number of standard procedures that St Mary’s College undertakes in order to minimise 
the risk of harm to students, staff and others.  

These strategies are addressed in the Excursion Management Plan. They include 
ensuring: 

COVID Safety 

• The activity is permitted according to current COVID 19 restrictions, and in
accordance with the Catholic Education Commission of Victoria (CECV) School
Operations Guide; and

• Provided the activity is permitted (as above), ensure all aspects of the activity
are carried out in a COVID Safe manner in accordance with the CECV School
Operations Guide and College COVID Safe Plan, protocols and procedures.

Consultation 

All key stakeholders including students, staff, parents, and where appropriate external 
providers, are consulted as to the nature of the excursion, and any potential hazards 
which may be associated with the excursion. 

Informed Consent 

• Full details of the excursion have been provided to each student and their
parents/guardians; and

• All students attending the excursion have received written permission from their
parents/guardians to attend.

Clothing & Equipment 

• All students attending the excursion have been provided with details of
excursion requirements such as suitable clothing and equipment.

• The teacher in charge will ensure adequate and appropriate COVID Safe PPE
(e.g. face masks), hand sanitizer and disinfectant wipes are taken on the activity.

Venue Selection 

• Consideration is given to the appropriate nature and location of the selected
venue/s.

• Consideration of the risk of bushfire in the location of selected venue/s:

o The College consults with local agencies where relevant (the Country Fire
Authority, Metropolitan Fire and Emergency Services Board, local council)
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on bushfire preparedness and to ensure the venue complies with local 
bushfire regulation of buildings, facilities and grounds. 

o The teacher in charge of the off-site activity will review planned
excursions ahead of forecast days of significant fire risk or total fire ban
days and liaise with the Principal and local agencies as to whether the
excursion should be cancelled.

o If an excursion is not cancelled, special fire safety precautions may be
required, depending on the location. St Mary’s College must ensure it
considers the risk of bushfire at the excursion location when conducting
their risk assessment and developing their emergency response plan.

o St Mary’s College will be guided by its own Emergency Management
Plan and Emergency Bushfire Management procedures when making a
decision regarding the future of the excursion.

o On days determined Code Red by the Emergency Management
Commissioner, all camps in the CFA fire district determined Code Red
must be cancelled.

Transport Arrangements 

• Consideration will be given to appropriate transportation arrangements; and

• Appropriate drop off and pick up arrangements.

Known Medical Issues 

• All parents are requested, prior to the excursion, to provide up-to-date details of
any medical conditions which, if not known to supervising staff, may present a
heightened risk to their child; and

• Where a child is considered at higher risk, because of an existing medical
condition, appropriate mitigation strategies are implemented.

Student’s Capacity 

• That any required skills have been identified and the planned activities are
appropriate for the student’s capacity; and

• Where a student is identified as not having the necessary capacity, appropriate
risk management strategies are implemented for that particular child.

Supervision 

• A supervision strategy (to be included in the Excursion Management Plan) will be
developed by the teacher in charge of the off-site activity, taking into account
COVID Safety, Child Safety, the co-educational nature of the school and all risks
identified in the risk assessment;

• Sufficient staff will provide appropriate and effective supervision based on:
assessment of location, venue, activities, the nature and length of the excursion,
and appropriate supervisor-student ratio; and
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• The experience, qualifications and skills of each staff member (including
volunteers, instructors, etc.) will allow them to provide effective supervision for
general and planned activities.  Consideration will be given to the availability of
supervisors with appropriate competencies, skills and experience (including first
aid), and taking into account the co-ed nature of the school.

Supervision requirements for activities undertaken on excursions, will consider: 

• the nature and particular risks of the activity, such as swimming and other
water-based activities; and

• the risks presented by the activity venue and its location, such as bushfires and
other environmental hazards.

Appropriate care is taken in selecting non-teaching staff to perform any supervisory 
role during the excursion (including the conduct of Working with Children Checks and 
other child safety requirements); and all supervisors are properly briefed with respect to 
all aspects of the Excursion Management Plan. 

External Providers 

• Where possible external providers are selected from our Approved Supplier List
as outlined in our External Education Provider Policy; and

• Due diligence has been conducted on all external providers involved in the
excursion to ensure their competency, their compliance with workplace safety
laws and other relevant legislation.

Child Safe Standards 

• St Mary’s College has established and implemented our Child Protection
Program in accordance with the Victorian Child Safe Standards.

• St Mary’s College ensures that child protection risks specific to excursions and
overnight stays are identified and controls are put in place.

Critical Incident (Emergency Situations) Response 

• Appropriate emergency response procedures are in place.

Communication Strategies 

• Appropriate communication strategies are in place and documented in the
Excursion Management Plan.

• For all activities that take place outside of normal school hours, a daily ‘check
in’ phone call must be made by the teacher in charge to the Principal.

Insurance 

• Appropriate insurance coverage is in place.
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Additional Risk Assessments 

Because the risks associated with each type of excursion vary, in addition to this policy 
which outlines general procedures, St Mary’s College has developed specific 
procedures and risk assessments for particular types of excursions and particular types 
of activities.  

A risk assessment must be included in the Excursion Management Plan. 

Incident Notification 

If during the course of an excursion an incident occurs, whether or not the incident 
results in injury to a student, the incident must be immediately reported to the Principal. 
Incidents must also be reported in accordance with College incident reporting 
procedures. 

Excursion Debriefing 

At the conclusion of every excursion, the teacher in charge is required to undertake 
excursion debriefing and provide a copy to the Principal or the Principal’s delegate. 

Staff debriefings following excursions provide an opportunity to identify successful 
practice, areas of risk not previously considered, as well as areas for improvement. 

Record Keeping 

Copies of all records relating to a particular excursion must be retained at least 7 years, 
or in accordance with any legal, regulatory or VRQA advice, from the date of 
completion of the excursion. 

Records to be retained include: 
• A copy of the Excursion Management Plan;
• A copy of the excursion debriefing;
• Names and contact details of the teacher in charge;
• Names and contact details of all supervisors, including non-teaching staff and

parents;
• Names of all students;
• A copy of Working With Children Checks and child protection screening and

training documentation for parents or others (other than College employees)
who acted in a supervisory capacity during the excursion;

• A copy of any contracts that St Mary’s College may have entered into with
third party organisations;

• A copy of any risk assessments; and
• In the event that an incident occurred during the excursion, copies of all reports,

documents and or records (including communication records) relating to the
particular incident.
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References 
• Excursion/Off-site Activities – Approval Procedure (Appendix 1)
• Excursion Management Plan – Offsite DAY Activity Planning Checklist (Appendix 2)
• Excursion Management Plan – Offsite OVERNIGHT Activity Planning Checklist

(Appendix 3)
• Excursion / Activity / Camp Review (Appendix 4)
• Sample Risk Assessment (Appendix 5)
• Student Behaviour Management Policy
• Child Safeguarding (Safety and Wellbeing) Policy and Procedures
• Student Duty of Care Policy
• Student Supervision Policy
• Ministerial Order No. 1359 – Child Safe Standards

Review 
Updated to Ministerial Order No. 1359:  1 July 2022 
Date of next policy review by the College: 2024 
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Definition 
Off-site school activities include: 

- Single day excursions 
- Overnight excursions 
- Recreation and outdoor activities 
- International excursions 
- Regular off-campus activities 

 
Summary: 

ALL Incursions, Excursions and Camp documents should be prepared and submitted  
3 weeks prior to the proposed activity. 

Teacher discusses the proposed Excursion / Incursion / Activity with the following staff to 
ascertain activity feasibility: 
(i) Learning Leader (educational aims, costs) 
(ii) Deputy Principal (College calendar/planning) 
(iii) Daily Organiser and Director of Staff (staffing) 
(iv) Business Manager and/or Compliance Manager (COVID Safety) 

 
Incursion: 

1. Set up the ‘Activity’ on SIMON using the ‘Incursion’ template 
2. Provide copies of all Working With Children Check or VIT cards for each visitor to the 

school to Glenys at least 5 days prior to activity for online verification. 
3. Provide signed Code of Conduct for each visitor to the school. 
4. Only if the activity is outside of normal class activities - please provide a Risk 

Assessment. 

Day Excursion or Activity: 

1. Complete Risk Assessment and send to Compliance Manager 
2. Complete Day Activity Planning Checklist  
3. Set up the ‘Activity’ on SIMON using the ‘Day Excursion/Activity’ template 
4. Review ‘Adventure Activity’ examples list and complete additional info if conducting an 

Adventure Activity 

Overnight Excursion: 

1. Complete Risk Assessment and send to Compliance Manager 
2. Complete Overnight Activity Planning Checklist  
3. Set up the ‘Activity’ on SIMON using the ‘Overnight Camp/Activity’ template 

EXCURSION/OFF-SITE ACTIVITIES – APPROVAL PROCEDURE 

APPENDIX 1:  Excursion/Offsite Activities – Approval Procedure 

https://simon.stmaryscollege.vic.edu.au/WebModules/StudentAttendance/SchoolActivities/Dashboard.aspx
https://assets-global.website-files.com/5f0bdd34d686eb7a5576e470/6082339e548c21688cc9cf53_St%20Marys%20College%20Child%20Safety%20Code%20of%20Conduct.pdf
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://forms.office.com/Pages/ResponsePage.aspx?id=N3yOc0cV1kyL8BIMD_xoSCJ9c0J8JRJNjl6tpkslulpUQ1UyMDAyUEdXWkVBQjA1MjJHNzI0Wkk3VC4u
https://simon.stmaryscollege.vic.edu.au/WebModules/StudentAttendance/SchoolActivities/Dashboard.aspx
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://forms.office.com/Pages/ResponsePage.aspx?id=N3yOc0cV1kyL8BIMD_xoSCJ9c0J8JRJNjl6tpkslulpUQ05NMEI3WkhJQ0JCSURLMEI0NFVaUDI5NS4u
https://simon.stmaryscollege.vic.edu.au/WebModules/StudentAttendance/SchoolActivities/Dashboard.aspx
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4. Review ‘Adventure Activity’ examples list and complete additional forms if conducting an 
Adventure Activity 

5. Lodge the Camp on the Melbourne Archdiocese Catholic Schools MACS Form and 
send a copy of the completed form to Compliance Manager 

6. Lodge the Camp/Overnight Activity on the Student Activity Locator (SAL) (see Outdoor 
Education Convenor for details) and send a copy of this to Compliance Manager 

 
Detailed procedure and instructions: 
 

1. 3 weeks prior to the proposed activity, teacher discusses the proposed Excursion / 
Activity with the following staff to ascertain activity feasibility: 

1) Learning Leader (educational aims, costs) 
2) Deputy Principal (College calendar/planning) 
3) Daily Organiser and Director of Staff (staffing) 
4) Business Manager/Compliance Manager (COVID Safety) 

 
2. Teacher completes the ‘Offsite Day Excursion / Activity Planning Checklist’ submitted to 

the Compliance Manager via Microsoft Forms or ‘Offsite OVERNIGHT Excursion / 
Activity / Camp Planning Checklist’ 

 
3. Teacher completes a ‘Day Activity / Excursion Risk Assessment’ or ‘Overnight Camp / 

Activity Risk Assessment’ and submits this to the Compliance Manager via email. 
 
Please note that if the excursion/activity involves an ‘Adventure Activity’ (see Appendix 
2), the following CECV forms must also be submitted: 
(i)    Student Preparation, Pre-Requisite Skills/Knowledge 
(ii)   Documentation of Staff Qualifications and Experience 
(iii)  Pre-Activity Check (completed on the day of the activity)  

 
4. Teacher creates the ‘School Activity’ procedure via SIMON (see Staff Handbook on 

SIMON for detailed instructions.) 
 

Once steps 1, 2, 3 and 4 complete: 
 

 
Process After Part 4 Approval for the Activity 

a) Staffing of the activity to be confirmed by the organising teacher (in conjunction with the 
Director of Staff). 

 
b) Transportation arrangements, for example bus bookings, to be made by the organising 

teacher. 
 
c) Two weeks prior to the scheduled off-site activity, organising teacher sends to parents 

(using school approved platforms), written details of the off-site activity including: 
• the program and its educational aims  
• the venue 
• which personnel will be involved and who will be in charge  
• the mode of transport 
• specific activities to be undertaken during the off-site activity 

https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://docs.google.com/forms/d/e/1FAIpQLSd1ox-7id-npXUZtJBTWcPDZqQOafHwX-rqIWYqeHP8e6WdHA/viewform
https://forms.office.com/Pages/ResponsePage.aspx?id=N3yOc0cV1kyL8BIMD_xoSCJ9c0J8JRJNjl6tpkslulpUQ1UyMDAyUEdXWkVBQjA1MjJHNzI0Wkk3VC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=N3yOc0cV1kyL8BIMD_xoSCJ9c0J8JRJNjl6tpkslulpUQ05NMEI3WkhJQ0JCSURLMEI0NFVaUDI5NS4u
https://forms.office.com/Pages/ResponsePage.aspx?id=N3yOc0cV1kyL8BIMD_xoSCJ9c0J8JRJNjl6tpkslulpUQ05NMEI3WkhJQ0JCSURLMEI0NFVaUDI5NS4u
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
https://simon.stmaryscollege.vic.edu.au/WebModules/KnowledgeBanks/ViewKnowledgeBank.aspx?KnowledgeBank=35
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• clothing and equipment requirements 
• departure and return dates and times 
• the emergency contact procedure 

 
d) Teacher in charge of off-site activity briefs all staff involved regarding excursion details, 

including supervision, roles and responsibilities prior to the date of the off-site activity. 
 
e) Teachers communicate clearly to students about behavioural and safety requirements 

for the off-site activity prior to the day of the activity. 
 
f) Teacher in charge ensures student medical information/first aid kits/student medication, 

COVID Safe PPE (e.g. face masks), hand sanitizer and disinfectant wipes are organised 
the day before the activity is to take place, and taken to the activity on the day. 

 
g) Organising teacher ensures that contact and emergency details are accessible to all 

teachers who are involved in the off-site activity and that these are also provided to 
Reception. 

 
IMPORTANT:   
• No student is permitted to attend an off-site activity unless their parent/guardian has 

provided written permission for their child to attend.  This permission must be provided by 
school approved permission platforms. 

• For all activities that take place outside of normal school hours, a daily ‘check-in’ phone call 
must be made by the teacher in charge to the Principal. 

 
5. Compliance Manager and Deputy Principal review Risk Assessment, Planning Checklist 

and SIMON Activity. 
 

6. Deputy Principal (as Principal’s delegate) reviews/approves ‘day’ excursions/activities; 
Principal reviews/approves ‘overnight’ excursions/activities. 

 
7. At the conclusion of the Offsite Excursion / Activity, the supervising teacher: 

(i)  sends a ‘check-in SMS’ to the Deputy Principal 0413 650 554 (each night for 
overnight activities) 
(ii) Returns all student medical packs to the relevant Campus Reception prior to the next 
school day. 
(iii) On return to school, the supervising teacher completes a Post Activity Review form. 

 
References 
• Offsite Supervision (Excursions and Camps) Policy 
• Student Behaviour Management Policy 
• Behaviour Formation Pyramid 
• Uniform Policy 
• Child Protection and Safety Policy 
• Student Duty of Care Policy 
• Student Supervision Policy 
 

  

https://forms.office.com/Pages/ResponsePage.aspx?id=N3yOc0cV1kyL8BIMD_xoSCJ9c0J8JRJNjl6tpkslulpUMzhHWThITFRSNUw2MTg2Mk1QMVVWTTFCMC4u
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APPENDIX 2:  Excursion Management Plan – Offsite DAY Excursion / Activity PLANNING CHECKLIST 
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APPENDIX 3:  Excursion Management Plan – Offsite OVERNIGHT Excursion / Activity PLANNING 
CHECKLIST 
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APPENDIX 4:  Post Excursion / Activity / Camp Review 
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