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SURF COAST SECONDARY COLLEGE
PLANNING GROUP APPLICATION FORM

· This application form is required for planning for camps, excursions or incursions.

· Once completed, please pass this form to the Daily Organiser 

· Please remember your form must be submitted at least 4 weeks before the planned date
· The Planning Group takes place at the PCC meeting once a fortnight. 
· Before making a booking / registration, you will be informed whether your request has been approved or not
· Attach relevant documentation to support your application as requested below
Person/s Making Application ……………………………………………………………………………….
Endorsement Signatures

For the application to be complete, please ensure you have both required signatures

……………………………………………………


……………………………………………………..
Person Making the Application



Learning Community Leader


I have the endorsement of all teachers with classes affected.  Date: ………………………………..
Activity Type:

( Excursion












( Incursion

( Fundraiser




( Sport 
( Other – Please provide details below






…………………………………………………………………………………………….

…………………………………………………………………………………………….

…………………………………………………………………………………………….

( Camp 

( Risk assessment and School Council Approval document provided?




Activity Title:  …………………………………………………………………………………………………………………….
Note: Official documentation from the organisation must be attached to support your application
Educational Rationale: 
Note: This information must provide full details of the event, as it will be used on permission slips when required
……………………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………………..
……………………………………………………………………………………………………………………………………..
Date/s of Activity: ……………………………………………………………………………………………………………..
Venue Name:  ………………………………………………………………………………………………………………….
Venue Address:  …………………………………………………………..  State: …………  Postcode: ……………….
Venue Number:  ……………………………………………………

Depart Time: …………………………...




Return Time: ………………………….
Mode of Transport:
( 12 Seat Self Drive Bus




( 22 Seat Self Drive Bus




( College 25 Seat Bus
( Walking
( Private Car    driven by ………………………………………………………………………………………                                        
( Train - Station …………………… Train departs ……………Return train departs …………………….
( Charter Bus    Quote obtained…………………………Quote Attached   ……………………………
Number of Buses Required …………………………………………………………………………………….

Buses booked to collect at SCSC at………………………………………………………………………….
Buses booked to collect at venue at………………………………………………………………………….                                      
Number of Students Involved: ……………………………………………………………………………………………
A separate list of all students MUST be attached


Proposed Staff Attending: …………………………………………Person in charge   …………………………….. 
Name of bus driver if required: ………………………………………………………………………………………….

Staff Mobile Number at the event:  ………………………………………………………………………………………………………………..
Number of coaches required for sport: ……………………………………………………………………………………………………………
First Aid Consideration:  ……………………………………………………………………………………………………
For Example: Do any staff members attending have a First Aid qualification? Does the venue have First Aid facilities?

What do students need to bring? ……………………………………………………………………………………….
For example: lunch

What do students wear?
School Uniform

Sports Uniform


Casual Dress

Please circle

Costs - Excursions / Activities:

	The total cost is the sum of all expenses (for example: $5 admission per student x 10 students – total cost = $50).

The FINAL cost per student is the total cost divided by the total number of students. Please use 75% calculation below *
	Transport

(quoted)
	$


	Total Cost

(see notes)
	$

	
	Accomm
	$


	FINAL Cost 

per Student

$

	
	Activity
	$
	

	
	Food
	$
	


	Cost deducted from levy? Y/N
	Name of Levy
	Total amount
	Students have paid Levy?

	
	
	
	


Additional cost considerations:

* When organising a large event, please calculate 75% of the total number of students and divide the cost of the   event and hired bus by this number.

This will ensure the College does not suffer a financial loss when 100% of students do not attend. 

Any financial shortfall that occurs will be deducted from the corresponding budget.

Attention Teacher in Charge:

· Please ensure to use the Excursion / Activity checklist – please detach it from this application form
· Private car travel with a student must have a separate Private Vehicle permission form completed and signed by the parent
PLANNING GROUP USE ONLY
	Approved         Y   /   N

	Date
	Initials


Notes

ADMINISTRATION USE ONLY
Cases21 Group Code ……………………………………………..
Date created


Forms Printed


Y / N



Date printed    
Group List Printed

Y / N



Date printed   

Medical Report


Y/N



Date Printed

Activity Locator


Y / N



Date entered 
Compass


Y / N



Date Entered

Google sheet


Y / N



Date Entered


Cases21 Fee Code ………………………………………………….
Date created  

Fees Processed


Y / N



Date processed 
Credits Processed

Y / N



Date processed 

Bus Booked


Y / N
PO #..........................
Confirmation emailed 





Coles Coaches

Truck Car 
 School Bus 
     Other……………………………………………….

Attendance Entered     

Y / N 



Date entered

Google Calendar             
Y / N



Date entered

Form due back on …………………………………………………
Last date for payment …………………………….

Student forms counted and teacher in charge contacted on ………………………………………………………………..

Follow up notes……………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………………………..

SURF COAST SECONDARY COLLEGE

EXCURSIONS / ACTIVITIES CHECKLIST - (to be completed by teacher in charge)

Activity Name: ………………………………………………………………………….
Activity Date: …………………….
Staff Member in Charge:  ……………………………………………………………………
Application Process – please ensure you have read and complied with the guidelines

· Application Documentation Completed

· Planning Group Approval

· Attach to your application a list of students not attending the activity (for example: students on holidays etc). This avoids charging students who will not be attending and ensures your payment % is calculated correctly

· Excursion notice distributed to students

· Check to ensure arrangements for students not attending have been made

Guidelines and Considerations

· There is a cancellation fee of $100 for self drive bus if under two days notice is given

· Your application to the Planning Group has been submitted at least 4 weeks prior to the activity

· Payments for activities will be cut off three days prior. Student payments will not be accepted after this day

· All payments for excursions should be made at the Administration Office. Under no circumstances should teaching staff be collecting payments.

· If students have not paid and returned their permission slip by the due date, they will not be attending

· Staff must not book activities with organisations that do not provide refunds

· Any loss your activity makes will be deducted from the relevant program budget (for example: you are running an Art excursion and it runs at a loss, the Art program budget is then deducted the difference)

Day of Activity

· Collect a first aid kit from the Sick Bay

· Ensure the Administration Office have your contact number

· Make sure you take the consent forms with you. You may need student medical / contact information which is on the permission form

· Mark your roll and return it to the Attendance Office before you leave. The school must know which students are on the activity

· Upon your return to school, please give the office staff the permission forms. These need to be archived.

Please note that your activity may not be granted approval if you have not complied with the guidelines or completed the application process within the required timeline.
