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Pre-Camp Checklist 
  Visit site 

  
Send out student booklets with parent information. 
(include date and times, costs, what to bring, and parent/guardian medical consent 
section, etc). Perhaps conduct a parents’ information session. 

  Attendance List (Full names of campers please!)( 

  Arrange student activity groups 

  Allocate campers to rooms 

  Arrange duty groups 

  Appoint staff to groups 

  Medical Forms (ASCIA Action plans to be provided to camp) 

  Arrange First Aid Kits and appoint qualified 1st aid officer 

  Communications (please ensure a mobile phone is brought on camp) 

  Emergency phone numbers 

  Fill in and return special dietary requirements form prior to camp  

  Confirm Camp Activity Program 

  

Make available to Silverband Lodge at least two weeks prior to camp  
Total number of campers (full and part time) divided into staff / adults and 
students 
Any changes to normal meal times or venues 
Any changes to program (times, days or groups) 
Arrival and departure times 
Room allocation form 
Final attendance list 
Special dietary requirements 
Any special equipment required (ie. Projector) or special access requests 

  
Make available to Silverband staff on arrival 

Any amendments to final attendance list 
Updates/additions to Special Dietary Requirements 

  Sports Equipment (some limited equipment available onsite) 

 
 
 

 



  
 

 
1. WHAT TO EXPECT 
UPON ARRIVAL 

To ensure a smooth and prompt start to your camp, Silverband staff will require: 
 
1. An opportunity to address the whole group upon arrival at the camp. 
2. An opportunity to brief teachers/leaders involved with the camp activities before program 

commences including locations, equipment, duty groups and emergency and safety 
details. 

3. For emergency reasons, please provide a final attendance list of all the participants 
staying at the camp with any amendments to that provided prior to camp. This includes 
bus drivers, teachers, leaders, siblings, student teachers, students and anyone else who 
will be calling in for a period of time to Silverband Lodge.  

 
MEALS 

 
The first meal provided will be dinner on the night of arrival unless other arrangements have 
been made. The final meal will be lunch on the day of departure, usually supplied as a 
packed lunch. Packed lunches are available throughout your stay with prior notice. 

• Meals may include cereals, toast, eggs, rolls/wraps/sandwiches, fruit, salads, 
vegetables, chicken, beef, fish and pastas. 

• Special dietary requirements are able to be catered for with prior notice. Please fill in 
and return the Special Dietary Requirements form prior to arrival.   

• Birthday cakes can be prepared with prior notice if requested! 
Meal times are:  

• Breakfast  -  8.00am  
• Lunch   -  between 12:00 and 1:30pm (depending on program times) 
• Dinner   -  6.00pm  

 
Supper is provided and left for distribution at the Group Leader’s discretion. 
 
DUTY GROUPS 

 
Duty groups of roughly 10 students are required to report to the kitchen 15 minutes prior to 
each meal.  They will also be required to stay and help after the meal.  Their responsibilities 
include: 

• Setting the tables before the meal (cutlery, glasses, water) 
• Helping to collect anything left behind on the tables after the meal 
• Washing, drying and putting away crockery and cutlery 
• Wiping down the tables 

 
Adult supervision will be required to assist the duty group with their duties. 
 
 
 
 
 
 



  
 

 



  
 
2. ATTENDENCE LIST 
STUDENTS 

 

 

1.  2.  3.  
4.  5.  6.  
7.  8.  9.  
10.  11.  12.  
13.  14.  15.  
16.  17.  18.  
19.  20.  21.  
22.  23.  24.  
25.  26.  27.  
28.  29.  30.  
31.  32.  33.  
34.  35.  36.  
37.  38.  39.  
40.  41.  42.  
43.  44.  45.  
46.  47.  48.  
49.  50.  51.  
52.  53.  54.  
55.  56.  57.  
58.  59.  60.  
61.  62.  63.  
64.  65.  66.  
67.  68.  69.  
70.  71.  72.  
73.  74.  75.  
76.  77.  78.  
79.  80.  81.  
82.  83.  84.  
85.  86.  87.  
88.  89.  90.  
91.  92.  93.  
94.  95.  96.  
97.  98.  99.  
100.  

  



  
 

TEACHERS / PARENTS / HELPERS / BUS DRIVERS 

TEACHERS PARENTS / HELPERS 
OTHERS: 
including bus drivers, 
siblings, etc. 

1.  
 

1.  1.  

2.  
 

2.  2.  

3.  
 

3.  3.  

4.  
 

4.  4.  

5.  
 

5.  5.  

6.  
 

6.  6.  

7.  
 

7.  7.  

8.  
 

8.  8.  

9.  
 

9.  9.  

10.  
 

10.  10.  

11.  
 

11.  11.  

12.  12.  12.  



3. SPECIAL DIETS 
SPECIAL DIETS AND FOOD-RELATED ALLERGIES 

Please complete the following for all guests with special diets and forward to Silverband Lodge at least a week prior to 
your arrival.  For any guest with a history of anaphylaxis please provide a coloured ASCIA plan prior to camp. 

Name Group Allergy Intolerance Anaphylaxis Trigger Comments 
   
      

 
 

     

 
 

     

      

      

      

      

      

 
 

     

 
 

     

      

 
 

     



  
 

 

 

NUT AWARENESS POLICY 
Policy Statement  

Silverband Lodge is Nut Aware.  

We do not serve food that contains nuts. However, we do purchase and use a limited number of 
products in our standard menu that may contain traces of nuts due to equipment used in the 
production process.   

Silverband Lodge strongly discourages groups, staff, and students from bringing nuts and foods to 
the site.  

Silverband Lodge will work with guests or their parents / guardians to ensure that the menu is 
suitable for all students prior to arrival.  

We aim to provide similar meals to all guests so that guests with dietary or allergen requirements 
do not feel different or excluded.   

Safe Work Practices 

Silverband Lodge has developed the following work practices and procedures to increase allergy 
awareness:  

• Identification of Students at Risk. 
o Parents/carers are requested to notify the school of all medical conditions including 

allergies two weeks prior to arrival. 
o School is asked to notify Silverband Lodge of all dietary requirements and allergies 

/ anaphylaxis seven days prior to their visit.  
• All Chefs/Cooks, Approved Supervisors and Approved Food Handlers have completed 

training in safe food handling, are trained during their induction process and receive 
ongoing on the job training in preparing menus that are suitable for guests with dietary 
requirements. 

•  Any request for an allergen free meal is clearly identified and labelled. 

 When Silverband lodge staff are preparing an allergen-free meal, they ensure the following: 

 Allergen free meals are prepared prior to other meals to minimise cross contamination.  
 The meal label must include the person’s name and their food allergy or dietary 

requirement 
 Food handlers must be advised that allergen-free meals are being prepared. 
 A designated area must be allocated to the production of allergen-free food for the duration 

of the preparation stages. 

First Aid Responsibilities – please refer to first aid policy. 
 



  
 

 

 

 

PROCEDURES FOR GUESTS REQUIRING MENU VARIATIONS 
TYPE OF DIET (& 
DESCRIPTION) 

Silverband Lodge WILL PROVIDE GROUP/INDIVIDUAL TO 
PROVIDE 

Nut Free 
(No Nuts or traces of nuts) 

There are no obvious nuts or nut 
derivatives in our catering 

Foods stating that they: “may contain 
traces of nuts” are regularly used.  For 

example,Kelllogg’s Corn Flakes 

Contact camp to confirm 
requirements 

Dairy free 
(No milk, milk products or milk 

extracts) 

Soy Milk 
Dairy free snacks such as fruit, dry 

biscuits 
Dairy free desserts 

Alternative milk if soy milk is not 
acceptable  

Alternative cheese and snacks 
such as biscuits/cakes 

Lactose intolerant 
(No milk, milk products or milk 

extracts) 

Soy Milk 
Dairy free snacks such as fruit, dry 

biscuits 
Dairy free desserts 

Alternative milk if soy milk is not 
acceptable 

Alternative cheese and snacks 
such as biscuits/cakes 

Coeliac/Gluten free 
(excludes gluten a protein 
composite found in wheat, 

barley, rye, oats) 

Main meals free of gluten 
Gluten free bread, breakfast cereal and 
snacks such as biscuits or cakes and 

fruit. 
Gluten free desserts 

Alternative bread, breakfast 
cereal and snacks such as 

biscuits or cakes if a particular 
preference only. 

Wheat free 
(A diet that excludes wheat) 

Main meals free of wheat 
Wheat free bread, breakfast cereal and 
snacks such as biscuits or cakes and 

fruit. 
Wheat free desserts 

Alternative bread, breakfast 
cereal and snacks such as 

biscuits or cakes if a particular 
preference only. 

Vegetarian 
(A diet excluding all meat and 

seafood) 

Main meals will be provided  

Vegan 
(A diet excluding all animal 

products) 

Main meals provided  
Salads, vegetables, fruits 

Soy milk 

Alternative cheese and snacks 
such as biscuits/cakes 

Alternative protein if required 
 

Halal 
(Foods that are allowed to be 

eaten according to Islamic Sharia 
law) 

Camp can usually supply Halal beef or a 
Vegetarian alternative 

 

No Beef or Pork Vegetarian alternative   
Fructose intolerant 

A condition that can cause 
gastrointestinal symptoms 

Food will be provided in consultation 
with the individual 

 

Egg free 
(A diet that excludes all eggs) 

Main meals free of eggs 
Egg free snacks such as fruit, biscuits 

Egg free desserts 

Additional snacks if required.  

Diabetes Low GI options available multi grain 
bread 

Additional snacks, low calorie 
drinks if required. 



  
 

 

• Individuals with a severe allergy or who are anaphylactic to food items may choose 
to bring their own food.  Foods containing nuts are not permitted. A refrigerator is 
available for use by any guests who bring additional food items.  
 

• Individuals with special diets must please provide the campsite with written details of 
their information 14 days before arrival using the forms provided to the camp 
coordinator.  Please be exact and specific: for example, if an individual has an 
intolerance to eggs is it in all forms? 
 

• Individuals with an anaphylactic reaction to a product MUST have an ASCIA action 
plan (including a photograph) filled out by their doctor and bring their own   EpiPen® 
or EpiPen® Jr adrenaline auto injector 

 
• School and youth groups must please nominate an appointed teacher/leader to assist 

the camp staff and students with special diets.  We are keen to work with you to 
ensure that campers and guests do not feel different or excluded because of their 
dietary requirement! 

 
• Food a camper brings for their own special requirement MUST:  

 
•  NOT be shared with other campers. 
•  Be labelled with their name and the group name. 
•  Be pre-cooked and prepared ready for re-heating in a microwave 

 



  
 

 

4. ROOM ALLOCATIONS 
You will receive a Room Allocation Form, which has bed numbers in each room and 
requires students/staff names to be inserted.   Please allocate staff and students using this 
template and forward to Silverband Lodge 2 weeks prior to arrival. 
 
 
5. WHAT TO BRING 
A suggested list of what guests will need for their camp experience: 
 
 Lunch [for the first day] 
 Single Bed Fitted sheet 
 Sleeping bag, or sheets and doona 
 Pillow & Pillow slip 
 Toiletries [toothbrush, soap, toothpaste, deodorant]  
 Towel 
 Plastic bag for dirty clothes 
 Pyjamas 
 Shirts 
 Shorts 
 Long pants 
 Jumpers 
 T-shirts 
 Bathers 
 Socks and jocks 
 Rain Jacket 
 Sensible sturdy walking shoes/runners  
 Closed water shoes [old runners for canoeing] 
 Drink bottle for day activities 
 Day pack for activities 
 Sun hat and/or beanie 
 Sunscreen/Insect repellent 
 Medication 
 Pencils 
 Paper 
 Torch 

 
NOTE: It is important for campers to carry their personal medications [e.g. asthma pumps, 
epi-pens] whilst at camp. 

 



  
 

 

Leaders should also bring: 

 First Aid Kits  
 Car (for emergencies)  
 Mobile Phone (Telstra & Optus reception)  
 List of all campers  
 Duty and Room Lists  
 Sports Equipment (for free time) 

 
6. SAFETY FOR CHILDREN AND VULNERABLE PEOPLE 

 
All people who are involved in any Silverband Lodge operations, activities, services or 
programs have a right to feel safe and be safe. We are committed to providing environments 
where children and vulnerable people are respected, nurtured and cared for.  

Silverband Lodge has a Child and Vulnerable Person Safe Venue Framework, which 
includes a: 

• Code of Conduct for working with children and vulnerable people 
• Safety and wellbeing policy; and 
• Guidelines for working with children  

 
Silverband Lodge takes all reasonable steps to employ skilled people to work with 
children. All activity contractors and campsite staff will comply with the relevant “Working 
with Children” guidelines and have a current “Working with Children” check. 
 
If you require further information or details, please contact our office during business 
hours. 
 
 
 
 
7. EMERGENCY INFORMATION including FIRST AID POLICY 
Silverband Lodge FIRST AID POLICY 

This first aid policy sets out roles and responsibilities for the provision of first aid, and 
maintaining a safe environment for all guests and staff.  
 
Designated First Aid Person/s 
 
We recommend that at least one adult member of your group have a current first aid 
certificate and that you identify this/these person/s to your group as the designated person 
responsible for First Aid.  You should inform Silverband Lodge management of your 
designated “First Aider” upon arrival at camp.  Silverband Lodge staff with first aid training 
may assist in the administration of first aid under the following circumstances in an 
emergency situation or if the designated first aider cannot be located. 
 
 
 



  
 

 

First Aid Responsibilities 
 

School Camps 
School camps staying at Silverband Lodge, in accordance with the General Conditions of 
Hire, must appoint a Group Leader. The Group Leader is responsible for first aid or for 
appointing a first aid officer as per their school’s first aid policies and procedures. The 
Group First Aid Officer should be identified as part of the group welcome process.  

• Although Silverband Lodge has a first aid kit on site, schools are required to 
provide their own first aid supplies in line with their school policies and/or 
Department of Education and Training guidelines. 

• Responsibility for first aid rests with the School’s Group leader or their 
nominated first aid officer. 

• Silverband Lodge advises groups to take first aid and medical supplies and 
records to some activities, particularly where these are off site.  

• In the event of a first aid incident, all first aid issues are to be referred to the 
nominated staff member from the school, who will then respond in line with their 
individual school policies and training. 

• In the event of a major first aid incident (eg: life-threatening injury), Silverband 
Lodge may assist in contacting emergency services or in a support role to the 
first aider in line with their training, qualifications and this policy. 

• The same applies for all activities led by Silverband Lodge instructors during a 
school camp. Silverband Lodge employees may provide assistance where 
possible, however, primary responsibility for first aid rests with the school. 

Expeditions or journey-based programs: 
Where an expedition or hike group is under the care of a Silverband Lodge Expedition 
Leader, primary first aid response is the responsibility of the Expedition Leader, in line 
with their level of first aid training. Expedition Leaders will refer to the expedition 
handbook, emergency management document and this first aid policy when performing 
these duties. 

• In the event that assistance is required the Expedition Leader may call emergency 
services on 000, the Operations Manager or the After-Hours Manager, at the time. 

• In the instance that a patient needs additional treatment, Silverband Lodge will 
notify the school (and/or next of kin as deemed appropriate) at the time of the 
incident 

• It is important that clear lines of communication are maintained with expedition 
leaders, therefore Silverband Lodge respectfully requests that school staff refrain 
from independently contacting parents from the field, unless requested to do so by 
either Silverband Lodge management or school leadership. 

 
First Aid Kids 
 
Each group must supply their own fully stocked first aid kit/s.  Silverband Lodge first aid 
kits will only be used in times of emergencies. 



  
 

 

 
Referral to Medical Care 
 
If a visitor needs either ambulance transport or referral to medical attention, the 
designated first aider must inform Silverband Lodge staff as soon as possible, preferably 
prior to leaving the camp site.   
 
Transport will be arranged by the user group, i.e. their own vehicle, ambulance or taxi.   
 
Details for any person seeking medical attention offsite should be reported to camp 
management and an incident report form filled out as soon as possible. 
 
MEDICAL REPORT FORMS 

You should request medical report forms for each camper, including all adult staff who 
accompanies the group, to bring on camp. This request needs to include: 
 

• Why are you collecting the information? 
• Who will have access to this report? 
• How will the information be stored? 
• Each individual will have access to their information at all times, 
• Permission for the camp coordinator to release information to Silverband Lodge 

staff as required.  Listed below are some of the medical conditions that information 
would be valuable to First Aid personal:   

o Major Allergies 
o Special Diets 
o ASCIA anaphylaxis  and Asthma Management Plans required by all visiting 

schools 
o Heart Condition [including list of medications currently being taken] 
o Diabetes 

[The list above is not all encompassing and some medical conditions that require 
special consideration and additional support should be available to Silverband 
Lodge Staff in the case of an emergency.] 

• Permission for the coordinator to release information to professional medical staff in 
the event of an emergency. 

 
 
2.  DEALING WITH MAJOR EMERGENCIES  
 
Management procedures for dealing with a major emergency are detailed in the 
Silverband Lodge "Emergency Management Plan".  A copy of this plan is available on 
request prior to before the camp and is available in both Wonderland and Pinnacle Lodge 
for the duration of your stay.  In each bedroom there is also a summary of what action 
campers should take in an emergency. 



  
 

 

 
3.  FIRST AID AND MEDICAL CHECKLIST 
 
BEFORE CAMP 

• Identify designated first aider/s.  
• Circulate medical report forms and collate (do not forget adults). 
• Identify problems which require follow up, e.g. further information, asthma plan. 
• Notify Silverband Lodge two weeks prior to camp of: 

• Any major allergies 
• Any special diets. 
• Provide current Anaphylaxis and Asthma Management Plans 

UPON ARRIVAL 
• Identify the designated First Aiders to Silverband Lodge at your welcome briefing.  
• Supply any amendments to important medical details. 
• Familiarise yourself with Silverband Lodge "Emergency Management Plan". 

 
DURING CAMP 

Please keep Silverband Lodge management informed of any first aid incidents.  
Silverband Lodge staff will work with you to document any significant medical 
incidents, injuries or near misses during your visit.  

 



  

 

 

EMERGENCY CONTACTS 

Silverband Lodge    5356 4241 

Silverband Lodge After Hours Mobile  0422 500 303 

POLICE     000 (non-emergencies 131 444) 

FIRE      000 

AMBULANCE     000 

 

Budj Budja Medical Clinic   5356 4751 
20 – 22 Grampians Rd Halls Gap 
Halls Gap 3381 
9am – 5pm Weekdays 
 
Stawell Medical Centre   5358 1410 
26 Wimmera St, Stawell 
8am – 5.30pm Weekdays 
    
Stawell Hospital    5358 8500 
Sloane St, Stawell 
 
After hours West Vic    1800 641 395 
Medical Health Advice 
After 6pm daily 
   
SES      132 500 

Parks Victoria    5361 4000 

 

Principal          

Vice Principal         

School Emergency line        

Regional Office         

Bus Depot          

 

VicRoads Map Reference:  Page 56 [A4]  or  page 225 [06] 

 



  

 

 

8. ACTIVITY PROGRAMS 
The Program Co-ordinator will contact you to confirm your program activities.  If you do not 
have a program, Silverband Lodge can tailor a school program to suit your school’s 
curriculum and student learning objectives. Themed camps can complement areas of 
studies that students may currently be undertaking.  Sequential programs for different year 
groups can also be accommodated.  
 
Staying on camp and participating in camp activities can give students the opportunity to: 

• Explore effective communication and listening skills 
• Share ideas in a group situation 
• Act responsibly 
• Work cooperatively within small groups 
• Help and support each other 
• Gain an awareness of human impact on the local environment 
• Gain further knowledge of local flora and fauna and the local landscape 
• Interact with the local environment 
• Accept new challenges 
• Extend personal boundaries 
• Care for fellow participants whilst developing life-long friendships 
• Develop strategies to allow a group to plan and think about different ways to solve 

problems 
• Develop respect for others and their points of view 
• Allow time to think about what it is like to be a leader and / or a supportive follower 
• Respect individual choice 
• Mange or overcome a challenge and / or fear 
• Extend one’s personal comfort zone 
• Develop respect for others freedom of choice 

 
We have a range of activities available in the Grampians Region that include: 

• Rock-climbing / Abseiling 
• Bushwalking / Extended journeys or expeditions / Bush Camping 
• Archery /Bush cooking 
• Initiative & Team Building Challenges 
• Amazing Race 
• Orienteering / Hut Building 
• Canoeing 
• Mountain Bike Riding 
• High Ropes  
• Additional local attractions [See below] 

 
 

 

 

 

 

 

 



  

 

 

9. LOCAL ATTRACTIONS AND ACTIVITIES 
 

Grampians Adventure Mini Golf, 481 Grampians Rd, Halls Gap 
Phone: (03) 5356 4664 
An advanced form of miniature golf offering 18 holes of fun and challenges, 
Grampians Adventure Golf is fast gaining a reputation as being the best in 
Australia. It is unique in design and is set amongst 2 acres of beautifully 
landscaped gardens. 
 

 
    

  Halls Gap Zoo, Ararat-Halls Gap Rd, Halls Gap 
Phone: (03) 5356 4668 
The Zoo offers schools the option to select an individualised themed program 
to complement their current school curriculum. You can visit the zoo for a day, 
an overnight campout or have the zoo come to your group right here at Norval 
and Camp Acacia. Contact UC Camping to arrange booking. 
 
 
 

 
National Parks Bushwalks 
There are a large number of walks in the area with easy access ranging in 
difficulty to suit all ages and fitness levels. If you require assistance with 
choosing an appropriate walk for your group please contact us.  
 
 
 

 
 
WAMA, 4000 Ararat-Halls Gap Rd, Halls Gap  Ph:9996 9810 

Located in Budja Budja/Halls Gap, Wama comprises the National Centre for 
Environmental Art, the Gariwerd/Grampians Endemic Botanic Gardens, 
Jallukar Grasslands, ephemeral wetlands, and an evolving collection of site-
specific installations. School groups are welcome at any time by arrangement, 
when private curated experiences are possible. Our team is passionate 
creating meaningful, memorable learning experiences across art, science, 
and the environment. 

 
Indigenous Rock Art Sites 

There are a number of Aboriginal rock art paintings in shelters throughout the 
park, which show evidence of Aboriginal people's long association with the 
Grampians. Access can often be difficult, however well worth the effort if your 
program has Indigenous cultural a focus. 
 
 
 

 
 

Coolas Ice Creamery, 97 Grampians Road, Halls Gap  
A short walk from Silverband Lodge, situated on the corner of Stony Creek 
Coolas Ice Creamery is an iconic 'must do activity' when visiting Halls Gap 
and the Grampians national park. What better reward for that long walk or 
mountain climb, than a home-made Waffle cone with one, two or three 
scoops of your favourite flavours of ice cream.  it’s a perfect location to 
relax and watch the wildlife hop by. 



  

 

 

 
10. NIGHT ACTIVITY IDEAS 

 
NIGHT ACTIVITY IDEAS 

• Night Orienteering 
• Quiz Night 
• Minute-to-win-it 
• Movie Night 
• Disco Night 
• Campfire 
• Night Walk  
• Spotlighting 
• Stargazing  

If you require any assistance in planning evening activities or require specific equipment, 
please feel free to call and speak with our staff. 

11. ACTIVITY PROGRAM INFORMATION AND RISK 
ASSESSMENTS 
Activity Program Information and Risk Assessments are available online and on request 
for the conduct of all specialized activities offered. 

Activity “How to’ Cards will also be provided onsite for non-specialised activities.  

 



  

 

 

12.  PROGRAM ACTIVITY SUPERVISION 
During specialized activities conducted by Silverband Lodge program staff the roles of the 
user group staff and program staff are defined as follows: 

SILVERBAND LODGE PROGAM STAFF SHALL: 

Be responsible for: 

• Ensuring the safe conduct of the activity 
• Work together with user group staff to discipline participants as required to ensure 

safe conduct of the activity 
• Provide the necessary instruction to participants 
• Carry out the equipment safety inspection prior to the activity 
• Monitor any hazards which may arise during the activity and take appropriate action 

 

USER GROUP STAFF SHALL: 

• Support the Silverband Lodge programmer in behaviour management during the 
activity. 

• Assist as required by the specific activity guidelines 
• Assist with instruction where possible 
• Liaise with the Silverband Lodge programmer throughout the activity 
• Remain at the activity until the completion 
• Where possible the staff member should be encouraged to join in the activity 

 
 

 



  

 

 

ACCREDITATION 

 

 



  

 

 

 

LICENCED TOUR OPERATOR ACCREDITATION – PARKS VIC 

 

 



  

 

 

A full copy of this licence can be emailed upon request. 

CERITIFICATE OF CURRENCY - LIABILITY 
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