Kaiapoi High School Policies

EDUCATION OUTSIDE THE CLASSROOM (EOTC)

Why we have EOTC at our school

Firstly, the school believes in utilizing a range of environments, and experiences to enhance the learning of their students.

Secondly, students at our school have ready access to the beach, the rivers, the mountains, the bush of Canterbury (and beyond), and the urban environs of Christchurch, Kaiapoi and other towns. For many these areas are part of their playground. They need to learn how to be safe.

Thirdly, the school believes in providing students with the opportunity to participate in recreation, leisure, and sport.
Engaging in EOTC

With all events beyond the classroom there is a potential for gain and a potential for loss.
To realize the gains Teaching staff, and those supporting the teachers (support staff, volunteers, student leaders and contractors) are responsible for 

1. The writing of the specific goals and outcomes for any EOTC episode. 
2. Ensuring the safety of all students and adults involved in the events. Risk identification, elimination, isolation and minimization are crucial elements in mitigating the losses and thus realizing the gains. 
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The procedures meet the requirements of the Ministry of Education, the NZ Qualifications Authority, Skills Active, and Outdoorsmark. 

The following documents have been consulted:

EOTC Guidelines, Bringing the curriculum alive (NZ Ministry of Education 2009) 







(www.tki.org.nz/e/community/eotc/)
Outdoor Activities Guidelines for Leaders (SPARC, 2005)

Outdoor Safety Management Risk Management for Outdoor Leaders (NZ Mountain Safety Council Manual 38, 2004)
Accreditation and Moderation Action Plan (Skills Active)

Outdoors Mark (Outdoors NZ)
Managing Assessment (NZQA) 

GLOSSARY

BOT

Board of Trustees
EOTC 
Education outside the classroom, is defined as all those events that occur outside the classroom, both on-, and off-site, including all curriculum events, sporting events and cultural events.

HOF

Head of Faculty

KHS

Kaiapoi High School
NID

National incident database
PD

Professional development

RAMS

Risk analysis and management system
SLTE

The senior leadership team member with responsibility for EOTC

SOP 

Safe operation plan

TIC 

Teacher in charge

1. 
INTRODUCTION

1.1 The procedures specified in this document apply to teaching staff, and those supporting the teachers (support staff, volunteers, student leaders and contractors).

1.2 The BOT (Board of Trustees) have delegated responsibility for all EOTC matters to the principal. See Appendix 37.
2. 
PLANNING AND APPROVAL
2.1 The Senior Leadership team member with responsibility for EOTC (SLTE) must approve, for inclusion on the school calendar, any events that remove students from other curriculum classes.

2.2 In the planning phase, pre-approval must be given by the appropriate Head of Faculty (HOF) for the event goals and objectives and by the Principal for events where students will be absent from other classes.

2.3 Where possible approval (pre and final) is required at least three weeks before the event.

2.4 All approved EOTC events must be entered on the EOTC Inventory. See Appendix 1.
2.4 Teachers and contractors have approved alternative plans if the event is weather dependent or they are suddenly unable to attend or lead the event (illness, death in the family etc).

2.5 As part of the planning process the EOTC Planning Checklist is completed. See Appendix 3, Appendix 2 may assist in the planning process. 

2.6 Where an event is stopped or changed once it is underway the change must be communicated to KHS (EOTC coordinator or SLTE) and verbal approval confirmed.

2.7 Variation from KHS EOTC procedures should only be considered when following the procedures compromises the safety of an individual or group.

3. 
PARENTAL CONSENT, including Information to Parents

It is a requirement of our school that parents are informed and consent is obtained as described below.

3.1 Disclosure of the risk, along with logistical information must be conveyed to the parent/caregiver (letter, logbook or phone call are acceptable methods of communication). The risks are clearly explained so parents and students understand them. Parents and students are given the opportunity to ask questions and understand that activities are entered into voluntarily. 

The following checklist should be considered when designing the information letter: date of letter, name and date of event(s), start and finish times, group or individuals involved, venue address/phone number/description, curriculum objectives/purpose of event, transport arrangements, staffing including relevant experience and qualifications, costs if any, clothing and equipment required, rules both school and event (for example, smoking, alcohol, and illegal drugs, and unsafe behaviour policies, including what not to bring and cell phone use), incident management plans, procedures if anyone becomes ill, date by which to return consent form and health profiles, contact number of SLTE and after hours number, other relevant information, signature of author.  See Appendix 4 for a template.
3.2 Parental consent for most EOTC events is obtained at time of enrolment. See Appendix 5.
3.3 Where parents withhold consent the student should not be taken on the EOTC event, but wherever possible, the learning outcomes of the event should be delivered to the student in some other way.

3.4 Event-specific, season-specific, and course-specific parental consent is required as specified below: 
	Activity type
	Description
	Approval
	Parental consent
	Risk management planning

	A.

On site (in the school grounds)


	(i) Lower risk environments
For example: measuring for maths, sports day, horticulture, Adventure Based Learning activities, painting murals.

(ii) Higher risk environments
For example climbing wall.
	None required.

HOF
	None required
Blanket consent at enrolment
	Usual lesson planning
Health Information

Generic SOP

Health Information



	B.

Off site (short visits to local venues)


	(i) Lower risk environments
For example: museum, art gallery, sports and recreation events.

(ii) Higher risk environments
For example aquatic environments (river, beach but not swimming), cross country run training.
	EOTC

co-ordinator

or

SLTE
EOTC

co-ordinator

or

SLTE

	Blanket consent 

at enrolment
Separate consent or Blanket course

(eg Outdoor Education Course consent)
	Intention form

Specific SOP

Contingency plans
Health Information

Other appropriate forms in appendices

Intention form

Specific SOP

Contingency plans
Health Information

Other appropriate forms in appendices

	C.

Off site (day trips – additional risk management required)


	(i) Lower risk environments – lower technical skills required

For example: farm visit, day orienteering in a local park, city visit, swimming in pools.  

(ii) Higher risk environments – higher technical skills required

For example: skiing, sailing, waka ama, rock climbing, swimming in natural environments (beach, river), factory visit, forestry or agricultural field trip involving chemicals or heavy machinery.
	EOTC

co-ordinator

or

SLTE
SLTE


	Blanket consent 

at enrolment
Separate consent  or Blanket course consent (eg Outdoor Education Course consent)

	Intention form

Specific SOP

Contingency plans
Health Information

Other appropriate forms in appendices
Intention form

Specific SOP

Contingency plans
Health Information

Other appropriate forms in appendices

	D.

Off site (residential overnight/s)


	(i) Lower risk environments – lower technical skills required

For example: trip to another city or region, sports tournaments and exchanges, field trips to urban environments, historical sites and “front” country (having well-formed tracks).

(ii) Higher risk environments – higher technical skills required

For example: overseas trips, field trips (for example, social studies, biology, geography), into natural water, bush or alpine environments, or other hazardous environments (for example, where chemicals, heavy machinery, or other hazards are present) outdoor education camps, multi-day outdoor pursuits journeys in the back country (for example, biking, tramping, kayaking).
	SLTE and

Principal

SLTE and

Principal


	Separate consent

Separate consent 
	Intention form

Specific SOP

Contingency plans
Health Information

Other appropriate forms in appendices 
Intention form

Specific SOP

Contingency plans
Health Information

Other appropriate forms in appendices 


3.5 It is important that parental consent, including risk disclosure and medical consent, and health information are completed by all adult and student participants in the EOTC event, to meet school health and safety responsibilities. See Appendices 6 and 7.

4. 
SUPERVISION

4.1 Competent staff lead all events. Currency is demonstrated to the principal or EOTC Coordinator.  See Appendix 8.
4.2 Competency can be measured by qualifications and/or experience.  In the case of the latter the use of ‘attestation by an appropriately qualified colleague’ is recommended. See Appendix 9.

4.3 Teachers, Support staff, volunteers, student leaders and contractors have the right to say no to leading and/or supervising an event and can cancel an event at any stage. 

4.4 The TIC, in consultation with and agreement from the Principal, has the right to not take a student that them deem will compromise safety.

4.5 Support staff and contractors are police vetted for their suitability to work with students. University of Canterbury College of Education students have been police vetted. 

4.6 Checks are made that support staff, volunteers, student leaders have the necessary understanding to be involved in EOTC. See appendices 10 and 11.
4.7 Teachers, Support staff, volunteers, student leaders and contractors are briefed by the Teacher in Charge (TIC) regarding the objectives of the trip, specific roles and responsibilities, risk management for all parties including self, and the school policies and procedures. 

4.8 All staff are capable of implementing, the School Incident management Plans. See appendix 12.

4.9 All participants have access to a qualified and current First Aid provider at all times during an event, including in transit to and from the event.
4.10 Leaders of all events must be fully conversant with the requirements specified on the appropriate Safe Operation Plan (SOP). See appendices 13, 14 and 15.

4.11 Contracts must be written up and agreed upon by signature when individual contractors or providers are contracted into a supervisor and/or instructional role.  A review document is required of contractors and providers. See appendices 16, 17, 18 and 19.

4.12 If there is a dispute between a contractor/ provider and KHS staff regarding a decision before or during an event the more conservative option must be followed, this provides the highest standard of safety and care to students. If agreement can’t be reached the activity must be stopped and the EOTC coordinator/ SLTE informed.

4.13 Where an outside contractor/ provider is employed the BOT are still responsible for student safety. This responsibility is delegated to the TIC.

4.14 The supervision ratio is established prior to the approval process. 

The ratio is a decision of the TIC, and will be based on the following: 

Competence of the staff, volunteers, student leaders and contractors, level of first aid cover, gender, age, behaviour and ability of students, special needs of students (medical, behavioural and educational), duration and nature of activity – land based, water based, nature of site, site requirements (e.g. permits), incident management options, access to emergency services, season, weather forecast and remoteness of site.

Special note on Ratios:
“A ratio compares the number of skilled and experienced supervisors with the number of novices involved in an EOTC event (at times adults may be novices). It is important that the selected ratio ensures that both quality learning and safety are maximised. Ratios for EOTC are hard to prescribe, as they will vary according to the age and needs of the students, the activity, the location and the competence of the students and staff involved. Competence is central to setting ratios and putting an effective supervision plan in place for any EOTC activity. If in doubt, be conservative and/or seek professional advise when deciding on ratios and an appropriate supervision plan.” (Ministry of Education, 2009) 
4.15 The Intentions Form and a list of all students attending the event are left at the Main school office and the EOTC book in the Main school office is completed, for all events as part of the School sign out requirements. See Appendix 20.
4.16 On return to school students either sign themselves in or the TIC does this for them when reporting to the office. The white board entry is removed and the ‘returned’ added to the Intentions form. In situations where the students and staff return directly to home or after office hours, the TIC reports to either the Sports Coordinator or SLTE on that day.  

4.17 The SLTE or Sports coordinator makes contact with the group if they do not receive confirmation that the group has returned by the specified time.

4.18 Staff ensure that students experience “challenge by choice” (that is, they are not forced to participate).

4.19 Unsupervised/ unaccompanied activities, for example students transporting themselves to events or surveys, are supported by strategies such as ‘shadowing’ or appropriate boundaries and the use of cell phones or radios so that communication with students is immediate.  

4.20 Activities requiring technical outdoor skills have approved technical advisors appointed to advise KHS on the running of these activities, including venues/sites, SOPs, professional development (PD) requirements for staff, annual review and any incident/near miss investigation (where appropriate). See Appendix 21.
4.21 Those staff leading an activity for the first time are supervised by a senior staff member who is competent to run the event or the technical advisor for the first event and until they are judged as competent to lead the event.

4.22 There is no use of alcohol or non-prescription drugs on any KHS EOTC event.

5. 
RISK IDENTIFICATION, ANALYSIS AND MANAGEMENT
5.1 For all levels of EOTC staff must consider the potential losses and their causes.  In doing so they must assess the level of frequency and severity, and take action to eliminate, isolate or minimize them.  All Teaching staff, and those supporting the teachers (support staff, volunteers, student leaders and contractors) are active ‘risk managers.’

5.2 Where a SOP does not exist for a particular event a Risk Analysis and Management system (RAMS) form is developed by the TIC in consultation with the EOTC coordinator. See Appendix 22.

5.3 For all events, any special needs (Health, medical, supervision, educational, diet and other) of staff and students, and any site or activity specific hazards or other information is added to the SOP under “Event specific information”. See Appendices 4, 23 and 24.

5.4 In constructing the SOPs from RAMS the following have been considered:

· Potential losses.

· Hazards (causal factors). These are the contributing factors to incidents (Hazards are the cause or source of harm, Health & Safety in Employment Act, 1992).

· The management strategies including the industry standards (current accepted/best practices) and any school developed strategies, which will mitigate against the losses.  

· Incident management plans 
· Equipment for emergency situations

· Equipment factors, including any hazards associated with its use.

· People factors, including any hazards associated with them.

· Environmental factors, including associated hazards. 

· The potential severity and frequency.

· Where appropriate, student and staff swimming competency. 
5.5 Appropriate equipment for emergency evacuation and first aid shall be available at all events and on route to events (cell phone or mountain radio, first aid kit).

5.6 Hazards identified that cannot be easily eliminated, isolated or minimized are reported in writing to the Health and Safety Officer and the EOTC coordinator, and added to the hazard inventory and reported to BOT for them to act upon appropriately.

See Appendix 23 for the  Hazard Inventory.
5.7 Staff are familiar with the environment and the area where the programme activities will take place. All leaders must have visited the site before using it with students or they must be accompanied by a staff member who has used the site before. Where this is not the case, trips must be checked with the technical advisor.

5.8 Staff inform students of the hazards, the SOPs, Intention form with student and staff information attached and the Incident management plans. 
5.9 The TIC gives all staff have a copy of the SOP and that this is taken with them into the field. 

5.10 Any new hazards, incidents and near misses are reported immediately to the EOTC coordinator via the EOTC Review form and appropriate action is taken. See Appendices 19 or 25.

5.11 Diving into pools (other than supervised public swimming pools where a board is provided for that purpose) is prohibited. Jumping feet first into a pool which has been physically checked by a staff member immediately prior to the event is acceptable.
Note: in the case of swimming, river and beach activities where there are multiple groups there must be a person monitoring the whole event.

See Appendix 26 for Aquatic activity questions.

5.12 All staff are alerted to any hazard, near miss or incident via the “safety email” system where all staff are immediately emailed, at faculty meetings and annually via the EOTC coordinator report.
6.  TRANSPORT

6.1 The situation of a teacher driving a hired bus over 11 seats is subject to Ministry of Transport regulations and Principal approval.

6.2 A list of names of those on board must be carried on all vehicles transporting students from KHS.

6.3 A first aid kit is carried by all vehicles transporting students from KHS.  This includes student driven cars.

6.4 Where seat belts are provided students must use them.  A car with five seat belts can only transport five people.

6.5 Staff and students driving vehicles must have the appropriate license under NZ law and be appropriate trained and competent to drive the vehicle in the intended traffic, road and weather conditions. See Appendix 27.
6.6 All vehicles used must have both a current Warrant of Fitness and Registration.

6.7 Mini buses can be driven by the holder of a car license, provided there is a maximum of 11 passengers.  

6.8 Students are not permitted to drive the mini buses. 

6.9 For legal and insurance purposes teachers, support staff, volunteers, and contractors must have their license sighted and their license number and name recorded with the Principal’s PA or the TIC prior to driving the mini buses. 

6.10 Licensed students may drive cars for school events provided approval in writing has been obtained from the parents/caregivers for the driver and all the named passengers. The names of driver and passengers must be sighted by all parties prior to approval being given. The student’s license must be sighted by the TIC. See Appendix 27.
6.11 The number of driving hours required for the journey and length of the driver’s workday (including non driving hours) must comply with NZ Transport Authority regulations (maximum 13 hours on duty including driving time, 5.5 hours work time, 30 minute rest break, 10 hours between work days).

6.12 Drivers must have planned strategies to avoid driver fatigue (planned stops, more than one driver).

7. 
INCIDENTS involving teachers, support staff, volunteers, student leaders and contractors and/or students

7.1 KHS believes that all teaching staff, and those supporting the teachers (support staff, volunteers, student leaders and contractors) should openly discuss their experiences, capture the reflections, and review the procedures.  This way effective practice is assured.

7.2 A near miss is an incident or observation with the potential for more serious consequences.

7.3 The National Incident Database (NID) incident reporting form, available in the Incident/Accident Register at the school office or through Appendix 28, is filled out following any injury, incident or near miss by the TIC and the SLTE and EOTC coordinator inform.

7.4 All staff are alerted to any incident via safety email.

7.5 Incidents at level 6 and above on the Severity Scale are deemed to be serious harm. Serious harm incidents must be reported to the Department of Labour before the scene is interfered with (by fax or phone) and the report sent to them within seven days of the incident by the SLTE. See Appendix 29.
7.6 The Principal, TIC and EOTC coordinator are informed where there has been a serious harm incident and the Crisis communication tree is followed. See Appendix 30.
7.7 Where a serious harm incident or near miss has occurred the EOTC coordinator is responsible for implementing an investigation, involving at least two appropriate members of the EOTC committee. This is referred to the principal and BOT where necessary. In the case of serious harm an external review may be appropriate.

7.8 The SLTE or delegated authority will enter information from the incident report form into the NID.  (This is a no-blame data gathering and report producing database managed by the NZMSC for a collective of national outdoor groups who seek to inform practice in NZ).  Where a provider is also using the NID an agreement must be reached as to who is reporting the incident.

7.9 Annual safety reviews are carried out by the EOTC coordinator and reported to the School's Health and Safety Officer, principal and BOT.

7.10 All procedures recorded in the KHS Health and Safety Policy and Procedures apply to EOTC.

8. 
EQUIPMENT

8.1 Activities and circumstances for which safety equipment should be used are identified by the TIC of the event.

8.2 Safety equipment and/or clothing is provided to all staff and students and is always used and/or worn.

8.3 Students are not taken on events when they do not have the requisite gear and the school is unable to provide it.

8.4 Staff and students are instructed in the safe use of all equipment including safety equipment.

8.5 Where staff and/or students provide their own safety equipment and/or clothing this is monitored by the TIC of the event and where appropriate checked and approved by the EOTC coordinator.

8.6 All hired gear and/or clothing is checked before leaving the hire company.

8.7 Safety equipment must comply with NZ Standards and Codes of Practice.

8.8 Use and maintenance logs are kept for all safety equipment. 
8.9 All equipment is stored appropriately.

8.10 Changing of fuel bottles for cookers is the sole responsibility of staff.

8.11 School first aid kits are carried for all events; their use is reported to the First Aid Officer who arranges for their re-supply and regular checking (per term) of their contents.

8.12 Contractors may chose to carry their own First aid kit but a KHS kit must be carried within the group.

8.13 All first aid treatments must be recorded in the First aid register (held in KHS main office). Treatments may first be recorded in the notebook in the first aid kit but must be added to the register on the return of the trip.

8.13 Where appropriate the TIC must establish protocols for food, water, waste, flora and fauna. 
8.14 Facilities are checked prior to the event where appropriate. See Appendix 24.
9
COMMUNICATIONS
9.1 The TIC of the event ensures there is a communication system in place for all events.

9.2 Student cell phones are banned from all EOTC events, except where the TIC deems them necessary for communication with students.

9.3 There is daily contact between staff in the field and the SLTE or nominee.  When this is via a Mountain radio, the non occurrence of a ‘sked’ means the Host, Canterbury Mountain Radio, contacts the SLTE or nominee.

10 
REVIEW

10.1 Each event must be reviewed by the TIC and the result lodged with the EOTC coordinator or in the case of sport, the Sports Coordinator.  TIC completes the EOTC Review form, attached the Intentions form and files this with the EOTC coordinator. See Appendices 25 and 32.

10.2 Annual reviews (including incident and near miss) will be carried out by the EOTC and Sport Coordinators and reported to management and the BOT. See Appendix 31.
10.3 The EOTC procedures, SOPs and contingency plans will be reviewed annually against current accepted (best) practice by the EOTC coordinator.

10.4 Safety emails, hazard identification and incident reports inform practice both immediately and annually. See Appendix 32.
10.5 Annual review is used to help identify the training needs of staff. There is a dedicated whole staff meeting at the start of the year to address identified needs. 

10.6 Any external review process shall be determined by the Principal or BOT Chairperson.

11.
 DEVELOPING A PROGRAMME
11.1 The planning process includes the following factors

· Identification of needs

· Identification of aims and objectives

· Identification of entry level

· Course content

· Expressed outcomes

· Teaching and assessment time allocation

· Resourcing

· Assessment and the resourcing requirements

· Internal & external moderation requirements

· Industry consultation

· Timeline for implementation

· Approvals

· Evaluation and review

· Consultation with iwi

· Sequencing of activities

· Sustainability

See appendix 33.

11.2  Approval for a new programme or course is required initially from the HOF, then from the Heads of Faculty Group. 

12. STAFF SELECTION 
12.1 The school-wide procedures apply.

12.2 The HOF allocates staff to appropriate roles based on competency and currency.

13. JOB DESCRIPTIONS

13.1 The school-wide procedures apply in constructing a job description.

13.2 Job descriptions are held on personal files.
14. INDUCTION

14.1 The school-wide procedures apply for all new and returning staff, including reading and understanding this document.
14.2 In the case of Beginning Teachers there is a nominated ‘supervising teacher’ and the processes associated with progressing towards Full Registration are followed.  

See www.teacherscouncil.govt.nz
14.3 The Beginning Teacher is supervised for at least the first event. (See 4.21)
14.4 The Faculty induction procedures are implemented for all new and returning staff.

15. APPRAISAL

15.1 School-wide procedures apply.

16.  PROFESSIONAL DEVELOPMENT 
16.1 School-wide procedures apply.

17.  CONSULTATION PROCESS 
17.1 Activity-specific technical advice is documented so that KHS is assured that their staff and practices are current.

17.2 Outdoor Education course development requires industry consultation.

18.  STUDENT SUPPORT
18.1 Information about programmes/courses is accurate, timely and includes information on the outcomes, supervision, risk identification and management of risk; and is made available to students and their parents/caregivers.

18.2 As per the school policies all events are gender, ethnic and ability/disability and cultural inclusive.

18.3 Students are reminded of the school support systems (counseling services, complaints procedures, deans and form teachers, careers advice).

18.5 Students aware of their right to limit their participation without prejudice in activities and assessment episodes when they feel there is a risk of harm.

19.  SUSTAINABILITY 
19.1 Sustainable practices with regard to the environment are implemented during all events.

19.2 All decisions relating to EOTC must be tested against the concept of sustainability, reducing travel distances, minimizing and recycling waste, reducing food packaging, following minimum impact codes, considering financial situations of students, cultural perspectives and including everyone.

20.  TEACHER BEHAVIOUR
20.1 All staff including those on contract are required to adhere to the PPTA Code of Behaviour. 

www.ppta.org.nz
20.2 It is the responsibility of staff to be aware of the procedures associated with any breach of this code. www.ppta.org.nz
21.  STUDENT BEHAVIOUR
21.1 Students are required to adhere to the Kaiapoi High Code of Behaviour and any risk management requirements relayed to them by staff. See Appendix 34.
21.2 It is expected that respect be shown for the environment, other people and property. 

See www.doc.govt.nz.

21.3 Students and parents are informed of the procedures associated with any breach of these codes. This includes the option to send students home at the parents expense.

22.  ASSESSMENT
22.1 Teachers and those contracted must implement the school wide assessment procedures.

See Appendix 35.
22.2 Students must be made aware of the school wide assessment procedures and be regularly reminded of their rights and responsibilities. See Appendix 36 (student version).

22.3 In regard to their rights and responsibilities and given the nature of EOTC students must be reminded of need for themselves and staff to have regard for deteriorating weather and ‘challenge by choice’.

22.4 Staff are required to participate in both the school wide NZQA and the course-specific moderation processes.

22.5 In regard to assessment against Skills Active unit standards staff are required to meet the minimum assessor requirements.

23.  SAFE OPERATION PLANS
23.1 While teacher judgment is valued a series of Safe Operation Plans (SOPs) have been developed to ensure consistency within the organization and with the industry. See Appendices 13, 14 and 15.
23.2 Each SOP has event-specific and student-specific information added to it prior to being taken on the event.

23.3 When a new activity falls outside a current SOP, a Risk Analysis and Management System document (RAMS) must be constructed and approved by the EOTC coordinator.

23.4 When reviewing a SOP a RAMS approach is used.

24.  LIST OF APPENDICES

Appendix 1
EOTC Event inventory 

Appendix 2 
EOTC Event planning 

Appendix 3
EOTC Planning checklist 

Appendix 4
EOTC Letter/Consent form    

Appendix 5
Time of enrolment EOTC Agreement 

Appendix 6
Health profile and medical consent

Appendix 8
EOTC Staff database       

Appendix 9
EOTC Staff Attestation form 

Appendix 10
Volunteer competence     

Appendix 11
Volunteer agreement 

Appendix 12
Incident Management 

Appendix 13
SOP Transport 

Appendix 14  
SOP Sport 

Appendix 15
SOP Off Site Event 

Appendix 16
Contractor Checklist 

Appendix 17
Contractor Agreement 

Appendix 18
Provider Agreement 

Appendix 19
Contractor/ volunteer EOTC Review Form

Appendix 20
EOTC Intentions form 

Appendix 21
Approved Technical advisors 

Appendix 22
RAMS Template 

Appendix 23
Hazard Inventory 
Appendix 24
Venue/facility checklist 

Appendix 25
EOTC review form 

Appendix 26
Aquatic activity questions

Appendix 27
Transport safety and student drivers

Appendix 28
National Incident Database form

Appendix 29
Incident severity rating

Appendix 30
Crisis communication tree

Appendix 31
EOTC communication and reporting

Appendix 32
EOTC event flowchart

Appendix 33
Goals, outcomes and rationale ideas

Appendix 34
Student contract

Appendix 35
KHS Assessment procedures

Appendix 36
KHS Assessment procedures (student version)

Appendix 37
EOTC roles and responsibilities
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