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While we are waiting for everyone @ e
to join

Write your questions about excursions
and camps in the chat

What do you want to get from today’s
session
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| acknowledge the Traditional Owners of
the land where we gather today and pay
my respects to the Elders past, present
and emerging
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Excursions & Camps

O Updated School excursions procedure

O Training resources for OneSchool excursion planner

L Common audit findings relating to excursions and camps
U Using the excursion costing calculator

U Excursions & GST
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School excursions procedure ~%=*

Effective June 2022
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School excursions procedure o - Outlines the responsibilities and
version number 2 0 | version effective 17 june 2022 Domrdoad procedure &' processes for prlnClpalS and

Categories: Schools and students > Student learning

School excursions procedure (PDF, 89K} school staff involved in the planning

Audience S—— ® and delivery of school excursions for
Al schools upporting information
o students

Excursion consent form template (DOCX 313KB)

ansport in a private vehicle form

rivate transport consent form (DOCX, 65KB)

Contact information &

For further information. please contact your

Link

ed by the school principal (O

loyees only). When more th:
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School excursions procedure S NS

Health, Safety and Wellbeing

Planning, Risk Identification & Management
Planning for Inclusion

Use OneSchool Excursion Planner
Appropriate Consent

Consultation with P&C
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OneSchool Help
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@ Queensland Government Search.. “
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OneSchool Help | Department of Education

Trail Stude Finance rriculum and assessment Student suppo Behaviour support School management System admin System info

OneSchool Help

OneSchool Release Notes

Oneschool is continually being updated so release notes are published each
time a change or update is made to OneSchool. They are a great way to keep
up-to-date with the latest news.

--i133 <m>

Link
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Updated:
OneSchool Help Materials Sections

@ NY

OneSchool Help | Department of Education N o

Training Student Finance Curriculum and assessment Student support Behaviour support School management System admin System info

Home / Curriculum and assessment / Excursion planner - domestic

ance

Excursion planner — domestic FI nance

O Search for an excursion planner Identify the costs associated with the Excursion Planner on the Finance Step.

Related material

If there are no costs associated with the Excursion Planner (the Is Payment Required?

O Create/modify/approve
question has been answered with No), this step is not applicable and not available.

excursion planner Excursion planner

O Excursion details Create an excursion planner (ﬁnance Step) Search for an excursion planner

O Risk management 1. Follow the instructions in Search Excursion Planner to open the Excursion Sealelmomy(apprave
Planner Wizard to begin creating a new Excursion Planner. The fellowing Excursion details

O Finance explains how to create an Excursion Planner if the Add New button is selected.

) Risk management
If the Use as Template button is selected, the Excursion Planner is created -

Approval checkli
R BEpro Eres ki using the same methods with the exception that some but not all information Approval checklist

is pre-populated and may require changes.

. The Finance step is displayed after selecting the Next button on the Risk

N

Management step.

Note: Mandatory fields (*) must be filled in before going to the next/previous step in
the Wizard. Mandatory on Submission (**) fields must be filled in before the Submit
button on the Approval step can be selected.

Link
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Updated:
OneSchool Excursion Planner Guide

OneSchool

Excursion Planner
Guide - Domestic
June 2022

e,
}r;*,:} Queensland
APEST Government

G

Link

“ov e [ em




Department of Education

» Nen o |

Recorded OneSchool Session i SOAGE

[ TEACHING & LEARNING |
Using Excursion Planner in OneSchool

Date: 6 May 2021

Department of Ecucation

Duration: 44 minutes

Welcome to today’s
program

Target audience: All staff

Overview: This session explores the steps
involved in using the Excursion Planner
module in OneSchool, including:

e exploring the School excursions and

: ; = = 5 74 .
international school study tour Presented by Claire Spruce |_| n k

< from OneSchool Training —
procedure and supporting resources (teaching and learning) and

Robyn Peters from OneSchool
Training (finance & student
and carrying out an excursion management)

e exploring key points when planning

e creating an excursion plan record in the
Excursion Planner module in
OneSchool.

If you are viewing this program as a recording, open the Chat Panel in the lower
right of the screen to view chat messages and resource links.

Platform: Blackboard Collaborate Ultra
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Common Audit Findings: AuDIL
OneSchool Excursion Planner ,Q
I Il

OneSchool Excursion planners not completed for
excursions.

1 Audit looks at payments eg bus hire payments and is unable to
match back to an excursion planner.

No evidence of Principal approval (eg not approved in
OneSchool Excursion Planner)
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Common Audit Findings: il
Excursion Consent Forms 7 Pt
N & |

JExcursion Consent forms not retained

There is a disposal freeze on these forms and they are quite often kept by teachers and disposed
of after the excursion.

d“Blanket” excursion consent obtained which is not
specific enough.

For example “I give permission for my child to go on all local excursions in XYZ Community in
20227

dExcursion Consent form template not used

A locally-designed consent form used does not include information about the activities being
conducted. Eg We are going to XYX for a fun day of beach activities, when they are actually going
fishing off of the jetty, using bait, hooks, etc.
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Excursion Consent Form Template

Insert school letterhead

Excursion consent form — <insert name and date/s of excursion>

e Department of EQuCation IS CONESTIg Ihe Parsonal information in this fam i order fo:
- 00rRn Consent for N NEMET CAII/SIIDEN! 10 CAMICIDalE 1N ne excursion;
- hel coorinate the excursion:
- mmmmanym}uryarmemrocmn [Na! May arise Ouring of &S & fESUM OF e EXcursion; and
Jpdiate SCROO! FECONDS WNEre NECEssary.
iy be accessed by staff. The wil not be disciosed fo any other persan o
agency uniess we have your Consent or e are required or aunorised by iaw fo 00 50 e . In compliance witn relevant Queensiand
Chief Heatn Officers Directions,

Excursion consent form — <insert name and date/s of excursion>

<DO NOT REMOVE THIS SECTION>

Activity risks and insurance

The Department of Education does not have personal accident i cover for chil ifa

is injured as a result of an accident or incident while participating in the activity. all costs associated with the injury,
including medical costs are the responsibility of the parenticarer. Some incidental medical costs may be covered by
Medicare. Hf the parent/carer has private health insurance. some costs may also be covered by your provider. Any
other costs must be covered by the Itis up to the 10 decide the typels and level of private

On <insent date/s>, we will & Sinser] excursion description> (the excursion) as part of our <nsert pmgrzm>
The aims of the ion are <insernt

Excursion details: <Outiine all relevant details about the excursion. Provide sufficient information about the nature of
the excursion and the activities invoived so that informed consent can be provided>

As a minimum, this information should include:
+ excursion detais (e.g. date/s, arrwal and departure times, location’s)
. of the proposed

proposed activities to be undertaken by the chid/student during the gxcmsm
inherent risk level of the (eg ) and any ris| strategies that
will be implemented (e.g. use of persuna! protective eqmpm-m extra drink bleaks during hot weather and
emergency health equipment/kits)

= who will lead the excursion and supervision arrangements (e.g. group size, teacher-incharge)

- if volunteers are required

«  method/s of transport to be used (e.g. detadl any travel arrangements during the excursion) Note: # using
private transport, explicit consent must be provided to cover this. See Private transport consent form

« accommodation (if applicable)

= appropriate dress code for the excursion (e.g. list suitable clothing to be wom and any protective clothing that
may be required such as hat or closed in shoes)

- Student Code of Conduct (for P-12 students only)

. any precautions fo be taken (e.g. sunscreen, water botties)

. fo relevant to with disability (e.g or
addional support) and/or medica! and individual requirements [e.g. diabetes, asthma, m:c sickness,
allergies or anaphylaxis).>

<For excursions inwolving children in a kindergarten leaming program, schools refer to their Kinderganen's
policylprocedure (refiecting the Excursions Policies and Excursions Procedures Guidelines) and the
information must also be included in the consent form in order to meet the n of the
and Care Services National Law (Qid) and the Education and Care Services Nabonal Regulations, specifically.
Requl:tlons 99-102:
anticipated number of children wha will attend the excursion
- anticipated ratio of educators to children during the excursion (according to age where relevant)
+ anticipated number of staff members and any other adults who will accompany and supervise the children on
the excursion
-+ arisk assessment about the excursion is available for parents to access
«  requirements for seatbelts or safety restraints under a law of the jurisdiction in which the children are baing
transported (if the excursion involves transporting children).>

: <Outline all costs and any refund policy (see the excursions and camps (DoE employees only) page
for guidance)>
1f you wish for your chil to participate in the
pages (including this page) to:
<insert name of school's contact and contact details>
<Detail request for volunteer adult supervisors here if required>

please complete this consent form and retumn all

For further information about the excursion, please contact <name of contact at school> on <insert telephone number

and email>

<Name of Principal> < Name of Teacher/Coordinator>

Principal <Title of position>

<Name of schoob gl

UneontroRed opy ser o e Desatmant of Education Py and Procedurs iagsier  Queensland

v ed oid oo au

engure you have ihe o

Government

socumant
Pae 102

wish to arrange to cover their ellild Please take this into consideration in deciding whether or not to
allow the childistudent to participate in this .

Consent
By s-gmng this form, | agree to all the following statements:
| have read all of the information contained in this form in relation to the excursion (including any attached
material)
« | am aware that the depzrurlem does not have personal accident insurance cover for children/students.
| give consent for the named <insert
child's/student’s name> 1o participate in the identified excursion.
= | will pay to the school the costs detailed in this consent form for the childistudent’s participation in the
exXcursion.
| agree 1o and understand the refund policy as it applies to this excursion (see Excursion costs)
In the event of an accident or liness, school staff may cbtain or administer any medical assistance or
treatment the child/student may reasonably require, including wmaetmg their doctor.
= | accept liability for all reasonable costs incurred by the depanmem in obtaining such medical assistance or
treatment fincluding any jon costs) and the the full amount of
those costs.
= | have provided the school with all relevant details of the child/student’s medical or physical needs on
registration/enrolment and where relevant have updated this information.
a | give consent for child/student contact information to be shared in relation to this excursion in compliance with
relevant Queenstand Chief Health Officer’s Directions

Name:
Phone number:
ParentiC; -
Email address:
Signature: Date:
Emergency contact | Name:
for this =
excursion Phone number’s:

<DELETE THIS SECTION IF USING THE STUDENT HEALTH INFORMATION - EXCURSIONS FORM>

Additional medical information
The school collected medical information about your child at
electronically in OneSchool. Please give full details of any new o updated medical mfnrrnnm vm»ch my ll'lec(ynur

chid’s full in the excursion in the form.

You may also wish to the ing optional i

Name of 's medical i Telephone No.
Medicare No.;

Private Health Company (# ip No.:,

*Students that are independent, mature-age or over 18 years of age may provide their own consent and be
responsible for all related costs.
Unsontrones sopy. ases 1o B Depstme

Qe g 0w csvoron,

da

g

Government
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JFollow the Excursion Procedure

dComplete OneSchool Excursion Planner
JEnsure Excursion Consent Template is used
dShare Help Material with staff

But what about the Fun Finance part

QThe GST factor
L Costings for excursions/camps
QiInvoicing tips in Excursion Planner
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How much is the camp costing the school? = "Aﬁ& o

Remember we only recover from the students the cost to the school

When a supplier provides curriculum related services or goods, the school
can claim a GST credit when the supplier charges GST to the school.

Example: Total Cost of Camp $1020 (inc GST)

=4 students attending

*The teacher may assume that the amount to be charged to each student is $255
($1020/ 4)

However, as the total cost includes GST (which the school can claim back) it will
only really cost the school $960 (or $240 per student)

So if we were to charge $255 to the students we would be overcharging each
student by $15.
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How much is the camp costing the school? = n_ﬁ'&“,

Remember we only recover from the students the cost to the school

When a supplier provides curriculum related services or goods, the school
can claim a GST credit when the supplier charges GST to the school.

Cost details Gst free Total cost | Total gst Total
Expenditure type to Of item | Paid (and Net cost
(based on quotes/estimates) | school (incl gst) | Claimed back) To school
Meals N 440 40 400

Camp Accommodation Y 240 240

Bus N 220 20.00 200

Activities Y 120 120

Totals $1020 $40 $960
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Can just tell the teachers not to include GST when they calculate the
student cost?

No, under the GST Act we must charge GST on the food component of the
excursion unless the ‘nominal consideration’ rule applies.

Example

If $440 of the total cost was for food then the calculation would be:
Total Paid by school: $440 (inc GST)
Total expense for school $400 as GST is claimed back.

Total charged to student:
Food Component $100 plus $10 GST $110
Non-food component $140 GST free $140
Total of invoice to student $250
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So if we charged them $250 didn’t we make a profit?

No
School Paid
Q School paid $1020, $60 being GST claimed back, so total cost to school $960.

School Received
dSchool received from each student $250, multiply by number of students (4), total
monies receipted into school $1000

GST Remitted to ATO

UThe total GST to be remitted to the ATO is $40 (Total GST charged $10 per student multiplied by 4
students)

dSo the total revenue to the school for this camp is $960

The school breaks even.
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So what does the Nominal Consideration rule mean when calculating
camp costs to students?

Food costs charged to students are generally subject to GST.

EXCEPT WHEN
A school may be able to charge the food component as GST Free, if the amount

of any subsidy is greater than 25% of the total camp cost.
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Good News! S SONTE

School Camp & Excursion GST Calculator

Finance Section of OneSchool Excursion Planner
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School Camp & Excursion GST 25 TENCE

Calculator

SCHOOL CAMP & EXCURSION G|ST CALCULATOR

Version 2.0 Updated January 2014

DESCRIPTION: | | NO. OF STUDENTS:
NO. OF PAYING ADULT PARTICIPANTS:

COST CENTRE: TOTAL OF PAYING PARTICIPANTS: _

ACTIVITY IS PREDOMINATELY RECREATIONAL?: ENTERY OR N

TRANS CODE: TAXABLE SUPPLY EXCFCURT -SG | AsFatd T- CANRE CHANGELY (CEFALL T - CAN EE CHAMGEL]
SUBSIDIES IDENTIFIED &/OR RECEIVED PRIOR TO BULK INVOICE/OFFER
TRAN CODE: GST FREE EXCFCURF - SF | fseulidl T- CONEE CHANGELD SCHOOL FUNDS
P&C
GROUP STUDENT FUNDRAISING
OTHER
DETAILED OR SUMMARY OFFER OPTION: (D OR 5) o (CEFRLLT - CANEE OHANGED) TOTAL

[EOOD COST CERTIFICATION - PREDOMINATELY EDUCATIONAL ACTIVITIES
IS THE COST OF THE ACTIVITY CHARGED TO STUDENTS LESS THAN 75% OF THE NET ACTUAL COSTTOTHE SCH____ WA |

FALSE [AUTOMATICT
(COST DETAILS TOTAL COST TOTAL GST TOTAL ALLOCATION OF NET LEVY TOTAL PAYABLE
EXPENDITURE TYPE OF ITEM PAID /M7 NETCOST  |TOTAL SUBSIDIES| PER PERSON PLUS GST PER PERSON

LLAMED BACKZ | TO SCHOOL

an
FOOD COMPONENT
INCLUDES FRESH FOOD AND ALL PREPAREDR MEALS PURCHASELR ON BEHALF OF STUDENTS AND PAYING & NON-PAYING ADUL T SUPERVISORS

LINE NUMBER

|FO0D.CO!

ENT

Link

___|TOTAL - DETAILED FOOD ITEMS
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Excursions: Calculating the Cost

DEMO

Demo Link
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Excursions: Invoicing the Students ... ..

JE“?A..
Finance Section of OneSchool Excursion Planner

Use the Excursion Calculator Figures to populate this section
step 4 of 5

Excursion Details Cost Recovery ¥

Invoice Reference * ‘ YrsCamp |

Subsidy Total $0.00
Due Date * [12-sep-2022 | [3(] Invoice EXGST Total $960.00
Excursion Type * @ Curriculum () Recreational Total Cost Recovered $960.00
Food Provision Indicate if food is provided
Total Cost * $960.00

Remember these comments will be printed on

= e S Casai s h Check cost centre is correct
Comment Please pay by 1 September 2022. Pleas® note Bpoint payment opticn is available _

Subsidy Details Nominal Consideration invoices
School Funds $0.00
@ Schools can sell certain things as GST-free if the ‘Nominal Consideration' criteria are met.
P&C Association $0.00 If the total subsidy is greater than 25% of the total cost, then 'Nominal Consideration' applies.
More information can be found here.
Student Fundraising $0.00
Subsidy Percentage
Oti\er| 0,00  Non Food Items GST Free ¥
. )
Total $0.00 Food Items GST Applies a
Students (4)
Line Item Description Total EXGST GST Total IncGST
Non Food| Camp Accommodation, Bus Transfers and Activities $140.00 $0.00 $140.00 Edlt these descrlptlons tO be meanlngful
Food Meals $100.00 $10.00 $110.00
Cost per Student $250.00

Total for Students (4) $1,000.00
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Excursions: Invoicing the Students  ,.-.. ..
Finance Section of OneSchool Excursion Planner =%-=k*

This camp is being subsidised by 52.08% therefore the food is now GST free

Excursion Details Cost Recovery ¥

Invoice Reference * |Yf5C3mP | Subsidy Total $500.00
Due Date * 12-sep-2022 | (3] Invoice ExGST Total $460.00
Excursion Type * Curriculum (O Recreational Total Cost Recovered £060.00
Food Provision

Total Cost * $960.00

Sub Cost Centre * Excursions an| ps(400017) =

Comment Please pay b eptember 2022. Please note Bpoint payment option is available

Subsidy Details
School Funds $500.00

Nominal Consideration

@ Schools can sell certain things as GST-free if the '"Nominal Consideration' criteria are met.
P&C Association $0.00 If the total subsidy is greater than 25% of the total cost, then 'Nominal Consideration' applies.
More information can be found here.

Student Fundraising $0.00
Subsidy Percentage 52.08% ¥
Other | $0.00  Non Food Items GST Free ¥
Total $500.00  Food Items GST Free ¥

Students (4)

Line Item Description Total ExGST GST Total IncGST
Non Food| Camp Accommodation, Bus Transfers and Activities $65.00 $£0.00 $65.00
Food Meals $50.00 $0.00 $50.00
Cost per Student $115.00
Total for Students (4) $460.00
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Questions, Sharing and %)%
Checking In m’

Lets double check we have answered your questions
about excursions and camps

Did we deliver on what you wanted to get from today’s
session



