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School Group Project for Holiday Parks
1. Develop an Information Sheet/Page on your park:
a. Details of accommodation types available

b. Rates of accommodation available including minimum unit/room rate if applicable 
c. Meals and catering if available

d. Activities and facilities at Holiday Park

e. Activities, attractions and facilities close by Holiday Park

2. Required from school at time of booking
a. Name of group

b. Name of booking contact

c. Name of parents/teacher accompanying group with mobile contact details

d. Signed acceptance of conditions of booking.
e. Deposit

f. Arrival & Departure details – date & time

g. Coach Driver accommodation required? 

3. Required from School on arrival
a. Name of person to be responsible for health and safety

b. Final payment

c. Payment of behaviour bond if required
d. Names of all guests preferably with home contact details
4. Additional Items
a. Prepare conditions of booking including park rules, damage agreement, cancellation policy and behaviour guide. Examples provided.
5. Other Ideas
a. Include a School and Groups page on your website. This would include the basic information and booking sheet. Example from HAPNZ member parks:
www.kennedypark.co.nz/group-accommodation
b. Collect feedback from school groups that have stayed with you. This can be published on your website and included with any marketing material for schools.

c. Invite local school teachers to visit, maybe a barbeque, to get their feedback on what would attract school groups from outside the area.
d. Contact your local Iwi to see if you can include cultural experiences for schools. 

e. Partner with local operators in your areas to develop school programmes such as kayak operators etc.
6. Useful Websites for more information forms etc
a. Education Outside the Classroom (EOTC) 
https://eotc.tki.org.nz/EOTC-home/EOTC-Guidelines
The site includes a wide range of information, including safety information and downloadable documents.  The site has been developed to inform and support teachers and other educators in providing safe and effective curriculum-based learning that extends beyond the classroom walls.
The following is an extract from their section for ‘Providers”

For providers

Welcome to the Education Outside the Classroom (EOTC) page for providers.

Schools use a range of providers to support their EOTC programmes. It can be a challenge for schools to judge the quality of those providers. Measures available to schools to help determine a quality provider include checking out the following:

· a safety plan, externally audited and approved and available on request

· all activity leaders have relevant, current skills and qualifications, first aid certificates, and appropriate driving licences

· all activity leaders have relevant, logged, recent experience

· provide Referees’ contact details

· quality assurance accreditation, such as: OutdoorsMark, or Qualmark

· they are an LEOTC provider contracted by the Ministry of Education.

Schools may ask you questions related to these areas when they are considering contracting you to provide EOTC programmes.

Browse this link to find: 
FAQ

Key resources

Links
Example Only
Conditions of stay

Arrival/Departure:

Check in time is 1pm. Please advise approximate time of arrival

Check out time is 10am. If you require a later departure contact the office for further details. A $100.00 surcharge applies for late departures.

Balance of Account:  

Is payable on arrival in one payment.

Bond: 

Along with your Deposit, a separate bond payment of $500.00 is required to cover behaviour and any damage. Refer our damage and behaviour agreement.  The bond cheque will be held until all rooms have been checked. If there is no damage, the bond will be returned in full.  In the event of damage the relevant amount will be deducted and the balance refunded.

Cancellations:

A cancellation of the whole booking within 30 days of arrival will result in the deposit being forfeited.

In the case of the cancellation of a significant portion of the booking within 30 days the management reserve the right to charge for any unsold rooms.

All deposits refunded for group bookings will have an administration fee of $50.00 deducted.

Catering:

Requests for catering must be in writing, along with any changes.  Catering arrangements including meals required, times and dates required and the numbers of persons dining are to be finalised two weeks prior to arrival. 

Cleaning prior to departure:

Please remove all rubbish from rooms and kitchen taking care to recycle using the facilities provided.

Sweep main hall, kitchen & inside toilets.

Leave kitchen clean & tidy.

Stack chairs & tables away neatly.

Strip sheets and pillow cases off the bunks and leave in one pile.

Please check you haven’t accidentally taken any of our equipment home.

Ensure all heaters and lights are turned off.

Ensure all buildings are LOCKED on departure.
Deposit:  

A deposit of 20% of accommodation is required to confirm group bookings.
or

A deposit of $100 per room is required to confirm group bookings

Health & Safety Warden:

Ensure a person has been appointed to this position and they familiarize themselves with the emergency procedure.

A list of all those staying including home contact details and the warden’s name must be handed into the office on arrival.

Noise & Stereos

Stereos are not permitted.

No noise between 10pm and 7am. This is strictly enforced to ensure all guests enjoy their stay.

Phone Calls

Please ensure that everyone in your group is aware that any phone calls made by them from their room MUST be paid by them prior to departure. The park is serviced by both Telecom and Vodafone mobile networks

Refunds

No refunds will be given once the group has checked in.

Supervision of students

Supervision of students and their behaviour is the responsibility of the organisers not the holiday park staff.

Students are to conduct themselves responsibly and with consideration to other guests.
Noise is to be kept to a minimum.
No running or playing in or around the facilities block.
No smoking in any buildings or around the facilities block. 

Games are to be played in the designated play area.

Tariff/Prices:  

Tariffs and prices are reviewed annually.  Please be aware prices may change when booking in advance from one season to the next.

Example Only

Damage Behaviour Agreement Form 

I, 





 of 







Acknowledge that, in lieu of this $500.00 Bond, I accept financial liability for damage to any property at the Holiday Park caused by any member of our group. Payment will be made within 2 weeks of our departure from your premises. This Bond is also held as a guarantee of the behaviour of my group. 

Group Name:











Name:












Signature:











Date:












Holiday Park:











Signature:











Date:











Holiday Park Group Booking Form Template
School Name:











Contact Person:









Postal Address:









Physical Address:









Phone:











Fax:











Email:











Date & time of Arrival:








Date & time of Departure:








Number of Adults:









Number of Children:









School Year:










Purpose of Visit:









Accommodation type required:








Catering Required:











Special requests:











RAMS – RISK ANALYSIS & MANAGEMENT

EONZ Outdoor Safety Management for School Camp

	Activity
	
	Date
	

	Location
	


(School to complete)

	Teachers/Supervisors
	

	Group Name
	


1 IDENTIFIED RISKS

· Miscellaneous injuries

· Illness, sickness

· Environment conditions

	CAUSAL FACTORS
	RISK REDUCTION STRATEGIES

	People

· Disobeying rules

· Ignoring warning signs

· Boisterous behaviour

· Illness
	· Comprehensive safety talk

· Reinforcing policies and regulations

· Safety glass

· Non slip mats in strategic areas

· Non slip tiles and flooring

· Staff trained in first aid to minimum of Unit Standards 6401 and 6402

	Equipment

· TV and electrical equipment

· Gas equipment

· BBQ’s
	· Safety talk

· Adequate supervision

· BBQ operation monitored by staff

	Environment

· Adverse weather

· Sun exposure

· Heat exhaustion

· Earthquake/fire
	· Adequate shelter from wind and rain

· Shirts, sunscreen, safety talk

· Safety talk, staff trained in first aid to minimum of Unit Standards 6401 and 6402

· Emergency evacuation procedures


2
CRITICAL INCIDENT MANAGEMENT

	IDENTIFIED RISKS
	EMERGENCY PROCEDURES REQUIRED TO MANAGE EACH IDENTIFIED RISK
	EMERGENCY GEAR

	Burns, illness, cuts, asthma, miscellaneous injuries
	First aid administered by staff as needed

Emergency services called if required
	Basic First Aid Kit and supplies

	Injuries resulting from slipping and falling
	First Aid administered by staff as needed.

Emergency services called if required
	Basic First Aid Kit and supplies

	Sun exposure
	First Aid administered by staff as needed.

Sun block, shirts
	Basic First Aid Kit and supplies


3 STANDARDS AND POLICIES


	NATIONAL STANDARDS APPLICABLE

	· First Aid Certificate

· National Customer Service Award (6 Unit Standards, 30 Credits)


	POLICIES & GUIDELINES RECOMMENDED (PROGRAM SPECIFIC)

	Holiday Park rules – safety talk conducted on entry to the Park

Children must be actively supervised by teachers, parents or responsible caregivers


	MINIMUM SKILLS REQUIRED BY STAFF/VOLUNTEERS

	Supervisory Skills, Observational Skills, Organisational Skills, Disciplinary Processes


SAP – SAFETY ACTION PLAN

Outdoor Safety Action Plan

Activity – School Camp

Location – Holiday Park

	What could go wrong?
	· Miscellaneous injuries

· Illness, sickness

· Environment conditions

	What could cause it to go wrong?
	· Disobey rules and regulations

· Ignoring warning signs

· Boisterous behaviour

· Poor health

· Other factors out of our control

	How do we prevent it from going wrong?
	· Comprehensive safety talk

· Effective supervision by staff, caregivers and teachers, supervisors

· Ensure rules and policies are followed

· Strict health criteria for those attending

· Effective health monitoring by staff and caregivers

· Emergency evacuation procedures

	What is the Emergency Plan?
	· Staff trained in first aid to minimum of Unit Standards 6401 and 6402

· Emergency Services to be called as required


Schools to Complete

	Groups or Group Members having special needs or requiring special consideration

	Group or Members Names:

	Health:

	

	

	

	Behaviour:

	

	

	

	

	Other:

	

	

	

	


	On completion of the SAP, does the activity still provide the opportunity to meet your intended outcomes
	Yes
	No
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