Policy & Procedures — Student C‘f’ iy
Enrolment Documentation and Process

Student Enrolment Documentation and Process
At Outdoor School students come to us for a range of programs with durations from 1 to 21 days.

While a student is in attendance at our school they are still technically enrolled with their home
school. The student’s home school has conducted all the right school council procedures prior to
their school and students attending.

These include risk management registers as is commensurate with the activity standards and the
DET safety guidelines. It also includes signing into the Student Activity Locator (SAL). Once the
students are at our school we also fill out the SAL for every time we leave the school boundary.

Thus we do not have authority as a school to enrol a student as a student cannot be enrolled at
two different DET schools at the same time (there are a raft of reasons for this). Given the history
and the time frame (the students are only with us for a short time) the DET has waived this type of
enrolment for our school as long as we have parents sign a consent and medical form (these are
attached below).

Consent and Medical Form Process

No student can come to our school without a signed consent or medical form from the student’s
parent or care giver.

Consent and medical forms are sent to the school and are accessed by the Home School teachers
months in advanced. The home school manages the collection of the consent and medicals. Once
the forms have been returned they are sent to Outdoor School one week before arrival so that our
teachers and ES staff can see if there are any medical or family issues that we need to be aware of
and cater for. Follow up phone calls with the teacher in charge may happen if questions arise.

The consent and medical forms are then digitalised and can be easily accessed by our staff through
a pass word protected portal.

Any paper copies are shredded at the end of each program and the electronic copies are kept
indefinitely which is in keeping with our records management policy.

Forms are rigorously checked by the administration team to ensure all data is appropriate and that
the consent and medicals are properly signed and dated. Forms that are incorrect are fixed up
prior to the student attending.

In the case of a student arriving unannounced, the school will be contacted and they will have to
get a signed consent and medical form filled out and faxed or scanned ASAP. If no are forthcoming
then arrangements are made for the student to return home.
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Bogong Outdoor Education Centre
Medical Information Form — Valid 2014
For Students & Visiting Teacher (VWT) to fill in

Thiis mfonmiaiian ks imandad i assks1 Sogang OEC in casa of any madical amangancy wilh your ohild or 2T, Al infarmaiian ks haild in coniidanca.

School: Year Level
Full Hame : Date of Birth: Male/Female
Farenfoefals arE reguirsa T WISacare 15 Uesd -
Farent!Guardian/Contact Person's Full Mame: 0O.0B.
Address:
Home Fhone: Work Phone: Mobile Fhone
Mame & Address of Family Doctor:
Medicare No: Walid to: /! Child s Number(gg. 2, 3, 4):
MedicallHospital Insurance Func Member No:
Ambulance Subscrber: Yes —No If yes, membsr numbsr
Tick| ltem Details

Dizbstes

Dietary Reguirements

Dizzy Spelis/Blackout
Fits Of Any Typs

Hay Faver

Heart Conditicn

Migraines

Physical Difficultiss
Previous |njuries
Slespwalking
Travel Sickness
Crther

Piegse Hok the by on the ket i pour chily suffers any of the Sollowing:
| Ansphylaxis If ticked you MUST attach the sppropriste completed Anaphylaxis Action Flan.
Fiezse sfzfe below who will be responsible for camying the Epipen/dnspean?

Responsible person is:

Allergies If ticked you MUST complete and sttach the Allergic Reactions Action Plan.
Asthma If ticked you MUST complete and sttach the Asthma Action Flan.

i - [HoE Tatanus Immunisatan ks nanmany givan 315 yaars afaga —
Year of Last Tetanus Immunisation: | | 35 Tripa Amigan or SO 3nd 3t 15 yadrs afag2 — 82 ADT | |

+ Medication— |s your child presently taking tablets and or medicine? YE5 I NO {If yes plesse detail below )
Condition Medication Dosage | Whean given & instructions.

Swimming Ability: please tick the distance your child can swim comfortably.

Camnal VeI Swimmar Far Swimmer Compaian Saimmear :

Sl [=50m) {50-100m) [100-200mi |:| Sirang (200m-+]
Jignature of Parent/Guardian: Date:

DECSCD requires Tiks cansam ia b2 signad for 3l studants and feachars afianding sChodl SxcUrslans.
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Bogong Outdoor Education Centre
Parent Consent Form — Valid 2014

Student’'s Full Hame:

Parent'Guardian Consent — please circle as appropriate — (if left blank we will assume yes is the response):

| agree to my child wsing the internet and computer network st BOEC in accordance with the sams ves | Mo
internet stwdent ysers agreement that applies at their current school.

| also consent to my child being photographed andfor viswal images of my child being taken whilst
&t Bogong Ouidoor Education Centre by the DEECD. | also consent to these photos being used
for use in the schools publications, the schools socisl media scoounts and the schools website, | Yes | No
for publicity purposes without acknowledgment and without being entitled to any remuneration or

COMmpens ation.

Is English youwr child's main language? Yes | Mo
Has youwr child be=en away from home before? Yes | Mo
| authornise the teacher in charge to administer paracetamaol as per Bogong OEC"s protocol. ez No

| agree to my childs attendance at the Bogong Outdoor Educstion Centre and to hisfher taking part in any
Sxcursion or activities amanged for studsnts in connection with the school program. | have read the Parent &
Student Booklet and wnderstand the program contzins potentislly hazardows sctivities in remote areas subject to
natural hazards and severs weather.

| will motify the school if my child is in contact with any infectious disease within four weeks of departure date. In the
=vent of any illness or accident, whers it is impracticable to communicate with me, | authonise the teacher in charge
to consent to my child receiving such medical or swngicsl trestment 35 may be desmed necessary. | acoept
responsibility for payment of any expenses thus incurred. In the event of my child being unsble to sccompany the
rest of the group homs dus to ill heskth or sccident | will make the necessary amrangeaments in lisison with the
Schonl Principal for his/her return.

Should my son/daughter viclate the rules of the school to the extent that the teacher in chargs in consultation with
the Principal of BOEC considers that hefshe should be sent home, | agres to organise this withdrawsal and fully
cower the transport costs involved in this process.

Parent'Guardian’s Full Hame [please print)

Parent'Guardian’s Signature Date

| have read the BOEC's Stedents Code of Cooperation and | hereby undertake that while traveliing to and from the
Centre and whike in attendance | shall behave in 3 good and proper manner and shall observe whatever rules ars
decided on a5 best for the welfare of all.

Student's Signature Date

Cancellation or Withdrawal

The Department of Edwestion and Earty Childhood Development (DEECD) reserves the right to cancel 3 program
for any resson. In the event of 3 student’s application being withdrawn prior to the commencing date of the program
the Department through the Principal reserves the right to make 3 refund only where 3 ressonsble excuse for
withdrawal is offered. Mo refund will b2 made where 3 student leaves during the program sxcspt in the cass of

iliness, and then only on 3 pro rata basis.
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