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Copyright/License Agreement
Worsfold Software Ltd

Copyright

The software described herein (hereafter referred to as “the software") is
copyrighted and all rights are reserved by Worsfold Software Ltd.

Copying for the purpose of selling or otherwise distributing the software is a violation
of the law.

Copyright (C) 2003/2011 Worsfold Software Ltd

License Agreement

The institution or individual by whom the software was originally purchased (the
LICENSEE) is granted a license to use this software under the terms stated in this
agreement. The software may not be assigned or transferred to any other institution
or individual teacher without the express written consent of Worsfold Software Ltd.

The LICENSEE is deemed to have a "site license" allowing for the unlimited use by
the LICENSEE. The LICENSEE may make unlimited copies of all disks and the
manuals, providing that such copies are for the use solely of the LICENSEE.
Similarly, the software may be operated on multiple machines provided that use is
limited to the LICENSEE.

The license is effective until terminated. You may terminate it at any time by
destroying the software. It will also terminate if you fail to comply with any term or
condition of this agreement. You agree upon such termination to destroy the
software.

Multiple site licenses are subject to separate negotiations.

Warranty

This warranty covers any physical defect in the physical software distribution media.
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Worsfold Software Ltd agrees to replace any defective CDRom immediately, by
return post, without charge.

Worsfold Software Ltd warrants that the software itself will perform substantially in
accordance with the specifications set forth in the documentation provided with the
software.

Worsfold Software Ltd will either replace or correct any software that does not
perform substantially according to the specifications set forth in the documentation.

Worsfold Software Ltd is not responsible for problems caused by computer hardware
or computer operating systems.

All warranties or merchantability and fitness for a particular purpose are disclaimed
and excluded. Worsfold Software Ltd shall not in any case be liable for special,
incidental, consequential, indirect, or other similar damages even if Worsfold
Software Ltd has been advised of the possibility of such damages.

Worsfold Software Ltd is not responsible for any costs incurred as a result of lost
profits or revenue, loss of use of the software, loss of data, cost of recreating lost
data, the cost of any substitute program, claims by any other party other than the
LICENSEE, or for other similar costs.

Worsfold Software Ltd aggregate liability arising from or relating to this agreement or
the software or the documentation is limited to the purchase price paid by the
licensee.
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Conventions used in this manual

Most of the examples used in this manual are from a database of fictitious students.
If and when examples are from actual centres and actual students a rectangle has
been used to obscure names.

<Enter> means ‘Press the Enter key’

‘Ctrl” refers to the Control key, which probably has ‘Ctrl’ on your keyboard.
Alt"  refers to the 'Alt’ key on your keyboard.

Each chapter begins with an overview of the topics covered therein.

The pages of each chapter are numbered according to the chapter. If you find a
topic in the contents or the index in which you are interested then you will find both
the chapter number and the page number associated with the topic, e.g. ‘The
specification of courses 3.12" means that this topic is to be found on page 12 of
chapter 3.

These are popup lists, even though they pull down.
Multiselecting

Frequently you will wish to make multiple selections from lists. The standard way to
do this is to hold down the Control key (‘Ctrl") while selecting from the list by left-
clicking with your mouse.

The package name

I quickly got tired of typing ‘Education Outside The Classroom’ and found it
convenient to refer to the package simply as EOTC.

Spurious examples

I also tired of trying to be 100% serious when testing various aspects of the package
by entering examples. Many of those seen in this manual are not particularly
serious.

ix
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Do we have to fill in EVERYTHING?

No. The package is intended to allow you to enter everything you might wish to
relating to events, students and adults. However, there is no compulsion on the part
of the package for you to enter anything but the main event title or person’s name.
You should enter only that information which you deem necessary for your purposes
— and leave the rest blank.

You don’t click ‘Save’ to record data

Every time you LEAVE an area where you've entered some information the new data
is automatically saved back to the database. There are no ‘Click to save changes’
buttons.

Some names are ‘whited out’

That's because sometimes the names are those of real people whose identities are
thus protected.

Thanks

This package has been written primarily to get Arthur Sutherland off my back.

Arthur was responsible, several years ago, for persuading me to write the Star
Management package. This resulted in requests from schools for two further
packages — the Gateway Management package and ‘Future Indicative’ — a Careers
management package — all of which are used widely in New Zealand schools.

For some time Arthur has been on at me to write a package to manage Education
Outside The Classroom and this package is the result of those requests.

His suggestions and advice have contributed substantially to the design of the
package. I've also received help along the way from Eric Schusser (of Dunstan High
School) and Guy Sutherland (of Roncalli College).

My grateful thanks are due to these people without whom this package would not
have been written.
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Chapter 71

Overview and Installation

What is covered in this chapter? Page
1.1 Overview 1.1
1.2 Installation 1.4
1.3 Networking OE 1.8
1.4 The manual 1.9
1.5 Running the program 1.10

1.1 Overview

This package has been written using Microsoft's Visual Basic 2008 (VB9) and employs
an Access database for each year of use for holding all information concerning
current students. This database is named eg eotc2011.mdb. This database is not
included in the installation package. If the database is not found then it is created by
copying a standard empty oe database included with the package. This ensures that
subsequent installations of the package will never overwrite the current database
and that, as a result, your data is safe when installing updates.

The package uses Microsoft’s Dot Net (.net) systems, along with a few components
from other suppliers. In the past this has required the separate installation of ‘system
files’. This process is now obsolete as the necessary system files are now installed,
along with the package, in the operating directory — a much better system.

Its purpose is to make it possible for schools to manage their EOTC information.

The basic processes include :

Overview and Installation Chapter 1-1
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1. The entry of details relating to a new EOTC event — through

¢ Initial ‘Approval in Principle’

e Formal Event Approval

e Recording a range of further details relating to the event

e The attachment of students (and helpers) to the event

e The printing of various documents relating to the event

e The Recording of results / evaluations / student strengths and roles

e The recording of incidents
2. The maintenance of the current year’s database of students with the ability to

e Keep a track of their basic data
e Their Swimming Ability

e Photographs

e Events attended

e Action Plan Goals

e Blanket Approvals

3. The maintenance of a database of staff members, leaders, contractors and
organisations with the ability to

e Maintain their basic details
e Their skills and qualifications

e Their event involvements
4. A configuration process, which covers

e Registration of users of the software
e Links to MUSAC / Kamar / PCSchool / IES
e The sending of emails

e The setting of meeting Times

Overview and Installation Chapter 1- 2
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e Document Logos

e Levels of Risk

e RAMS and SAP entries

e Emergency Phone Numbers
e A Hazard register

e Basic Action Plan Goals
5. A Printing utility which allows you to

e Print lists
e Print event calendars

e Design your own / modify existing documents (The package comes
with over thirty pre-designed documents based on MOE guidelines.)

e Print official and unofficial (your own) documents.

6. A web links feature which enables you to quickly access a range of pre-
connected websites relating to weather, Road Watch, MOE MET services and
others. You can also attach web sites of your own choice.

7. A Search Utility which enables you to find e.g.

e Those students who have attended more than 5 canoeing events

¢ Those students who have attended more than 60 hours of EOTC
events

¢ Those students who have attended the Sir Edmund Hilary Outdoor
Events Centre.

8. Various Other utilities e.g. an End-of-year process to create the new year’s
database.

9. A Meetings facility which allows you to record details of meetings with
students / staff members and the like.

Overview and Installation Chapter 1- 3
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1.2 Installation

EOTC is supplied on a CD or can be downloaded from the Worsfold software website.
A registration file will be emailed at the time of sending the CD.

If the CD does not autoboot (set up automatically after insertion into your CD drive)
then use Windows Explorer to find the CD and run the program EOTCinstall.exe.
One way or another, you'll arrive at the opening screen, shown below.

There are but three options on the screen of the installation CD, shown below.
The first enables you to proceed to the installation of the package.

The second opens the package manual (which can be found on the CD — named
eotc.pdf)

' EOTC Installation

Education outside
The Cclassroomw

And the third allows you to exit.

1. The installation process

This process will install the package which consists of a program and several support
files.

Networking
Please refer to the following section 1.3
Installation

The first time you run the installation process you will be greeted with the screen
shown below.

Overview and Installation Chapter 1- 4
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Subsequent installations (of updates) will begin with a slightly different screen. This

process is described later.

If you have downloaded the package from the Worsfold Software web site
(www.worsfoldsoftware.co.nz) then you will have a zip file from which two files (the
package .msi file and setup.exe) can be extracted to a directory of your choice, from
whence you can run the setup program. This will bring you in to the installation

process at this point.

Welcome to the eotc Setup Wizard

The installer will guide you through the steps required to install eote on your computer.

WARMIMG: This computer program is protected by copyright law and international treaties.
Unautharized duplication or distribution of this program, or any partion of it, may result in severs civi
or criminal penalties, and will be prosecuted to the maximumn extent possible under the law.

Cancel

Click on the Next button and you will be asked to confirm the destination, where you

wish to have the package installed.

ii¥ eotc

Select Installation Folder

Thie installer will install eotc to the following folder.

Toinztall i this folder, click "Mext". To install to a different folder, enter it below or click “Browse"

Folder:
C:4Program Filesheatch Browse...
Disk Cost...
Install eate for yourself, or for anyone who uses this computer
() dust me
Cancel ] [ < Back ] [ Mewt » ]

Overview and Installation Chapter 1- 5
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By default, the process will attempt to create a ‘\eotc’ subdirectory under ‘Program
Files’ as shown above. You can browse to select a different location if you prefer.

Please note that, if you are installing on to a 64-bit computer, then
you should install into the \Program files x86 directory.

There is a ‘Disk Cost’ button on this screen which reveals the following, or something
similar...depending on your computer. You can use this to determine how much
space the program will require. The screen below indicates that the package will
require 34MB — and most of this is taken up by the included system files which get
installed along with the program. Once your package is up and running you will also
have a database or three, each of which will be several megabytes in size.

i% eotc Disk Space E|

The list belows includes the diives you can install eotc to, along with each diive's available and
required disk zpace.

Yolume Digk Size Avallable Required Difference
=i 141GB 27GE 15MB 27GE
= 8197MB 1457ME OkE 1457ME
=N 298GR 221GE OkB 221GE

Next comes the confirmation screen, which really doesn't tell you too much :

i E0TC [';Elfg]

Confirm Installation

The inztaller iz ready to install EQTC on your computer.

Click "Mext" to start the installation.

Cancel ] ’ < Back ] | Mest >

Overview and Installation Chapter 1- 6
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... followed by the ‘Progress’ screen ...which can, depending on your computer, take

quite some time, and can even appear to freeze for a fee minutes!

It is, I believe, accessing the internet to download the required components of the
Dot Net Framework v3.5. If your computer already has these installed then progress

should be relatively fast.

i eofc

Installing eotc

eotc iz being installed.

Pleaze wait...

[ Cancel

EEX)

... arriving finally at the ‘Process Complete’ screen :

% eotc

Installation Complete

eotc hag been successfully installed.

Click "Close™ to exit.

Flease uze Windows Update to check for any critical updates to the \MET Framework.

o)X

If you attempt to install the package a second time on to a computer which has

Overview and Installation Chapter 1- 7
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already had the package installed then your welcome screen will appear as :

Welcome to the eotc Setup Wizard

Select whether pou want o repair or remove eotc.

() Bepair eotc

() Bemove eotc

You will have the opportunity to either re-install the components (Repair) or to
uninstall the package.

1.3 Networking EOTC

Due to increased security ‘enhancements’ made to their operating system(s) by
Microsoft, networking Education Outside the Classroom is not quite the simple
process which it had been anticipated that it would be. It was intended that you
simply install the package on a file server and access it, as usual, from each terminal.
The beauty of the .net framework is that system files need no longer be installed on
each and every terminal.

However, Microsoft, in its wisdom, has greatly increased the security required to
access the program on the fileserver from a terminal.

Make sure that you have installed the latest Service Pack for the Dot Net Framework.
The package uses aspects of version 3.5

You will need to provide users with full rights to the \eotc folder on the file
server.

Every school has its own particular way of managing their network but the
above does seem to be a reasonably generic approach.
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The alternative is to install the package on to every terminal — the 'Distributed Client’
approach - and to have them point to a central directory on the file server (where
the package is also installed) where the database resides — along with the
registration file, Kamar export file etc.

This process works well and the dialogue to link to the fileserver, where the
database(s) reside, forms part of the first-entry process, described below.

1.4 The Manual

The Education Outside the Classroom manual is included on the CD in the form of a
.pdf file. Clicking on the third button will cause the manual to be displayed on the
screen ...

Education Outgide The
Classroom

An E0TC Management
Pacgage for Schools

Edlucation outside
The Classroom

Worsfold Softwars Lid
Jannary 200

... from whence you can view it or print it or save it to a destination of your own
choice.
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1.5 Running the Program

Education Outside the Classroom runs via an application file (or program) called
eotc.exe and this is found in your \eotc directory.

You will probably wish to create a shortcut to this program and to have this shortcut
on your desktop. To do this, right click with your mouse on the desk top....

sl PETILE] e Sl =izl
| 3 Folder lnalkikl
BT

b_i] Microsoft Office Access 2007 Database —

-,

@ Ulzad Photolmpack Image
|'_'—1 skin Builder Style Project Lﬂ
E_]i Microsoft Cffice Word Document —
E2F] Microsoft OFfice PowerPoint Presentation fi:mu::-bl
Ig Micrasoft Office Publisher Document Ry il
Arrange leans By N ™ skin Builder Project @
Refresh [Z] Text Document =
o ﬁ UiaA Document: ”‘!it'l.;:f
o || Wawve Sound
Undo Rename Chrl+Z 8! Codejock Command Bars Designer Dacument
| B30 Microsoft OFfice Excel Workshest
WYIDLA Control Panel @ WinZip File
2 v Zo e
Properties I 'J _'J | ‘J
ConUET R =il s =

Select 'New' followed by 'Shortcut, as shown above. The following dialogue (or one
like it, depending on the version of Windows which you are running) will appear.
Either 'Browse' to identify the location of fi.exe or type it in if you know it. Then click
'Next'

Create Shortcut E|

This wizard helps vou ko create shorkcuts ko local or
network pragrams, files, folders, computers, or Internet
addresses,

Tvpe the location of the item:

Browse, .,

Click Mext to continue,

Cancel

The second step will appear via which you can browse to indicate the location of the
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program : eotc.exe :

Browse For, Folder,

Select the kargat of the shortout below:

<

IL2) ComponentOne Studio MET
£ Compuware
(£ Conduit
(£ ConduitEngine
Choms
IC5) DvDWideoSaft
= C5) eote
IC5) Images
|#] c1.caprintDocument. di
|%] c1.comman.di
[%] 1. win.C1PrinkPreview di
ﬁ eof
%] Flexcell.di
oebase.mdb
[ EPsON
IC2) ESET
(23 FamilySearch

IMake Mew Folder

s
' >

] [ Cancel

Click OK and you will return to the second screen ...

Create Shortcut

addresses,

This wizard helps vou ko create shartcuts to local or
network programs, files, Folders, computers, or Internet

Tvpe the location of the item:

'Ci\Program Filesheokcleote, exe”

| ’ Browse, ..

Click Mext bo continue.

[ et = l[ Cancel ]

... with the program now identified. Click ‘Next’ to proceed to the ‘Shortcut Name’
screen, and replace the somewhat obscure ‘eotc.exe’ with the words ‘EOTC' as

shown below.
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Select a Title for the Program E|

Tvpe a name for this sharbcut:
EoTC|

Click Finish to create the shortout,

< Back ” Finish ] [ Cancel

Click ‘Finish” to do so and your shortcut will appear :

gd-1-1.8
51

(EEnE

Now, to access the program you simply have to double click on the shortcut.

The first time you run the main program on either the file server or a terminal or a
standalone machine) you will be greeted with the following screen.

Overview and Installation Chapter 1- 12
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* Dutdoor Education Installation

Welcome to

'alé{thDY EdHCﬂtiDVb Outdoor Education

The first decision which rmust be made
concerns networking, Are you networking
the package or are you running it on a
single stand-alone computer? Select one
of the following options.

‘we are networking the package
and this computer iz the fileserver

‘wie are networking the package
and thiz computer iz a workstation

We are not networking the package
and this iz a stand-alorie installation

The package needs to know where the database is.

If you are on a file server or on a standalone machine then its right there in the
same directory and clicking the first or third of the buttons will tell you so.

If however, you are on a terminal then click the second button and you will, by
clicking ‘Proceed’ on the screen shown below, be asked to identify the path to the
fileserver where EOTC is installed and where the database will live.

Welcame ta

ikl WO F |']III‘:I| LTRLE]
Frewes For Foider

Pl abarelly e Futues e Pobde (1] o pos seives

4 L) Combred Corwwgity Codes Pach -
% () Cammnon s
o Crfis Adple
# I Camgonentine Shudi T
3 {3 Cargueas

&

v Fickdier,

|

# L) Mol Tanliodoges
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Once you've done that, you will proceed directly to the opening ('Splash') screen for
the package.

T
&ﬁucatww Outslocm
The Classroom

Version 1.0.1 Logon _
Arthur's Academy Password _

Initially, you should enter using the entry code : guest and password : wors

Later on, you will set your own entry or entries up and may wish to change the
password for ‘guest’ so that others cannot enter uninvited.

Once you have successfully logged on you will arrive at the main package screen,
from whence all other processes occur.

Overview and Installation Chapter 1- 14
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Licensing

The program is licensed to a school and this is recognised by a small file nhamed
‘eotcreg.lic’. This is a registration file which contains your school name. It is emailed
to you at the time when your order for the package is mailed to you.

If you have NOT copied your license file into your \eotc directory then the program
will run perfectly but you will be unable to send printouts to your printer. Your
‘school name” will be *‘Worsfold Demonstration’. Any data you enter will be held
perfectly safely in the database and will NOT be lost when you DO put your license
file into place.

The warning which you will receive to alert you is shown below.

eotc g|

‘our reqistration file is not Found.

The file is supplied by email from Warsfald Software Ltd,

The package will initially be registered as “Worsfold Software'

Please conkact Worsfold Software Led to arrange For a regiskration File

The email which is sent out with the license file is reproduced below.
“OETC order confirmation and registration
Greetings from Worsfold Software Ltd

You have recently ordered the ‘Education Outside The Classroom’ package and this
has been put in the post to you.

Please find attached a small registration file. This file is not intended to be opened.
It is simply an encrypted registration file.

Once you have installed the package, copy this file to your new \eotc directory. This
will indicate to the program that the package has been registered for your school for
e.g. 2011, or whichever year you have purchased the package.

If there is no file attached then please contact me, either by email at the above
address, or by phone on 03 449 2094.

If you have any questions or comments or suggestions concerning the package
please do not hesitate to contact Worsfold Software.
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Please note that, as described in the email, the small file attachment is NOT intended
to be ‘opened’, but simply copied or ‘saved as’ into your \eotc directory. If, in spite of
these instructions, you did attempt to open the file, and immediately emailed me to
let me know that it would not open, then you are not alone!

Subsequent licensing

After your first year of use of the package, an invoice will be sent to you for the
annual license fee (currently $175.00 + GST for 2011). License invoices are not
posted until April each year.

This concludes the installation process. If you have any questions please either :
call Worsfold Software Ph 03 449 2094

or e-mail to randcbutler@inspire.net.nz
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2.1 Overview

Before you can really begin to use the package you must let it know about several
settings which affect the way in which it operates. Each of these is dealt with, in
turn, below.

Access the configuration screen by clicking on the fourth button in the top row. The
main screen, with its list of buttons, is shown below. We'll deal with each of the
button in the order shown down the left hand side.

¥ Education Outside the Classroom  Arthur's Academy User : Worsfold Software Version : 1.0.1.0

Switchi ko anarch

Other
Utiltigs:

Piinting

Events Sludents Utity

and Others Ieetings

l Leaders, Staff

l ‘weh Links

Search
Utility

[~ |

Users

FPackage Links

Other default settings

Sending emails

T

teeting Times
Document Logos‘h

Levels of Risk

|
-

.}

Emergency Phone !
Numbers
=

L

Fésh

= 3
RAMS : Critical ncident
M anagement

| R&MS Dacs and
guidelines
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2.2 Users

The first thing which you should do is to give yourself (and any others who will be
using the package) an entry code and a password which they will use to access the
package. You also need to provide a ‘name’ by which they will be referred to within
the package.

Click on the first configuration button, labelled ‘Users’ and the following screen will
appear.

People given rights to use this package

User name -
lJser name
Guest
Entry code

Password

Can adjust the web links []

W

[ Add a new user l

[ Remove the selected user l

On the left hand side of the screen is a list of existing users (and there is only one
initially).

To add a new user, click on the first button below the list and add the three essential
pieces of information concerning them :

a) User Name

The user name is the name by which the user will be referred to within the
program.
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b) Entry Code

This is the code which they will type in to enter the package. It is frequently
the family name of the person concerned.

c) Password

This is the password which they will use to confirm that they are the user
attempting to enter the package. The password may be up to ten characters
long and should contain both characters and digits — to make guessing
somewhat more difficult should someone else try to enter the package using
your entry code.

Each user can have rights within the package and these are listed below, on the right
hand side of the screen. The rights are:

a) The ability to adjust web links.

One of the package features is the inclusion of a web browser with buttons
which link to specified websites. If a user is given this right then he or she
will be able to make new connections or adjust existing ones.

At the time of writing there is only one user-right. More may well be added later as
requests for restrictions on users are received.

2.3 Package Links

This package is able to retrieve information from MUSAC, Kamar, PCSchool and IES
School Management Systems. In order to do so, you must inform the package of the
connection information necessary to enable the information to be accessed.

The choice is made via the three options shown below.

Is your school using one of these systems?

[f 2o then infarmation stared there will be avallable to thiz package

(&) e are using MUSAC C:\WEEACHM
() we are using K.amar, PCSchool or IES What do we do to link to Kamar?

() e are using neither of theze
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If your school is using MUSAC’s Classroom Manager (and Student Manager too of
course) then you will not have to type in students’ names as these will be retrieved
from that package. Quite a lot of other student information is also retrieved directly
from the MUSAC databases.

In this case click in the text box as if you were going to type in the path where the
MUSAC databases are stored. A browse dialogue will appear...

Browse For, Folder

@' Deskiop
ID My Documents
= j My Computer
= = Local Disk {C:)
IC3) ~ROXTMP
IC5) 102F18r%aassh1 daga
IC5) 3145a1a7ha6333dbes1f
I aaatest
) ce
=M

=YL N

T

10

... Via which you can browse to identify the \cm directory used by MUSAC.

Browse For Folder, @

I tsm A~
=I5 vBS
23 acc
(3 adapt =
) sRC
(3 Calendar
Dice
[C2) Chis phatos
= oE
[C3) A& Dio testing

[ W S R TSF JRPR SO Y

o (o ]

Once you have found it, click OK and you will be returned to the configuration screen
with your path recorded.
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Kamar also provides the ability to link to EOTC. Kamar provides an export facility
which generates a file of student information. The title of this file is ‘worsfold.csv’
and you should generate it and copy to your \eotc directory. If this file is found (and
you have indicated on the screen above that you are linking to Kamar — by clicking in
the second option button on the left) then, when you go to attach students then
those found in the Kamar export file will be listed for you.

How do you create the worsfold.csv export in Kamar? The following instructions were
received from Kamar : (N.B. In order to be able to generate this export the Kamar
user must have certain rights within the package. Please consult with your Kamar
expert if necessary)

a) From the main menu in Kamar select ‘Printing’.
b) Select ‘External programs’.

c) Select ‘Export to Worsfold’

d) Select ‘Search for Students’

e) Select ‘Find’

f) Select Continue’

g) Save the file to your \eotc directory

This will create the file and you then have to copy it into the directory relating to the
package(s) with which you wish to use it — in this case the \eotc directory for EOTC.
To signal that you have done this, click on the second link option ‘We are using
Kamar'.

If your school is using none of the possible vendor links then indicate this by clicking
on the third option —‘using neither’. You will, in this case, be able to enter student
details manually.

2.4 Other Default Settings

At this stage there is but one other setting — the name of the principal. The name
entered here will subsequently appear on some of the standard documents
generated by the package.

Configuration Chapter 2 - 6



Worsfold Software Ltd Education Outside the Classroom

Frincipal's Mame
What iz the principal's name az it iz to appear on documents?

Jennifer Eccles|

2.5 Sending Emails

EOTC includes the ability to allow you to send individual or group emails to students,
staff and caregivers directly from within the package. In some cases this will be
done via your computer’s email program (e.g. Outlook) and in other the email can be
sent directly without going through your email program.

In order for the second process to occur you must specify two settings, as shown
below. The necessary information is shown on the screen itself.

Sending Emails

Before you can send emails from within this program you must specify
two pieces of information relating 1o your school's email system.

1., The email address FROM which you are sending the email

randchutler@paradise.net.nz

2. The server address of your email provider,
Thig is MOT an email address, but will appear as (for
example) smip.paradise.net.nz
Please consult with yvour IT person if you are not sure of this.

smtp.paradise.net.nz

2.6 Meeting Times

Each user of the package can arrange and manage their own schedule of meetings
with either students or staff members. This is done via one of the main package
buttons along the top of the screen.

In order to do this the available meeting times should be entered on the screen,
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shown below. By default, times are set up for every fifteen minutes from 8am
through to 4.45pm Monday to Friday. Please note that the SAME set of times apply
to ALL users of the package, even though a particular user might use a restricted set
of times.

Please include the am/pm indication as these are recorded during the saving of
appointment information and used to identify the particular timeslot involved when
retrieving information.

Specify the daily times at which meetings can be held.  Preferred initial schedule display Day (& ‘week ) Month O

Usze night-click to inzert or delete a blank entry. Appointment slam Active [ Minutes in advance :
IMonday Tuesday ‘wednesday Thursday Friday Saturday Sunday

G.00am G.00am G.00am 5. 00am 5.00am 3.45pm

&.15am &.15am &.15am . 15am &.15am

§.30am §.30am §.30am §.30am §.30am

g.45am g.45am g.45am g.45am §.45am

9.00am 9.00am 9.00am 9.00am 9.00am

9.15am 9.15am 9.15am 9.15am 9.15am

9,30am 9,30am 9,30am 9, 30arm 9, 30arm

9.45am 9.45am 9.45am 9.45am 9.45am

10.00am 10,00am 10.00arm 10.00am 10.00am

10.15am 10.15am 10.15am 10,15am 10.15am

10.30am 10.30am 10.30am 10.30am 10.30am

10.45am 10.45am 10.45am 10.45am 10.45am

11.00arm 11.00arm 11.00arm 11.00arm 11.00am

11.15am 11.15am 11.15am 11.15am 11.15am

11.30am 11.30am 11.30am 11.30am 11.30am

11.45am 11.45am 11.45am 11.45am 11.45am

12.00pm 1Z.00pm 1z, 00pm 1z.00pm 12.00pm

12.15pm 12.15pm 12.15pm 12.15pm 12.15pm

12,30pmm 12, 30prm 12,30pmm 12,30pm 12,30pm

The schedule screen has three sub-screens via each of which you can view a
different display of appointments. The three appearances are

e Oneday at a time
e One week at a time
e One month at a time

Using the three choices at the top of the screen you can select which of the three
you wish to use as your default appearance each time you click on the ‘schedule’
button.
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You can also elect to turn a meeting alert system on or off. It is turned ON by
ticking the check box labelled *‘Appointment alarm Active’. You should also set the
number of minutes in advance by which you wish to be alerted to imminent
meetings.

2.7 Document Logos

There are two sets of documents available within the package.
a) The official documents — based on the MOE Guideline documents.
b) The ‘unofficial’ ones — which you design yourself.

Each set of documents may have its own logo — one small in for the top left hand
corner of each official document and a second one for your own documents.

The logos are specified via the following two logo screens which are accessed via the
two tabs at the top of each screen. Your logos should be .jpg files and should be in
your \eotc directory.

Two sample logos are included with the package and you should change these to
your own preferred logo prior to printing documents. The sample for the official
documents is the Butler family crest and that for unofficial documents is one for
‘Arthur’s Outdoor Academy of Excellence.’
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Official Documents logo !H"'?ﬂi,"‘tial, Documents Logo |

Document Logo for Official Documents

*Your own document logo will be printed in the top left hand comer of each of the standard documents - as shawn below
This iz a relatively small loga which will fit into the top left hand comer of the document as shawvn in the illustration belaw.

Arthur's Academy
EOTC Event Approval
From Board and Principal

1.2

To the teacher in charge:
Ewent

System being folloned (12 o 3

Jamieson, Rosemary

Catching fish

2

—
In arder for this to happen you must
a] Hawve your logo zaved as a ipg file in wour Yeote directony

b Select your logo via the 'Select’ button below,
c] Adjust the shape of pour logo ta your requirements [using the four reshape buttons)

Pleaze note that the logo will be resized automatically ta fit on the document

Select your Logo

Reshape buttons

An example of the final appearance of your logo on a document is shown at the top
of the screen. Click on the button labelled ‘Select your logo’ and a file selection
dialogue will appear. As shown below.

by Documents

My Computer

by Metwork,

Loak in; | ) entc

8|

7 > @

@ eventselect?. jpg
eventselectl.jpg
@ menull.jpg

@ menull.jpg

@ bullets2.jpg

@ bullets.jpg

@ Logo on doc.jpg
@ Butler Crest.jpg

@ oesplash3.jpg
unchecked3.jpg
@ checked3.jpg
@ uncheckedZ.jpg
@ checkedz.jpg
@ checkedl.jpg
@ unchecked!.jpg
@ unchecked. jpg

) r Signature.jpg Downz.jpg @ checked.jpg
L“g @ Faootprintl.jpg & Upz2.jpg E boxchecked. jpg
My Fecent @ Sample default logo.jpg @ down.jpg ﬂ boxUnchecked. jpg
Documents @ Arthurs academy logo.jpg &) up.jpg EI eventselect.jpg
s @ staffselect1.jpg @ button3. jpg E menuz. jpg
| @ Student Selectarl.jpg @ buttonz. jpg & menu.ipg
Desktop @ eventselect3.jpg @ buttonl.jpg E Menubackl.jpg

E Menuback?.jpg
@ Menubacké. jpg
E Menubacks.jpg
ﬂ Menubacks.jpg
EI Menuback3.jpg
@ Menubackz.jpg
@ staffselect.jpg
E oesplashl.jpg

>

File name:

|

Open

]

Filez of twpe:

g |

Cancel ]
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Once your logo is displayed at the bottom of the screen you may use the four small
arrow buttons to adjust its size and shape.

Click on the second tab at the top of the logo screen to switch to the screen via
which you can, similarly, select and shape your chosen logo for unofficial documents.
The screen in question is also identical to that shown above — with the exception that
you may widen your logo to almost full document width — as shown below.

Official Documents logn Unofficial Documents Logo

Default Logo for Unofficial Doosments

amaed ko vl b prrbed on the documels whch s dangry
wide lago which can ba up b ful page widh a5 thesn n the Bushiaton below
3.8 docmen pon ¢ changs {0 & Mleser loga for sach docusment

ﬂ Arthir's Gutdooe Acacemy of Excallancs M
7.0 Boa 331, Knrwtu 3360
b o

i ls 3 sampie doumant

T kg has baun e shged
et T Catching b
Dot ofDpamn - EVEID

e tmtu - AT

Irvcides for this 82 Fappen you mst
5] Hawe poi iogn aaviad 53 5 e n poun \ecte desctony

i) Sebuct yonr g s the Sebect button bebows.

1 Adustth shape of you kogo to you recparements fusing Hhe ot reshape buttoms|

Fleae note ek Ihe logo wil be reszed suomascall o it on fhe document.

Solectjou Lo | Arthur's Qutdoor Academy of Excellence
' P O Box 321, Kairakau 9340
Reshape butons 1 "-

2.8 Levels of Risk

Each of your EOTC events should be associated with a particular ‘level of risk'.

The Ministry of Education suggests eight levels, as shown in the screen below.
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Levels of Risk
There are various ways in which EOTC events can be categorised to indicate the level of risk invalved.

Our schoal is using

(&) The Ministry of Education Guidelines set () The dlernative set O Our own zat

Ministry EOTC Guidelines | Alternative set | Our own set (Editable) | Attached documents

Mo, Activity bype Examples Approval Parental Consent | Risk management Planning
1 On .s'te - in the school grounds - Low risk Sports day, painting murals, horticulbure Mone required Mone required Usual lesson planning
environments
On gite - in the school grounds - Higher s . Usual lesson planning
2 i ——— school pool ar dimbing wal School decision Blanket consent oF generic RAMS or SAP*
y P . Mone of Blanket
OFf site - Local community within school — museum, art gallery, sports and Senior skaff or "
3 hours - Low risk environments recreation events EOTC Coordinator ;Uelziss?;: - achool GEneric RAMS or SAP
4 OFf site - Local community within school — Acquatic (river [ beach), cross country  Senior staff or Elo?jlk::tn_rssci%zrlata Generic RAMS or SAP*
hours - Higher risk enviranments running ECQTE Coordinator decidon
5 CFf site - Day trips may extend out of  Farm visit, day hike, ity visit, ferry trip, Senior staff or Hone UE _Elsan'I:BtI & i€ RAMS or SAP*
schoal hours - Law risk environments swirming in pools EOTE Coordinator ;‘;Igiss?onn chodl Eneric or
5 CFf site - Day trips may extend out of  skiing, waka ama, rock climbing, fields  Principal or EQTC Separate consent Snecific RAMS or SAE*
school hours - Higher risk environments  trips with chemicals or heavy machinery  Coordinator and risk disclosure 7
OFf site - Residential mulki-day trips trip ko another region, sports Principal or EQTC - "
7 further afield - Low risk environments  tournarments, visits to hiskoric sites Coordinatar Separate consent  Spedific RAMS or SAP
; : ; : ; trip, field trips to natural -
OFf site - Residential mulki-day trips overseas Irip, N Principal andfor Separate consent . "
8 Further afield - Higher risk environments waterfbush,l’alp\r_le enviranments, Board and risk disclosure Specific RAMS or AP
outdoor pursuit journeys

* Or other appropriate Form - examples are available in the Ministry of Education EQTC Guidelines document,
ML.B. all events require current health information

M.B. It is strongly recommended that vou refer to the Ministry of Education EQTC Guidelines document For Full details of these risk levels,

Associated with each risk level are
e The activity type
e Examples
e Approvals required
e Parental Assent required
e Risk Management Planning

Each of these is specified in the columns as shown in the illustration. The entries for
the MOE guidelines are set and may not be edited. (Any changes you make will not
be saved)

A second alternative (The Alternate Set) is also available — via the second tab at
the top of the table. Click on this and you will be presented with the alternate set,
shown below.
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Ministry EOTC Guidelines | Alternative set | Qur own set (Editable) | Attached documents

Mo. Activity bype Examples Approval Parental Consent | Risk management Planning
1 ©Onsite - Low risk environments Class activities Mone required Mone required Usual lesson planning
; ) L Curticulurn ;
Off site occuring within one day - Low . . - - Permanent Usual lesson planning
z risk environments History trips, Theatre, Farm visits C_DmmlFtee . approval or generic RAMS or SAP*
(including Principal)
3 QFF site_occuring within one day - Higher SHing, agriculbural trips involving EOTC Coordinator  Event-specific Gereric RAMS or SAP*
risk environments chemicals or DP approval
Might sports events, Wednesday spart Sparts Permanent
4 Sport - indor and outdoor ! ¢ Committes/Coordin Generic RAMS or SAP*
sparts exchanges ator approval

ECQTC Coordinatar  Event-specific

5 Recreational swimming Surfing or DP approval Generic RAMS or SAP
EOTC Coordinator
. X . andfor Sports Ewent-specific - +
6 Cwernights Camps, sports exchanges, field trips Coordingtor and approval Specific RAMS or SAP
Principal
) ; ] Curriculurn Event-specific . "
7 Cutdoor Education &y aking, tramping Commithes approval Specific RAMS or SAP
G Cwerseas Sports trips, Class trips Principal {including - Event-specific Specific RAMS or SAP*

Principal) approval

This set is also ‘fixed” and may not be altered.

If you do not wish to use either of these two sets of risk levels then you may specify
your own set of risk levels — via the third tab labelled ‘Our own set (Editable)".

In the example below a school has decided to use just four levels of risk.

Ministry EOTC Guidelines | Alternative set | Our own set (Editable) | Attached documents

Mo, Activity bype Examples Approval Parental Consent  |Risk management Planning
1 Local stuff Inker-house cricket Mo Mo Mone

2 Around kown Inter-college cricket Mo Mo Generic RAMS or SAP*

3 Around the country Exchange college cricket Coordinator es Generic RAMS or SAP*

4 Overseas Australian schoal cricket Principal Wes Genetic RAMS or SAP*

5

3]

7 |

g

Attached Documents

The package has some forty three pre-designed documents. Some of these will be
required regardless of the level of risk while others may only be required for higher
risk level events.

The fourth tab on the current screen allows you to decide which documents are
automatically required for each particular level of risk. The screen via which these
are specified is shown below.
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Levels of Risk

There are various ways in which EOTC events can be categorised ta indicate the level of risk involved,

O schoal is Lsing

& The Ministiy of Education Guidelines set () The Alemative sst ) Our o set

| Ministry EOTC Guidelines | Alternative set | Our own set (Editable) | Attached documents |

Use this screen to specify which of the MOE EQTC documents are required For each of the risk levels,

Onee you have done this then the specified documents will be available via the ‘Docurments’ button Restore the default selecti
for each event. Iniially ALL documents will be artached, ¥ou should unattach unrequired documents, RS

Select risk level Select required documents

1 On site - in the school grounds - Low risk environments Docurment | Wisw | Attached &

2 On site - in the school grounds - Higher risk environments 01.0 Appraval in Principle i\-'iew [ o)

I3 OFF site - Local community within school hours - Lo risk environments 01.1 Event Propos.a-l é\n'iew O

4 OFF site - Local community within schoal hours - Higher risk environments 02.0 Event App}‘oval i\-'iew o)

S OFF site - Day krips may extend out of school hours - Low risk environments 03.0 Event I;’ianning Cﬁ.ecﬁl-is.t é\n'iew O
& OFF site - Day krips may extend out of school hours - Higher risk environments 04.0 Parents InFor-n;ation é\u‘iew ) ¥

7 OFF site - Residential mulki-day trips Further afield - Low risk environments 0s5.0 .B-Ial.ﬂket Consent é\n'iew O

& OFF site - Residential mulki-day trips Further afield - Higher risk environments 05.1 Blanket Consent [Wigw O

05,2 Blarket Consert é\flew

0.0 Parental Consent é\u‘iew O

07.0 Health Frofile (student) view O

08,0 Medications Administered é\n'iew O

09.0 Health Care Flan é\fiew O

10,0 Aquatic Consenits é\n'iew O

O

11.0 Student Contract Wigy

| =

In the example shown the documents for Level 5 are being specified and several
documents have been omitted.

The purpose of this configuration step is to pre-determine which documents will be
offered for printing via a particular event’s document printing screen. If you‘ve only
ticked half of the documents at a particular level then, when you come to print
documents for an event at that particular level of risk, only half of the document
buttons will be visible.

A centre column in the documents connection table has entries labelled ‘View'. If
you click any one of these you will get a preview of an example of what the
document looks like.

Decide on your preferred set using the three option buttons at the top of the screen
and then use the final tab to specify the documents for each of the levels. Default
settings come with the package and you may return to these by clicking the button
labelled ‘Restore the default selections’.

Configuration Chapter 2 - 14



Worsfold Software Ltd

Education Outside the Classroom

2.9 Emergency Phone Numbers

One of the official documents provides a list of a range of emergency phone
numbers relevant to your school. These are entered via the configuration screen

shown below.

Emergency Phone Nurmbers

Phane nurmbers entered here will be included in Document 21

- Emergency Phone Numbers

Emergency Contact

EfmMergency Services

Principal Jennifer Eccles

Board of frustees chairperson William Bunter

School media spokesperson

Mearest doctor - medical centre

Mearest hospital — emergency department
Nearest police station

Cormmunity constable

Departrent of Conservation Jim
Maountain radio service

Mearest fire station

Regional council

Wational poisons centre

Camp manager

Coast guard

Civil Defence

Phone(s) o

111

School: 03 456 7890
Home: 03 456 0015
Mobile: 021 345 6789

\Wark: 03 456 1234
Home:
Mobile: 025 135 7901

Schoal:
Home:
Mobile:

03456759

Configuration
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2.10 RAMS

Some schools prefer to use a Risk Analysis and Management System (RAMS) while
others prefer to use a Safety Action Plan (SAP). This package supports the use of
both and you must use the configuration items related to these to set up your entries
under the various headings. The package does, of course, come with a set of
default entries.

On first entry to the RAMS screen it will appear as follows.

Risk Analysis and Management System

Use this screen to list all of the risk factors and possible reduction strategies which can apply to any event. Subseguently yau wil
be able to select those which apply to each particular event,

People RAMS | Equipment RAMS | Environment RAMS | Transport RAMS

You may set up RAMS relating to People, Equipment, Environment, Transport and
your own further specific sets (e.g. Snow and Ice RAMS). Dealing firstly with the
People, Equipment, Environment and Transport options :

People RAMS Equipment RAMS | Environment RAMS | Transport RAMS | Our RAMS

Causal factors # | Factor and strategies
Lack of participant knowledge Select a factor from the list on the left to edit it or its strategies, or add a new
Lack of stafffleader training factor using the button below:,
Lack of adequate briefing

\Lack of adeguate briefin
Inappropriate prograrmming or sequendng Factor 1 al g

Faiure to check site with pre visit e — 1 ;
- - P Brief participants re risks and hazards
Failure to check equipment Strategies | Brief participants 2 safe practices
Inadequate intervention Br!ef participants re gear and equipment uge .
Erief participants re personal clathing/equipment required
Stupidity on site Brief participants re location boundaries
s : i EBrief participants re expectations and wiles
Failure to disclose risks Bl palioipants fa routs
Accident
Lack an risk management skills, knowledge and experien
Participants not involved in risk analysis

o First Aid, rescue of loss plans

Inadequate supervision Strategy
Inadequate or inappropriate ratios
Incidents with passers by, other users l Aeldia-riaw factor l Delete this fFactor ‘

Inappropriate language/behavious
Pre-existing medical condition
Participants leaving site / becoming lost
Lack of awareness of risks
Inappropriate hydration,/nutrition

; Use the up and down buttons to
Fatiglejetioe: @ move selected entry up or down A
I(-\rlz af Aardaer clhille lammsdadnn amd cosmmrvicese e - thE |ISt an thE |Bft

l Add a new shiategy H Delete this strategy ‘

Rearder the factor fist
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In the above illustration the People RAMS have been selected and, from the list of
Causal factors, ‘Lack of Adequate Briefing” has been selected. The right hand side of
the screen shows the strategies designed to combat the selected risk.

You can

a) Add a new causal factor.

b) Add or edit a strategy. (Select a strategy and it will be displayed for editing in
the ‘Strategy’ text box below the list.

c) Delete a factor.

d) Delete a strategy.

You can reorder the list of strategies by selecting one and then using the up and
down arrows to change its position in the list.

Later on you will be able to select particular factor / strategies which apply to a
particular event. This will be detailed in the next chapter.

The same process applies to RAMS for Equipment, the Environment and Transport.
Configuring your own set(s) of RAMS.
Click on the fifth tab (*Our RAMS’) and the following screen will appear.

(This facility is under development at the time of writing.....)
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2.11 RAMS - Critical Incident Management

In addition to the RAMS configured above you may specify up to ten Risks
(significant potential losses) and your strategies for dealing with those events. For
each strategy you may also specify any emergency gear required.

As shown in the illustration below, seven such risks and their strategies have been
provided as defaults. You may edit them as you deem necessary.

Enter any Risks (significant potential loses)

1 Injury or medical izsue

Stop the party, assess and treat patient,
manage rest of party, monitor and reassure.
Conzult appropriate service(s]
[PoliceAmbulance/Hospital/Doctor)

2 |Megative psychological/emational experience

Debrief as appropriate, gain support az
heeded, faciltate psychaological rescue of
individuals or group, incident report az
required, referral a: needed

3 |Bad Public relations

Dizcuss with relevant people, police if
neceszary, file incident report, alert principal

4 |Loss of participant

Stop the group, establish where/when last
zeen and state of mind, complete writter
details, camy out search of immediate area as
practical, seek assistance

5 |Erwironmental damage
Intervene if students are willfully or

unknowingly damaging the environment and
dizpozing of rubbizh in an inappropriate way

Emergency gear required

First aid kit
Cell phone(s]
Shelter

School counzeling
nietwork

Support networks in
commurity

Cell phone
Follow up to relevant
agency/persan

Document details of
incident

Map of area
Fielevant authorities

Incident report follows
up

Thesze may be zelected for inclugion in any particular event

E Death of participant/staff/others

Secure and cover victim, manage and
Teassure group, alert relevant authorities, alert
zchiool to initiate emergency mangement plan,
refer media to principal

7 |Prosecution ¢ Civil action

Keep accurate notes of all interactions and
communications with eveyone concerned.
Access assistance from school and PPTA and
any relevant agencies

Emergency gear required

Outside agencies ~
Schoal crisis
management plan

HELF beacon/cel

Liability inzurance

Later, these combinations may be selected as applying to individual events.

Configuration
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2.12 RAMS - Docs and guidelines

This section allows you to specify any documents and/or guidelines which your
school finds useful when determining RAMS.

You may also use this screen to specify what you consider to be core competencies
for EOTC events and the related desirable personal attributes to be displayed by
leaders of the event with which they are associated.

Documents and Guidelines The entrigs below will be the default entries for each event.
They may be adjuzted for individual events.

Safety & EQTC : A good practice quide for Mew Zealand Schoals 2002

National ;

Health and Safehy in Employmnet Act 1992
standards Education Act 1989
applicable
Policies and School EQTC S afety b anagement Plan
guidelines School EQTC Criziz Management Plan

recommended School Policies : EQTC

Core Competencies for EQTC are : Desirable personal attributes include ~
Leadership skills Cammunication and empathy skills
Firsk aid certification Flexibility and motivation
Ability to identify and manage risks Asserkivness and ability to say o'
Crisis management skills Approachability
Enviromental awareness skils Safety conscious
Awareness of cultural values Sound judgement and problem salving skils
Presious experience in tripfarea Good self concept
Group management skills Ahility to assess group dynamics
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2.13 Hazards register

This screen allows you to maintain a list of known hazards from which you can later
select when specifying which hazard or hazards might apply to a particular event. (It
must be said that the examples below are intended to be spurious!)

Hazards register Record the details of any known hazards.
These may then be attached to individual events,

Risks Hazard Significant? Controls
Wihat could go wrong? Why would this happens? Yes /Mo How can we prevent it?
fAe:co;se el i @ e Billy Burmter could scare it Don't take Billy on the trip
) \ ] )

Sand could get in the teacher's  Janice Smithers always throws sand O Make sure Janice dossn't go on o the beach

shoes araund

Otira Gorge Steeper than you think Use low gear

Dangerous driving conditions Snow on the passes Watch waming signs ‘.at entry 10 pass (vigw

via web before travelling)

O
m

2.14 SAP Entries

For those schools which prefer to specify Safety Action Plan entries, the following
screen provides the facility to do that. (Again, the entries below are somewhat
spurious)

Fecord the details of any known S4P entries.

Safety Action Plan entries These may then be attached to individual events.

What significant What would cause it Howe could we Whose 4
things could go & prevent it from  resposibility is  When/where will it be done? Emergency plan
- to go wrongs ) 5 o
WIONGg? going wrong? it?

Jimrny could have

The bicycles might etz i Ui

have flat tyres

Watch Jimmy like a Tiimiy Bevies (ot ayels surmery Jenny will carry a

hiaik spare purmp

them up
The bicycle bells Lack Df_ml in the sk Tudy to oil them Jill Usher Before we leave Jgnny will carry spare
might not wark mechanism ail

Enter the various details under the headings provided. Later, you will be able to
attach selected SAP entries to each individual event.
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2.15 Action Plan Goals

Each student may have various goals set for them and their progress towards the
attainment of these goals may be monitored during the year. These goals are not
event-specific and students’ progress is recorded via their own data screens rather
than via an event.

Action Plan Goals come under three headings :

e Individual Student Goals
e Student goals within the group

e Student goals outside the group

The package arrives with a single goal each with three benchmarks under each of
the above headings. You may modify these to your own needs.

Later you can attach the default goals to individual students where you can modify
them and add to them according to the needs of the individual.

The configuration screen is shown below.
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Goals specified below will appear by default against each student.

You may subsequently modify these [delete, edit or add) for individual students,

Default individual student goals

Dauble-click to edit a cell

Goal Benchmark 1 Benchmark 2 Benchmark 3 L
e.g, Toswim 1 km Can swim 0,5km Can swim 0, 75km Can swim 1 km
v
Default student goals WITHIN the group
Goal Benchmark 1 Benchmark 2 Benchmark 3 *~
To speak more in group activities Small contributions Medium contributions Leads discussions

2.16 Photograph Directories

v
Default student goals OUTSIDE the group
Goal Benchmatk 1 Benchmark 2 Benchmark 3 *~
To be more considerate at home Does dishes Asks tobe able to help Uses own initative in helping
v

It is possible, via each student’s basic details screen (and each staff member’s
screen) to attach photographs. For each student you may attach :

e A personal photograph
e A scan of his or her signature

e Animage of the sole of a shoe

Each staff member may have a personal photograph displayed.

It is possible (indeed likely in the case of student photographs) that you already have
these images stored in a specific directory and named according to a specified

format.

This configuration screen allows you to specify both the image holding directory and
the format of the photographs contained therein. Should you be able to make such

Configuration
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definitions then the relevant image(s) for each student / staff member will
subsequently be automatically displayed on his or her screen without further action

on your part.

The specification screen (with the list of possible formats for a student’s image name
shown) is shown below.

Default Directories for Fhotograph Files

Student Photographs

Student photographs are in the direchany : CAWEBEWCMAmedia

FirstnameSurname. jp

Photograph file names follow the format

FirzthameSurname. jpg
firzthamesurnanme.jpg
Preferredname Surname. jpg
preferredname sumanme. jpa
FreferrednameSumane. jpg
preferrednamesurname. jpg

Student Signatures

Student sighatures are in the directory :

Firstname Surname. brp

; “
Photograph file names follow the format flfﬁtﬂfénue.ﬁﬂﬂr.‘a‘?me'bmp -
Student Footprints
Student footprints are in the directaryg : C:\whE
Phaotograph file names follow the farmat School SMS 1D jpa &g 13579pg w
Staff Phatagraphs
Staff photographs are in the directong : CAWBS
Phatograph file names follow the format : School SMS 1D bmp e.q. 13579.bmp “

Configuration
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Chapter 3

Students

What's in this chapter? Page
3.1 Overview 3.1
3.2 Importing students from your SMS 3.3
3.3 Basic Information 3.5
3.4 Events this year 3.9
3.5 All events attended 3.11
3.6 Action Plan Goals 3.12
3.7 Caregiver details 3.13
3.8 Medical Details 3.15
3.9 General Notes 3.17
3.10 Sensitive Information 3.18
3.11 Blanket Approvals 3.18

3.1 Overview

It would be lovely to dive right in to the chapter on events themselves, which is
obviously the most important aspect of the package. However, the second thing you
need to do when specifying an event (after its title) is the Teacher in Charge. And,
not too much further on, you'll want to attach students to the event.
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You cannot do either of these until you have entered the students and staff members
concerned into the database. So, it seems wise to cover Students and Leaders, Staff
and Other BEFORE looking at events themselves.

This chapter, therefore, is concerned with the maintenance of the database of
students. Click on the second button in the top row, labelled ‘Students’, and the
student screen will appear, as shown below.

Leadsrs, Staft

rd Others Canfiguration

Meetings

Basic Information
Family name [ i Swimming Ability Photograph
Events this year ) e = .
First names L L [[1 Can swim 50m
All events Preferred name | i [ Corfident in the paol
attended r 5
NSID L 1 [ Confident in deep water
Action Plan Goals ‘rear L 1 [[] Able to tread water
: S T Class L 1 [[] Can survival float
Caragiver details |1 | r = o .
— | Fom Teacher | 1 Corfident in the sea or open inland water
1
Medical details [ | Gender
\ Date of Bith | ]
General Motes | s = > Signature  [Click to attach] Footprint
Sensitive il Address i
Infar mation

==

Blanket Approvals
= - 4'," |
. A— - Post code | [ Add a new student
V — Phane number |
i 3 1 =
prm— Cell phy
1 ell phone

Printing .
Uity ‘ ‘ ‘wieb Links

Search Other
Litility Utilities

‘ Exit ‘

| [ (5]

[ Safety conscious in and around water

JE3

Student Selector - Click to Select/Hide

enal (5] |

Down the left hand side of the screen is the blue Student Selector bar — which you
click to select a student already in the database. If you already have students in
your database then the selector will be ‘out’ ready for you to select a student.

Then comes the column of buttons which lead to the various data areas associated
with each student.

Finally, occupying the majority of the screen, is the area where the various data
screens will appear.
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3.2 Importing students from your SMS

If your school is using MUSAC, Kamar, PCSchool or IES as your SMS (Student
management System) then you are able to import all students from that SMS. If
NOT, then you must enter students manually as detailed in the following section 3.3

To import your students (having first visited configuration and either specified the
link to MUSAC or generated the export file of data from one of the others and copied
it into you \eotc directory — as detailed in section 2.2) you need to :

a) Click on the blue Student Selector panel down the left hand edge of the
screen. The student selector will slide out as shown below.

[ Update students from MIISAC l

Family name Firsk names Year

£
=
5
2
5
g
3
k-

Select year(z)

b) Click on the button at the top of the slide out panel labelled ‘Update students
from MUSAC' (or ...Kamar etc). You will then see the small window shown
below which explains the two options you have. Please read the message on
this screen. What it says is true — that if you click elsewhere on the screen
during the import process then the process will appear to freeze. It doesn’t
actually freeze. It is still occurring in the background, but the screen update
which shows you where it is up to will not occur.

The student data will be imported. If you are importing from MUSAC at a
time of the day when others might be using MUSAC then the process will
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inevitably be slower than if no-one else was accessing the MUSAC databases.

(You can avoid this by creating a separate \cm directory (perhaps under
\eotc) and copying the cm.mdb and sm.mdb databases from your MUSAC
\cm directory into the copy directory — and then linking via configuration to
the copy. This will indeed save some time but the link will no longer be ‘Live’'.
i.e. you should subsequently relink via configuration back to the original
MUSAC \cm directory.

In the case of MUSAC quite a bit of student data is imported :
e basic details
e caregiver information
¢ medical information

The first step in the process is for the program to memorise the names of the
students. After doing that it then runs through the list importing (or updating
during a subsequent process) each student’s data. (The freezing does not
seem to happen once the main import process begins...)

On my computer — admittedly a stand-alone non-networked machine — each
student took just over one second to import. A total of 3613 students were
imported in 1hr 13mins, a rate of roughly 50 per minute.

Importing a file of 852 students from a Kamar export took only two minutes
= but considerably less data for each student is available from kamar,
PCSchool and IES. (For further details see Appendix)
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OFE MUSAC Update process E@@

During the update process you may elect 1o either

&) Just add new studernts

ar

by Add new students AND update existing students

M.B. The process can take some time across a network, Progress is displayed
but it has been noted that, if you click elsewhere on the form during the process
it appears to freeze. The process is actually continuing in the background but

the screen appears frozen - untuil the process is complete. Flease avoid clicking
elsewhere on the form during the process.

Cancel l [ Just add new students ‘ [ Add and Update students

3.3 Basic Information

If you are not using one of the four SMS packages then you must enter each student
manually. To enter a new student click on the button labelled *‘Add a new student’
which is in the middle of the ‘Basic Information’ screen and begin typing. As
suggested earlier, only enter that information which you know that you will require.

The following two pairs of screens are ‘before” and ‘after’ illustrations.

Family name Family name Adam

First names First names James Alan

Preferred name Preferred name | Jimmy

WSID MSID

Year Year |

Class Class 11DR

Farm Teacher w Form Teacher | Butler, Rom w

Gender - Gender EEE w

Date of Bith Date of Bith | 2441141993

Ethnicity v Ethnicity European w

Address Address 49 Jakns Terrace
Wainuiokapa

Post code Post code 5555

Phone number Phone number | 467 7664

Cell phone Cell phane 021 3456789

Email Email jimmylEiytra, co.nz
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You may also enter details relating to the student’s abilities concerning water safety.

Swimming Ability Swimming Ability

(] Can swirn Sm [] Can swim 50m

[ Confident in the paol Corfident in the poal

[] Confident in deep water [] Confident in deep water

[] Able to tread water Able to tread water

(] Can survival float [ Can survival foat

[] Confident in the zea or open inland water Confident in the sea or open inland water
[ Safety conscious in and around water [ Safety conscious in and around water

Finally, on the ‘Basic Information’ screen you can attach three photographs relating
to the student.

If you are using one of the SMS packages and you have specified the necessary
photograph directory information in configuration then the personal photo (and
perhaps others) will automatically be shown. If not, then you may attach them
manually by clicking on the photograph area in question.

Photograph

When you click in a photograph frame the following dialogue window will appear ...
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Open 2IX)
Loak jn: |'\j eotc V‘ € F = -
Y Signature.jpg 13579.0PG @ unchecked.jpg
| Footnrlntl.]pg DownZ.]pg check&d‘]pg
My Recent @Samp\e default logo.jpg @Upz‘]pg @boxcheck&d‘jpg
Documerts @Arthurs academy loga.jpg @dnwn.jpg @hnxl_lncheckad.jpg
o @ staffselect1.jpg up.ipg @ eventselect.jpg
|6 @Student Selectorl.jpg @buttunljpg @manuz.jpg
Desktop @eventselect&]pg @huttnn?.ipg @manu‘]pg
@eventselectz‘]pg @buttunl.]pg @Manubackl.]pg
eventselectl Jipg oasplash3.jpg Manuback?.ipg
_'-—J' menuil.jpg @ unchecked3.jpg @ Menubacks.jpg
@manulu.]pg @checked&]pg @Manubacks.]pg
My Documents
Ly @bulletsz.jpg @uncheckedz.jpg @Manuback‘l.jpg
@hullets.ipg @checkedszg @Manuhack&ipg
" @Logn on doc.jpg @checkedl.jpg @Manuback&ipg
: @Eutler Crest.jpg @uncheckedl.jpg @staffselect.jpg
My Computer
& ‘ | i
T e [0 p=nFieDisiogi v [ gpen ]
by Metwork Files of bype: ‘ ipg files v } [ Cancel ]

... Via which you can select the required photograph. Photos should be saved as .jpg
files which are relatively less demanding of disk space and memory.

Photograph

Signature  [Click to attach) Footprint

O f ’

L . el

Py a4
Vilall'

You will notice a small button next to the student’s email address. If you have an
email address entered then clicking this button will take you to a dialogue via which
you can send an email to that address via the program. (N.B. You must have first set
the ‘from’ address (your email address) and your Internet Service provider’s
‘computer address’ (not an email address) via configuration.

All this done, clicking the ‘Send’ button will take you to :
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To* | jimmpeaiptra, co.nz A |

kuilitple
Recipients

Please note that multiple addreszes must be separated by either cormmasz or
zemi-colonz. Pleaze alzo note that a seaparate email will be zent to each recipient.

Subject © Meszage from Arthur's Acaderny to Jimmy Adam

Mezzage

Attachment |
* Required ’ Cancel ] [ Send l

All you have to do is to type in your message and click ‘Send’. Unfortunately this
process does NOT leave a record of the sent message in your email program’s ‘Sent
items’.
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3.4 Events this year

Once you have been using the package for a little while you can click on the second
button down to view a list of all of the events attended by the selected pupil during
the current year. An example of this screen is shown below (with some rather
spurious ‘events’ — the observant amongst you will spot that the dates were entered
in 2009 and 2010 when the package was first under development).

Completed events attended by Jimmy Adam

Date Event
5/05/2010  |Catching Fish
4/05/2010  Gathering Mulberries
3f04f2009  Climbing hills
1210302010 Rock Climbing
11/03§2010  Tree Climbing
Event Details
Title Catching Fish
Dates 0540542010 - 07/05/2010

Teacher in Charge Havy, Elizabeth

Location Clutha River
Student-specific Details

Conzsent form completed

Student Helper ]

Teacher gide if Required |

Cost

Date of last Tetanus Injection 12042008 |

Carmment Thiz comment sugaests that Jimmy had an extremely

positive experience during the fishing tripz|

Student strenagths | Bales

Criteria Attained

Self-confidence

Creativiby

Faith and trust in others

Physical endurance

Sense of hurnour

Commitment to my values
Hard work

Stability

Courage

Independence
Horesty

Lovvalty to others
Cormmitment to others

Flexibility

Acceptance of others

Assertiveneass

Empathy with others
Inner security

Self_discipline

Open_mindedness

Acceptance of events

Click on each event and you will be able to view further information relating to the
selected event. You can also add student-specific information relating to the event
and can also, via the right hand side of the screen, record information relating to
Student Roles and Student Strengths. The latter two are lists of possibilities set up
under each event — and this will be covered in the chapter relating to Events.

At the top of the right hand side you can click on the second tab to view/edit
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information relating to Student Roles — an example of which is shown below.

Student strenagths

Criteria Aktained

Task Roles
- Initiaktor contributor

- Information seeker

- Qpinian seeker
- Information giver

- Cpinion giver
- Elaborakar
- Coordinator

- Qrinker

- Evaluakor-critic

- Energiser

- Procedural

- Recorder

Process Roles

- Encourager

- Harmoniser

- Compromiser

- Gatekeeper and expediter
- Skandard setter

- Group Chservser and com
- Follower

Anti-group Rales

- Blocker
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3.5 All events attended

Once you've been using the package for more than a year then clicking on the next
button down will display a list of all EOTC events EVER attended by the selected
student. The program goes looking for previous databases as far back as 2011 and
identifies and lists the student’s previous event attendances.

All events attended by Jimmy Adam

Events Completed

‘ear | Date Event
2011 5/05/2010 (Zatching Fish
2011 4/05/2010  Gathering Mulberries
2011 3f04/z009 Clirnbing hills
2011 12/0372010  Rock Climbing
2011 110372010 Tree Climbing

Title Catching fizh Comment

Detee 05/05/2010 - 330157 Thiz comment zuggests that Jimmy
Teacher Aide had an extremely _ o
Teedhey @y (e, bty ﬁ;;sgl.twe expenence durng the fishing
Location Clutha River

Cosk 16.80

Clicking on a particular event on the list will cause further details relating to that
event to be displayed.
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3.6 Action Plan Goals

You will remember that the default set of Action Plan Goals may be set up via
configuration. When you first view a student’s set of goals only the default set will
be displayed. However, you can right-click in any of the three grids to access a
window via which you can add modify the list. In the example below a new goal and
three benchmarks have been added to the student’s Individual Goals.

Action Plan / Goals for Jimmy Adam

Personal Action Plan

Individual Goals

Right-click on a goal or benchmark to adjust

Goals within the group

Goal | Atkained

Goal | Aktained

e.q. To swim 1 km
Benchmark 1 @ Can swim 0.5km
Benchmark 2 ¢ Can swim 0,75km
Benchmark 3 ¢ Can swim 1 km

To climb mountains

Benchmark 1 : Climb a small hill
Benchmark 2 : Climb a big hill
Benchmark 3 ¢ Climb Mount Cool:

Megative influshzes that could prevent goal attainment

KEE

K

Megative influences here

Teacher comment

Teacher comment here

[ Reset all goals to the default goals

To speak more in group activities
Benchmark 1 : Small contributions
Benchmatk 2 ¢ Medium contributions

Benchmark 3 i Leads discussions

Goals outzide the group

Goal | Attained
To be more considerate at home
Benchmark 1 : Does dishes
Benchmark 2 Asks to be able to help

Benchmark 3 1 Uses own initative in helping

The window which appears when you right-click and which allows you to add further

goals is shown below.
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Goals and Benchmarks

Do pou wizh to

a] Delete the exigting goal or benchmark

’ Delete the cument benchmark ]

b] Add a new goal and benchmarks]

Mew goal

Benchmark 2
Benchmark 3

| |
Benchmark 1 | |
| |
| |

c] Add a new benchmark to this goal

Mew benchmark | |

[ Cancel ][ Proceed ]

3.7 Caregiver details

This screen displays (and allows you to enter) information relating to the student’s
first two caregivers.

Caregiver details for Jimmy Adam

Caregiver salutation Mrs T Adam and Mr P Adam |
Caregiver 1 Caregiver 2
Marme |Mr'§ Tania Adam | Marne |Mr Peter Adam |
Address |139 Muttonkown Road | Address |139 Muttortown Road |
Copy Address | [Cvde Copy Address |Clyde |
and Phone and phone
from student Central Otago from CareGyvrl Central Gtago
Upper Moutere Lppet Moutere
Relationship b other L [j Relationship Father L [:]
Horne Phone |DE‘ 456 7654 | Horme Phone |U3 496 7654 |
work Phone | | work Phone | |
Cell Phone | | Cell Phone | |
Email Send |jessie@ytra.c0.nz | Email Send | |
Medical Suffers from nervous Medical
details exhaustion while her zon is details

SMEY OF Camp

Caregiver
Camments
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Most on the screen will be obvious.

There are two ‘Send’ buttons which you can use to send an email to the caregiver in
question.

There are two buttons labelled ‘Copy Address and Phone from Student’. Clicking
either does exactly that. While this should not be necessary for MUSAC users it will
be of help to those using a different SMS.

There are two further small buttons each next to one of the ‘Relationship” popups.
Clicking one of these will cause a window to appear via which you can add a new
relationship to the list of those already there. This window appears as :

Jau MU S0 R e R L T

L BX

List specification

List of Relationship entries

b ather
Father
Careqgiver
Aunt

Uncle
Grandparent
Friend
Foster mother
Foster father
I Step mother
S0 1S Step father
Sigter

To add to thiz list type in the new entry in
the text box below and press <Enter:
when you have finished twping

Ta delete an entry fram the list click
o it then right-click on the ntry b
be deleted

Clogze

All you have to do is to type your new entry into the empty text box and press the
<Enter> key. You can also delete an unrequired entry by left-clicking on it to select
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it and then right-clicking on the same entry. You will then be asked to confirm the
deletion.

This completes ‘caregiver Information’.

3.8 Medical details

EOTC requires considerable information relating to the student’s medical situation.
Consequently there are three tabs on the ‘Medical Details’ screen

The first is labelled ‘medical Details’ and is where the student’s basic medical
information is recorded. This screen is shown below.

Medical information for Jimmy Adam

Medical Details | Other medical details | Health Care Plan

Condition [:] Has| Severity Medication details

Migraine

Diabetes

rild

Chranic nose bleeds Severe Keeps cotbon wool at his side at all times

Colour blindness
Epilepsy
Travel sickness

Moderate Tablets in his satchel

Heart condition
Asthma

Fits af any type

Dizzy spells

R o o o o R ARG

Daoctar Ames - D Dentist w D

Phone : 345 6789
Tararua Medical Centre

Further
Infarmation

Cammunity Services Card Number MedicAlert Mumber Date of last Tetanus Injection
12345-6785-0987-543 76715 121052008

The small ‘three dots’ button next to ‘Condition’ in the first column headings takes
you to a screen which allows you to modify the list of conditions listed.
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Simply clicking in the ‘Severity’ column will cause the entry to rotate through its
various possibilities. A little experimentation will make the process obvious.

The ‘three dots’ button process is also available to enable you to update the lists of
doctors and dentists.

The second tab is labelled *Other medical Details” and this, shown below, is where
you record information relating to Allergies, Dietary Requirements, Pain/Flu
medications approved and any special details to ensure the student’s physical and
emotional security.

Medical information for Jimmy Adam

tedical Details Health Care Flan

Allergies
Condition [_] Has | Severity Medication details
Beefwasp stings Mild
Muts Moderate Donk et him have peanuts, Get the antidoke From his sister,

Antibiotics O

Animal hair Severe Brush frantically
O
O
O
O

Health Flan ifor details click on the tab abaove)

Dietary Requirerments

Jelly babies
far &l
the time

FainiFlu medications approved

Panadal ~
Aspirin
Mirties -

Special detailz to ensure physical and emotional zafety

Check with the dean daily
if ot hourly.

The final tab is labelled *Health Care Plan’ and this screen is used to record the
details of the student’s specific health care Plan — if any. The example entries below
are, as usual, somewhat spurious.
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Medical information for Jimmy Adam

Medical Details | Other medical details

Health Care Plan

Fram date |030372010 | Te |09/09/2010

Health condition or diagnosis :

Warts on hiz noze

Svmptoms of health needs :

Hatfalling down aver ears

HealthiMedical Contacts
Ky Worker Chrigtine Floggerty
Specialists : DrJdanice borgan

Family Doctor . Ames

Clazzroom Mumbers and relevant timetable information

Room 17 and takes Physics instead of Phys Ed on fridavs

Emergency Procedures :
An emergency is when :

His hatfallz down

Emergency action {who does what) :

What student must not do because of hisfher health conditions :

Whear a funny hat at all timez

Diaily care needs at school : peaple, tasks, equipment:

Dean ! Counsellor and ointment

Hoszpital Kenepuru Emergency

Key staff member: |Jenny Chambers

Critical information for emergency services
(event, location. name of caller, rezponse required) :

Jimmy Chapmantoring 111

Follow up care required :

Dean pullz it up again hlore ointment

Emergency phonefcontact :
Dean 03 444 BHE7S

‘Where emergency procedures are kept and who has a copy :

Inthe cupboard in B12 and Joan has the key

3.9 General Notes
This screen enables you to record general notes relating to the student.

General Notes for Jimmy Adam
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It's a large screen and you have plenty of space.....

3.10 Sensitive Information

... @s you also have on the following screen where you may record sensitive
information relating to the student.

Sensitive Information for Jimmy Adam

Flease note that notes entered here may be viewed by anly those signing
it ta this package wsing your entry code and password

Yes, it's a little garish but it reminds you that you are on a page slightly different to
the others. You are the only one who can view the information which you record
here. If another person accesses the package and records sensitive information
concerning the same student then you will not be able to view that information. Itis
private to the person typing it in (as identified by your entry code).

3.11 Blanket Approvals

Parental approvals are required for a variety of reasons and they can be set for
individual students via this screen. These are then reported on certain documents
associated with events attended by the student.

Two buttons at the bottom of the screen allow you to tick them all with one click or
to untick them all with a single click. The screen is shown below.
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Blanket Approvals for X

The following consents have been received for the year : 2011

Agreement that if prescribed medication needs to be administered, a designated adult will be
azzigned to do this. | will ensure that prescribed medication iz clearly labelled, securely fastened
and handed to the designated adult with instructions on its administration.

Approval to student receiving any emergency medical, dental, or surgical treatment, including
anaesthetic or blood transfusion, as considered necessary by the medical autharities present.

Agreement to meet any medical costs not covered by ACC or a community services card

Agreement to inform the school az soon az pozzible of any changes in the medical or other
b
circumstances between now and the commencement of the event.

Agreement that if student is involved in a serious disciplinary problem, including the use of
ilegal substances and/or alcohol, or actions that threaten the safety of others, s/he will be
zent home at parents'/caregivers’ expense.

Conzent to use photos and other media for publicity

{am

[ Tick all l l

Untick all l

Finally, further details relating to the student’s screen.

There are three ways to move to a different student.

To move to the next or previous student use the two buttons at the bottom of the

left hand side of the screen.

To move to a particular student you can click on the blue Student Selector slide to
pull the slide out then slide the vertical slider down until the student is visible, then
click on their name. You can have just one or more year levels displayed by clicking
in the year level box(es) at the bottom of the Student Selector slide — but it does
take a moment or two while the unrequired students are hidden.

By far the easiest way to move to a

particular student is to :

a) Press Alt-s (for Search) — and a search window will be displayed.

b) Type the first few letters of the student’s family name (until only a few

students are listed)

c) Press the number of the student required.

This takes you very rapidly to a particular student without using the mouse.

Let’s now turn our attention to ‘Leaders, Staff and Others’
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Chapter 4

Leaders, Staff and Others

What's in this chapter? Page
4.1 Overview 4.1
4.2 Importing Staff Members 4.2
4.3 Basic Details 4.3
4.4 Events attended 4.6
4.5 Emergency Details 4.7
4.6 Medical Details 4.7
4.7 Skills 4.8
4.8 Qualifications 4.9

4.1 Overview

In this chapter we'll deal with the processes involved in maintaining the database of
staff members, contractors, organisations and other adults.

If you are using MUSAC then it is possible to import all of your staff members from
the MUSAC staff database, following the same procedure used to import your
students. (i.e. click on the green Staff Sector panel at the left hand side of the screen
and then click ‘Update Staff from MUSAC’ (see section 4.2).

The main screen is as shown below :
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: : Printing 3 Search Other i
Basic details
First names | | Faculty ”’3 D
Emergaricy: sl Category v D Departments .:.v‘
Medical details Eode, | [:]
= | Gender O Male O Female |
=8 Skills L 2
2 Date of Bith | | Transpoit Detals [Click to attach]
5 i ﬂ%}_ "
M| qualifications || Howse [ R e — e Folos Yetting
o5 | i ——
s Atkhees Mumber | i E Velled by Polios O
= g Issu Date | )
= = —— Application Date | |
B Expiry Date || : i
0w oy } - Approval Date | |
| Wehicles ‘ehicle 1 ‘ehicle 2 %
=~ w. - —_ e —
F g \',{'. Hame phone | Make | Expirp Date |
':I’ Cell phane Madel {
== 5 School Email | Colour Il
I;ﬂ_ ﬁ’ P Home Email | FRegistration ‘
4 \ =
Swimming Details
ﬁ l #dd a new stalf member ] [ Carswir 200m confidently and competently
[[] Cantread water for 3 minutes
[ e oh ] [[] Can swim in deep water and rescue a student
.
= ol

Down the left hand side of the screen is the green Staff Selector bar — which you
click to select a previously specified adult.

Then comes the column of buttons which lead to the various processes associated
with the adult.

Finally, occupying the majority of the screen, is the area where the various process
windows will appear.

Initially the screen for Basic Details is displayed, as shown above.

If you already have students in your database then the selector will be ‘out’ ready for
you to select a person.

4.2 Importing Staff members

As suggested above, you can, if you are using MUSAC as your SMS, import staff
details directly from the MUSAC Staff database.

To do this, click on the green Staff Selector panel to slide it out and then click on the
button at the top of the slide labelled ‘Update Staff from MUSAC'. Your staff
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members will be imported and displayed in the selector screen. During the process
you will see a list of the people processed e.g. :

Updated &dz Tod
Updated itk

Updated &nc Jan
Updated Anc Jeanne
Updated Bak Anhn

[ W W e W |

Updated Bay rgaret

Updated Bec rgina

Updated Blac laz

Updated Boc atherine

Updated Che Jeanette

Updated Coc stine B

Updated Carl Gary o |:

Updated Cro 3 3 |:

Updated Day Bridget o

Excluded Da =lia : Reliever P

Updated Dicl efing 5 |:

Updated Dur ady =

Updated Dur mi (',, |:

Updated Eve 20N e

Updated Fae H m| [

Excluded Far |- Reliever (7]

Updated Finr -kie |:

Excluded For diew : Reliever

Updated Fra: dan |:

Updated Get athering

Updated Gibl tacey |:

Updated Gill, ’ |:
r

4.3 Basic details

The first screen is the Basic Details screen, as example of which is shown below.

Basic Details for Rory Butler

Family name

Butler Fosition iDEEoordinator | E] Photograph

First names E-FTory | Faculty éMathematics w |

Category iTeacher b [3 Departments :Englsih w
= M athematics ™
Code BT &

Gender & Male O Female

Date of Bith [ Transport Details [Click ta attack)
House Dirivers License Areas Folce Wetting
Address I | ;
Mumber |A134567833 | |MA Moter Car s Vetted by Palice

WD Light Omnibus | =

lssueDate 111271362 | ) _ T _
[ Application Date |03/04/2009 |
Manawatd | EwpinDate  [12/12/2020 e

; Approval D ate 04,/05/2010 [
Home phane |05 355 3344 Make [Toyata | Erpighae |06A07R01Y: |

| |

Cell phone ;_0214-4-5-0455 odel !Eamr}l | | |
| |
|

Schoal Email E-randcbutler@inspire.net.nz J Colour |F|ed

Hame Email irrandcbutler@parad\se.net.nz Registration iwaggz RT1234 |
Swirnming D etails
l Add a new staff member ] Can swirm 200m confidently and competently

l Remave this staff member ] Can tread water for 3 minutes

l S S R P et ] Cat gwim in deep water and rescue a student
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Having read the chapter on Students you will, hopefully, find no surprises on this
screen.

There are several ‘Dots buttons’ which you can click to allow you to alter the list of
possibilities shown for ;

e Category
e House

e Position
e Faculty

e Transport Areas

There are two ‘Send’ buttons which enable you to send an email to either the school
email address or the home email address.

The photograph can be attached in the same way as for students — but clicking on
the photo area and following the image selection dialogue which appears. If you
have connected to a directory and specified a photograph name format for staff in
configuration then the photograph, if it exists correctly named in that location,
should automatically appear.

Remember that you can ‘search’ for a staff member using the Alt-s key. This will
pop up a small window and you need to type the first few letters of the staff
member’s family name and then press the number key corresponding to their
position in the list of possibilities displayed.

To add a further adult click on the button labelled ‘Add a new staff member’ and type
in their details.

Contractors and Organisations

The screen above is great for recording details relating to staff members and other
individual adults. However, when it comes to contractors and organisations, a
different data screen is necessary.

To add a contractor or organisation click on the button labelled ‘Add a new
contractor/organisation’ and the new ‘Basic Details’ screen will appear. You will see,
on the illustration below, that there are different items of information required.

On the right hand side of the screen there are three tabs, each relating to a separate
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area of interest. There are three corresponding ‘cloudy-blue buttons” which open
each of the tabs and you can either click on these or one the tabs themselves. The
tab shown in the illustration is ‘Referees’.

Contractors and organisations

South Face

Faount Everest

Business Phone |07 654 3212

MHame Sir Edmund Hillary Qurdoor Pursuits Eentl_ | Referees and Recommended by
Category Organization |

= s Referee 1
Cortact Person E dmund Hillary ———n _

g MHarme |Jimbo Everready
Address 15 feet north ey —

r Address | 26 Chandler Crezcent

Referess | Criteria and leaders | 5 afety Procedures

| Clyde

Cortact Phone |05 398 4567

Cell Phane ..021 EEE BRES
I Referee 2
Fax
Email sired(@xtra. com.nz Mame
Timne a3 a Address
contractar
Add anew :
Moy Referees and Recommender I Cantact Phone |
organization '

Criteria and Leaders Qualities l

Recommended by

Add anew
staff member

Safety procedures and First Aid I

The other two tabs (with illustrations below) are :

Criteria and leaders

Refereas

Criteria and leaders | Safety Procedures | Transport

Criteria and Leader Qualities

Criteria details

Do pou have selection standards for pour gtaff?

They must all pazs our igorous initiation process.

Do pou have training standards for your staff?

ez - they all hawe School Cert prior to 1950,

Do these standards comply with nationally
accepted best practice standards?

D'oes your organisation regularly monitor F
compliahce with these standards?

Mo - omnce vou've gat School Cert tehy can't take it away)
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Safety procedures

Feferees | Criteria and leaders |;

Safety Procedures

1

Are records kept of incidents [fatality, near miss, injury,
illnezz, property damage, behavioural problems)?

Are logzs kept of equipment use? F

|z there are safety/risk management plan [eg Rak S
or S4P) and gtandard operating procedures [SOPS)
for each activiy?

Wil zafety/nizk management plans and SOPS [including
emergency procedures] for all activities thiz zchool wil
be involved in be supplied?

will personnel allocated for each event meet accepted [ ]
best practivoce standards for all activities they will lzad?

4.4 Events Attended

This screen displays all of the events attended by this staff member in the current

year.

Ewvents Completed

Dake |

Event

4105/2000  Gathering Mulberries

12j03{2010  [Rack Climbing

Event Details
Title

Dates

Teacher in Charge

Location

Rock, Climbing
12/0312010 - 14f03/2010

Carneran, Ros

‘Wanaka Rock Wall
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4.5 Emergency Details

This screen allows you to record emergency contact details for the staff member
concerned.

The ‘dots’ buttons allow you to alter the list of ‘relationship’ possibilities.

Emeragency Contacts for Rory Butler

Emergency Contact 1 Emergency Contact 2
Name Christine Butler Angela Scarsbrook,
Address 46 Pannel Ave 84 Galloway Street
W Sinoni
|Ehsitchurch
Felationship ife LY [:] D aughter “ D
Phone [day) 03 44E 3355 (07 B5E 8822
Phone [Evening] |06 446 3355 (07 B5E 8822
Fhone [Cell] 021112 2333 025123 4567

4.6 Medical Details

On this screen you can record the medical details relating to the staff member
concerned.

As usual, the ‘dots’ button allows you to alter the list of Doctors.
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Medical Details for Rory Butler

Doctor Ames w m Comrrunity Card Mo, 12345-6B66-7777-888
) Fhone; 345 6783 Medic Alert No. NZ443
Medical Taramua Medical Centre
conditions
Condition [:] Has| Severity Medication details (Taking any - if 50, what?) -
Diabetes Moder ate
Colour blindness rild
Heart condition Severe Pz in the cupboard in B12
Migraine O
Chronic nose bleeds O
Epilepsy O
Travel sickness O ™

Allergies Tetanus Injection Date |11/12/1987

Condition Has | Treatment required Medication Approval

Prescription Medication |

Approval to administer medications if necessary

Food Aliaays hingry Panadal, Aspirin
Insect bites)stings
Other allergies O

Major Injunies  Any major injuries or iinesses in the last six months which might limit full participation in planned activities.

Only hiccups

Dietary requirements

Mo zzambled eggs

Other Medical Information  Any other relevant information concerning medical conditions

Maothing othenwize known

4.7 Skills

The *Skills” screen is where you can keep a record of skills relevant to EOTC
possessed by the staff member displayed.

The *Dots’ button at the top of the *Skill” column allows you to add further skills to
the list of possibilities.

Skills may or may not have expiry dates. (I suspect that they do.... )
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Skills Record for Rory Butler

Skills

Skill B Has | Expiry date Mokes
whiorkplace First fid O

Cutdoor First Aid 3/5/2009 In abundance

FHEC O

fmbulance OFficer O

4.8 Qualifications

This page allows you to record staff member qualifications. Initially there will be
nothing showing on the table at the top of the screen. To add an entry to this table
select from the popup box at the top of the grid.

Add a qualification || w E]
RLSSMZ Resus s
Date T ALSSMZ Instructor =]
zained ¥PE | RLSSNMZ E maminer —
MZ014 Abeeil Leader
BI03/2008 Cert MZ014 Apling 1
MZ014 Alpine 2
PI0SI2009 Card |\ on) s Bk wialking Leader
MZ014 Bush 1 b

The ‘dots’ button can be used to add further qualifications to the list.

Below the grid are three areas where you can record details relating to the adults
qualifications with respect to :

e First Aid certificate

e Teacher registration
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e Life Saving certificate

Qualifications for Rory Butler

Qualifications Add a qualification || v| E
Qualification Has Issbuyed G?a?::d Type p\iliit refl;::ther Motes

MZOIA Abseil Leader [ NZDw 03/03/2005 Cert

MNZOIA Cave 1 [ nNZDa 05/05/2009 Card

MZOIA Bush Walking Leade [] 5T John 05/05/2011 06/06/2010 Carefully tested

Seatch Methods O

First Aid Current [ % alid until 12/06/2010

Certificate

Type | First Aid Cetificate v/ g Date lapsed | 13412/2010

Teacher Current
Registration

Life Saving Current Walid until 101042010
Certificate : ]
Type |Lite Saving Cert v [.] Date lapsed ~ [12/12/2010

You can move to the previous or next adult by clicking on the relevant button at the
bottom of the left hand column of buttons. However, the fastest way to move to a
particular staff member is to use the Alt-S process described for students and also
earlier in this chapter.

OK. We've now covered all of the essentials and we are ready to move to the main
topic of interest — the events themselves.
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Chapter 5

Events

What's in this chapter?

5.1

5.2

5.3

5.4

5.5

5.6

5.7

5.8

5.9

5.10

511

5.12

5.13

Overview

Approval in principle
Event Approval

Other adults involved
RAMS and SAP

Attach Students
Documents

Student Strengths
Student Roles

Senior leader Evaluation
Event report and Evaluation
Incidents Log

Send Emails

5.1 Overview

Page
5.1
5.3
5.6
5.11
5.13
5.18
5.19
5.20
5.22
5.23
5.24
5.25

5.29

Now it’s time to really get into it. This chapter deals with events and includes the
processing associated with planning an event, the documents related to the process
and the various follow-up processes associated with the event. The various

Events
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processes are listed above and we'll deal with them in that order. This corresponds
to the order on the main event screen :

Leaders. Staff Frinting Search Other
Students [ and Others l Configuration Utiiy l ‘web Links Uty Utilties Meetings l Exit ‘
Basic Details Approval in Prindiple | Evant Approval 1| Event approval 2 | Other &dults Invahved |
RAMS and SAP Basic Details of the event - required for the Event Approval in Principle Application
: hers ] I
Title | stafing  |TE | outside 3
Attach students ‘ =" g Parerts | Contrackor L
o T
2 Location e | tc’_l";l; :gply Yolunteers O Contact
T [ F
[ | e 01| e
= —
24 i Contractors ]
3 | Student Strengths " - I —
i E?SD"‘ in ( v] Senior Leaders [ z ]
= arge ————————— By foot
et ) ‘ 1 Student Teacher [ Transpork i
x Student Roles Teacher cods | Detalls By bikes O
e 3 wark Placement ] =
‘-:‘ z o | Approximate ‘ | ek al By wan(s) |
iy SRl esoer cost per o =i Pasiod ] that apply Skaff wehicle(s) =)
L Evaluation | student $ Ter [ ~| HaFd o =
4 L ults driving cars/vans
Fd % 0 e - il adults driving cars) (]
= pproximate R ime =
& | Eventreportand Dates Week L v Period ST u By bus O
= Evaluation senedi =i citkal Whle, day, O Students driving car(s) |
2 e —— Area that spply | Evenne O Students driving students [
w Incidents Log . Histary Ovamight 1
D =
L — 1 (i Multi-day ]
1 Send Emails = waskend |
—
s Event added il Event O Holidays a Mokel (]
1 to Event. Coordinator S
%' Planner Informed Type of Gl [&] Details Camping graund (]
" Event Hotel [m|
=4 Principal Approval gained ] Outdoor Pursuts [ Click all Tent 0
Click all Sparts krip O that apply EhLs
that apply lub o Backpackers m}
Add a new event culkural [} Cabins O
frte O Billets [m|
l Prinit blank spproval in Principle: form } Water 0 Host Families =]
alpine | Bush O
[ Print Appraval in Principle Form with details ] Urban [}

Down the left hand side of the screen is the Event Selector bar — which you click to
select a previously specified event.

Then comes the column of buttons which lead to the various processes associated
with the event.

Finally, occupying the majority of the screen, is the area where the various process
windows will appear.

Initially the screen for Approval in Principle is displayed, as shown above.
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5.2 Approval in Principle

On first entry to the package you will have no events specified, so the first thing to
do is to click the button labelled ‘Add a new event'. This will clear the display of
anything relating to any previously displayed event and warn the program that a new
event is about to be entered.

The details on this screen....

Basic Details of the event - required for the Event Approval in Principle Application

Teachers

Title ' | starfing | outside [ v
- — Parents O Contrackor : -
I | | -
: || Click all I Contack
Location =3 that apply Volunteers [ .
Coaches O Rale |
Contrackors [ R | |
Persan in | Senior Leaders O
Charge — == By Foot O
L Student Teacher [ Transpark i 0
i ikes
work Placement [ (LR E] !
Approximate | | : — Click sl By wvan(s) [
Etojég:tr 4 . I : Retiod - that apply Skaff vehicle(s) [l
; L Lo | = Half day Adults driving carsfvans O
pRroximate . ime: -
Dates eek | Period St holrs Ij By bus O
_ : : Whale day O students driving caris) [}
Curriculurn Click all Lo I
Area that apply  |=YeM"eE —' students driving students [
2.9, History Crremight [
(o]
Ll Multi-day O
- Weekend [
Eventadded [  Event ¥] Holidsys O Motel 0
ko Event Coordinator BCErmiaEEkor :
Flanner Informed Type of Eurheulim 0 Details Camping ground O
o ) EE Cutdoor Pursuits [ fick sl Hatel O
Principal &pproval gained | Click. TR O
Click all Sports krip [ that apply
that apphy b I Backpackers O
Add a new event culbural & Cabins (]
e 0O Billats O
[ Print: blank &pproval in Principle form J Waker Im Host Familiss [
alpine | Bush O
l Print &pproval in Principle form with details l Urban E

... are those required to complete an ‘Approval in Principle’ request. Depending on
the nature of the event you may or may not need to fill in all areas. This will be a
policy decision made by the school’s Event Coordinator.

There are two buttons in the bottom left hand corner of this screen which you can
use to generate the Approval in Principle document for this event. One will generate
a document with no details filled in and the other will generate the same documents
but with the details you have entered filled in.

An example of the ‘Approval in Principal’ document is shown below.
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g &~ Q&
Arthur's Academy
EOTC and Sports Events : Approval in Principle 1 . 0
Information:  Cornplete this form and give itto the EOTC Coordinator. The coordinatorwillthen pass it on to the principal to
sign off approval in principle. Youthen need to follow up EOTC Event Approval systems. Rememberthat all
paperwork is due in two weeks prior to the event.
Event title Catching fish Location of Event Clutha River
Person in Code Approximate cost
Charge Hay, Elizabeth HY perstudent 16.8
Period Teachers | Outside
Term Term 2 Hals = Hafrday o = [Faerts Chta G Aires, Roger
& | Sehool hours a
Week Wek3 = o [ Molurteers v
- 8 Whole day a & Toaches Cain el Jimmy Caruthers
Cumiculum | Histary 2 B EVBWIT!BE = — 53
Areafs) Mathematics & = Sverplght 2 = [noleas Role To fly higher than anyone ever hag
% Wl day TE = nice leaders
E 3 ® € [Gudent Teacte 5
£ 2 [Teekend & 2 udent Teachers
Holida! wiorkPlacement
Cumicuum . Motel e By foot I have entered this event
on to theterm planner Hi
Outdoor PursUits \/ Carrping ground \/ By bikes
The EOTC Corrdinator has
Sorclly Hotal Ve By wan(s) heen informed of this event Na
oL - Tert o taffvehicla(s)
erts affuehiclels —
roved by Principal
—: Cuttural = —: —: bt H g Yes
s
- % = g— B: g- Adults driving carskans \/
S T E B ;
o £ g = | cains E S |Bbus N (Signed)
= = Water \/ E = ; =
@ s
= 3 ; S 3 | ot & € | Sudents di
= E Alpine fBush & é ilets: E E den ivng car(s) \/
Uthan . Hogtfamilies Sudents dthing students |, 7 | Date of approval |

Pived Wa Wom bl Sofkares Edeation Oveke The Classom soware

A second document ‘1.1 Event Proposal’ should be printed at the same time as this
requests the signing off of approval in principle. It also includes the signing off of
full formal approval. This document may be printed via the fourth button in the left
hand column. An example of this is shown below.

Bear in mind, of course, that if the level of risk is very low then you might not even
require Approval in Principle.
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Arthur's Academy

Event Proposal 1.1

STAGE1: A FPROVAL IN PRIMCIFLE
To the teacherin change:
EITHER [ ]

Wife are satis¥ed with the proposed planning, organisation and safing ofthe EQTC ewent. Wike give approwal to go ahead and
plan the ewert.

Plaase enzure that we hawe all releant information including: a 1ral list of shudents, staff and wlunters;
detd ls of parertal consent; a detailed itinemry (includng maps)at least zewn days before the groupis
dueto lazuwe.

Your eport and ewluation ofthe EQTC ewent, including details ofany incidents, should be with us as
=o0n a5 possible bt no later that 14 days ater the group etums.

OR [ ]

e require the ollowing information or speciic changes befre apprond in principle can be given.

STAGEZ: FIMGL APPROWVEL

i are satisfed with the planning forthe EQOTC ewnt. We give 3pprowsl ©r the ewert to go ahead.

Board oftustess or delegate’s name:

Board oftustees or delegate’s position :

Signed: Oate :
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5.3 Event Approval

The second step, once you've gained ‘Approval in Principle’ is to go for ‘Event
Approval’. This requires quite a bit more information. However, as in the case of
‘Approval in principle’ you need only supply the information which you know is
required for this process. The amount of information required will depend on the
Level of Risk associated with the event.

There are two screens of information required for full Event Approval and these are
accessed via the second and third tabs on the ‘Basic details’ screen.

The first of these screens is shown below.

Basic Details for Catching fish

Approval in Principle

The details on this and the next screen are required for full Event Approval

| EventApproval 2 | Other Adults Involved|

Mext Page

Event tithe Purpose of the event Purpose
Risk Level :ﬁisklevel 4 W
Person in Charge
Term | Term 2 Hals v
. : = Detalls of Programmed | We are going to ciimb trees
Departure Date |05{05/2010 ctivities and swing from the branches
= and throw hula hoops at the monkeys
Creparture Time |8.30am
Return Date [a7/05/2010
Beliine 4.30|?m | Esttiiiiléeosf ::;;Eﬁ;';g Hazards are detailed under
e I =hi 'RAMs and SAF' | 'Hazard Assessment and control
ErraLiot T hotes [#8 2{3&?'5‘3“0” and Please provide the details via that screen
Age range |14-15 : S S :
z = 1 ‘e will all be traveling by bike ta the depat A
Mazimum boys s ;:fglipg;:ents and then gaing on Fook to the Foothills where we will
. . T 9 catch a bus before
Maxdimum girls ) (Mamne of compary, Fer
L - drivers, registration =
i i | numbers T
Mamum students |11 1 T ——
o Accommodation
AdulefStudent ratio 1 Adultper |3 students  Arrangements
Leéa_der,l’ParticiDant 1 Leader per 4 students  propased | Financial
Eldlel . . Financial
Schaol contact in | Cameron, Leslie | Arrangements

case of emergency

Address of Contact
(retrieved Fram
Staff database)

Contact Phones
(Retrieved from
Staff database)

l Print Event &ppraval Form with details l

l Print ALL Documents required for Event Approval I

Some of the details on this screen are ‘disabled’ — i.e. you cannot type in their data
areas. Those areas appeared ‘greyed’ in the illustration above. The Event Title and
Person in Charge both come from the previous screen. The Contact Address and
Phones are extracted from the staff area of the database and need not be retyped
here.
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A very important piece of information is the Risk Level. This is the second item of
information on this screen and, by selecting from the list of risk levels (you'll
remember that these were set up in Configuration) you determine which of the many
documents are required for the event. The required documents will be subsequently
available for printing via the ‘Documents’ button in the buttons column on the left of
the screen.

Risk Lewvel

Risklewel 1
Risklevel 2
Risklevel 3

Person in Charge

Term

Risklevel 4
Risklevel 5 [
Risklevel & !
Risklewel 7
Risklevel &

Return Date Q7i0sfz010

Departure Date

Departure Time

The rest of the information on this screen will be familiar to those organising EOTC
events.

There are two buttons in the bottom right hand corner of this screen.

The first will print the ‘Event Approval’ document which you must then submit to gain
formal approval.

The second will generate all of the documents which might be required for full
approval.

The second screen for Event Approval (which may be accessed via either the third
tab or the ‘Next screen’ button in the top right hand corner of the current screen)
requires further information for full event approval. An example of this screen is
shown below.

This screen lists :

a) The staff involved (selected via a popup list). This includes any ‘Other adults’
whom you've entered into the ‘leaders, Staff and Others’ section of the
database. This would probably include caregivers who regularly provide
assistance with EOTC programmes.

b) Other adults involved. These are presumed to be students’ caregivers. These
can be selected from the fourth tab — as described shortly.

¢) Up to two outside providers. These will be contractors or organisations listed
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in the ‘Leaders, Staff and Other adults’ section of the database. Their ‘details’
are retrieved and displayed on the current screen.

d) Two other details on this screen (‘Specific learning Outcomes and Curriculum
Links” and *Details of students with special educational or medical needs’)
must be specified via separate screens — which may be accessed via the
buttons beside the areas in question.

Basic Details for Catching fish

| Approval in Principle | Event Approval Other Adults Involked

Note that, according to the level of risk involved, not all section will be relevant to every proposed event

Skaff involved [ Butler, Rory -v Existing -.Lots of knowledge there
CravFord, Elizabeth I knowledge
Cameron, Ros of site

Pearson, Carol

Prewisit ko
| site required
Cther adults Ms Taria Sladen ~
invalved Mr Peter Dudley Specific Learning These are specified via | Go to Specification )
(Select via the Mr Richard Bateup Outcomes a'_Wd a separate screen SCreen Rt
Faurth tab) Mrs Lynda Duff Curkiculum Links
M Kelvin DUFF
Mr Graerme Butler
MEJBIr Mot B E?ziz:giﬁgﬁ"s These are specified via | Go to Spedification Print
Outside Provider 1 special educational a separate screen sCreen
~ ) or medical needs
Outside Aires, Roger v
providers
invakved
Outside Provider 2

Sir Edmund Hillary Qurdoor Pursuil s

Printing document ‘2.0 Event Approval’ will result in a document similar to that
shown below. It will occupy two or more pages depending on the amount of detail
you have entered for the Event Approval process. This document should be
submitted (if necessary) along with the document 1.1 on which your Approval in
Principle was signed off.
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Arthur's Academy

Event Approval 20

Ewent: Catching fish
FersaninCharge : Hay, Elizabeth

The PIC zhodd complete this form atthe outset of planning for the EOTC activity. The PIC shoud already
have received approval inprinciple for the proposed activity.

When approval is given, one copy ofthis form should be retained by the approver and ancther bythe PIC .
The principaltoard should be informed of any subzeguent changes in planning, organisation andfor
stafing.

1. Purpose of EOTC event

Pirpose

2.5 pecific leaming outc omes and curriculumlinks
History

Wathem atics

3. 5ite’s where event will take place

Clutha River

4. D ates and imes
Date of Deparbure © 05052010 Date ofretum : 07052010
Time of Departure : 8.30am Time ofreturn: 4.30pm
5. Transpont amangements: Include names of transport ¢ ompany, velunteer drivers and vehicle
registraion numbers.
i il all be travelling by bike to the depot
ard then going on foot to the othills where we wil
catcha hus hefare
iving by helipcopter to the edge ofthe bush.
6.D etailz of outside provider/s to be used in the EOTC activities (if any).
Conracaor: &ires, Roger

Addresz: 4 Jobn Street, Lesin
Phone: 03 4456789021 345 6784
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Cartracar: Sir Edmund Hillary Ourdocr Pursuits Centre (Organisstion)
Address: 15 feet narth, S auth Face, Mourt E verest
Phane: 07 654 3212 021 BBG 5555

T.Proposed cost and financial arrangements.

Firancial

§.D etailz of programmed activities.
Wiz are going to climb trees

and swing fram the branches
ard throwwhua hoops atthe monke ys

9.D etailz of any haz ardous activity and the associated planning, organization and staffing
{please attac h RAMS or SAP or similar formis).

[Zee attached)
10. Hames, relevant experience, qualific ations and specific responsiiliies of staff accompanying
the group.

Butler, Rary
Cravford, Elizabeth

Cameron, Ros
F earzon, Caral

11. Hames, relevant experience, qualific ations and specific responsiiliies of other adults
accompanyng the party.
W= Tania Sladen(33901 37 Mr P eter Dudley 3901 573Mr Richard Bateup954301 )Mrs Lynda Dufia83338)

[ F Kebin Dutifas 335380 Mr Graem e Butler(35 337 0 Jeffan@5 407 4k rs Philippa Avery985391 2 r
D enize Aitkenf39001 7))

12. Hame, address and telephone number of the school ¢ ontact person who holds all information
aboutthe EOTC eventin case of emergency.
Schoal contact | Cameron, Leslie

Address: 4 Jobn Street, Lendn, Manawatu
Phone: 06 34567589021 1234 567

13. Existing knowledge of EOTC event site and whether a prewisit is ntended.

Lotz of knowled ge there

14. Size and composition of the group:

Ade range © 14-15
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Maxmun nunberafmales: 5 Maximum rumber of Bmales: &
Activityleaderfadticipart ratio: 1: 4
15. nformation on parental consent:

Conzent may precede or follow approval. Please attach copy of information being sent o parents and the
parertsl consert farm.

[See attached)
16. Hames and brief details of students with special educational or medical needs:

[=ee attached)

Teackerinckarye Ul name: Hay Elizabeth

Zigned: D ate:

5.4 Other adults involved

Frequently, students’ caregivers will attend EOTC events and the fourth tab on the
‘Basic details’ screen allows you to select these.

The screen appears as shown below. (Names have been *hidden”)
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Basic Details for Catching fish
Approval in Principle | Event Approval 1| Event Appraval 2 | Other Adults Invobved

Parents and Caregivers involved
Select from (%) students involved in this event () all students
Student | Caregivers b Caregivers selected

Aiken, Jes 3 Ms Ta den
aitken, 52 Mr Pe fley
Adcock, B M Ric ateup
Adcock, K Mrs L JFF
Adarn, Jar an Mr Ke f

Ms Tar m Mr Gr. utler

Mr Peb = Mr Jel
Alesana, ” Mrs Pl Gyery

Mrs Ta sana

Mr Son 5ana
Awvery, Ja

Mrs Ph WErY

Mr Clar W
Bakkumn, k ) |

Thorpe |

Thorpe 3
Barnes, M
Bateup, X

Mrs Jul eup

Mr Rict iteup
Eav, Harri

Mr Ret iay

Mr Rog ! 2 Save selection
Rawmes Shiark bt

If you have already attached students to this event (which you probably will NOT
have done) then they and their caregivers will be listed to allow you to select
caregivers. If NO students have yet been attached then ALL students with
caregivers will be listed to allow you to select the relevant caregivers.

You can switch backwards and forwards between ALL students’ caregivers and JUST
THOSE ATTENDING's caregivers using the two option buttons at the top of the
screen.

Once you have finished selecting caregivers click on the button labelled ‘Save
selection’. (OK, so here is one place where there IS a ‘save changes’ button. I didn't
want to annoy the database by updating it every time you make a selection).
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5.5 RAMS and SAP

Clicking the second button down on the left hand button panel leads you to this
screen.

RAMS and SAP for Catching fish

Hazard Assessment and Control | Risk Management Plan | Safety Action Plan

Please note that each event requires the specification of
Rams OR SAP. You may choose which you wish to use.

As the message indicates you should elect to use either a Risk Analysis and
Management System (RAMS) or a Safety Action Plan (SAP) — bearing in mind that it’s
quite possible that low-risk events will require neither.

The tab control has three tabs from which to choose.

a) Hazard Assessment and Control

RAMS and SAP for Catching fish

Hazard Assessment and Control | Risk Management Plan | Safety Action Plan

Select hazards from: Selected hazards for this event

Risks Risks Hazard Significant? Confrols 2
& harse could jurmp over the ‘what could go wrong? ‘hy would this happens? Yes / No How can we prevent it?
i ghurse el o e Billy Burmter could scare it Don't take Billy on the trip
Sand could get in the teacher's 2
shoes Ctira Gorge Steeper than you think Use low gear
(Otira Gorge
Dangerous driving conditions O

You will remember that, under Configuration, you were able to list potential hazards
which might occur during EOTC events. These will be listed down the left hand side
of the screen and you may select those which apply to this event by clicking on
them. They will subsequently be displayed in the table on the right hand side of the
screen — as shown above, where two of the three have been selected.

To delete a hazard which has already been selected just select it again and you will
be given the opportunity to remove it from those selected.
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b) Risk Management Plan

RAMS and SAP for Catching fish

Hazard Assessment and Control |; Risk Management Plan | 5afety Action Plan

Select those factars which apply to this event under each of the various categories.
(The possible entries have been set up under Configuration).

Risks |people | Equipment | Environment | Transport | Critical Incident Management | Other details

Enter any Risks (significant potential loses)

Risk: b
In a logging area so trees might fall on us
Pitirana could be in the lake
wWild crocodiles abound

This screen has several tabs as there are several aspects of the RAMS.

i) Risks

The first is already displayed. The Risks screen allows you to record any
specific extra risks which you believe could operate during this event.

i) People
This screen displays the people factors which you set up in Configuration.

As you select each factor it will be added to the list of selections on the right
hand side of the screen. Each may occur more than once — if you have
provided more than one strategy for a particular risk factor.

You can edit individual selected factors and strategies. Double click on an
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RAMS and SAP for Catching fish

Hazard Assessment and Control | Risk Management Plan ‘ safety Action Plan | |

Select those factors which apply to this event under each of the various categories,
(The possible entries Ija\re been set up under CUnﬁgurgt\Un).

| Risks | Peaple ‘ Equipment | Environment | Transport | Critical Incident Management | Other details |

Select People RAMS from : Selected People RAMS
Factor ) Factor | Strategy
Lack of participant knowledge Lack of stafffleader training Training of stafffleadersfvolunteers in RIM of activity
Lack of stafffleader training
Lack of adequate briefing Lack of stafffleader training Training of stafffleaders volunteers in programming/sequencing
g PropHiate programiing ot sequenting Lack of staffjleader training Training of stafffleadersfvoluntesrs in site sperific procedures
Failure ta check site with pre visit
Failure to check squipment Lack of staff{leader training Instructor/staff NZOIA Bush 1 or equivalent
Inadequate intervention Lack of stafffleader training Leader has completed RM course
Stupidity on site Failture to disclose risks Bricf participants re risks and hazards
Failure ko disclose risks
- Inappropriate language/behavious Brief participants re expectations and rules
Accident
Lack on risk management skils, knowledge and Fatigue/stress Brief participants re expectations and rules
experience
Participants not invalved in risk analysis Fatigue/stress Systems in place (g.g. buddy/distance)
Mo First Aid, rescue or loss plans Fatigue/stress Tramp within individuals ability
Inadequate supervision Lack on van driving experience Employ competent driver
Inadequate or inappropriate ratios Elisters Carry suitable blister treatment
{Incidents with passers by, other users Blisters Warn students concerning suitable Footwear

Inappropriate language/behavious
Pre-existing medical candition
Participants leaving site [ becoming last
Lack of awareness of risks
Inappropriate hydration/nutrition
Fatigue/stress

Lack of outdaar skills, knowledge and experience

Lack an wan driving expetience
Lack of knowledge of ares
Lack of knowledge of weather

entry to edit it. You can remove unrequired factor/strategy combinations by
right-clicking on the factor or strategy.

iii) Equipment / iv) Environment /v) Transport
Each of these screens operates in the same way as the People Rams screen.
vi) Critical Incident management

You will recall that, under Configuration, you were able to set up up to ten
Critical Incidents which you considered might or might not occur during a
particular event. This screen is where you select those which you believe are
indeed possibilities for the currently displayed event. Those you select will
subsequently be included in the document 18.0 RAMS — Risk Management
Plan.
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RAMS and SAP for Catching fish

Hazard Assessment and Control | Risk Management Plan | 5afety Action Plan

Select those factors which apply to this event under each of the various categorias,
(The possible entries have been set up under Configuration).

Risks | People | Equipment | Environment | Transport | Critical Incident Management || other details

Include in this event M.B. These management strategies are set up via Configuration | Critical incident management

Injury o medical issue

[ Meqative psychologicalfemational expetience
Bad Public relations

Loss of participant

Environmental damage

Death of participant/skaff/others

Prosecution | Civil action

vii) Other Details

This screen lists the documents relating to National Standards and Policies
and Guidelines and the Core competencies for EOTC along with their
desirable personal attributes — all of which you set up as defaults in
configuration.
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Hazard Assessment and Control | Risk Management Plan | Safety Action Plan

Select thoze factors which apply to this event under each of the various cateqaories,
[The possible entries have been set up under Configuration ),

Risks | People | Equipment | Environment | Transport | Critical Incident Management | Other details

Documents and Guidelines The initial entries here are the defaults set up under configuration
but vou can change them For this event if you so wish

Mational Safety & EQTC ; A good practice guide for MNew Zealand Schools
standards 2002
applicable Health and Safety in Employrnet Act 1992

Education act 1939

Top extra
Policies and Safety & EQTC ; A good practice guide for MNew Zealand Schools
guidelines 200z

recommended Health and Safety in Employrmnet Act 1992
Education Act 1939

Tap extra

Cote Competencies for EQTC are : Desirable personal attributes include :
Leadership skills Communication and empathy skills
First aid certification Flexibility and motivation
Ability bo identify and manage risks Assertivness and ability to sav ‘Mo’
Crisis management skills Approachability
Enviromental awareness skills Safety conscious
fumareness of cultural values Sound judgement and problem solving skills
Previous expetience in tripfarea Good self concept
Group management skills Ability to assess group dynamics

You may edit the default entries on this screen — removing some if necessary
and adding others.

That's it for the details on RAMS. We now turn our attention to :
c) Safety Action Plan
This is by far the simplest of the two alternative risk management systems.

Under Configuration you were able to specify entries into your Safety Action Plan. On
this screen those entries are listed and you can select those which apply to this
event.
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RAMS and SAP for Catching fish

Hazard Assessment and Control | Risk Management Plan | Safety Action Plan |

Select SAP entries from: Selected Safety Action Plan for this event

The bicycles might have flat tyres
The bisycle bells might not work

Jimmy could
hawe forgotten  Watch Jimmy — Jimmy
topump them ke a hawk Barnes
g

The bisycle bells Lack of oil in the Ask Judly o ail
might not work — mechanism them

The bicycles
Qutside cycle surgery Jenny will carry a spare pump

il Usher Before we leave Jenny will carry spare oil

5.6 Attach Students

Once your event has been given its initial properties you may attach students via the
‘Attach Students’ button. This causes the following screen to be displayed. (Student
names have been hidden....)

Students attached to Catching fish

Select students fram this list (@ Altach students ) Attach student helpers
[Reszelect to degelect]

Marne |‘|’ear |Class = Marne: |'r'ear | Marne: |'1"ear |

Ad: an 11 11DR | — Adz 11 Bai False

Ad: 11 Radc Adc 13 Bal ana False

Adc 13 13 Adc 11

Ade 11 11 Bike el

Ade g Atk El

Aiks = 9 afia Ale: Jani 12

Aiki 11 11 Ave s 12

Atk 11 Ahls Bak 12

Atk 9 i Bari 12

Akl Sarunthor 11 11 Bty il 12

Ble: 1z Cdes Bay 11

Ale: 1sha 1z 1z Biay d 1z

alfe g Sl Dorive 13

Alfe 10 1ajmM Duf 1= 13

Allc 13 Idts Edd zander 11

alle 10 10/M Fitz t 12

alls 12 Dazr Fitz sliciky 11

Al i 9 aim

Click on a year or class to
display just thoze students

[ Select displayed students ] [ Remaove all students ] [ Remaove all helpers ]

[ Save selections ]

This list on the left initially displays all students. Should you wish to select from just
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those in e.g. year 11 or class 9/G then click on the required year level or class and
those not matching your selection will be hidden. You can return to the full display
by clicking on a button at the top of the left hand list labelled ‘Display all’. This
button will not be visible unless a year level or class display has been selected.

To add a student to the event just click on their name in the left hand list. They will
be added to either the list of students or the list of student helpers on the right hand
side of the screen. You can determine which list they will be added to by selecting
from the two option buttons above the two lists.

You can remove a selected student by right-clicking on their name.

The purpose of each of the other buttons on the screen is explained via their label.

5.7 Documents

There are between zero and thirty-something standard documents which you may
print relating to the event. Which documents are required for a particular event
depends on the ‘Level of Risk’ you have associated with the event. You will
remember that, in Configuration, you specified which documents were required for
each level of risk.

Click on the ‘Documents’ button and a list of the documents will be displayed as a set
of documents. In the illustration below ALL documents are shown.

The documents are split into three groups.

a) The group on the left are documents which relate to the event itself. Only
one copy of each of these is required. You MAY, if you so wish, click on the
tick box to request a ‘blank’ document. The resulting printout will have no
event-specific data included.

b) The next group are those relating to the students attending the event. The
number of students attached has been checked and the number of copies
requested is set to this number. This will result in one copy of the document
for each student attached — generally including details relating to each of the
students.

c) The final group of documents relates to the adults associated with the event
— be they staff members or outside providers (e.g. contractors and/or
organisations). The number of copies required has been determined (by
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checking the data you have entered for the event) and this is offered at the
top of the screen. This will result in a separate document for each ‘adult’

including information peculiar to each.

Event documents for Tree Climbing

Event-zpecific documents

Frint 1 | copies

Print [C] Blank form

1.0 Event Approval in

Principle Medical Data

l 201 Participants /

l { 25,2 Media W’allet Cards

21.0 Event Phone
Mumbers

Evaluation

22.0%enue/Facility

2.0 Event Approval l I 2

l \ 27.0 Leader Logbook

l 1.1 Event Propozal I l
l 3.0 Event Planning

|
I [ 26.0 Report and ‘
|
|

Check List I l 23.0 Transport Safety 1 ‘ \ 28.0 Equipment Log
4.0 Information f
Parent:aﬂgﬁgggﬂels l 231 Transport Safety 2 l l 28.01njurp Report Fom

17.0 RAMS : Hazard l l 232 Transpnrt Permizsion

t anagernent Slips

291 Injury Repart Details

23.3 Tranzport Rigk

Management Flan Management

l l 30.0 MID Report Form

|
l 18.0RAMS : Risk l l
|
|

18.0 Safety Action Plan |24.DSeIfAudit Checklist ‘ \ || e s
2000 Partcipant Summnay ‘25.1 Mecia Wallt Cacs H 32.0E§:;ts‘?;d5taff l

Examples of each of the documents are included in an appendix.

5.8 Student Strengths

Student Documents

Frint |5 | copies

StafifContractor documents

Print 1 copies

5.0 Blanket Consent

12.0 Activity Leader l

6.0 Parental Consent

12.0Volunteer Assistant
Agreement

7.0 Student Health Profile

Checklist

8.0 Medications 15.0 School/Provider
Administered Agreement
4.0 Health Care Plan J 16.0 Dutside Provider

|
|
l 14.0 Cortracting l
|
|

10.0 Aquatic Conzents

11.0 Student Contract

This screen allows you to record details relating to the strengths (in nominated
areas) of the students attending the event.

On the screen below you will see the default strength areas listed down the left hand
side of the screen and across the page there is a separate column for each of the
students attached to the event.

A 'Dots’ button at the top of the ‘Criteria’ column allows you to edit the list of criteria
and a button at the bottom of the screen allows you to record the currently displayed
set of criteria as the default set for other future events.
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Student Strengths for Tree Climbing

Dunng an event each student may be aszessed against vanous cntena. Specify the citena required for thiz event below,
Fezults may be entered against each student or via the global entry process on this screen. [Students will not be visible
here until they have been attached via the "Students’ button an the left.) * = Student helper

. N T Ammnl illi
Criteria [D A o A 3 i il e et

5 [— sl [RreTp, i digai i PRI

Self-confidence

Creativity v
Faith and krust in others

Fhysical endurance @
Sense of humour

Cammitrment ko my values

Hard work.
Stability

Caurage
Independence

Honesky

Lovalty to others @

Commitrnent ko others
Flexibility

#cceptance of others
Assertiveness
Empathy with others
Inner security
Self_discipling

Open_mindedness

Acceptance of events

Save these criteria as default
ztrengths for other events
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5.9 Student Roles
Similar to that for ‘Strengths’ this screen allows you to record

Task Roles and Socioemotional Roles for Tree Climbing

Diuring an event each student may be aszessed against various criteria. Specify the criteria required for this event below.
Results may be entered against each student or via the global entry process on thiz screen. [Students will nat be visible

here until they have been attached via the "Students’ button on the [eft.] "= Student Helper
1 E] R D F.] P Adaaal. LY. LIE .
‘Criteria £ all ia
J: [Lu] rranea v s “an
- Task Roles

- - Initiakar conkribukor

- - Information seeker

=

- - Opinion seeker

- - Information giver

<

- - Opinion giver
- - Elabaoratar
- - Coordinakor

- - Crinker

<l

- - Evaluator-critic

- - Energiser

3

- - Procedural
- - Recorder

- Process Roles
- - Encourager EI
- - Harmaoniser

- - Compramiser

- - Gatekeeper and expedit

- - Standard setter

- - Group Observser and cc

- - Follower

- Anti-group Roles

- - Blocker

- - Recognition sesker

- - Dominator

- - &yoider

- - Sabotager

Save these criteria as default
roles for other events

On the screen above you will see the default role criteria listed down the left hand
side of the screen and across the page there is a separate column for each of the
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students attached to the event.

ADots’ button at the top of the ‘Criteria’” column allows you to edit the list of criteria
and a button at the bottom of the screen allows you to record the currently displayed
set of criteria as the default set for other future events.

5.10 Senior leader Evaluation

Student helpers may be subject to evaluation too! This screen allows you to
a) Select a particular student from the list on the left
b) Enter a 1 to 5 ranking for each of the criteria

¢) Enter a comment concerning this student at the bottom of the screen.

Senior Leader Evaluation for Catching fish

Student : Bi or Rating scale ;1 = low 5 = high

Select a senior student fram the list

and resord His or her scores on the [ cena t [z [ s i g
Chart, The final chart erteris 3 Coaperation

comment srea. - Acceptance of responsibilicy

Neme - Relationship with staff o}
B2 o - relationship with peers 7]
Bal ia Erana - Relationship with juniors 7]

- Initiative ]

- wilingness ko particpate 7]

Leadership

- Consistency

- Self Discipline ]

- Respect for others

- Maturity ]

- Facilitation skills 7]
atitude

- Punctuality 7
- Enthusiasm and positivensss ]

- Determination

==

- Confidence
Empathy

- Concern for students

==

- Rapport
- Openess and Recptiveness vl

Safety standards

- Safeby standard M
Communcation skills

- Briefing ]
- Debriefing 7]
- Questionning skills

- Showing recognition For individuals and

Crverall contribution

Comment \‘ep, this is 2 comment
and there is more
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5.11 Event report and Evaluation

Now we come to the process of reporting on the completed event.

There are two areas, each accessed via one of the tabs across the top of the screen.
a) Curriculum Areas and Outcomes

The numbers of Teachers, Students, Volunteers and Nights along with a couple
of transport details and costs are required for the final report. These are in the
upper part of the screen — shown below

The lower half of the screen is devoted to the Curriculum Areas and associated
Learning outcomes (though those below are spurious...) and a column of tick
boxes to indicate whether or not they were achieved.

Report and Evaluation for Catching fish

Curriculum Areas and Outcomes |Item Ratings|

Staffing Numbers and Distance Travelled

Teachers Volunteers Transport used |3 student cars and 2 staff cars
Students Mights Distance Traveled |5? km each way

Zosks |N0 extra costs were experienced
Curriculum areas |Learning outcomes | achieved?
Mature study Zan count butterflies
WWater study Zan spot frogs
Hill skudy Can climb hills
Train study Can spot trains

o o o A A4

b) Item Ratings

There are ten items each of which you can rank on a 1-9 scale and provide a
comment. (Those in the example below are spurious of course).
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Report and Evaluation for Catching fish

Curriculum Areas and Outcomes |;

Rating
Tkem 1 =low Carnment
10=high
1. Pre-gvent organisation 9 Splendid
2. Objectives met 7 Arnazing
3. Travel arrangements B Stupendous
4, Insktruckion 5 Inspirational
5. Equipment 3 “Wonderful
f. Suikahility of venue 7 Excelent
7. Accommodation g Far ouk
8. Food 9 Cukskanding
9, Evening ackivities 3 Unbelievable
10, Other 9 Extraspecial

5.12 Incidents Log

Unfortunately, inevitably, from time to time incidents will occur and these need to be
documented. The incidents screen may be used to record multiple incidents for an
event.

There are four tabs per incident :
¢ Incident details
e People involved
e Narrative and days
e Follow up
These are accessed by clicking on the tabs across the top of the incidents screen.

To record a new incident click on the button labelled ‘New Incident’ and fill in the
details.

a) The first tab — Incident Details
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Incidents associated with Catching fish

I itk I Mate re Privacy : Information collected Dretailz will be kept confidential to school
4 05/05/2009 Clutha River B Acioen iz for the purposes of : managemnent and Ministry staff responsible
Delete displayed incident a] |dentifying incident trends for EDTC. Schools and individuals will not be

o 2 b] Informing safety management policy identified in any data analysis reports.
Fint incident details ¢l Improving safety management procedures

Incident detais | Peaple involved | Nanalive and days | Follaw Un|

a) Event Details

Incident Mo, : 3 Ewent: Catching fish ~ Dates: : 05/05/2010 - 07/05/2010 TIC : Haw, Elizabeth Location : Clutha River
b} Mature of the Incident

Laocation :F.as.t”Foo.d o.u-tle.t” | Date 05.-"05.-"2009 Time 24me [ Severity E.S.éver.i.t._l,l rar:nk 3 v Help

Type [tick those which apply] 1 Injury [T Incident [] Equipment damage  [] Emotional or psychological damage

[ Accident [ Mear Accident lliness [ Death [ Erwironmental damage
c) Weather and Programme type = I

Temperature  [| Precipitation wiind Cormment |l warned them about those chicken nuggets!

Bl Hhs L b Frogtamme ype | Visit to fast food outle

d) Type of lliness [ Injury

[ Abrasion [ Laceration.cuts ] Strain Gastrointestingl [ Allsrgy [] FeverdFlu
1 Bum ] Fatigue [ Cold iriury [ Respiratary [ Cardiac [ Dermatitis
[] Concussian ] Puncture Hypothermia [ Asthma [ Menstrual ] Other [
[ Brusing [ Sprain [] Huperthermia [ Infection [T Unrinary

e) Activity being taken at the time
[ Factaony visit [ Swimmingpool ] At gallery [] Marae [ work shadow ] Other
] Heawy industrial site Other school [] Restaurant [] Sportz ground [ Travel i
] Production line [ Tertiary wisit Fast food [] Stadium [] wehicle
[] Retail shop [ Museum [ Accommodation  [] Fam [ work placement

In the top right hand corner there is a ‘Help’ button which, when clicked, revels the

following screen which provides a full description of each of the 10 Incident severity
levels.
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Details of Incident Severity Ranking

Description D inti 3 Description of
R Group Description Description of EALHIPLIIEI Pyschological
ank 2 2 - Environmental :
Descriptor of Injury of Iliness Equipment e or Emotional
Damage g Damage
1 Spli_nters, ?nsect Minor irritant Minor cost Littering Temporary
bites, stings embarrassment
Minar ar shart
termn impack on
individualis) surh Minor damage ko T
2 that doesn't have ubn HEM, SCRApes, Minor cold =450 the environment bernporar'y' "
& large effect i mier infection that will quickly  STDATassMEN
aon their el recover W REErS
| participation
in the programme Blisters, mild
; % Minor asthma, Scorched ;
3 hypol,l'hyperthlermla cold, Upset ~4100 campsite, plant Shown up in fronk
HUIOE LA stamach, stc damage of the group
minor dislocation 2 9
INarITUENLS )
that may Facerations; BI|:Iu':3ntbrs:|:tI|"3|;Js Egt Does not want ko
prevent Frostnip, minor fild Flu, i A
4 T ; EE =$500 burn, washed patticipate again in
participation burns, mild migraine voun dishas in s SEtin
in the CONCUSSion graup
HHHHHHHHH stream etc
Sprains and Walked thraugh
hyperextensions, Flu, - sensitive ecalogical Wanks Lo leave
5 qh gastroenteritis, =$2000 destrovi group, alok of waork,
Major impact e V'”f. womiting b aE e L to bring back in
G hyperthermia some plant life
individualis)
that would Fractures, asthma_ attack, y
- 4 serious Destroyedfkiled  Leawves group and
mean they dislocations, ; : = :
6 . ! infection >$5000 same examples of requires onsite
were unahle frostbite, major - ]
b s e medical flaurajfauna counseling
: treatment
| with large T 3
parts of the ilness causing
programmme Arterial bleeding, lnss of Killed, destroved or cgll?ﬁrsa;i?g
T severe hypof CONSCIOUSNESS, =$20,000 polluted small area Henivetbir 5
heyperthermia sefios of the environment pitfetsional
medical
Spinal damage, ajor illness : Long term therapy
8 major concussion, requiring »$50,000 K'"etd egcilmples_of required after
major head injury hiospitalisation RIOECtEn SREHRS incident
Life: changing Fire or pollution et
effect on ) ) resulting in area of o
q individual(s) Single death Single death »$250,000 linboass bais [ide because of incid
or death destrayed
Major fire or
4 7 ; % pollution causing : ;
10 Multiple Fatality Multiple Fatality =$1,000,000 seiniis [das bo Multiple Fatality
enviranment o life

b) The second tab — People involved

On this tab select the person or persons involved in the incident from the list
of those who attended.
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Incident details | People involved | Marative and days ” Fallow Upl

¢) The third tab — Narrative and days

On this tab you can record full details of the incident.

Person in charge Person{s) involved in the incident
Mame Jamieson, Rosemary Select from thoze attending Person(s] involved in the incident [Right-click on Name to reme
Gender Name Vear  #+| |Name and Address ‘Gender | &ge and Phane
Age Hay = ' th TIC Chrisl” : Rogers 4 John Street, Levin, Mz
s * den Staff Age Gender : Female 06 345 6759, 021 112 2.
Position M F dley Skaff Elinor  in 2 Barcelona Place, Broml
IMr F iateup Skaff — |Age: 19 Gender : Female 981 9134
IMrs uff Staff
Mr k i3 Staff
M ¢ jutler Skaff
Mr 2 Staff
s Dvery Staff
IMrs sitken Skaff
Ada..., ooy 11 v
< I I €3

Days lost
Mumber of days lost The incident ended participation for the perzon(s] listed below

These are the notes concerning the incident. ...

d) The fourth tab — Follow up

This is where you can keep a track of the various follow up details.
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Incident details | People imvolved | Marrative and daps | Follow Up

Incident Follow Up

Who haz been informed Fary wagz told

Follow Up Action Trevar will check

Date 0303200

Perzon rezponzible Hilda Pommelgranate

Camment Hilda will crozs check prior to nest time

All of the above information is included in the ident documentation.

5.13 Send Emails

The final button accesses a screen via which you can send emails to various groups
of people associated with the event.

The three groups of people who can have email addresses are ;

e Students
e Staff and Adults

e Contractors and organisations

Each of the people in each of the groups is listed along with their email if recorded in
the database. At the bottom of each list is a button which enables you to select all
of those in the list who DO have email addresses (Names have been hidden)
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Sending emails relating to Catching fish

Students Staff and adults Contractors
Mame Email Mame Email Mame | Ernail
AL jimmy@ytra,co.nz  |Eutler, Rory randcbutler@inspir | Aires, Roger barbara, aires@we
Ac an brogan@ytra.con |Cre © 7 7 abeth Sir Edmund Hillary Qurde sired@xtra,com.nz
A : Cal i re@theschoal. scho
At Tiine: Pei al
Ait 1 sarah. aitken@ytra |Ms en
Ale 1a Puanani ti@yehah.com Mr ey [ Die-select all contractars with emails ]
Fie 5 Francis Mr teup
Ba 3 Mr: fF Iynda@wanderwaor
Select those emall addresses
Ba vla Mr kelvin@superheroe 4 ywhom you wish to send an
Ea e Paul Mr ter email and click the 'Proceed
to email dialogue' button below.
Ba 1 Mr
Ea wk Lloyd Mr: wery An email dialogue will appear
o ane Mre ken via which you can specify
YOUr Mmessage,
[nIN Margarst
Ed uy Alexand Please note that a separate email
will be sent to each of the selected
Fit: ec Kurt addresses
Fit: 2553 Felicity
Ba ebain@ytra.co.nz
Ba ana
[ Proceed to email dislogue

Clicking all of the buttons results in a display, for example :

Sending emails relating to Catching fish

Students Staff and adults Contractors
Hame Email Hame Email Name I Email
ad jimmy@ytra.conz  [Butler, Rory randchutler@inspr |Aires, Roger barbara, sires@we
ad bragan@ytra.con [Cre abeth Sir Edmund Hillary Ourde sired@xtra,com.nz
Adi Car i re@theschoal sche
Bk e Pe: A
il sarzh.atken@ytra [Ms en
Ale 2usnari_ ti@yehah.com M = Derselect all conlractors with emais |
o “ancis M teup
Eal Mrs i3 lynda@uwonderwor
Select those email addresses
Bar b kelvin@superherce 1o ywhom you wish to send an
Bat Paul Mr ter emal and dlick the Proceed
to emall dislogue’ button below,
Ba v
B _loyd s wery An emall didogue wil appear
ri 5 e Len via which you can specify
your message.
Cul wgarst
Ede Alexand Please note that a separate email
will be sent ta each of the selected
Fit: Kurt addresses
Fit: aFelicity
Bai ehain@vytra.co.nz
Bat 3

Proceed to email dislogue

When you are ready to proceed click on the button labelled ‘Proceed to email
dialogue’ and the usual email dialogue will appear on which you can type your
message and send.
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To* | w |
MU'“_F'!E jimrmp{Entra, co.nz;brogant@ytra, co.nz;zarah, aitken@ytra, co.nz;tiidyehah. com; A
Recipients | ehaindEytra. co.nzrandchbutler@inspire. net nzrandcbutler@paradise. net.nz; E
sre@theschool school.nz; —
Apndat@wondenwornan. com:kelvin@@supetheroes. com;barbara. aires@wege.sc v
Pleaze note that rultiple addresses must be separated by either cornmas or
zemi-colonz. Pleaze alzo note that a seaparate email will be zent to each recipient.
Subject * Mezzage concerning the EQOTC event : Catching fish

Mezzage ™  |Hieveryone

We are almost ready to go.  The forecast doesn't ook o promizing o
remember to pack pour wet-weather gear az listed in the equipment sheet.

Be at the bus station by Bpm at the latest.
Looking fonsard to the trip with pou

Felicity Caruthers

Altachment |

* Required ’ Cancel ” Send ]
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Chapter 6

The Printing Utility

What's in this chapter? Page
6.1 Overview 6.1
6.2 Lists 6.6
6.3 Calendar 6.6
6.4 Document Design 6.8
6.5 Document Printing 6.18

6.1 Overview

Education Outside the Classroom involves a lot of documentation. The package
comes with over forty predesigned documents (or versions of documents) You can
view samples of each of these documents from within the program by visiting
Configuration / Levels of Risk / Attached Documents and then clicking on the ‘View
buttons in the table on the right hand side of the screen.

I

The same example of each of these documents is presented in an appendix to this
document.

This chapter deals with the processes involved in printing lists, printing calendars and
the design and printing of documents. There are two types of documents you can
design and print. The Official documents have all been designed for you and are
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included in the package. You can, if you so wish, use the document design process

to edit and alter these documents.

In addition to the official documents you may also design your own unofficial

documents.

The main printing screen on first entry appears as shown below.

% Education Outside the Classroom

Arthur’s Academy User : Worsfold

Switch to an archive database

Help

‘ Everts ‘ Students

I__ea'de(s, Staff

and Others Conflguratlon

Frinting %
I.It:lit_l,ll_ ‘Wb Links

[} 1

Calendar
E Document Design

Diocument Printing |

In every case when you request to have a list generated it will be presented to you
on a preview screen such as that shown below.

Document Printing

B&®e&- & 144 b M A KB [P

n Arthur's Academy
Yor
R =
vent Proposal
EOTC ‘ B 1.1
LOGO
Event Cateing ish
PassoninChargs : Hay, Efzabith
™ he outset o planming o1 the EGTE. asty. The PIC s hould ake ady
ha the proposed actuity.

m Shauld ba retained by the 3

whs
The hould be infarmed of plan
stafing

1. Purposaof EOTC ewent

Fup

2. Specific leaming outcomes and curriculu m links

3. Sitels where event vill take place

Chha River

4.Datesandtimes
Dae of D eparture ; 05052010 Date ofretun: 070572010

Time of D epartuns : 230am Time ot etum: 430pm

\ welunteer drivers and vehicle

ing by bike b e depot
1 the factlls whare wa wil
fore
Perto the adge ofthe bush,

teic prosigerssto be used n the EOTC actiities (i any)

2, Roger
Address ;4 John Sreet Levin
Phane 03 445 6753 021 395 5789

S wos v
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There are various controls presented on the preview screen. Those along the top
are :

Document Printing

B&d e & b Pl & & B [Fitopd |

Save the document to file

The first button B provides you with the ability to save your document to a file.

In particular, one of the options is to save it as a pdf file. When you click on the
button a dialogue such as that shown below is presented.

Savein | ['_[_ﬁ' Desktop L | ) T EF
- n
Lk I_test pdf l,'_jum
li\,j it Sk Marys Diocesan Schoolz010,pdf !.;"]CIyde photo biks
My Recent |'_NETWORK+W+BROCHURE ol[1].pdf [Chadventures
Documents i- Tax tables, pdf [C1Caca-Cala
T i |GGetting Started.pdf ii:':lIndraniI's Media Player
[ |u:|P|ctures and pdfs [yaourlies
Diesktop [C3I0E stuff i:.;.jDemcus |
Ij'-.-'uze [ Jgrandad 09072010
L._"iText extras | 5ound recording 5
____) h___‘f'lchrls Maylor Photos !J:Mrthurs FI data r
M DR ii_':IHnuse E_j].ﬁ.ncestr.y shuff
II[:]Xmas 2010 |;;‘|F0r Louise
ILZJFalders I[LZJFor Angela
gj |CZ)appendix 4 Toolkit For EOTC Management (L 3Help files
3 |_JJRecord in Time photas ICIFT Stuff
by Computer ‘
£ | *
‘:%] File: hame: | hd | [ Save ]
Y e
My Network | Save as bpe: Adobe POF [* pf] v | Cancel |
pprereperer== [ 1 PrintDiocument documents [*.c1d

HTHL [*.htrn]

4. Dates and tin Bich Text Fornat [* rtf]
Microzoft Excel [* =]
[rate of [ epartu E nhanced metafile [ emf]
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As an example I've selected ‘Adobe PDF’. Give the file a name and navigate to
where you wish to have it saved then click ‘Save’. The file will be generated and can
later be viewed or emailed to someone.

i test.pdf - Adobe Reader

File Edit ‘Wiew Document Tools wwindow  Help *

H e @ [t]rs [© @ [« ] [

[

Arthur's Academy

Event Proposal 1.1

Event: Catching fish
Person in Charge : Hay, Elizabeth

The PIC should complete this form at the outset of planning for the EOTC activity. The PIC should already
have received approval in principle for the proposed activity.

When approval is given, one copy of this form should be retained by the approver and another by the PIC.
The principalfboard should be informed of any subsequent changes in planning, organisation and/or

staffing. =
1. Purpose of EOTC event

Purpose

2. Specific learning outcomes and curriculum links
History

Mathematics

3. Site/s where event will take place

Ciutha River

4. Dates and times
Date of Departure © 05/05/2010 Date of retum - 07/05/2010
Time of Departure : 8.30am Time of refum - 4.30pm
5. Transport arrangements: Include names of transport company, volunteer drivers and vehicle
registration numbers.
We will all be travelling by hike to the depot
and then going on foot to the foothifls where we will

catch a bus before
fiying by helipcopter to the edge of the bush.

6. Details of outside provider/s to be used in the EOTC activities (if any).

Contractor : Aires, Roger
Address : 4 John Street, Levin
Phone - 03 445 6782 021 345 6789
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=1

Print the document

This button is the one you've been looking for. It sends the previewed document to
the printer. You'll receive the usual printing dialogue — which allows you to change
printers and set printing properties.

Prirter

Mame: | (SIS v| | Propeties.. |

Status; Ready
Type: Okl ChER0
“Where:  USBODZ

Cormment: [ Frint: ta file
Frint range Copies

OF] Mumnber of copies: 1 e
{:} FPages  from: |'I | o: |3 |

(O Selection Iﬂ

[ OF. ] [ Cancel

B B

Zooming

The next two buttons are used to enlarge or to reduce the image on the preview
screen. To use either of these buttons click on your choice and then click on the
document.

b Pl

Move between pages

The next four buttons allow you to move backwards and forwards between the
multiple pages of your previewed document. The four buttons are ;

e Move to the first page
e Move to the previous page

e Move to the next page
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e Move to the last page

Preview in normal size

This button instantly enlarges the document to 100% - it's normal preview size.
Initially the mode is set to display the full page in the preview window.

Print to PDF

Before I realised that you could print to a pdf file via the ‘Save’ dialogue I built in this
separate button to allow you to do so directly.

And, at the bottom of the preview screen :

Blean v |[W1oiz v

These two displays indicate :
The degree of enlargement of the current display
The page currently being viewed ‘of’ the total number of pages.

OK, now that you are familiar with the document previewing screen, let's proceed to
the various document generation processes.

7.2 List Printing

At the time of writing there are no lists yet designed to print. This utility will be
expanded as requests from school for specific lists are received.

7.3 Calendar Printing

This option allows you to print a calendar for events for nominated months.

The initial screen asks you to select the month or months required and whether or
not you wish to include staff members involved as shown below.
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Januany
February
March
April

bday

June

July
August
September
October
Mowernber
December

Include staff

members involved

Select the month(s] to be included

Generate calendar

Make your selection and click ‘generate’ to have the calendar printed.

Calendar Prinfing

B8 Y& &-

b M & & B [t ]

Arthur's Academy

Event Calendar

11/03/2010

Time of Departure | Time of Return Event Location Teacher inCharge Other adults involved

Qamn Tree Climbing Wanaka Rock vall Cammeraory Ros Rogers, Chiristine (Wdunteer )
Mann, Sdly ()
and mare

12/03/2010

‘Iin]a of Departure ‘ﬁme of Return ‘ Event |L|Iat|un ‘Ieacher inCharge |Dther adults involved

‘Qam ‘ ‘ Rock Climbing |Wanaka Rock wall ‘Gamemn Ros |

14/03/2010

Time of Departure | Time of Return Event Location Teacher inCharge Other adults involved

4.30pm Rock Climbing ‘Wanaka Rock wall Cameron Ros
4.30pm Tree Climbing Wanala Rock wall Cameron Ros Rogers, Christine {Younizer )

tann, Sdly ()
ard more

03/04/2010

‘TiITE of Departure ‘TIITIE of Return ‘ Event |L|Iatiun ‘Eacher inCharge |Dther adults involved

‘ 9.00pm ‘ ‘ Qimbing hills |Dmstan Ranges ‘ HAan Forgie |Alwca Murphy

07/04/2010

‘TiITE of Departure ‘TIITIE of Return ‘ Event |L|Iatiun ‘Eacher inCharge |Dther adults involved

‘ ‘ ‘ dimting kills |Dmstan Ranges ‘ Aan Forgie |A|\EE Murphy

44w v Motz v ||Reacy
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6.4 Document Design

EOTC arrives with over forty predesigned official documents. It also comes with one
pre-designed unofficial demonstration document. It is the process of designing that
unofficial demonstration which will form the centre of this section of the manual.

Click on Document Design and the following screen will appear.

&) Official ) Unafficial docs

Doc Type Select data | Select tables .
01.0 Approval in Principle # ® Event — = Title
01.1 Event: Proposal O St Risk Categary Start & new document
02,0 Event Approval -
03.0 Event Planning Checkli: © Orgarisstion Tvpe Deiets s Socument
04.0 Parents Infarmation O Student Person"in .charge v & Partrait (O Landscape

Font | Arial w (10w .@

In the top left hand corner of the screen you can see that you can choose between
*Official’ and ‘Unofficial’ documents. By default the former is chosen.

Let’s look briefly at one of the official documents and then we'll switch over and
design an unofficial document.

The official documents are listed in a list box near the top left hand corner of the
screen. Scroll it down and you will see that they are all there.

Return to the top and select the third document named '02.0 Event Approval’ — and
it will appear in the screen below, a part of which is shown in the following
illustration.

You can see that this is, for the most part, a simple text document which you can
edit — should you wish to alter the wording.
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(& Official ) Unofficial docs

Do Type Select data | Select tables S— >
Prp— T | Title |02.0 Event Approwval |
01.0 Approval in Principle @ Event T A L !
01.1 Evenk Proposal ) Staf Risk Category Start a new document
02.0 Event Approval % : Delete this d ¢
=5 Al vpe elete this documen
03.0 Event Planning Checkli © Organisation -
04.0 Parents Information v () Student Personiri chargs Iv & Porrait (O Landscape _—Preview Doacument

T I B

Event : {Spec.col(101)} Person in Charge : {Spec.col(104)}

STAGE 1: APPROVAL IN PRINCIPLE
To the teacher in charge:
EITHER ( }

WWe are satisfied with the proposed planning, organisation and staffing of the EQTC event. We give approval to go ahead and plan
the event.

Please ensure that we have all relevant information including: a final list of students, staff and voluntesrs;
details of parental consent; a detailed itinerary (including maps) at least seven days before the group is
due to leave.

Your report and evaluation of the EOTC event, including details of any incidents, should be with us as
soon as possible but no later that 14 days after the group returns.

OR ()

Wy'e require the following information or specific changes before approval in principle can be given.

The point of most interest is in the top line of the text of the document :
Event : {Spec.col(101)} Person in Charge : {Spec.col(104)}

This line includes two code insertions and it is these insertions which enable the
document to refer information relating to a different event or person each time it is
printed. These codes are selected from the ‘Select data’ tab in the centre of the top
of the design screen. We'll deal with them more fully shortly when we design an
official document as a demonstration.

Some of the official documents are different from the others.
01.0 Approval in Principle

This is a complex document and cannot be edited. It is generated separately within
the software. However, near the top of the document is some text which you CAN
edit — by editing the version available here. Select that document and you'll see that
the top appears as :
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Complete this form and give it to the EQTC Coordinator. The coordinator will then pass it on to the principal to sign off approval in
principle. *ou then need to follow up ECTC Ewvent Appraval systems. Remember that all paperwork is due in two weeks prior to the
event.

The text above this line may be edited to provide the heading text for the docurment. Please note that the document itself may be
printed via the Event screen.

The test above the dotted line may be edited and this will subsequently replace the
original text when the true version of the document (shown in part below) is printed.

You can see the text referred to in the illustration.

@ Arthur's Academy
Your

'EOTC EOTC and Sports Events : Approval in Principle | 1.0
LOGO Information:  Complete this form and give itto the EOTC Coordinator. The coordinatorwill then pass it on to the principal to

sign off approval in principle. Youthen need to followup EQTC Bvent Approval systems. Remember that all
paperwork is due in two weeks prior to the event.

‘ Eventtitle ‘ Catching fish Location of Event Clutha River

A second document which is a little different is '30.0 NID report Form’ — which
appears in the designer as :

Font |4ial S IDIRImIE

The NID Report Form

This document is supplied as a pdf document and, should you elect to print it
vou will be given the option to view / print the original document.

This wersion of the document is, obwiously, not intended to be printed.

Some official documents are extremely simple, e.g. '25.1 media Wallet Cards 1’
This document includes the simple code : {Spec.table(211)}

This will be explained shortly but, when encountered by the printing routine it causes
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the grid of media cards to be printed.

OK, now let’s move to unofficial documents and, to begin this, click on the ‘Unofficial
docs’ option dot at the top left hand corner of the screen. Any documents you have
designed will be listed :

() DOfficial &) Unofficial docs

extra ~
MEW UNCOFFICIAL

phokos best

Skaff Photo

kest demo A

Before we begin to design our sample document let’s have a look through the top
area of the design screen.

O Official & Unofficial docs

Do Type Select data | Select tables
~ Title Logo

et @ Event Title ~

MEW UNOFFICIAL

phiotos test ) Staff Risk Category [ Start a new document ] [ Femove Logo ]
Staff Phok (O Organisation Type [ Delete this docurnent ] [ Preview loga ]

aff Photo
test dema | O Student Person in charge v & Porrait (O Landscape

We've already met the left hand portion of this — the document selection part.

Next we come to the place where you indicate which of the four possibilities your
document refers to — an Event, a Staff member, an Organisation or a Student.

When you make this selection the choices in the next area — the code selection area
— will be altered to match your choice. For example, if we switch to ‘Student’ then
the choices appear as :

Dioc Type Select data | Select tables

O Event Farmily narne -~
O Staff First narmes

) Organization Preferred name

(® Student 5MS Mumber =

To start a new document we must first visit the right hand side of this area where
we click the button labelled ‘Start a new document’. This will clear any previous
document and enter the word ‘Title’ into the title area. It will also add the new
document titled ‘Title’ to the list of documents, will set the default type to ‘Event’
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and will attach the default ‘unofficial” document logo — if you've specified one under
Configuration.

Title | IR

l Start a new document ] [

| Lago |a'1'«rthurs acadery loga.jpag |

Femaove Logo ]

l Delete thiz document ] [ Prewview logo ]

*) Portrait () Landscape [ Presiew Document ]

The first thing you must do is to change the title from 'Title’ to something a little
more sensible. We'll change it to ‘Demonstration Document’ . We can, if we so
wish, now select a different individual logo for this document by clicking in the logo
title area. This will cause the file selection dialogue to be displayed ....

Open

&

ky Recent
Documents

B 1

[Deskiop

My Documents

@

by M etwark,

Look in; | ) eotc

|

?IX]

El Butler Crest.jpg

E Signature.jpg

@ Footprinkl.jpg

@ Sample defaulk logo.jpg
@ Arthurs academy logo.jpg
@ staffselectl.jpg

E Student Selectorl.jpg
@ eventselect3.jpa

@ eventselect?. jpg

E eventselect1.jpg

@ menull.jpg

E'l menull.jpg

@ bulletsz,ipg

&) 13579.0PG

E Downiz,jpg

ﬂ UpZ.ipg

E'l dowin.jpg

:ﬁl up.jpg

E button3.jpg

E buttonz.jpg

E buttonl.jpg

@ nesplash3.jpg
E unchecked3.jpag
@ checked3.jpg
E'l uncheckedz.ipg
@ checkedz.jpg

E'l unchecked.jpg
E checked.jpg

@ boxchecked.jpg
@ boxUnchecked. jpg
@ eventselect.jpg
@ menuz.jpg

E menu.jpg

E Menubackl.jpg
@ Menuback? . jpg
E Menubacks. jpg
@ Menubacks.jpg
il Menubacks.ipg
@ Menuback3.ipg

i] bullets.jpg @ checkedl.jpg @ Menubackz.jpg

8] Logo on doc. jpg &d] unchecked? jpg ] staffselect. jpg

< *
File name: | DpenFileltialogl bl | Qpen

Filez of type: | Jpegs v!

... via which you can select a different logo.

Once you've got a logo specified it's a good idea to see what it looks like. You can
do this by clicking on the button labelled ‘Preview logo’. This will cause the preview
screen to be displayed via which you can use the buttons shown below to adjust its
size and position. Sadly, sometimes the buttons seem to be somewhat contrary.
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I've checked the code over and over and cannot see why sometimes they seem to
have either no effect or the opposite to that intended. Never-the-less, by trial and
error you will be able to get your logo looking correct.

Logo Preview I Return to document design ] & Logoleft () Certre () Right Loga Size i

EEECE
Arthur's Outdoor Academy of Excellence
P O Box 321, Kairakau 340
L=

Once you've completed that task click on the button labelled ‘Return to document
design’ to do so.

Now we are ready to begin entering text into the document. For a start, as there is
a logo involved, I've pressed the <Enter. Key several times to move the cursor down
a few lines. Then I've typed the following :

Font |4ial DR IDIRImiE

This is a demonstration docurment

It concerns the event : |

Now I'm ready to enter the code which will generate the event title when I print the
document. To do this click on the entry ‘Title’ in the ‘Select data’ tab. This will result
in the code {Spec.col(101)} being added to the document :
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This iz & demonstration document

It cancerns the event : {Spec.col(101)}

And that’s all there is to it.

We can now add a few more details to the document :

This is a dermonstration document

It concems the event : {Spec.col{101)}

The event beging at {Spec.col(108)} on {Spec.col(107)} and is being lead by {Spec.col(1043} . It will be held at the location : {Spec.col
(105)} and will last for {Spec.col(138)} days. (That's a total of {Spec.col(166)} hours).
The cost per student is {Spec.col(113)}

When printed, this results in :

This is @ demonstration docurment
t concams the ewnt : Catching fizh
The exwent begins at 8.30Bm on 05052010 and is being lead by Hay, Bizabeth . bwill be held at the location @ Clutha Fiwer

and will last for 3 day=. (That's a total of 46 howrs).
The cost per student is 16.8

Of course, this is not laid out particularly beautifully. You can use tabs to space
things across a document but bear in mind that, when a code is replaced by actual
text, the spacing via tabs may become somewhat unpredictable.

If you wish to refer, in the document, to a student attending the event then :
a) Switch the document type temporarily to ‘Student’
b) Enter the text and codes referring to a student

c) If a student or staff or organisation’s codes are included in an event
document then you should NOT switch back to ‘Event’ as the document type.

In the example below I am in the middle of adding information about a student’s
swimming ability. Note the messages about what is going on.
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() Official (& Unafficial docs

Doc Type Select da | Selec ables G e e ——
Demonstration Document # O Event p— — Title _Demonstratlon Docu | Logo .Arthurs academy Iogo.|pg_ |
::\'r\"aUNOFFICIAL O Staff Confident in pool [ Start & new document ] [ Femove Logo ]
photas test () Organization (Confident in deep water I [ Dielete this document ] [ Freview logo I
Staff Phato v| | © Stdent TR v &) Portrait ) Landscape

Fort [Bil g 8 HWE
1

\

Switched to 'Student’
Selecting student
This is a demonstration document SWimming details

It concerns the event : {Spec.col(101)}

The event begins at {Spec.col(108)} on {Spec. col{107)} and is being lead by {Spec.col{104)} . It will be held at the location : {Spec.col
(1057} and will last for {Spec.col(136)} days. (That's a total of {Spec.col{166)} hours).
The cost per student is {Spec.col(113)}

The student : {Spec.col(303)} {Spec.col(301)} will be attending this event and has the following swirmming abilities

Can gwirn 50m : {Spec.col(350)}

Confident in a poal : {Spec.col(351)} .
Confident in Deep water : {Spec.col(352)} N
Able to tread water : | Codes entered after relevant text

Once the process is complete then, when printed, it might appear as :

Thiz is a demonstration docurmenit
t concems the ewnt : Catching fish

The ewnt begins at 8.30am on 05052010 and is being lead by Hay, Bizabeth . kwill be held at the location © Clutha River
and will Iast for 3 daws. (That's 3 total of 46 hours).
The cost per studert i= 168

The student : &mmy Adam will be attend ng this eent and has the fo lowing swimming abilties

Can swim 50m ;. Mo

Confdent ina pool @ Yes

Confdent in Deep water @ Mo

Ablato tread water: Yes

Can sunhedoat @ Mo

Confdent insea water and large inland waters @ Yes
Safaby conscious conceming water @ Mo

The remaining facility to explain is the second tab in the code selection area.

If you switch to ‘Select tables’ then you will find a number of other possibilities which
are used when it is more than simple data which you wish to insert into your
document. These possibilities include :
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New page — portrait, New page — landscape

Sometimes you might wish to create a document which is part portrait and
part landscape.

Tickbox left, Tickbox centre, Tickbox right

This allows you to create a small square (a tick box) on your document at the
left, centre, or right position within the line. It pays to have the code for the
box as the first item in the line, regardless of its position.

Frame 1/3 page, Frame Y4 page, Frame 1/5

This creates a box the width of the page width and 1/3, %, or 1/5 of a page
deep.

The rest of the possibilities under events relate to the more complex tables which
report data on the documents. An example of this is :

Emergency phone list — which results in the code : {Spec.table(205)}

This will cause the entire emergency phone list to be added to the document.
Many of the tables on the official documents are generated in this way.
Students have a different set of ‘Select tables’ possibilities, including :
Photograph left, Photograph centre and Photograph right

This code results in the student’s photograph being added to the document in
the specified position.

Examples of these have been added to the demonstration document.

Finally, the possibilities at the top of the document design area ...

Fant |Aial IR IDIRImE

... have been used to change the font size in some area and the Bold and Bullets
buttons have been used to alter some of the presentation. Now the document
design looks like :
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This is a demonstration document

It concerns the event : {Spec.col{101)}

(1051} and will last for {Spec.col(136)} days. (That's a total of {Spec.col{i166)} hours)
The cost per student is {Spec.col(113)}

* Can swirn 50 : {Spec.col(3507}

# Confident in a pool : {Spec.col(351)}

» Confident in Deep water : {Spec. col(352))

® Able to tread water : {Spec.col(353)}

& Can survive float © {Spec.col(384)}

* Confident in sea water and large inland waters : {Spec.col(385)}
* Safety conscious concerning water : {Spec.col(386)}

Students Photograph

{Spec table(309)}

The event begins at {Spec.col(108)} on {Spec.col{107)} and is being lead by {Spec.col{104)} . It will be held at the location : {Spec.col

The student : {Spec.col(303)}{Spec. col(301)} will be attending this event and has the following swimming abilities

And the resulting document appears as :

Arthur's Qutdoor Academy of Excellence
P O Box 321, Kairakau 9340

This i a demonstration document

It concerrsthe evert : Catchingfish

and will Iast for 3 days. (That's a total of 46 hours).
The cost per student is 168

= Can swim 50m ;. Mo

= Confdent in g pool @ Wes

= Confdent in Deepwater : Mo

= Ableto tead water : Yes

= Can sunie doat ;. Mo

= Copddert in sea water and large inland waters ; Yes
= S@khy conscious conceming water : Mo

Students Photograph

Thizs code will generate a tickbox at the right band side of the page.

The ewnt begins at 8.308m on 05052010 and is being lead by Hay, Bizabeth . kwill be held at the location : Clutha River

The student ;. Kmmy Adam will be attending this ewent and has the fodlowing swimming abilties
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Final notes on document design — some things to be aware of.

1. If you should use the tab key to tab across the document and then
immediately follow that with a code it seems that, for some reason, the first
word of the resulting document entry is occasionally removed. Hence it is
wise, when using a tab followed by a code, to insert a single space between
the tab and the code. i.e. you should tab to the required position across the
page, press the space bar to enter a space and THEN insert the required
code.

2. The document design screen also has buttons which allow you to
a) Preview the document
b) Preview the logo (mentioned earlier)
¢) Remove any attached logo
d) Delete the document entirely
e) Choose between Portrait and Landscape as your document format.

3. If you use a code for a display of data (a piece of datum) and the event,
staff, organisation or student has no entry for that particular request then a
line is generated in the document — which would indicate that information
could be written on to the printed document at that point.

This is useful for preparing a *fill in the blanks’ document

This brings us to the end of the document design process. Now we move to the
printing of documents.

6.5 Document Printing

Finally, we come to the printing of our previously defined documents. Click on the
left hand button labelled ‘Document Printing” and you will arrive at the screen shown
below.

This screen has, initially, three selection areas including five document printing steps.
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Step 1

Chose whether you wish to print an official document (the default setting) or an
unofficial document. Select by clicking in the relevant option dot at the top left hand
corner of the screen.

Document Frinting

Step 1 Choose Step 3 Select an event Step 4 Select the studer(s] lapint ~ Step 5
This stap s optional. You may proseed =
@ Offisial O Unaffcial documents  @rect (a the sclection of shudens. e SRS
Calendar &

Select an event if pau wish ta print far
those students cormected to a

- Step 2 Select the document toprint  particular event
Dacument Design . &

01.0 Approval in Principle

01,1 Event Proposal

02.0 Event Approval

03.0 Event Planning Checklist
04.0 Parents Information

05.0 Blanket Consent

05.1 Blanket Consent

05.2 Blanket Consent

06.0 Parental Consent

07.0 Health Profile (Student)
08.0 Medications Acdministered
03.0 Health Care Plan

10,0 Aquatic Consents

11.0 Student Contract

12.0 Activity Leader

13.0 Volunteer Assistant Agreem|
14.0 Contracting Checklist

15.0 School/Provider Agreement|
16.0 Outside provider |
17.0 RAMS: Hazard Managernent |
18.0 RAMS : Risk Management P
19.0 Safety Action Plan

20.0 Participants Surnmary

20,1 Participants with Meds

21.0 Event Phone Numbers

22.N WenriFarility Safrty

ent Prinling

For the demonstration we'll switch to ‘Unofficial documents’ and select the one we
have just finished designing.

Step 2

Select the document which you wish to print.

Document PFninting

Step 1 Chonze Step 3 Select an event Step 4  Select the student(z] to print Step b
This step iz optional. Yiou may proceed ad - Alan N P A to Pri
- - directly to the selection of students. ) EEEEe B iR
© Official @ Unofieial documents Select an event I you wish ta print for Ad. fie
thoze students connected to a ad an
Step 2 Select the document to print particular event.
Ad
ation Document Catching fish adh lin
Clirnbing hills ) )
MEWY UMOFFICIAL Gathering Mulberrias Alk. ine
photos test Rock Climbing Ak Ira
Staff Photo Tree Climbing Al
test derna ! !
Aitl
Akt ‘h, Saruntharn
Ale a
Ale atasha
alf
alf
Al 1
alle y
Alls 3¢l
Aby ah
Am Zia
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As we select our ‘Demonstration Document’ the program notes that it involves events
and students, so both lists are populated.

Step 3

Select the event required. Please note that this is not essential. If you do NOT select
an event then, if the document has information relating to an event, the resulting
fields will have lines instead of data.

Once you do select an event then the students (in this case) attached to the event
will be listed in the third table.

Step 4

Select those students for whom you wish to generate copies of the document

Document Printing
Step 1 Chooze Step 3 Select an event Step 4 Select the student(s] ta print Step 5
This step is optional. ‘r'ou may proceed ads - ssalan .
- - 2 2 Proceed ta Print
- - directly to the selection of students.
© Official @ Unofficial documents Select an event if you wigh to print for Adc gan
those students connected to a Ade e

Step 2 Select the document to print particular event. :
Bike armine

Demonstration Document Catching fish itk sh

extra Clirnbing hills

MEWY LMOFFICTAL Gathering Mulberries Ales ana

photos test Rock Climbing Bive es

Staff Photo Tree Clirnbing Bai

test dermno ar
Bak
Eiak ke
Ban avla
Biat ane
Eay an
Pz ]art
Lirre
Duf a |
Edd | | Guy

Step 5

Proceed to print

The documents will be generated. (Sometimes the screen goes blank momentarily
during this process — at least it does on my computer) and you will be switched to
the document preview screen where you may

e View the document(s)

e Save them to file
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e Print the documents

Document Printing

BES &-%- 1 4pPp B Fiint to pdi

Arthur's Outdoor Academy of Excellence
P O Box 321, Kairakau 9340

This is a demonstration document
Eoomerrsthe evert : Catchingfich

The ewent begins 2 8.308m on 050520102 is beinglead by Hay, Sizabeth . b il be held at the location : Chieha Fier
and willlast br 3 days. (That's atotd of 48 heurs)
The cost per student is 18,3

The studertt: fmimy Adam il be attendng this went and has the lloring suimming abilties

® Can swim 50m : Mo

= Conidert ina ool : Yes

= Conidert in Deep wate : Ho

- fble totread uater: Yas

= O s fomt s Mo

= Confdert in sea water and large nland waters © Yas

= Sabry conssious coneeming bater < o

Studerts Photograph

This code wil gererate a tickbox atthe right hand =i de ofthe pags.

We selected five students and
there are five copies of the
document ready for viewing / printing
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Chapter 7

Web Links

What's in this chapter? Page
7.1 Overview 7.1
7.2 The web links 7.2
7.3 Add or Edit the web links 7.3

7.1 Overview

This utility offers you quick access to a number of websites. You can modify the
links and can add new links of your own. At this stage the package allows for up to
fourteen weblinks and eight of these have been provided for you.

The main screen on first arrival is as shown below.

The buttons down the left hand side of the screen each access a different website.
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* Education Outside the Classroom  Arthur's Academy User : Worsfold Software Version : 1.0.1.0

archive database  Help

Leaders. Staff

denls and Others

‘Configuration feetings ‘ Exit ‘

PFrinting ‘

Search Other
Litility

Utility Utilities

‘ Events ‘

[rmmree] ]
e ]
=18
o]
—u--

“our button g D =R

7.2 The web links

Click on the first weblink — Met Service Maps etc — and the site will be displayed in
the browser on the right hand side of the screen, as shown below.

This site offers weather maps, rain forecasts, satellite images and others. The rain
forecast, in particular, allows you to view expected rainfall areas for up to seven days
in advance.
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Syrwiet’s 0y

Click Now

# national

detailed maps &
images

towns & cities »

Maps & Rain Radar ¥ Traffic Cameras

= \ 7

mobile metservice.com

’ g type m.metservice. com into your mobile browser

oGP or simply text* weather to 244 to get a link sent to your phone *texts cost 20

metservice.com

rural ~

Weather Warnings

Detailed Maps & Images

About Careers Contact Blog = News Search here Q

marine mountains & national parks v

W Nz weather Warnings

Coastal Wamings »
Weather Maps s CAEEC 0N ISWREIe. Oceanic Warnings »
o N 1isobar maps, rain forecast map:

in Forecast &
ainrorees hourly rain radar, satellite images and observations fc Severe Weather Wamings »
Rain Radar

satellite Images
Local Observations

Coded Data

Severe Weather Outiook »

Severe Weather Watch »

Severe Thunderstorm OUtiook »

on
2 Weather Maps Rain Forecast i ol 7
T 0
D Take the guesswork out of the weather
METFPHONE 0900 999 + Area Code
- “ -
e
- Local Observations
|
I i

7.3 Add or Edit the web links

To alter an existing link or to add a new link you need to know the url of the site
which you wish to add. (a URL is a Uniform Resource Locator and is the unique
address for a resource on the internet. E.g. the URL of Worsfold’s website is :
http:\\www.worsfoldsoftware.co.nz)

URLs are not displayed via this built-in browser. To find the URL of a site which you
wish to add first use Internet Explorer or Google Chrome (or your other favourite
browser) to find the site you wish to add. At the top of the screen, in the ‘address
bar’ you will see the URL. Copy this by highlighting it and then press Ctrl-C to copy.

For example, let's assume that you wish to add a link to the Sir Edmund Hillary
Outdoor Pursuits Centre. Google the website and visit it, as shown below.

The URL is in the address bar at the top of the screen. Copy it and it will be in the
Windows Clipboard.
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FIEEZ]EY

Fle Edit View Favortes Tools Help
i Favorites |
| 2 Outdonr Pursuts Centre - ) e v page~ Safety - Took - @~

yDONATE
el

discovering, fogether

Welcome to the Sir Edmund Hillary Outdoor Pursuits Centre of New Zealand

PEE ¥

Welcome to the

o Ll
Sir Edmund Hillary Outdoor Pursuits Centre
of Z a
Find us on Facebook

= The Sir Edmund
T Hillary Outdoor
Pursuits Centre

of New Zealand

ke

543 people ke The Sir Edmund
il Pursuits Centre of

Hew Zealand,

Now go in to the EOTC weblinks screen and select one of the ‘Your Button’ buttons
on the left hand side of the screen. Click on the small button to the right of your
selected button and the following dialogue will appear.

Specify your own web link

To connect one of the weblink buttons to a web site of your own choice
enter the button tithe and the web url below,

& web URL can be copied and pasted from the wrl line at the top of yvour web browser,
eg httpef faenes ety comy

Button title | our button |

Wb URL | |

| Cancel || Proceed |
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Change the entry ‘Your Button’ to something more suitable, such as 'Sir Ed Hillary
Centre’ and then click in the web URL area below.

Once there you can press Ctrl-V (to paste the memorised link) or your can right-click
to have the popup menu displayed from which you can select ‘Paste’.

Bin Radar Traffic Cameras  Weather Warnings

Specify your own web link

rap To connect one of the weblink buttons to a web site of your own choice
enter the button fitle and the web url below,

M
an A web URL can be copied and pasted from the wrl line at the top of your web browser,
cas g http:f e ety comf

mag Button title | Sir Ed Hilary centra

en

a webLRL || |
1 Undo
[ Cancel H Proceed ]
Paste
A T
]
Rain Radar Satellite Images
-

The result will be :

Specify your own web link

To connect one of the weblink buttons toa web site of your own choice
enter the button title and the web url below,

& wieh URL can be copied and pasted from the w line at the top of your web browser,
g bt P ety com;

Button title |Sir Ed Hillary centre |

Wb LRL |http:,‘,‘www.0pc.org.nz,‘| |

l Cancel H Proceed l
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Click *Proceed’ and your new button will appear as :

I I r_'__i,

Outdoars MZ JD
Miniztry of Education lD
r—v = D
Your button D

Y
our button ﬂ

. and you can now click it to arrive at :

——

Sir Ed Hillary centre

¥ our button

orsfold Software Version : 1.0.1.0

Other
Utiities

Pirting
Utiity

Search
Uity

Meelings

= B

Students ”Lzﬂegmiﬁ‘j’ HumhgumumJ

MET Sarvica Maps ste: D
MET Sarvica D
MET Wl D
NZ Transport Agency Dﬁ
A8 Road Watch J

T
Dutdoors NZ ED

= =

Ministy of Education
_{:. sl
“Your button D
| 0
:_
U

: o 4 M‘-—_
D Sir Edmund Hillary Outdoor Pursuits Centre ‘

Welcome to the

of New Zealand.

t-30113 || | Find us on Facebook

. 'he Sir Edmund
Hillary Outdoor
Pursdits Centre

of New Zealand

elike

548 people lke The Sir Edmund
Hillary Dutdoor Pursuits Centre
Te Puke Interme...  OPC Great Barrier of New Zealand.

_— E'{y

N.B. Occasionally, when clicking on a link, the following meesage (or one like it)
may appear :
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A Internet Explorer, Script Error E'
& A error has occurred in the soript on this page.
Lire: 15
Char, 4
Eror:  ‘swiobject' is undefined
Code: 0

URL:  hitp://www.opc.org.nz.’

Do you want to continue running scripks on this page’?

I have been successful in continuing to the required screen by clicking either yes or
No on this screen. My grandson tells me that it is caused by a small fault on the
website concerned........ and he knows these things.
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Chapter 8

Search Utility

What's in this chapter? Page
8.1 Overview 8.1
8.2 Performing Searches 8.2

8.1 Overview

The purpose of this process is to enable you to indentify students or staff members
who fall in to particular categories and, if so desired, then send them an email or
print a list.

The main screen for this utility is shown below. You make your requests on the left
hand side of the screen and the results of the search will be displayed on the right
hand side.

User : Worsfold Software Version : 1.0.1.0

u ¥
Leaders, Staif
Everts [ Studerts l el ‘

Use this screen to

Dick on a Detal to viewthe ful ety

person vear Detai Found Cellhone, Emai Address |l &
Rl

Y4
Other
4. Indude

[ Staff / Contractors

5. checkin & This year

& Who

Print st of these names

[sens I

© Have sttended evnt st (ocation)

Please nots that it may teke some time to

check all possibilties.
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8.2 Performing searches

Fill in your requirements on the left hand side of the screen.

Use this screen to find :

1. students who are currently in year(s)

[ w7 []wE Y19 Y0
Y iz i3 Yrld

2, Inchide bales Females

3. Include European[+] Maari Pasifik.a
Azian Other

4, Include Students [ ] Staff / Contractars
[] Parents / Caregivers

5. Checkin (3 Thiz pear () all available years

&, ho

() Have attended more than
events invalving

() have attended events for mare than
hiowrs

() Have attended evnts at {location)

Fleasze note that it may take zome time to

check all pozsibilities. ...

1. If you are searching for students then select those year levels which you
wish to include in the search.

2. Select the gender of the students required.
3. Select the ethnicities of the students required

These three criteria apply only to searches for students. They will be ignored when
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searching for adults.

4. Indicate which people you wish to include in your search : students / staff
and/or contractors, students’ caregivers.

5. You may elect to search for those who meet the requested criteria in either
just the current year or all years (going back to 2011 — when this package
was first released)

6. The search criteria

&, Who !

() Have attended mare than
events involving

) have attended events For more than
hiours

(") Have attended evnts at {location)

You can search for :

a) Those who have attended more than a given humber of events involving a
particular word. You can leave the word empty to search just based on
numbers of events attended. If you DO enter a word (or phrase) then that
will be sought in the event title and the event location.

b) You can search for those who have attended events for a total of more than
a given number of hours.

¢) You can also search for anyone who has attended events at a particular
location. Enter a word or phrase and all events including this word or phrase
in the ‘location’ field will be included in the search.

At the time of writing there are just these three possibilities. It is very likely that
this list will be expanded as the package evolves.

When you are ready to carry out the search click on the ‘Proceed’ button and bear in
mind that the search may take some time......
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When the search has been completed the results will be displayed in the table on the
right hand side of the screen.

Click on a 'Detail to view the full entry

Person Year Detail Found Cell Phone Email Address Actual detal (A

Print a list of these names ] [ Send an email to those listed ] [ Email thiz list to someone elze

Once the list is displayed you have three options which are represented by the three
buttons below the table.

a) Print a list of these names

b) Send an email to those listed (who have email addresses — as shown in the
right hand column in the table).

¢) Email the list of people to someone else.

In the case of the latter two choices you will proceed to the email dialogue as
detailed earlier in the manual for you to enter a message and send the email. N.B.
This will NOT cause a record of sent emails to be added to your usual email
program. However a record IS kept and you can view it via Other Utilities, which is
the subject of the next chapter.
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Chapter 9

Other Utilities

What's in this chapter? Page
9.1 Overview 9.1
9.2 End of Year Process 9.2
9.3 Email your database 9.4
9.4 Emails sent 9.4
9.5 Global permissions 9.6

9.1 Overview
This section of the program provides a number of useful utilities.

The main utility screen appears as shown below with a button for each of the utilities
in the left hand column.
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* Education Outside the Classroom:  Arthur's Academy User : Worsfold Software Version : 1.0.1.0
Switch tocam archive database . Help Acc rsfiold Website
Leaders, Staff - . Fiinting . Search - o
‘ Events ‘ Students and Others Canfiguration Lty ‘ ‘ ‘wieb Links ‘ Uiy ‘

End of Year Process

Email your databage

“Wiew zent emails

Global Permizsions

)

9.2 The End-of-Year process

The package maintains a separate data for each year of operation. At the end of
each year (or early in the new year) you should visit Utilities and carry out the ‘End-
of-Year ' rollover process. This will make a copy of the old year’s database and
rename it for the new year. It will then remove students and their event
attendances from the new year’s data leaving it ready to use.

The screen appears as shown below.

End of Year Process

The end-of-year process involves making a copy of your current database for the new year.,
(Remember that you will ALWAYS be able to reaccess any previous year's database.)

The process removes students and their events from the current database so that you can use it
afresh for the new year.

This process can be repeated as often as your wish, However, if you repeat the process,
then any changes made to students and their events since you first performed the process
will be lost,

This process will make a copy of the 2011 database for use in the year 2012

If you have already performed this process then a yellow message will appear
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warning you of this fact. E.g.

M.B. This process HAS already been performed at least once.
If you proceed then any student {and their events]) in the new
database will be removed.

Once you have prepared the database for the new year you will be able to access it
via the popup menu at the top of the main screen.

* Education Outside the Classroom  Arth

Help  Access Wo
eokc2009. mdb
eotc2011.mdb |E

J| eotc2012.mdb |

Once you've done that, a label at the top of the main screen will remind you that you
are in that particular year.

‘ Exit ‘

inas

Archive for year : 2012

Please note that the change to a different year does not ‘stick’. Each time you enter
the package it will automatically revert to the current year.
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9.3 Email your database

It is possible that you might encounter a puzzle with your use of the program which
suggests that you've come up against something which the program design and
testing phase had not anticipated. In this instance it's extremely useful if a copy of
the database in question can be sent to Worsfold Software to enable the problem to
be traced. Nine times out of ten the problem is in the program and not in the
database — but it cannot be traced without the database which causes the problem
to be exhibited.

How to send a copy of your database to Worsfold

Should it ever be necessary to send a copy of your database ko Warsfold Software Led
then please follow these instructions,

The task is ko email a renamed and compressed copy of the database, IF vou click the
butkon below then a copy of the database will be made and it will also be renamed.
The copy will be on your deskbop and it will be named using your school name,

Copy and rename your databaze

Copied file name : File not vet copied

Having clicked the button above the database will now have been copied and renamed.
The next task is to compress it and to then email it to - randcbutler@inspire.net.nz

If wou do not know hiow to zip (compress) a file than please ask your IT person For
assistance then email to compressed file bo the above address.,

Remember ta include in the email a reminder as to why you are sending the backup,

along with the name of any student or any okher relevant details to enable us bo
reproduce the problem,

Email database to : randcbutler@inspire.net.nz

Frint thege inztructions

9.4 View sent emails

When emails are sent to students, staff and/or caregivers from within this package
no record of them is kept in your normal email program as the sending is done from
outside that program and it has no knowledge of the process. These emails sent
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from within the program ARE never-the-less recorded and stored in the current EOTC
database.

This utility allows you to view sent emails, to print them and/or delete them.

The screen is in two horizontal halves. In the top half the sent emails are displayed
in a table. If you click on a particular email it will be displayed in the bottom half of
the screen as shown in the illustration below.

Sent Emails Tag all emails

el Time date From To Subject Message Atkachment
[ ze/01/2011 8:02:35 a.m. Worsfold Software arthur.sutherland@agmail.com  Message from Arthur's Acaden Hi Arthur 00O OI've just adde C:iwB9eotciButler Crest.jpg
[ 26/01/2011 11:02:38 a.m Worsfold Software randchbutler@inspire net.nz - Message from Arthur's Acaden Hi Arthur 00O OI've just addec CiivBeotciButler Crest.jpg
[0 27/01/2011 9:0%:38 a.m. Worsfold Software sarah.altken@ytra.co.nz Message From Arthur's Acaden Hi SusanCl 0101 Ole are now le.
[ za/01/2011 10:05:26 &a.m Worsfold Software randchbutler@inspire.net.nz - Message concerning the EOTC Hi everyone 00 OO The bus con
[ |z9/01/2011 10:05:26 a.m |Worsfold Saftware randcbutler@inspire.net.nz - Message concerning the EOTE Hi everyone 00O O The bus con
[ 29/01/2011 11:25:26 a.m Worsfold Software randchbutler@paradise.net.nz  Message concerning the EOTC Hi everyone 00O O The bus con
[ 29/01/2011 11:25:26 a.m Worsfold Software randchbutler@inspire net.nz - Message concerning the EQTC Hi everyone 00 OO The bus con
[0 2a/01/2011 11:25:26 a.m Worsfold Software ebain@ytra.co.nz Message concerning the EOTE Hi everyone00 00 The bus cor
[ 2z9/01/2011 11:25:26 a.m Worsfold Software ti@yehah,com Message concerning the EOTC Hi everyoneOO DO DO The bus con
[ z9/01/2011 11:25:26 a.m Worsfold Saftware sarah,aitken@ytra, co.nz Message concerning the EOTC Hi everyoneOODO DO The bus con
[ 29/01/2011 11:25:26 a.m Worsfold Software brogan@wtra.co.nz Message concerning the EQTC Hi everyoneOO OO The bus car
Date time 29/01/2011 10:05:26 a.m.
From Worstold Software
To randchutler@inspire net.nz
Subject Message conceming the EDTC event : Calching fish
Message
Attachment

Once an email is displayed in the lower half you may print it by clicking on the *Print’
button at the bottom of the screen.

Down the left hand side of the emails table is a column of tick boxes labelled ‘Del’ -
short for ‘delete’. You can tag individual emails by clicking in these boxes, or you
can tag ALL by clicking the button at the top of the screen labelled ‘Tag all emails’
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Sent Emails Un-T ag all l ’ Delete tagged emails l [ Print tagged emails
Del Time date From To Sub
260112011 §:02:38 a.m. Worsfold Software arthur sutherland@grnail.com  Message Fram ¢
ZA/0172011 11:02:35 a.m Warsfald Software randcbutler@inspire.nek.nz - Message From s
27/01/2011 9:03:38 a.m. Worsfold Software sarah, aitken@ytra co.nz Message from
23/01§2011 10:05:26 a.m Waorsfold Software randchutler@inspire, nek.nz - Message conce
Z9/01)2011 10:0%:26 a.m Warsfold Software randchutler@inspire.net.nz - Message conce
[ 2zofo1)2011 11:25:26 a.m Worsfold Software randcbutler@paradise.net.nz  Message conce
[ 29/01/2011 11:25:26 a.m Warsfold Software randcbutler@inspire.net.nz  Message conce
29/01/2011 11:25:26 a.m Worsfold Software ebain@ytra.co.nz Message conce
[ 2zofo1f2011 11:25:26 a.m Worsfold Software Li@yehah,com Message conce
Z9/01)2011 11:25:26 a.m Warsfold Software sarah, aitkeni@ytra. co.nz Message conce
[ 2zofo1)2011 11:25:26 a.m Worsfold Software brogan@ytra, co.nz Message conce

In the illustration above the ‘Tag all emails’ button has been used to tag all of them
and then some individual ones have been untagged by clicking in their individual
tick-boxes.

Three things are now possible.
a) You can click on the same button which has been relabelled to ‘Untag all’

b) You can click a button at the top which has been made visible to delete all of
the tagged emails.

¢) You can click a second new button which has been made visible to send all of
the tagged emails to the printer.

9.5 Global permissions

Each student has six permissions which may be set to indicate whether or not each
has been approved by their parents / caregivers. This utility allows you to set these
globally without having to visit each student.

The screen for the process is shown below. It takes a little time for all of the
students and their six permissions to be loaded and displayed. Once done you will
see all of the students listed along with their year and their class.

If you wish to see just those students in a single year then click on one of the ‘year’
entries. Similarly, to see just those in a particular class, click on one of the ‘Class’
entries.
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Once you have the group in which you are interested visible then you have the
following options, as explained in the yellow message box at the bottom of the
screen.

a) You can globally tick an entire column by clicking in the ‘Tick all’ cell at the
top of that column.

b) You can globally untick an entire column by clicking in the ‘Untick all’ cell at
the top of that column.

¢) You can have all of an individual student’s six permissions ticked by clicking
on their name

d) You can tick or untick individual cells by clicking in the cells concerned.

Global Entry of Student Permissions

Student Year | Class Per 1 Per 2 Per 3 Per 4 Per 5 Pers |~ Perl Agresment t_hat, i
prescribed medication needs
Tick all | Tickall | Tickall | Tickall | Tick all Tick all to be administered, then it
Untick all | Untick all | Untick. all | Untick all | Unkick all | Untick all :‘::Lie done by a designated
Adam, James Alan 11 11DR . :
) Per 2 Approval Far student
Adamsan, Katie 11 Radc Oa O O ko receive any emergency
Adcock, Brogan 13 13 O O O O O medical, dental or surgical
i treatment including anaesthic
Adcock, Katie 1 11 O O ar blood transfusion iF
Addison, Caitlin & O O O O O O dee":’ed fecessanyibriredical
authority
#iken, Jessaming a aG
- Per 3 Agreement to meet
Aikin, Alexandra 1 11 O O O O o g medical costs not covered
Aitken, Keiran 11 abls by ACC ar Cglmmunioty
Services Car
Aitken, Sarah 9 ala
Akkavubwarich, Sarurthorn 11 11 Oa Oa O O O O PE': 4 Ingreement to infglrm
school as soon as possible
flesana, Tiana 12 Cdes O of any changes in I?nedica|
Alexcander, Matasha 12 1z O O O O O O circunt'nstances priar to the
event,
Alfeld, Hally g B Oa O O O O O
alfeld, Olivia 10 10/M O O O O O O Perb 5 Agre;ment for student
to be sent home at caregiver's
Allcatt, Ruben 13 Mdts O O O O a expense if involved in serious
&llen, Bethary 10 10{M O O O O O O disciplinary problem including
) alcohal § drugs | actions which
Allzopp, Michael 12 Dazr O O O O O | threaten the safety of others,
&lyami, Fatimah a afM O Oa Oa O O O
o Per & Consent to use of
Ambauen, Alicia 13 abls O O O O O photographs and other media
Amundsen, Ethan 11 Waer O O O O O O far publicity purposes.
Anderson, Adelle 12 1z O O O O O O
anderson, Charlatte ] als O O O O Oa O 3

Click on a year or class to view just those students, Click on a student to have ALL of their permissions ticked.
Click in an individual tickbox ta change just that entry, Click 'Tick all' or 'Untick all' ko action a single column.
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Chapter 10

Meetings

What's in this chapter? Page
10.1 Overview 10.2
10.2 One day at a time 10.3
10.3 One week at a time 10.9
10.4 One month at a time 10.10
10.5 Alarms 10.11

10.1 Overview

EOTC allows you to record details of meetings between students or staff and
yourself. Each user of the package will have his or her own meetings listed.

The screen consists of four tabs, three of which offer different views of the schedule,
as shown in the section headings above. The final tab reveals any alarms.
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10.2 One day at a time

The first screen displays one day’s meetings, as shown below.

Meeting Schedule for Guest Wigw meetings for |Guest hd
Day Week Month Alarms
‘ @ Fri 28 Jan 2011 @ 0 interviews lsted Prink today's meetings I [ Display only meetings I [ Hawe ko use this screen
Tirne | Student Purpose Before After | =

8.00am

8.15am

8.30am

8:45am

9.00am

9.15am

9.30am

9.45am

10,00am

10.15am

10.30am

10.45am

11.00am

11.15am

11.30am

11.45am

12.00pm

12.15pm

12.30pm

12.45pm

1.00pm

1.15pm

1.30prm

1450m |

2,00pm b
Meetingwithstudent (3 orwith staff (5 pste [ ] mme [ | paemade [ |
Sl v [ ootass Follow up details Complete
Purpose D | Date due | | Delete
Prior arrangements Email

Complete
Print.

The top of the screen lists the meetings for the day — currently showing none — and
the bottom of the screen lists the details of the current meeting.

To create a meeting, click on the time slot involved. (Remember that time slots are
specified via ‘Configuration’ as detailed in Chapter 2.)

When you click on a time slot the ‘Meeting for:" text box below will become active
and the cursor there will appear, waiting for you to type in the name of the student
or staff member for whom the meeting is to be made. You can elect to meet with a
person by ticking the option dot above the ‘Meeting with” area or a staff member by
ticking the second option dot labelled ‘or with staff’. As you type the first letter of
the person’s family hame, the Search window will appear, as shown below.
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Student search utility

A
1 Brookir  Haolly-Les Search for: | bro
—{zBrophy,  1aun —
“N3Brown  iton B
4 Brown nar Enter the first few letters of the family name sought
S Brown, - rtney If arly one name is listed then press <Enter.
6 Brown, 18 If mare than one iz listed then either :
i a] Click on the name requested or
7 Brown,  sie bl Press the NUMBER to the left of the name

& Brown, ita
IBrown.

Brown, © ae
Brown, & nen

Cancel
Brown, ¢ dan

Brown, & n w

In the example above I have typed the letters ‘bro’. A reminder — a rectangle has
been drawn over the student names intentionally to disguise them.

Type as many letters of the student or staff member’s hame as you need to identify
the person sought. Once their name is visible either click on them or type the
number to the left of their name. You will be returned to the meeting screen with the
name on the day list and in the meeting details below, ready for you to enter further
details.

arigaaion| | P00 | [ web ks || Semch Oihec y
Uiy || Webtink Uity Uit

Meetings Schedule for Worsfold Software View meetings for Worsfold Software. v
Day ‘Week | Month | Alarms
@© Fri2glan2011 (&)  Onterviews isted Pt today'smestings | [ Diplaycntymectings | [ Hamtousethissaeen |
Time Student Purpose Before after |~

8.00am
8.15am

8,30am

8.45am

9.00am

9.15am

9.30am

9.45am __[prown, Sam
10.00am

10,15am

10,30am

10.45am

11.00am

11.15am

11.30am

11.45am

12.00pm

12.150m

12.30pm

12.450m

1.000m

1.150m

1.300m

1.450m

2.000m ]

Meeting with student &) or with staff O Date  [28/01/2011 Time  [3:45am ] Datemace [23j01/2011 |

Mesting with : [Erown, sam 3] baae

Purpase 2|

Prior arrangementts ‘

Follow up details [ Complete

Delete

|

Date due

[ complete.

Now enter the rest of the meeting details in the spaces shown below. The details fall
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into four categories.

Mesting with student () or with staff () Date  (28/01/2011 Time Date made  [29/01/2011
Meeting with : Brown, Sam b D Detalls Follow up detals — [] Complete
Purpose - D Date due Deleta
Pricr arrangements Emnail
[ complete
Print.

a) The first two details refer to the meeting and allow you to record
i) Its purpose
ii)  Whether or not the person has been notified of the meeting

The purpose is recorded by selecting from a popup list. You can add your own
possibilities to the popup by clicking on the small ‘dot’ button to its right. This
will cause the ‘Popup Configuration’ screen to appear, via which you can enter
the various possibilities which you require. An example of the screen is shown
below.

List specification E@gl

List of Purposes entries

Initial interview
Fallow up [2 maonths)

<>

To add ta thiz list type in the new entry in
the text box below and press <Enter>
when you have finished typing

To delete an entry from the list
right-click on the entry to be deleted

Close

Type the entries you require into the text box at the bottom of the screen
and press <Enter> after each one.

You can move an entry up or down the list by highlighting it and using the
two arrow keys to the right to adjust its position in the list.
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You can delete an entry in the list by right-clicking on it.

Once you have completed the task of specifying your entries, click on the
‘Close’ button to return to the meetings screen.

Similarly, you can record the means by which the person was notified of the
appointment.

b) The next detail allows you to note anything which you wish to prepare in
advance — e.g. getting some information, booklet etc for the person.

There is also a tickbox which you can use to indicate that you have
completed the preparation for the meeting. The package has an ‘alarm’
system which can alert you to ‘things you have not yet done’. Details of this
are provided further on herein.

¢) The third area is where you can record details of the meeting itself — perhaps
while it is in progress, or after it has been completed.

d) Finally, you can record details of follow-up tasks which you or the person
might have to perform. Again, there is a tick box which you can use to
indicate that the task has been completed.

There are three buttons on the right hand side of the meetings details area. These
are :

Use this button to delete an meeting.

Ernail

Use this button to email notification of the meeting to the person. When
you click on this button the usual email dialogue will appear as shown below. You
may, of course, edit the default message to that of your own.
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To* | randchutler@inzpire. net.nz e |

kuilitple
Recipients

Please note that multiple addreszes must be separated by either cormmasz or
zemi-colonz. Pleaze alzo note that a seaparate email will be zent to each recipient.

Subject * Mezzage from Arthur's Academy to Brown, Sam

Mezzage ®  |Message to Brown, Sam

Pleaze remember to bring vour shiow shoes on this tip

Save az The buz leaves at Bprm now,
default
Message regards
Gery
Altachment |
* Required ’ Cancel ] [ Send l

The button at the left of the screen allows you to record all but the first line, and this
will be retrieved to be included in any future email which you might send. The first
line of the message are fixed and will appear each time in the format shown above.

If the person concerned does not have an email address then you will be alerted to
this fact.

Prirt
Use this button to print a document listing the meeting details.

As tasks are yet to be performed, red alerts appear on the day’s list warning you of
these.
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Purpose Before After
Initial interview ]
L ]

]

Finally, at the top of the list of meetings are two sets of buttons.

The first pair, either side of the date, enable you to move backwards and forwards,
one day at a time. If you really wish to jump well away from the current date then

click on the month tab, move to the desired month, and double-click on the desired
day. (This is exactly equivalent to opening a small calendar and making a selection

from it).

The second three buttons have different purposes.
The first provides a printout of the displayed day’s meetings.

The second hides any unallocated time slots, allowing you to see just the meetings
which you have for the day.

The third pops up a small screen giving you some hints about the way you can use
this screen.
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10.3 One week at a time

Day Week | Marth
‘ @ Mon 26 Jan 2009 @ 22 appointments Hide the weekend Haw ta use this screen l [ Print week's appointments
Tirne: Man 26 Jan Tirme: Tue 27 Jan Time: Wed 28 Jan Time: Thu 29 Jan Timne: Fri 30 Jan
§.30am 8.00am §.00am §.00am 8.00am
§.45am §.15am §.15am §.15am §.15am
9.00am | Ke &.30am Gral tte 8.30am 8.30am §.30am
9.15am (B Luke 8.45am 8.45am 8.45am 8.45am Kir
9.30am 9.00am La 9,00am Sen in 9.00am Jof el 9.00am
9.45am  |Fe ra June 9.15am 9.15am 9.15am 9.15am Gi nah Leigh
10.00am |Lal 1 9.30am 9.30am Vo | Johin 9.30am 9.30am
10.15am | Th ish 9.45am 9.45am 9.45am 9.45am
10.30am 10.00am 10.00am 10.00am 10,00am
10.15am  Ra& herine  10.15am 10.15am  Dr| arnes 10.15am A & les
10.30am 10.30am 10.30am 10.30am
10.45am 10.45am 10.45am 10.45am

IR - 1 O IR 14 A

The second tab — ‘Week' — displays either five or seven days at a time. An example is
shown above. (Rectangles hide student names for this manual).

A tick box in the top row allows you to include or exclude the two weekend days.
Again, there are two pairs of two buttons at the top of the display.

The first pair, either side of the Monday date (which identifies the week) may be
used to move backwards and forwards, one week at a time.

The first of the second two buttons provides hints on how best to use this screen.
For example, if you click on a day at the top of the table (e.g. Tues 27 Jan) then the
display will jump over to the single day display, showing the day which you selected.

If you click on a person name in any one of the days then you will jump back to the
single day display and the meeting you clicked will be displayed.

The second, and final, button enables you to print a document listing the week'’s
meetings.
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10.4 One month at a time

This display shows the current month with a (partial) list of meetings showing in
each day. A separate area on the right hand side of the screen is used when you

click on a particular day. The full list for the clicked day is displayed here, as shown
in the second illustration below.

| Day Week | Month |

@ January 2009 @ 26 appointrments
Manday Tuesday Wednesday Thursday Friday Saturday Sunday

5 5 m 8 9 10 L
8,30am Adarns, Cliver

8.30am Allison, Lance
&.45am Adams, Oliver

19 % 77 2 o % %

9.15am Abernethy,
Leearna

9.45am Ferguson,  9.00am Lawson, 9.00am Secker, 9,00am Jones, kelsey g.gam é'”gJ Ldauren
Laura Tune Craniel Marvin Hazel o an; LE_"ﬁ" i
9,00am Kerr, Rabert  10.15am Rayne, 9.30am Young, Daniel 10.15am Dryden, 4 ‘03”1”55 z'D
10.15am Thomson,  Joanna Catherine Jobn Andrew James JEQSICZTEEWD’-
L Gt A = 1 P e

Click on the 30" Jan and the day’s list is displayed at the right hand side of the
screen, as shown below.

30/01/2009
| |e.45am King
9.15arm Gerl hiah Leigh
10.15am A . Calee

Once again, at the top of the screen are two lots of buttons.

The first pair may be used to move backwards and forwards, one month at a time.
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Using these you can quickly move to any month required.

The other button, once again, reveals a window which provides hints on how best to
use this screen.

If you double-click on a day of the month then you will be taken to the single day
screen, showing the meetings for that day. (Remember : a single click on a day
causes it to be displayed on the right hand side of the month screen).

If you click on a particular meeting in the right hand side list then you will also be
taken to the single day view, with the selected meeting being displayed.

10.5 Alarms

This display shows any outstanding tasks due to be completed within the next seven
days (or however many you change the setting at the top of the screen to).

Appointment Schedule for Worsfold Software Ltd

‘ Day ” Week H Maonth | Alarms |
Things to be done in the next days
Studenk Appk Date Due Date Detail
Fred | Johin 09/0z/z009 09/0z/2009 Befare : Get Policing brochure
Mills 09/02/2009 09/0z/2009 Befare 1 Get nursing brachure
Tre Il 10f02/2009 10/0zf2009 Befare : Check with polytech about Architectural course

You may print the displayed table of tasks using the suitably labelled button.

Should any tasks be outstanding then a warning will be displayed as you click on the
‘meetings’ button. An example of the warning is shown below.

Other Utilities Chapter 10 - 11



Worsfold Software Ltd Education Outside the Classroom

One of more tasks are due within the next 7 days.
Do wou wish o view them?
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Chapter 11

Using the web site

What's in this chapter? Page
11.1 Using the Worsfold Software web site 11.1
11.2 Accessing the web site from within the package 11.5
11.3 Installing a downloaded update 11.10

11.1 Using the Worsfold Software web site

Early in 2005 a web site was established to enable users of the Worsfold Software
packages to stay up to date with both the latest enhancements and the latest
versions of each of our software packages.

If, for some reason, you discover a fault in the software then please check the web
site first. It may very well be that others have discovered it before you and it has
already been rectified and a new version made available. I won't annoy you with an
email every time a small change is made.

The name of the web site is : http://www.worsfoldsoftware.co.nz

The site has a FAQ (Frequently Asked Questions) page and both background
information and package specific information is frequently updated here.

This could well be your first port of call if you have a question concerning the
package.

The *Home' page is shown below.
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{2 Warsfold Software home page - Windows Internet Explorer.

2] C\Documents and Documents|My Web himl ™| | ¥ X b
Fle Edi Wiew Favorkes Took Help
i Favorkes | 55

(@ Warsfold Software home page SH-8 @ v Page - Safety - Toos- @

Software Ltd

Com. Ed. Gateway
REAP Management  Management Future Latest News
Indicative
Latest News Latest News Latest News
Latest News
Version : Version :1.54  Version : 1.7.7
1.12.8 Version :
now available  now available 1.0.18 Version : 1.0.1
now
available now available now available
concerning it concerning it

concerning it Download Download concerning it concerning it

file:{//C: fDocuments%20and 200, 20t hs J My Computer L v Hosw -

Users of Education Outside the Classroom should keep an eye on the fifth column,
where latest information is added to the top every time a change is made. Links here
take you to various places of immediate interest.

AT

EOTC
Latest News
A new package for the
management of EQTC in
your school

Version : 1.0.1

now available

concerning it

Download

Informati

Download an
information
document here.
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At the top of the screen are some buttons....

.. and, while you are welcome to browse them all, the one of most interest to EOTC
users is the one labelled ‘EOTC’, which leads to the package’s home page.

This page has four buttons which take you to :

a) Downloads - from whence you can access the latest version and the manual.

Latest

T8
R

W AR &
EOTC Downloads

There are three downloads available

Download

1 the latest UPDATE of the program file 1.0.1 (<1 MB) Last updated 6th Febi

N.B. This download does NOT contain the m fil ciated with the pa 2 LY contains the
lates n of the program itself, along with any package files deemed nec pport the update

This download C. be used to install a demonstration version

For full click

a full installation version of the program file 1.0.1 (approx 14 MB) Last updated 6th Februa

he current version of th are and 1 to preview the
d to e.g_ your deskiop then u toa directary then run sefup.exe to
rsion of the package.

d includes a part of the _net framework version 3.5 and this requires one of the following

N.B. To access the package, use entry code 'guest' and p: vord 'wors'
For full click
If you are previewing the software prior to purc| g then you will be unable to

the printer or within the package. You WILL be able to us:
purchase the packag

STALLATION manual Last updated

4 the Fi 2 Indicafive package manual Last updated

This is the pdf version

There are four possible downloads.
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1) The first is the UPDATE process for those who have already installed
the package. This is a small download which will provide you with a file :
EOTCUpdate.msi. Download it to somewhere suitable (e.g. your desktop —
instructions follow shortly in the chapter) and double-click on the downloaded
file to run it, then delete the downloaded file.

2) The second update is a FULL installation which can be used to evaluate
the software. You will be registered as a ‘demonstration’ version and, should
you subsequently purchase the package, then any data you have entered
while investigating the package will still be available.

3) The third download is the small EOTC Installation Manual

4) The fourth download is a .pdf version of this manual.

In the centre of the illustration above you will see a link to ‘Instructions on this
download process’ — further details of which follow in this chapter.

b) Latest News — which details recent enhancements to the package.

Notes concerning EOTC

Worsfold Software’s EOTC package is now available

Version 1.0.1 Released 6th February 2011

Download the new version here

Latest changes to Worsfold Software’s EOTC software

Version 1.0.1 Released 6th February 2011

This is the first release.

At the time of writing, of course, there have been no changes to the original
version.
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c) View Brochure — wherein you can learn more about the package

d) Order form — where you can find information relating to ordering the
package.

Education Outside the Classroom ordering information

The cost of the Future Indicative package is © 2011
( $14.58 per month)
aging per order.
y be sent by :

Phone : to 03 449 4 Email : to randcbutler(

Please do not hesitate to contact us if you require further information

The information required to order the package is :
. Your centre name
_~ Your centre mailing address

3. Your contact name

4. Your contact phone number

. Your email address

11.2 Accessing the web site from within the package

At the top of the main screen there are several menu headings. One of these relates
to the web site .

User : Worsfold Softwa

Searc
LItility,

e Classroom  Arthur's Academy

G0 ko the web site

Leader .
and O Download latest version of EQTC

Wiew nokes on latest changes

Instructions For installation of download

Download the package manual
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There are five options on the menu.

1. Go to the web site

Provided that your computer is on-line (connected to the internet) then clicking this
menu option will take you directly to the Worsfold Software Ltd web site.

User : Worsfold Software

Finting Search Other

REAP Management

Latest News Latest News

Version Version : 1.5.4
1.12.8
now available
now
available
concerning it

concerning it Download

Download

i

Future
Indicative

Gateway
Management

Latest News
Latest News
Version : 1.7.7
Version :
now available 1.0.18
now available
concerning it

Download concerning it

Nawninan

= .

EOTC
Latest News
A new package for the
management of EOTC in
your school

Version : 1.0.1

now available

concerning it ( n d Jar

Download Copyright 2008 (C) Worsfold Software Ltd

A button at the top of the screen closes the package browser. Remember that while
using the package browser you must use the <-Backspace button as a ‘back’ button
to return to a previous web page.

2,

Download the latest version of EOTC.

This option will result in the appearance of the following window.
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File Download - Security Warning

Do you want to run or save this file?

Mame: EQTCUpdate. msi
Type: Windows Installer Package, 1.25ME

From: C:\Documents and Settings' Administrator,...

Bun ][ Save ]| Cancel |

l--"\ ‘While files from the Internet can be useful, this file type can
\F) patentially harm your computer. [ you do not tust the source, do not
= 1un or save thiz software. What's the ngk?

Click ‘Save’ to download the update to your computer....and a window such as that
shown below will appear, asking where you wish to store the download.

Save As
Save in; |@ Desktop v| € [l i
£ ﬁ%‘FIUpdate.msi ) Coca-Cala
& ﬁ%’camtasia.msi | Indraril's Media Plaver
Fy Recent iZ)Pictures and pdfs ) Gourlies
Documents ([ 0F stuff |C)Demas
?’-.7 i{_:wuze i;:—_"lgrandad 09072010
LS | Text extras |Z35ound recording
‘ Desktop ‘ (=) Chris Maylor Photos |Charthurs FI data
| | |E=House | Ancestry stuff
if:]Xmas 2010 lijor Louise
‘-‘J ()Falders (iFor Angela
W D oeEAs Pnppendfx 4.T00|klt for EQTC Management !;JHeIp files
\)Record in Time photos |ZJFI Skuff
UK 1 IZIUK Trip
- |4 Clyde phato bits | Good emails stuff
L (Sadventures |CFar bwins
My Computer
& p -
File name: EI:ITI::I_I w | [ Save ]
My Network, | Save as bype: iWindows Irstaller Package “ ! [ Cancel ]

It is usual to save the download to your desktop, so click ‘Desktop’ on the left hand
side of the window, then click ‘Save’. As a result, the download file will arrive on your
desktop....
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(el ke
LL1% 1)

See section 11.4 below for full instructions on how to download and install an
update.

3. View notes on the latest changes

This option will display, in the package browser, the ‘Latest news’ web page from the
Worsfold Software site — relating to Future Indicative. As new releases are issued
notes relating to each will be added to the TOP of the display below so that the
latest information is always right at the top.

Worsfold Software Litd

Notes concerning EOTC

Worsfold Software’s EOTC package is now available

Version 1.0.1 Released 6th February 2011

M the new version here

Latest changes to Worsfold Software’s EOTC software
Version 1.0.1 Released 6th February 2011

This is the first release

4. Instructions for installation of download

These instructions are the same as those in item 2 above. They will be displayed on
the package browser.
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5. Download the manual
This option will deliver, to your desktop, a pdf version of this manual.

Save it to your desktop....

| A

COLOFE )

... and double-click on it to open the .pdf file to view the manual.

You may, if you so wish, print the manual from this screen using the commands at
the top of the display screen. Please note that the above image includes an image
of itself which includes an image of itself. (I stopped there...)
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11.3 How to download and install an update

This is the process you must use to download an updated version of the program
from the Worsfold Software Ltd web site and to install it on to your computer.

N.B. To install a new version you MUST NOT have the program running.
Close the program (if it is running) before installing an update.

Downloading
This process was detailed above and is repeated here.

Regardless of which way you access the download (via the package menu item or
from the web site via your own browser) you will be given the option to ‘Open’ or
‘Save’ the download.

Select the ‘Save’ option and save it to your desktop.

File Download - Security Warning

Do you want to run or zave this hle?

Mame: EQTCUpdate.msi
Type: Windows Installer Package, 1.25MB
From: CoDocuments and Settings Administratorh,...

Bun ][ Save ]| Cancel |

patentially harm your computer, 1F you do not trust the source, do nat

I L’ql while filez from the Internet can be uzeful, thiz file type can
= run or save thiz software, What's the risk?

Click ‘Save’ to download the update to your computer....and a window such as that
shown below will appear, asking where you wish to store the download.
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Save As @@
Save in: |@ Dezktop v| 3 m
£ ﬁ%‘FIUpdate.msi ) Coca-Cala
[ "3 E@camtasia.msi () Indraril's Media Plaver
Fy Recent \ZiPictures and pdfs |CiGourlies
Documents {7 CE stuff |C)Demos
- ii:IVuze i;:jgrandad 09072010
k | Text extras |Z35ound recording
Deskiop (=) Chris Maylor Photos | arthurs FI data
| | (CS)House |hAncestry stuff
if:]Xmas 2010 lijor Louise
[ Folders |ChFor Angela
WD SEERS Pnppend!x 4.T00|klt for EOTC Management !;JHeIp files
\)Record in Time photos |ZAFI Skuff
UK 1 ICIUK Trip
" \5) Clyde photo bits |=5)Good emails stuff
L (Sadventures |CFar bwins
u Computer
< 2
File name: EI:ITI::I_I v | [ Save ]
My Hetwork Save as lupe: i\v\"’indows Installer Package v ! [ Cancel ]

It is usual to save the download to your desktop, so click ‘Desktop’ on the left hand
side of the window, then click ‘Save’. As a result, the download file will arrive on your
desktop....

S ] i
e peilmatles
=1

The download will consist of the file : EOTCUpdate.msi
That's the first part of the process.
Installation

To get the new version of the program double-click on the downloaded file, and the
installation dialogue will appear as shown below.

The screen below indicates that the process has found the package on your
computer and allows you to ‘Repair’ it by installing the latest version.
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i'-§" eotc

Welcome to the eotc Setup Wizard

Select whether you want to repair or remove eotc,

(%) Bepair eotc:

() Remove eotc

Click ‘Finish’ to complete the installation process. A progress bar will appear, but very
quickly you should arrive at the final screen :

i'-:!:" eoic

Installation Complete

eotc has been successfully installed.

Click "Close" o exit.

Pleasze usze YWindows pdate to check for any critical updates to the MET Framework,

Click ‘Close’ and you are ready to begin using the new version.
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Appendix One

Sample Documents

In this appendix you will find examples of all of the standard documents.

These examples may also be viewed from within the package by visiting
Configuration / Risk levels / Attached documents — and clicking on the ‘View’ buttons
in the right hand table.

There are many pages of examples here. You may alter these documents to meet
your own needs via ‘Printing utility’ / ‘Document design’
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Arthur's Academy
Your
schoal's
EOTC EOTC and Sports Events : Approval in Principle 1 . 0
LOGO Information:  Complete this form and give itto the EOTC Coordinator. The coordinatorwillthenpass it on to the principal to
sign off approval in principle. ¥ou then need to follow up EQOTC Event Approval systems. Remember that all
paperwork is dus in two weeks prior to the event
Eventtitle Catching fish Location of Event Clutha River
Person in Code Approximate cost
Charge Hay, Elizabeth HY perstudent 168
Period Teackers /| Outside A
Term Term 2 Hols £ Halfday N3 = [Parrts Contradtor Aires, Roger
Week Week 3 2 | Schoolhours = [blurteers V3
5 E Wihole day e ? R Lantact Jirnrny Caruthers
Cumiculum | Histary 2 E |Evenings B S 7
Area(s) Wathematics i = e P = Serier leaders Role To fly higher than anyone ever has|
@ Wulti-day | = :
E % Wigekend E B | cudentTeackers v
= = [
Holidar WarkPlacement
Curicdurm va hiotel V4 By foot I'have entered this event N
on to theterm planner 9
Outdoor Pursuits \/ Campingground \/ By bikes
N The EOTC Corrdinator has
Enprstn Hotel v By van(s) been informed of this event No
Ci i Tert: Vs Staffvehiclels)
erts affyehicl (s, inci
roved by Principal
—: Cutural = —: —: hen L £ Yes
= i n = | Adulls diving carshans |,/
EE Arls » 2 &
S ® T & 1 i
4 £ 2 £ |cahns E £ [mbus o Signed
3 = Wiater | E = a =
2 : E : Billet: g : Sudents o
=
)3' E Algine { Bush & E illets. E E uden Wing car(s) \/
Urban o Hogfarnilies Sudents diving students |, 7 | Date of approval ‘

PrEd U3 WORDE SOMATES EOKEION ONE ke The Caserom somsane
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Arthur's Academy

Wour
schoal's

e

EOTC
LOGO

Event Proposal 1.1

Event: Catchingfish Teacher in Charge: Hay, Elizabeth
STAGE 1: AP PROVAL IN PRIMCIPLE

To theteacher in charge:

EITHER [ |

e are =atisfed with the pmoposed planning, organisation and stafing ofthe EOTC event. Wik 9w approd to go ahead and
plan the ewent.

Pleaze ensure that we hawe all releant inomation inzluding: a inal list of students, staffand wlunteers;
details of paental consent; a detaled tinerary (ncluding maps) at least sewn days befome the goup is
due to lazwe.
Your report and evaluation ofthe EOTC ewent, including detailz of any incidents, shauld be with us as
=o0n 35 possible but no [ater that 14 days aterthe group etums.

OR [ 1]

Wi require the fllowing infmmation or spedic changes before gpproval in principle can bz given.

STAGE 2: FIMAL APPROVAL

Wife are zatisied with the planning ©orthe EOTC awert. Wife give 3pprnal fir the ewent to go abead.

Board oftrustess or delegate’s name:

Board oftrustees or delegate’s position :

Sigred: Ciate :
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@ Arthur's Academy
:::T-:;':
i

BT Event Approval 2.0

LOGO

Ewent: Catching ish
PerzoninCharge: Hay, Elizabeth

The PIC shoud complete this form at the outset of planning forthe EOTC adivity, The PIC should already
have received approval in princple forthe proposed activty.

Whenapprowal is given, one copy of thiz form should be retaired by the approver and anather by the PIC
The principalboard should ke informed ofany subsequent changes inplanning, org ani sstion andior
staffing.

1. Purpose of EOTC event

Firpose

2. 5pecific leaming outcomes and cumiculumlinks
Histary

Mathematics

3. Site/s where event will take place

Clutha River

4. D ates and times

[ ste of Departure : 05052010 Date of retum ;. 07052010

Time ofDeparture . & 30am Time afreturn: 4.30pm

5. Transport amangements: Include names of transport company, volunteer drivers and vehicle

registration numbers.
Wig will all be traveling by bike to the depot

ard then going on foct to the focthills where we widll

catch a bus be fare

fving by helipcopter to the edge afthe bush,

6. D etailz of outside provider = to be used in the EOTC activities (if any)
Cortradar ; Aires, Roger

Address ;4 John Street, Levin
Phone : 03 44567539021 345675849
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Cartractar @ Sir Edmund Hillary Owrdoor Pursuits Centre (Organizsation)
Address ;15 feet noth, South Face, Mount E verest
Phone: OF 654 3212 021 666 5355

T.Proposed ¢ ost and fnancial amangements.

Firancial

8. D etais of programmed actvities.

Wi are going to climb frees
and swing fram the branches
ard throwwhula hoop s st the morkeys

9. D etai= of any hazardous activity and the associated planning, organisation and staffing
{please attach RAMS or SAP or similar fornv's).

[See attached)

10. H ames, relev ant experienc e, qua ifications and specific responsibilities of staff ac companying
the group.

Butler, Rary
Crayford, Elizabeth
Cameron, Ros
F earzon, Carol

11. H ames, relev ant experienc e, qua Hications and specific responsibilities of other adults
accompanying the party.

Mz Taria Sladen390157 iMr P eter Dudley3901 37)Mr Richard Bateuwn (354301 IMrs Lyncda D ufff353333)

r Kelin Dufif353 3350Mr Graeme Buller(35337 IMr JeftMarn354 074 Wr= P Hlippa Avery@8391 2 Mz
D enize Atken(39001 7Y

12. Hame, address and telephone number of the school c ontact person who holds all nformation
about the EOTC event n case of emergency.
Schoal cortadt - Cameron, Leslie

Address ;4 John Street, Lesin, Marawatu
Phone: 06 345 6739021 1234 567

13. E xisting knowledge of E OTC event site and whether a pre-visit is intendex.

Lats afknowdedge tere

14. Size and ¢ omposition of the group:

Age range: 14135
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faxmum rumberaf males : 5 Maximum rumber of Bmales : 6
Adtivityleaderparticipart ratio: 1 4
15. Infformation on parental consent:

Conzent may precede or followa pproval. Please attach copy ofinformation being sert to parerts and the

parertal consent form.

[See attached)

16. H ame=s and brief detals of students with special educational or medic al needs:

[=ee attached)

Teacher in charge full mam e Hay, Elizabeth

Signed: Date:

The utilities Appendix I - 6



Worsfold Software Ltd Education Outside the Classroom

Arthur's Academy

i Event Planning Checklist 3.0

Event : Catching fish

Person in charge : Havy, Elizabeth

Have you ? Yes / Ho / HA
1 F ollowed the approva | process if reguired? [ S A I |
2 ldertified your spedfic abjedtises ard noted the lesming oucomes you

exped aand any pre-evert teaching required? ot 8 ) O
3. Esfablished a budget? El T
4. Had studert costs app roved? G B G R
. Arranged Bor pemmissionto presdsitthe site? G o N
G Pre-visitedthe site and check ed the facilities? s i il

Booked the wenue i fnecessary? s o A G
7. Collated = st of paticiparts? S o O B |
g ‘Worked out bowemary gaff, parent helpers,

ot studert leaders will be reeded? e e
g, Met ratios set by the principal and E OTC coordinator and commites

and arethese consistert with best pradtice? [ G GRS )
10,  Found out what prior experence or knowdedge the sudents

will need to participate sakly. sl 90T
11, Mrranged or and received written parental corsert and beatth

infarmation fom parentsicaredivers? [ T O I
12, Filed parertal consent and heatth inormaton forms? [ T O I
13, Arranged or children fo bring approptiate dothing andior e guipmert? R T S I |
14, Raisedfunds? LG I O R G
15, ldentified the time required for trawel? s i A L V|

16.  Ilderfified the time required for adisties task s and experiencez in
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the programme’? [ I O B

17, Cartied o risk identiication and zakty management procedure s
(B0 SAP, RAMET? O G I

Make sure all activity leaders and assistants:

1 Have been checked out and veted ifrecessary. QR el e
2 Are guare of their resporsibiliies and what is expected of them Y Y e e e
3. Have a lizt of the student's names that they are directy responsible

for and he atth Have & copy ofthe eert programme. = ol |
4 Hawe & copy ofthe evert programme. [ T S I
5. Are avare ofthe pick up, drop off points and times. I A I
G Have appropriate experience and skills for assigned tasks. O T A I A
7. Have readyaccessto & irst sid kit (ideally, each activity graup

shauld ke their own irstaid kit). [k A5G
Transport

Are drivers required?

il Do they comply with the school transport policy? I o e, o |
2 Do theyrecuire a map o route to getto the destinstion? Y % e e |
3. 15 public transport being ussd? [ el )
4. Has it been book ed and conirmed? Q8 O
5. Are drivers swate of pick up and drop offpoints? | A N I |
. Do you need to allowefor ransportation problem sy eq. Denzetrafic,

wirter and mad conditions? (8 2ucEd
E quipment
Hawe you

1. Analysed students’ medical infarmation and collated lists for graup

leaders? A I B
2. Arranged afirst aid kit for each activity leader, plus individual medication

where needed? A T A B
3. E=stablizhed firat aid and emergency procedures? [ 2ECED
4, Obtained safetyand emergency eguipment? [ T O I
g, Arrandged to take s mohile phore ar otber communication desice,

fully charged with spare battery? A I B
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G.

7

F amilian zed yourself with emergency serdces inthe area?

Let roue details and trip details with the school cortact?

Outside contractors and instructors

Checking thetn aut:

1.

Has the C ontracting Chedklist form 149 and the agreement between

kool and outside provider (form 151 been completed and retumed

and a contrad in place?

Are the leaders competert inthe adivitie s they will be leading?
Are they qualified infirst aid?

Canthey communicate ina manner apprapriate tothe shuderts?
Are they familiar withthe terrain and equpmert to be used?

Have their refere es been cotaded?

Wierethey recommended’?

Review and evaluation

1.

Has a debriefbeen held with all staff, contractors and wolunteers
iralved inthe evert o discuss:

Inciderts’

Improvements for fbure’®

Whiat worked well, posiive oucomes of e EQTC evert?
Has this heen documented and iled with maragement?

Have the educational objedives and expeded leaming autcomes
heenazsessed, achieved and communicated to families?

Has a student partidpant evaluation been done?
Has arepot been put into the schaol newneleter?

Are ary spedal projects or followup adivties being done to exend
learning fom the evert?
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Arthur's Academy
EOTC Parent Checklist 4.0
LOGO

Information for Parents and caregivers

Parerts shoud be sert information abou EOTC everts espedallyinthe 'higher+isk' categores. This wil
usuallyinciude & cover letter, the parental consent and health orms.

1. Cowver letter

Following iz achecklis ofitemsto consider inchding inthe cover letter. Mot all tems may be relesant for all
events:

tiem to be included Yes (No /HA
* leaming outcomes [ T S B
* gvert dates L1010
* dleparture and returntimes and location/z [T I B
* dothing and equipmert reguired [ T A B
+ datesto retum conset and heatth form s [ G B A
* oot details O I G
+ fransport arancem erts [ G B
* & ruefaccommodst on detailz, induding address and phore rumber | A I Y Y |

+ secunity and superd zion arrangements induding ary imes when remote

sperdsion may take place (ie adults not actually with studert=) O R I |
+ the rature and siE ofthe ool S T GO I |
+ mergency and cortingency plans [ G

+ details of first aid cover and prossion for addiional suppaort for medicalneeds (1 0 1 0 )

* procedures if amone becomesill [ TR B
+ gafing including relesant expetience and qualiications relsted to adtisty I G I (|
* aotivities and ofhowesignificant risks wil be managed I T SR Y A
* sthool ules, esert rules (code of condudt) and discipline procadures

(e, smoking, alcohol, illegal drugs, unsafe behaviour policies) R (N O |
» what not totake or bring back S I I T
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+ moneyto be taken, arangements for sk eeping and

pock et morey (primary schools) [ T S B
* on exchange wsits, host school approval of the host families [ T S I
* insurance details and whether parerts need to arrange additional cover | I A R |
* policyon the uss ofphones, both mokile and lsndine, duing everts [ O B

Iti= importart that the Parentsl Consert and Risk Disdosure and Health Profile and Medical Corsert orms
are completed by all adult and studert padiciparts inthe EQTC evert, to mest school heslth and safety
respors biliies.

The purpose ofthe forms izto enable the school to ensure that oplimal stafing levelz are provided, the
specific needs of paticipant= are met, and the educational value and zatety of esertz iz maximised.

Details onthess forms wil remain conidential to scho ol sta ff, cortractors and wolunteers associated with
perdsing adivities onthe EQTC evert.

Far zafety reazons, please provide us with inbmationthat is accwate and complete.

Plesze retumthe se formsta the schoal by ! !

2. Parental consent, emergency contacts, and risk disclosure

See Zample form G,

3. Health profile and medical consent
See Sample fonn 7.

MB. & s=parate form shoud ke completed for each person sttending the evernt.
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Arthur's Academy
k., ol mlo‘:.rm

‘Eorc | Blanket Consent Guidelines | 5.0

LOGO

Blanket Consentfor EOTC

Pleaze amendthis docunentto meet your ovin regquirements

Tothe P arents f Gawdianz of James Alan Adam
[Fleas= remove the oplion belowwhich does not apaly)
Option 1:

lgive my general approval or the student ervolled to padicipate in of-zite programmes of learning, within
hi= or ber nommal dassroom time allocat on and approved bythe principal.

Option 2:

Education Outside The Classroom (E OTCisthe rame givento all eserntafadivities et ocor outside the
daszroom, hoth on and offthe school site. This indudes spoart.

+ 0wy scho ol believes inusing & range of ersdronm ents and experience sto enhance ow students’ leaming.
+ W beve ready acce 25 tothe beach, rivers, moutaing, and the bushinowr area and beyord. We are alzo
dosze to various built ervdrorments inour community. These areas are rich leaming emdrorments for o
Fudents both inand out of schaol. They need to lesrn hawta be safe. QO schodl alzo walues the concept of
providing students with oppotunities, Thus some of the leaming for siuderts ocouwrs beyord the school site
ard thiz document is seeking your conssnt for your childdren to paticipate in zuch learming

Our =chool usesthe following E went Risk Categoties

Leneld On site - inthe school grounds - Lowerisk ensdronments
Example s Spons day, pairting murals, hodicutuere
Coareent : Mare reguired

Lewel2 On site - inthe school grounds - Higher risk ervironments
E :mmple = School pool or climbing wall
Consent : Blarket consert

Leweld Off site - Local commurity within school hows - Loweri sk ersdronmerts
E:ample s  Museun, art gallery, sports and recrestion exerts
Coreent: Blarket coreert

Leweld Off site - Local commurity ssithin 2chool howrs - Higher risk emsironmernts
E :mmple = Acquatic (river / beach), choss courtry running
Coreent ; Blank et coreert

Lewels Off site - Davtrips mayextend ou of zchoal hours - Loweri sk ensdronments
Examples: Fam sat, day ke, dtysisit, Brrytrip, swimming in poals
Coareent ; Blark et corgert
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LexwelB Off site - Day trips may extend ou of school howrs - Higher risk emvironments
Eamples: Skiing, waka ama, rock dimbing, ields tips with chemicals or heaw madhinery
Coreent | Separate consent and risk disclosure

Lewel ¥ Off site - Residertial mulli-dayitips ilther afeld - Lowerisk ervironmernts
E :amples: Trip to ancther region, sports townamerts, vsitsto higonc sites
Coreent : Separate consent

Lernel§ Off site - Residertial mulli -dayttips futher aield - Higher risk environmentz
Examples: Overseas trip, fieldtrips to retural weterbushialpine ervdronments,

outdoor pursuit joumeys
Coreent : Separate consent and vk disclosure

Al EQTC activity categaries require faffto undettake an anaksiz ofthe risks, and idertify the
mansgemert srategies required to eliminate, isolste and mirimisethe risks. Emergency procedures are
also inplace.

BLAMNKET CONSENT
1iwe agree to the patticipstion of James &an Adam inlower risk categories 110 5
ECTC everts while s studert st "our schoal rame here'

1A have providedtbe schoolwith upto date medical, superdsion and learring informatio n through the
enrolment fonm and wil make every endesvour to keep this informati on carert.

Marme:
Sigrature: Date;
Marme:
Sigrature: Date:
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4 Arthur's Academy
b i schoars

porc | Blanket Consent Guidelines | 5.1

LOGO

Blanket Consent for EOTC

Flease amend this docunert to meet your ovn reguirements

Tathe P arents F Gawrdians of James &lan Adam
[Plea = remove the oplion beloveshich does not applyd
Option 1:

| give my gereral approval orthe studert ervolled to paricipate in oft-site programmes oflearning, within
hi=s or ber nommal dassroom time allocation and approved bythe principal.

Option 2:

Education Cutside The Classroom (E OTC)isthe rame givento all eseitsfadivities that ocowr ouside the
dassroom, both on and offthe school site. This indud es sport.

* Cur =chool beliewes in using a range of emvironments and experience s o entance ouwr siudent s’ leaming .
*Ye have ready accesstothe heach, ivers, moutains, and the bushinow ares and beyond. We are alzo
dose to sarous buit emdronments inour community. Thess areas are rich leaming envronments for owr
shudents hoth in and out of school, They need to learn howtao be safe. O school also valuez the concept of
provdding students with appotunitie s Thus some ofthe leaming for students ocors beyvond the achaol site
and this document i seeking wour conse rt for your childirento padicipate in suchleaming

oux zchoal uzesthe following Ewent Risk Categoties

Lenel on gite - Lovwrisk ensdronments
Examples: Class adivties
Conzent . Morne reguired

Lenel2 Off gite accuring withinone day- Lowed sk environmerts
Examples: Historytips, Theatre, fann visits
Conzent: Blarket consert

Lenel 3 Off site ocoring withinone day- Higher risk emdronments
Examples: Skiing, agricuturaltrips imolving chemicals
Corzent . Evert-spedfic appraval

Lewel 4 Sport -indor and outdoor
E=amples: Might spods eserts Wednesday sport, sports exchanges
Conzent : Blarket consernt

Lewels R ecreational swimming
Examples: Suring
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Canzent : Evert-sped fic appraval

Lenel B Overrights
E=xamples: Camps, sports exchanges, ield rips
Conzent : Evert-sped fic appraval

Lenel ¥ Outdoor Education
Examples: Kavaking, tramping
Conzent: Event-sped fic approval
Lenel S Owerseas

Examples: Spotstips, Classtips
Coreent : Evert-sped fic approval

Al EOTC activity categaries require taffto undettake an analyzis afthe risk s, and idertify the
managemen sratedies required ta eliminate, isalate and minimizethe rizks. Emergency pracedures are
also inplace,

BLAHNKET CONSENT

1 we agree to the paticipationof James &lan Adam inlower risk categories 2 and 4

EQTC everts while a studert at - "vour schoal rame here!

b have providedtbe schoolwith upto date medical, superd sion and learning inform ation trough the
enralmert fonm and will make every endeavour to keepthis infonmation curent.

Mame:
Sigrature: Date:
Mame:
Sigrature; Date:
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& Arthur's Academy
3 :::F;I-Inrl':
i

‘].;DTC Blanket Consent Guidelines 52

LOGO

B lanket Consent for EOTC

Please amend this documentto meet your own requirements

Tothe P arents iGawdians of James Alan Adam
[Please rem ove the option belowswhich does nat appld
Option 1:

| give my general approsal Brthe studert enrclled to paticpate in oftsite programme s of learning, within
hi= or ker pormal classroom time allocaiion and approved by the principal.

Option 2:

Education Outside The Classroom (EOTCY iz the name given to all eventsfactivities that occur outside the
claszroom, both onand offthe school site. This includes sport.,

* Our school believes inusing a range of environments and experiences to erhance ow gudents' learning.
+ Wie have ready access to the beadch, rivers, mourtains, and the bushinour area and beyond We are alzo
cloze to vatous bult ensdronments in our commurnity. Theze areas are rich learning environments for our
studerts bathinand out of school. Theyneed to learn howtao be safe, Our school alzo values the concept of
providing fudents with oppotunities. Thus some of the leaming for students occurs beyond the school site
ard thiz docum ert is zeeking your conzent for your childrento patidpate in such learning

O achool weesthe following Event Rizk Categories
E rter your owin risk categoties or spedfic everts here

Level1 Onsite -Lowrisk envronmerts - Local
Examples: Interhouse cricket
Conzernt: Mo

Lewel 2 Off zite occwring within one day- Lowrisk endronments - Anound town
Examples: Intercollege crocket
Cornzent: Mo

Lewel 3 Off zite occwring within one day - Higher risk emvdronm ertz - &round the Country
Examples: Exclangecollege cricket
Corgent: Coordinator

Level 4 Cnerseas events
Examples: &ustralian school cricket
Corsent: Principal

Lewel 5 D escripiion :
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Examples:
Coarsent:

Level 6 [ escriplion :
Examples:
Careent:

Level 7 D escriplion :
Examples:
Careent:

Lewvel D escriplion :

E xamples:
Careent:

Al EQTC adivity categaries require staffto undertak e an analysiz ofthe isks, and idertifythe
maragement Sratedies required to elimirete, izolste and minimize te risks. Emergencyprocedures are
alsoinplace.

BLANKET COHNSEHNT

| Fwe agree to the padicipationof James Alan Adam inlower izk cateqores 2 and 4

EQTC events while a studert st "“vouw school rame here'

Ifwe have pravided the schoal with up to date medical, supendsion and leaming infarmation throughthe
errolment farn and will make esery endeswour 10 keep thiz inbmmation curent.

Mame:
Signature: Date:
Mame:
Signature: Date:
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Education Outside the Classroom

Arthur's Academy

g Parental Consent and Details | 6.0
LOGO
Ewert Detail=
Title 1 Catching ish
Lacation : Clutha River
Start date o GOS2010 0 Time: 8.20am
Finish date o OFAOE2010 0 Time: 4.30pm

Participant Informn ation Form

Please complete these details:

MHame : James Man Adam Student I0; Q90157
Address 49 bhns Terace
Wfainuickapa
Telephone : 467 7RS4 hobile @ 021 346 G729
Year orclass lewl @ 11 Fges 18

Form Teacher : 240114993
Family Doctor @ Doctor : Ames
Phone ;345 G729
Addreszs : Taraua hedical Centre
Community Serices Cand number L 12245-6TE0-(087-543

Medic Alert number (if applicable) L TET1S

THIS FORM OR A COPY MUST BE TAKEN ON THE EVENT. & COPY SHOULD BE RETAINED EY THE

SCHOOL COMTACT.

Emergency Contact Details  (please povide at least 2 sets of contact details)

Contact 1: Emengency Contact

Mame : Wi Tania Adam Relatiorship :  hiother
Address : 139 hsttontown Road

Oyde

Central Ctago

Upper houtens
Day Phone ;O 4466 7S Wiork Phore
hobile

Contact 2 : Atemative contact
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MName : b Peter Adam Relatiorehip :  Father
Address 139 Mrttontown Foad

Clyde

Central Ctago

Upper Mouters
Home Phone @ 02 466 754 Work Phore :
Mabile :

To be read and signed by adult assistant or parentiaregiver ofchild participant.
Parantal Consent

lagree to miy childfmyselftaking part in the EOTC ewnt and haw eeeived suficient inbmation
on which to base a decizion. | agree to theirimy particd pation in the actiities descrbed.
| acknowladgethe need orthemdne to behawe responsibly.

Acknowledgement of Risk

Ihawe readthe EOTC ewnt information sheet and | understard that there are g aszociated with
inuolemert in school EOTC events andthat these dshs cannot be completdy eliminated . | understand
that the school willidentify any freseeable dsks or hazards ard implement comect management
procedures to eliminate, isolate or minimise those hazards. lundersand my child has been inalued

in the dewelopment of sakty procedures. Twill do mey best to ensure that ny child ©llow these
procedures.

I know tha | am able to ask any questions ofthe schod about the activties Moy child will be inabed in,
to gain a better understandng ofthe rsks imohed. | meognise that participation in such actiities is
wlurtary and not mandatorny through 3 'challenge by choice'™ procedure . by child and 1both urderstard
that Ithey may withdaw fom an activty if lthey ®el at dsk. This must be done in consultation with the
person in chame.

h understand that the school does pot accept responsibility forloss or damage to personal property
and that it iz my esponsibilityto chedd my own insurance policy.

Name :

Sigrature:

Dae:

® 'challenge by choice' means the partidpant chooses their own lewl of challenge within a supportive peer eniironment.
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Arthur's Academy

Your
schoal's

Lo Health Profile and Medical Consent (Staff) 7 0
EOTC "

LOGO

Pleaza note : Thi= proile iz desigred to assist withthe care ofall padicipants onE OTC events
Cre form to ke completed or E&CH padicipart,

Mame ; James Alan Adam Medic Alet Mumber: YE71S

1 Please tick if you have any of the following :

higraine Diabetes Chronic nose bleeds
Colour blindness Epile psy Travel sidiness
Heart condition A=thma Fits of any type
D=y spels

Ciher (P lease specify)

* Reguired or overnight events only

2 Medication details

Conditio s lergy Med cion details
3 Alerges
Prescription Medication Food Ir=sect bitesfstings

Cither allergies

4 Isa Health Plan required Wes ) Mol 1 (f'es'then see Docunert )

5 Hawveyou had any major injuries (breaks or straing) orillness [glanduar fever etc) inthe last six
morthsthat maylimit Ll padicipation in anyadivties? Wes( ) Mol )

If We s thenprovide detailz of the injuy Filiness.
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6 Date of last tetanus njection : 12102003

T Dietary R equirements

Jelly hahies

far all

the time

& What painflu medication may be given f necessary ?
P anadol

Azpitn

Mirties

Lolies

9 To the best of your knowledge. Has Jimmy been in conta ct with any conta gious or infectious
dizeases in the la st four weeks? Yes ) Mol )

If e then provide details

10 Isthere any nformation the staff shoukd know to ensure the physical and emotional safety of
youjourchild? (Forexample 2 cultural practices; disability; anxiety; about
heights/darkness/small spac es; pregnancy; behaviour or emotional problems).

C heck withthe dean daily
if rot houty.
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B lanket Consents (Theze conzents are assumed to apply ©rthe curent year)

Agreementto : Cores ent
Agreemert to adminizter medications if necezsary
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Arthur's Academy

Medications Administered 8.0

Ciate Time Medication Dosage Signed
Studert
Drate Time hedication Dosage Signed

The utilities Appendix I - 23



Worsfold Software Ltd

Education Outside the Classroom

L=

EOTC

Arthur's Academy

Your

schoal's

Health Care Plan

9.0

LOGO

Source: Health Conditions in E ducation Settings - Swppotting Children and Young People.
MoE (20067 For more inmation on howvwto use this form go to: Htpciessaemi nedu.gosd re!

Time period covered by this plan
From : 03032010 Tao: 09092010
Studert : James Alan Adam
School: Your schoal name here
Drate of Birth - 24111983 Gender: Male

H ealth ¢condition or diagnosis

Warts onhiz nose

Symptoms or health needs

Hat &lling dowan over ears
What chid/student must not do because of his/her heath conditions
Weara funny bat &t slltimes

D aily care neeils at school: people, tasks, equipment

Dean ! Counssllor and ointment

FamilyWhinau contact's

Parent/Caregiver 1
Mame ; M= Tania &dam
Address: 139 Muttaortown Road

Clyde

Certral Crago

Upper Moutere
Home ph: 06 456 7654 Wark ph
hohile
Parent/Caregiver 2
Mame ldr Peter Adam
Address: 139 Mutortown Rosd

Clyde

Certral Ctago
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Where copies of the emergency procedures are kept (who has a copy)

Inthe cupboard inB12 and Joan has the key
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& Arthur's Academy
i 51:11':':\:'5
==

v Aquatic Activity Consents ‘ 10.0

LOGO

For activities where being able to swim is essertial

Consent does ot remove e peed for actirdy keaders to ascertain the leve foftie stedents’
swinming abilty for thomselos,

Ewvert: C atching fish
Studert : James Alan Adam

Sweirnring shility Cont kricow
ks ywour child able to swim 50 metres?
= wour childwater confident n 3 pool™
ks ywour child confident in deep water?
k ywour child able to fread water?

E your child able to survival float?

k ywour child zonfident inthe =ea or open inland watear?

RIORICIRIC]
FORICIRICIR] 5
e

ks ywour child = afety-consdous in and around water?

| would like James Alan &dam totake partinthiz event.

Signed Drate

Full rame of parenticaregiver

M.B. The adivity leader should take this form or & copy onthe event. & copy should be retained
bythe school cortact. © onsider the need to gainsmilarinformation from adult padicipants as well
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& Arthur's Academy
= EE‘;:::;'E
. 1

g5 Student Contract ‘ 11.0

LOGO

To be dewloped by, read and signed by all padicpating students

Ewent: Catching fish

Studert James Slan Adam

| urderstand that this evert iz an opporturity ©rme to leam, practize skillz ard gain attitude z and walues in
anenvironment outzside the classroom | realize that this requires me to take on geruine responsibility for
my owd lesming and safety and thet of athers.

| agree to do the following to make this happer

+ Showecoutesyand consideration to athers

+ Followwthe niles and instructions of adivity leaders and assistants &t the event, induding travel to
and from the event

+ Take pat inalladivties wihin challengedyechaice® options
+ | ook after myselfand my personal belongings
+ [Dedare medical conditions that coud affed padicipation inthe exent

+  Acceptthe niles set by'the school for the evert, evenifthey are differert from whatis accepted &t home

| urderstand that my parentzicareqivers will be contaded anl may be zent home attheir experse if

+ Ny actions are considered unacceptable by staff
+ | breachthe school drugs and alcohol policy

+ Ny actions put me ar otbers inanydanger

Signed : Date:

* 'challenge by chioice' meanz the padicipant choos2 s their own lesel of challenge within a suportive peer
erdronment.
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a Arthur's Academy
L Your
~  schoal's

(g Activity Leader/Assistant Competence 1 2 0
EOTC "

LOGO

Activity leader/assistant competence

To be corphbiod by alf 3ouR pariicipants .
Ewent: Catching fish
Mame Fary Buler

Category: Teacher Achvityleader CtherSchool Staff Assistant

Skillsiexperience/qualifications :

Quafification Cuerrent Mot Current [ ——
Car driver's licernce Yes

Paszenger serdce Yes

licence

First Aid Ceriicste es Tyoe : First Aid Cedificate

Walid until @ 12062010
Date lapsed ; 134 252010

Teacher reqistration Yes

Li® =aving Cedificate Yes Tyoe : Lik Saving Cet
Walid until ;101042010
Date lapsed ;124 252010

Instructor/coaching qualifications relevant to the activity (list helowor sttach):

Quenfification Essued by hotes

ML Abseil MDA Date gained : 03032008

Leader Type : Cer

MIDIA Cave 1 M A& Date gained ; 05052009
Tyne © Card

ML Bush ST John Mext due @ 05052011

Walking Leader Last refresher - 0BOG2010
Motes . Careflly tested

Search Methods

S winmming ability

Swd i rring ability Y=

Mo
Can youamim 200m confidenthy and competentys |:|
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Canyou tread veater for three minutes? D
Couldyou swimout in deepuater and rescue 3 student? |:|

Other signific ant skills or experience relevant to the activity (lizt below or attach’

| cerlify that the above informationi=s corred.

Signed :

Date:
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ﬁ Arthur's Academy
ad ::T'.I:I-In:'s
i

=1 Volunteer Assistant Agreement
ol g ‘ 13.0

LOGO

To be read and siguned by alf voleniteer assistants on an EOTC evert, These may be kepl on fie
ard usod ropoatodis.

For parentsi aregivers and other volunteers who have been invited to assist on the event

Ewvent: C atching fish
Mame: Rory Butler
Address 4 John Street
Lewin
[T =R
Telephone:  (home) 05 356 3344

[mokile) 021 445 0455
E ither

| am the parenticaregiver of

| amn & volurteer (please tick) [ )

Az a volunteer assistant in the school EOTC event
& |am willing to comply with reguests of staffand will ©llow safety procedure s theyhave set.

+ | am wiling to azsist in aspects of running the evert, based oninbmaton | kase supplied onthe Activity
Leader and Assistart Competence form (forn 1 2)

+ | agree there iz mo place for aloohal oF mon-prescription diugs ona schoal EQTC event

¢ | accept the terms of my involvem ert as gated above.

Signed Date
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@ Arthur's Academy
::‘;‘\nnlql::':
b

=i |

i Contracting Checklist ‘ 14.0
LOGO

Farm ta be completed by esch contracted arganisation

The following checkliztiz sant to souas anouzide provider to help assess the lesel of safety manage ment
expetize provided by your organisation.

P lease returnthis form to by

Orgarisation: Zir Edmund Hillary Ourdoor P ursuits Certre

Cortad person: Edmund Hillary

Address: 15 feet noth
SouhFace
hlourt Everest
Fhare 07 G634 3212 Cell: 021 666 5553 Fax:
Email :
Length ofime as contractar ;
Please complete the following:

-
]2

1. Doywou hawe selection stand ards for wour staff?
= What are the stardards?
They mud all pass our igorousinitistion process,

2. Droyou hawe training standards for your staff?

<]

* What are the stardards?
Yes -they all have School Ced priorto 1950,

3. Dothese standards comphy vikh nationally acceptad best practice

4, Does ywour organisation regularhy monitor compliance with these

] K
S I I e I

= Howd

Mo -ornce vouse got School Ced tehy cant take it away.
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Your organization’s safety procedures Yes
1. Are recards kept of incide nts (fatality, near misz, injuny, illness, proparty damage,
behavioural problems)?

2 Are logs kept of equipment usa™ |:|

2. k there a = afetwtisk management plan {eg RAMS or 54F) and standard operating
procedures (S0P S for each adivity™

4. Safetyfrish management plans and S0P S (ncluding emargenoy procedures ) for all
activities this schoolwil be involved inare attached.

KOO RIDO S

4. Canyou confrmthat personnel alocated for the event meet acreptad best practice D
standards for all activities they will lead?

R eferees:

Pleasze provide the rames and contad details of bao supporting reeree s that wour organization haz
zupplied servcestointhe past.

R eferee 1

Mame: Jimbo Eveready
Address 26 Chandler Crescert
C lyide

P hore: 06 395 4567

R eferee 2

Mame:

Address

P hone:
The infnrnation supplied above is carred.

Signed: Date:

Mame : P osition :

The utilities Appendix I - 32



Worsfold Software Ltd Education Outside the Classroom

Arthur's Academy

our
1. schoal's

e | Agreement between School and Provider 1 5 0
EOTC "

LOGO

Agreement b etween school and provider (organisation or individual)

Ewent: Catching fish

Thizizanagreement betvween

School Arthur's Academy

ard

P rovider

Farthe provision of the following serices;

The providet will take all reazonsble practicable fepsto ensure the health and safety of e schaol
studerts, staffand assistarts attending this event (Healkth and Safety inEmploymert &ct 1992, Section 1,
121,and1.22)

Please tick all information you have attached

Provider responsihilities - provide the school with the following:

Howthe expected leaming outcomes ofthe actvitwies wil be met.

A& description of the supendsion gructures, induding experienced staffto student ratios
required for each activity ithat meet relevant best practice requirem ertz),

Student supervision policies thet the school must comply with,

Saktywrisk management plansand S0P S, eg RAMS S AP or similar for each adivity.
Staff proflesthat indude relesant gualificationsiexperience (see over).

Detailz of fdlities and equipmenr to be provided.

A& wyitten gquote for the equipment and sericesto be provided .

A& leaming emdronmert that iz safe for the fudents and meets the stated educational
outcomes.

Aliztofequipment and dothing required by students for the actisitie s,

0] CEEEee T e

The preparation required by studerts to patticipste safely inthe adivties.
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School Responsibiities - provide the provider with the following:

The intended leaming oucomes that are based on the achievement objectives

inthe relevart curriculum areas.

Oppatturity to ke irvalved in planning, implemertation and evalustion stages of evert.
Mame and contact numbers of the liaison person for this event.

Adequate staff and superdsorsta meet best practice requirements (see over).
Details of wdlities and egqupment supplied by the school (ifapplicakle).

Health ard bebavowsal profile = of the studerts involved inthe evert.

Copyofstudent cortrad .

Adequately prepared and equipped studerts (gear checked),

Anpropriate support for Sudents with spedal needs.

OO

The =chool or provider reserves the right to withdraw any or all participants from the eventif
safety is compromisedl,

Signed (Forzchooll Date —_—
Mame

Signed (For provider) Date - o i
Mame

HEB: The school requires that a male and fermale activity leader or assistant must
be available at alltimes for overmnight supervision or where students are using

¢ hanging rooms (eg sports events or public swimming pools) ifthe eventincludes
both male and female students. The school requires that a minimum of two activity
leaders or approved assistants be on site at all imes.
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Arthur's Academy

our
schoal's

b= Outside Provider ‘ 16.0

EOTC
LOGO

Contract for Services
Schools often find # necessan to ermploy extra dafffor EQOTC actiritie s This drait may be g savling
paintiorthat proce ss. Schools will heed to add clanses o cover matters relevant to thelr circumstances,

for example, reimburae me nt forexpenaes Nee ofequipment acknowedgement of schoolpojicy,
termination of senke ete,

TH=zis anagreement hetvween
The =choal: Arthurs Academy
ard

The corfractor, Sir Edmund Hillary Qurdoar P ursuts Certre

Contract start and end dates

Start date: Time:

End date: Time:

Contractor's role: Services to be provided

The Cortractor will provide the serdce s set ol inthis schedule. The C ontractor will proside those sendces
to accepted bed pracice standards.

The C ortractor will meet the reguirements ofHealth and Zafety in E mploywnen legiskation; be efthusisstic
ard promote the schoal when dealing withthe public and the providers of zendce 1o the schoal.

D aily stading and finishing times are

Start Finish:

A unch break of 30 minutes will he provded eachday |:|
OR

Thiz evert requires student superdsion and lunch to ocour concurent'y |:|
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Payment

The zchaol will pay the C ontractar for _ howsatd _ _incl GET per howr

oR

The =chaool will pay the C antractar the sum of § _ il GET waon receipt ofanirwaice
D eclaration

| dedare that | do pot have any convddions relating to dangerous diving, violent or sexual offerding, and |
agree to police weling ifrequired .

Signed: Date:

Full Mame:

lhen suf-conta cing ocolrs betwe en providers foran EQTL event, for example;

* FPary A -parents’school

L) Faiy B - lead provider

K Paiy C©- 2nd provider stibcontracte d by lead provider

K Faiy O - gitim ate provider subcontracted by Znd provider

Thers may be no direct contractoal welationship between Pady A and Parly Cor DL Thewefore, we sdgoest
Bt wouid be good practice to set up g sede s of gpecific contractual respon sipiliiies in each contkact that
reflect the key concerns frparty A (related to the safely of stydents)

Thiz wouks peotect the re lglichship between egch pary (C with B as weli 25 D) Egch contract shoukd
Ideally have an ‘o and down’ protection buigin too, so D codfd mole ol itself form any s bestandand
cobdfion s imposed oF inplied by Car B

Forexample, each contract conld contain a clan se sbch as;
The syboontract shall not be approved by the contractor anless the contraclor is satisfied that the

standa ks of care Wiimately provided o stude nts meets chrrent accepted praclice standards (best
practice standards] and that a clanse to this efie ct shall be contained in any sub-contract’
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17.0

Arthur's Academy
Your
school's
§ RAMS - Hazard Assesment and Control

Ewvent: Catching fish Location: Clutha River

| Risks - Hazards o Shnificant? |Controls

| What could go wrong? | Why would this happen? Yes / No ‘How can we prevent it?.
Ahorse could jump over the ferce | Billy Bumter could scare it Yes Don't take Billy on the Tip

RAMS Review Process

Reviewed by

Date

Signed
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Arthur's Academy

RAMS - Risk Management Plan ‘ 1 8_0

Zchaol Arnhur's Academy

Ewent: Catching fish

Locstion:  Clitha River

Personincharmge : Hay,Elizabeth

D eparture date andtime : 05052010 §.30am  Retum dste and time : 07052010 4 30pm

Risks (significant potential loses)

1 In alogging area so rees might Rl onous 2 Rihrana could bein the lde
3 Wild crocodiles abound 4
People
Skl attthdes ae JThiess, @tios .EJFIEI'E 12 keatth et
Causal factors Fisk reduction grategies
Lack of ol sder Lraming Trasrmig of falifesdargmbintesrs fn B af actely
Lack of staffyleader traning Tranng of faedargvolunteens n gagammng)
EuEning
Ltk of gafieader Lraning Trarng of fafeadarsivalunteans n e spadic procadumss
Lack of daflykader tranng dtructord sl M20TA Budhi 1 or equivaent
Lack of staflfeader traning Leader has completed B course
Falure bo dedhes nghs Briaf partepanks re nsks and hasaeds
Inapprpnata languags befhixos Bl paticpants m asgectainns ad rues
Faligue /dress Briaf pationanis m eapedctations and rues
Fef e e resd Syems o place (e x. buddy/detace)
Faliplefat ress Tramp wEhe irdiseduak ity
Lk on v driing exierence Emginy competart. dovar
Bisitars Cary dukabe biter teatment
Bisters Warn dudants concening sukabla fookbwaar
Equipment

Clotilig s kefter, ac by specificgear, sak ygeare

Cauzal factors Rigk reduction strategies
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Tragnmpas & Cithing

had pomonatenes of colhing

Masng egugment

Feguar aguipmert. checks

Mesrey aguiprment

Lhe chacklst for firel checks

Lack of redeue geer

Corry résrul aar

Lack of mscus oaar

LEa chacklil for fingl checks

Bad fils : bistars

Belvee re biEbers pre-ing

Bad 6k : bigtars

Carry sukabis histar tooatmants

Inaggmpne e od

Capry sutabie quantied of Ppmprate food

Corekss use of Loves

Pre-trp bigfng on wse of equpmeant

Caraless use of fovas

Pra-ing praet o8 with agugirnant

Caraiess use of Loves

(hads dove phor Lo e

Lack af petral

Thads vehches for petml

Theck squigrient B

Frstad [ resue gaar

Theck aquigniant Bt

riegs and cofgass

Check squigrment i

Themod § bl watar

Theck squgrmient B

Snow fioam

Theck aqupriant B

Ful ap skapng bag

Check, equigment i

Soae dothing

Check aquigritet B

Bvibag /) tentfRopeSpare faad

ek aqugriant B nhasErs

Theck equigrearnt BL W Ring ki
Theck aquignient BE bily

Check aquigrmant. it Gas cockanightar
neck aquprmeant i Pepar ki

Environment

Weatererah wakrseasoi et

Causal factors

Risk reduction strategies

Weaakher unsul Bl - weal

Orass for wadher and addse groug

‘Waathar unaul il - wat

Reschedule n cadan conditions

Terrdn ursul sk or changaaiie

Been Lo track

Terran urdul a0 or changeakis

Folow kadarsroue when hueh bishing

Fragie enveonmeant

Mrwnum mpsd ode b ba decusad

‘Weather ursukabe - wnd / wind chil

Dress far wad her ad addse groug

Weaather ursulabe - smd [ wnd chil

Feschedul n cadan conditans.

Dffieul anvronmants

Diaciose ks - Brag' budh Bwyer reks

Difficul svronmeanks

D5t inse rebka - DEdgng makenak o Lo ol her Below

Difficull envronments

Dscise rgks - Wasp 2ings [/ alemic fudent s ko tranel direc by
bBehnd Eader

Dufficull anvronmeants

Oscinse reka - Ma pushing on downhils

Deficul envronments

D= e rsks- Arkie njures on bush bash

iffieul

D=t inse risks - Shdes on rack aulrops

Dl apvronmeants

Dscinse reks - Pasging on instant rekl wamings ta athars

Difficull envronments

e nse ks - Staady pace Lirough gange

Difficull envronments

Dhaciose riges - Dischoge ganda nsk

Dffeul anvronmants

Dscnse rgks - Currart canditons

Transport
WNCEE drieE, onboand e kabre
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Causal factors

Risk reduction strategies

Drvear natl anton

Lhe defendgve dimg code of oradice

Driverunic ensad

Enpay competant dower

Drivarunit ansad

Drwar rites Biaee spgrosridds Bosnsa far whicla

Deveer defryckaton

Drink gnty of Muids

Traned dchnes

Pequisr #agd far gooug

Tranedd dokrigss

S wunembie dudents g ok

Tréned dokridss

Carry Epprapnate medcatons

Trawd dchnas

Corry SChne®s bags

ok weang Fepdets

Monkor ife kel g

Pasmengens) wweil

Trouiate heat hprofiies for everyare incuding aduits) to

driwers
Crtical incident managemesnt
|Emergency pracedures to manage each ientifed risk. Emergency gear required

Fjary or medical issue
Siop the gaty, aasess and sl palenl, manade red of parly, montor and Aird aid ki
regsure. Consul mpmopise serdcals) | Poice Mbmbunc e Fasgpl 8 Doctar) Bl ahoneds)

Sheker

E=d Publicrelations

Discuss wih reievant peonk, polee il naessry, e nodent regad, akert Bl phana

printos

Fallow up o refevant agency pasan

Loss of participant

Siop Lhe qroug, sELahEN whers whien [0 saan snd state af mind,
cargiele wrilen det sl cary out eath of immediale e s a8 e sl
Saak Agdance

Dacument detak af incident
Map of erea
Peewant authanles

Erwironmentd damage

Tk mrvaria of shuderils e wifuly & wknawnaly damagng e
ansmnment and degasng of rubiEh noan napoprale way

hadart sk fobaw g

Oeath of partid pantsstaff sothers

Secure and cover welm, marage sl e ssues group, akrt relRvant
authorties, alert school b nbiate emargendy mangameant plan, refar madia
o previpal

Dutade spEnaes
Schoale nas managernant gl
HELP Brescanfcel phane

Frosecution ! Civil sction

Wasg arurte notes of J nierat ons and communical ons with avaryans
cancarmad. Acess sastane e fom schaal and PPTA & any relevart
aEnoes

Lahity maurance
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Hational Standards applicahle

Safety EOTC @ A good practice guide for MewZe aland Schoolks 2002
Health and Safety in Employmnet Aot 1952

Education St 1020

Top exdtra

Policies and guidelines recommendexd

Safety &EOQTC A good practice guide for Mew Ze aland Schook 2002
Hezalth and Satety in Employmnet Act 1952

Education Act 1229

Top exdra

Minimum skills required by leader or staff

Core competendes For EOTC Desiable personal attributes mchde:
Leadership shills rnrnuni cation and ernpathy skills

First aid certification Hexibility ard ot wation

Ahility to iderkify and manage rizks fesertiviess and abiliteto say ‘M

Fisis managerrent shills fpproac hability

Ermdrornental awareness skills Safety conscious

Avareras s of cultural walues Sound judgernent and problern sdving ckills
Pravious experience in tHplaraa od zalfconcept

Foup managernent s klls Foility ta assass group dynannics

rrare | aft rrare tight

Final appraval Accept [ ) Mot yet achieved ()

Comments (Mote : Near mizsincidentsfaccidentstazarnds prevously recorded )

RAMS ReviewProcess

Reviewed by Date :

Signed :
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Your
school's

Event - Catching fish
Departure Date and Time

Murnber of staff

Arthur's Academy

SAP - Safety Action Plan

19.0

Murmber of helpers

Person in charge

Mumhber of students

Hay, Elizabeth

0505200 8.30am Return date and time: 07052010 4.30pm

Your
schoal's

®

EOTC
LOGO

Event: Catching fish

Laocation: Clutha River

Startdate : 05052010

What significant What could causeit to | How could we [prevent |Whose When/where will itbe Emergency Plan
things could go wrong? | go wrong? it from going wrong? responshility is itz | done?

The bicycles might have flat | immy could have forgotten | Watch Jimmy ke & hawlk | Jimmy Bames Cutside cycle surgery Zeniy will carry a

tyres o purrp therm u spare purrg

The bisyclebells might Lack of pil in the Ask Judy to il them Jill Usher Before we leave Jenry will camry spare oil
nat werk mechanism
Approved hy Date
Signed :

Arthur's Academy

Participants Summary

20.0

Person in charge

End date: 07/05/2010

Hay, Elizabeth

Details intentionally blanked

Sumrmary of Participart Infarmation
Family Name First Names Date of Birth Address Met afkin Contact Relevant Medical Infarmation
Aitken Se 13/08/1894 (3 race
[ F—
Wellingtan
Adcaock Ka 8/111893 (2 load
Ry
Christchurch 7814
Aiken Je 707895 |6t /e
Ay
Chnistchurch 8042
Adam Jir 241141993 (4 rrace Mrs Ta m Hme:06 Diabetes~Mild~|C hronic
W .3 M ather 4t 34 nose bleeds~Severe~Keeps
cotion woal at his side at all
times|
Epilepsy-Maderate~Tablets
in his satchel|
Adcock Br Jioingaz (27" "~ ool Road
R
SRR
Alesana Ti 25/10/1992 (6™ ~ zet Mrs Tania A a Colour bindness~Mild~|
Fi £ Migrane~Severe~|
Reowsi
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Arthur's Academy
Your
school's

§ o d

EOTC
LOGO

Event:Catching fish Personin charge : Hay, Elizaheth

Participants Summary 20.1

Details intentionally blanked

Location: Clutha River Startdate : 05/05/2010 End date . 07/05/2010

Summary of Participant Information

No. |Sumame First name Cell DoB Address

1 Aitken Sarah 021112 3344 13/06/1994 |32 Cumberland Terrace, Mirimar, Wellington

Caregiver 1 |Mrs Tania Swim 50m No |Doctor : Ames Medical conditions : Diabetes Mild |Chronic nose bleeds
Relationship | Adam Swim pool Yes | Tetanus date 12/10/2008 |Severe Keeps cotton wool at his side at all times |Epilepsy
Home phone |Mother Deep water (No | Panadol OK Yes Moderate Tablets in his satchel|

Work phone |06 456 7654 Treadwater |Yes |Emgcy Trtmt OK |Yes Comm Services Card : 12345-6789-0987-543

Cell phone Survive float (No | Costs 0K Yes Medic Alert No.: 76715

Swim insea |Yes
Swim safe No

No. |Sumame First name cell DOB Address

2 Adcock Ka 9/11/1993 25 B 614
Caregiver 1 Swim 50m Yes |Doctor : 5t t Medical condtions :

Relationship Swim pool No | Tetanus date 11/03/2007

Home phone Deep water [Yes |Panadol OK No

Work phone Treadwater |No |Emgcy Trtmt OK [No

Cell phone Survive float (No | Costs K Yes

Swim in sea (No
Swim safe No

No. |Sumame First name Cell DoB Address

3 Aiken Jes 7/07/1995 6H: 2
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Arthur's Academy

S s:':\nnlql::'s
b
ROkA Event Emergency Phone Numbers ‘ 21.0
LOGO
Ewert: Catching fish Lacation ; Cluha River
Start date : 0500522010 Erd date ! 07052010

It i=suseiil to compile a lid of applicable emergency nunbers prior to an EQTC evert. P ut copies
with each cell phone tak en and the landline telephone sothey are accezsible to all supervsors
during the event.

People in charge if an incident occurs

Onsite Hay, Elizabeth AtSchoal . Cameron, Leslie
Cel phone: 021 456 7654 Cellphone ;021 1234 567
Emeigency ©ontact Mame Teshe e
Emergency Serdces 111
P rncipal Schoal;
Home:
Il abile:
Bosrd of trustees chairperson Wark:
Home:
1 ohile:
School media spokesperson Schoal:
Home:
M ohile:

Mearest doctor - medical
certre

Mesrest hozpital — emergency
depatment

Mearest police station

Community constable
Departmert of Conservation | Jim 03456789
Mourtain radio serice
Mearest fire station
Regional coundl

Mational poisons cerlre

Camp manacer
Coast gquard
Civl D efence
Rape Chsiz

Child, “outh and Family
Serdce [CYFE)

Arimal Cortrol
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Meteorological Serdce
School Trugtees Association 0300 STAHELP
L epartment of Labour

Group Special Educston

Group Special Education 0300 TIHELP
(Minitry of Education)
Traumatic Incdent Help

St club

The utilities Appendix I - 45



Worsfold Software Ltd Education Outside the Classroom

a Arthur's Academy
L Your
~  schoal's

Bk Venue / Facility Safety 22.0
LOGO

Ewent: Catching fish Petzonincharge:  Hay, Elizabeth

Startdate: 03032010 Erd date : 070352010

Venue | Facility Safety

Location: C ltha River

Wenue:

Address

Distance from schoal:

Staffmember assessing venue:

Organization Liai=zon personfcontad;

Activity 1

A}:ﬁ\idty: 2

Aetity 3

Activty 4

Actidty 5

Actidty &

Sty 7

Actidty &

Activity 9

Activity 10
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List of activities you propose to use atvenue: Yes Ho

1.1z the venue appropriate tor activities planned ¥ I T
2. |z there suitable vehide access for emergencies? Loy
3.1z there a supplyotdrirking water on site ¥ [ IS |
4 Wit communication iz available atthe serue inan emergency? [ [

5. Cammunication methodizs available:

+ Landline phore

* W okile

* WHF radio

* Cther
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Arthur's Academy

Tour
schoal's

e
EOTC
LOGO

Tranzport Safety and DHvers

Transport Safety and drivers ‘ 23_0

This fonn & for use wihen students are to be Gansported for a school EQTC evertin a pivvate
voiticie. R clarfis the rofatfonskip botwoa ¥ thoe school and tho driror.

Trangport of students by wolurtesr [ contractor ! school staff [pleaze cirde)
Ewent: Catching fizh PerzoninCharge © Hay, Elizabeth
Location; C Itha River

Startdate: 03032010 End date : 07052010

1 .Mame of Driver

2. ouhold an appropriate current driver's licenceds for the wehide you will be diving

3.Your licence s

- Full car Licencs
L Paszenger Service Licencs
. Large passenger service and heawy traffic

OO0 O

4 The wehide wu are diving is regidered

5. YVehicle registration number

E. The wehide you are diving is roadworthy and has a curent
- Warrart of Fitness
QR
b Cedificate of Fitness
7. The wehide you are driving is cosered by one ofthe following insurances:

L Third party property

(10O O [

. Comprehensive
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G. | agree to adhere to all the road niles

3. Eachperszoninthe wehicle will uze 5 ==&t belt (if itted and required?

1 O [

10. The seating capacity of the wehide will not be exceedead

| ackrmowdedge the sbove inbrmation is accurate

Zigned: Drate:

Mame:

COPYRETAINED AT SCHOOL AND COPY FOR DRIVER
The following information isto be entered when passengers are allocated

Ewvent: Catching fizh

Fazzender 1

Passender 2

Paszender 3

Pazzender-4

Pazzender 5

Passender 6

Passernder 7

Pazzender §

Faasender 9

Passerder 10
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a Arthur's Academy
N ::‘I"\rjntrl':
R

EOTC Transport Safety and drivers ‘ 23_1

LOGO

ThE form & for uso whon students aro gfocate dio 3 vehiclo orvoRicks, R dogk with the
e lxttons ftip betwee n the schoolandithe vehich drver.

Ewent: Catching fish PerzoninCharmge : Hay, Elizabeth
Location; Clutha River

Startdate: 050572010 End date : 07 052010

Wehide Driver
P tvate car FMinibus

School wehicles: Forinzurance purposes the drisveris regquired | on the firsttime they drive for a school
EQTC event, to shawetheir licence to the schoaol office priarta the evert. Thisizrecorded inthe register
oflicenced drivers and ensure s that employee s, contradors and volunteers are inswed while atthe wheel.

Private vehicle: Insurance ofthe car izthe rezponsibility of the owner. Those offering the school uze of
their vehide shoud notifytheir ingurance companyatthe ime of'irewrance renewal that their caris
oocasiorally uzed to tranzp o their sonfdaughter ancdfor other students onschool events. Teachers should
dothiztoo.

It iz mandatory that the driver and each passerger iz weating a seat hek.

Studert names (one per z2st uo to tenlinthe case of an eleven-zeat minibus)

P aszender |

P azzerder 2

Fazzerder 3

P aszender 4

P azzerder 5

P azzerder &

Fasserder 7

F‘aasand_eré

Pazserder

Fasserdsr 10
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Thke driver (feacker, suppatt gaff, volunteer contractor) must:
* Be responsible far the bhehaviowr ofthe students at alltimes

¢ Mddbere to all the road niles (remember youthe driver are re sponsible for any transgre ssions
and the conzequences)

R etumthis form to: pon returning to schoal

Indicate the type of insurance beld orthe vehide.

I:‘ Full insuwrance

l:' Third party imsuwrance
Signhere sz acknowbedgement that:

I:‘ The vehide has a curent WOF
l:‘ The wehide haz a curent registration

I:‘ My driver licence iz current.

l:‘ Wy driver licence rumberis

I:‘ My inswrance policy iz curent

Signature [ ate
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@ Arthur's Academy
:::T-:i':
i i

i Transport Permissions
BT 23.2
LOGO

Complete one or more of the following and retum to by

A. Permission to travel in a vehic le driven by a named student, staff member, or assistant
| give penrnizsion OrF my child Caitlin Addizon

totravelina car driven by

far the Catching fish trip to Clutha River Date .
Sigrned by P arertfSuardian Date _
Mame

B .Permission to drive car on school EOTC event
| give penrnizsion or my child Caitlin &ddizon

todrive hiz [ her fmy car

for the EXQTC trip to Clutha River Batg: o o @ g
Signed by P arert/Suardian Drate — =2
Mame

C. Permission for a student driver to camy studentsin a car on an EOTC event

| give penmnizsion ormy child Caitlin &ddizon to carry the following fudent=

1 2 3

4 5 ]

far the E OTC trip to Clutha River Date ____
Signed by P aret/Guardian Date ____
Mame Cartact number
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@ Arthur's Academy
::T\nnl:::;':
R

];(I)TC Transport Risk Management ‘ 23.3

LOGO

Students Driving Other Students and
Students as Passengers B eing D riven by Other Students

D ear P arentiZ are giver
STUDEMTE WHO DRIVE CARS AMD MOTORCYCLES OM EQTC TRIPS

The zchool is responzible forthe safety of all sluderts from the time theyvleave lome to the time they retun
home. Thiz includes the safetyofstudents who may choos= to drive or are drisento and from E ducation
Cutzide the Classroom (EOTC) adivties,

Some ofour adivities are based some distance friom school and it can be difficult or shudentsto getthere |
padicipate and retum o schoal in time to getta timetabled classes. The cost ofbus ransport iz often High,
ard is avkward to mamage.

Some studerts bave been driving by car or by scooter to various school activitie s without permission and
we are concerned about satety and parents being infarmed afthe uze fuderts sre making of wehide s,
Studerts dhiving or being drivento EOTC adivies iznot eszentialin many cases asthess are often within
walking diztance. Yehicle uze | however, does meanthey bave more practical time st the adivity.

Ore zohtionizto give special permission for fudents to dive ta these adivities with parental approval.

H wou w2k vour sonidaug ber to wse artravel inoa gudent driven wehicle to and ¥om a padicular serue or
location a= required az part of an omganized E OTC adivity we woud like vou to complete the enclozed
pemizsion forn. Youw sonidaughter should returnthis to the schaol office far proce ssing.

STUDEMTS TRAVELLING IN Y¥EHICLES DRIVEM BY OTHER STUDENTS

Where such arrangemerts have been made the schoal also reguires the campletion of the enclosed
permmission famm.

RISH M AN AGEMEMNT

Pleass note that it is parents’ responsibility to enzure that their sonfdaughter has a vehide that bas g curent
WOF | hasthe appropriate inzwrance and iz registered and to enswre that i fthey grant pemmizsion for their
zonfdaugiter to be a passenger in & vehicle drisen by anather studert that the vehicle bas a current WO |
izregistered, insured and the driver hasthe approprate license to cany passengers.

‘We will hrief sudents on expected bebaviour, isks azsociated with acce sz to the location concemed and
gereral drising etiquette.

CLOTHIMG FOR STUDEMNTS WHO RIDE MOTORCYILES

We wizhto draw o attertion to the saetyof students onmatoroycles, in paricuar the weating of
protectise clothing. Lightweight summer dothing leaves the body open to borificinjwies inthe eventofa
crash and we recommend that vour zoni aughter wear protective clathing over their school uniform | so that
no part ofthe bodvyis expozed and all parts are covered with strong abrasion-proof fabnic,

ours faithfully

Prncpal
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@ Arthur's Academy
SET'::IA:;'S
t==1

EOTC Management Self Audit Checklist

i 24.0
LOGO

Event Catching fizh Location : Cluthe River

Startdate : 0505/2010 End date: 07052010

Leaming outcomes

|:| P rocessreguiting deaty stated learning outcom ez and curricdum links for each EOTC evert

|:| Aszessment

Approval
|:| E OTC exert approval proce sz that ident fies who the hoard has delegated this
responsibilityto (principal, andfbr serior staff, ardor EOTC coordinator, andfior Spott and

recreaton coordinator),

3 P re-approval far planning to go ahead )

. Final approval (for esert to go ahead)

Staff, students, contractors and volunteers

Staff competence assessment process, deployment decizions

“olurteer competence idertification and assessmen process, and deployment
deczions

Staf preparation process induding induction and professional development
P rovider checking process

Yolurteer preparation processinduding indudion (clear briefing on role and
responsibilitie s)

Staff zelection and appraisal process

Codes of condud for studerts, staff, volurteers, contracted providers)
Studert support process

Safety and risk management

E wert rizk and hazard identification, aralysiz and management process (eg , SAF . RAME or other)
Tranzpott saketyprocedures

Adivity standard operating procedures

Parertsl consent process

Health profiles for studerts, staff, volurteers ard contraded providers

N v

Superdzion plan and decisions induding ratios
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E vertiactiityspecific saety equipment

Communications system withinthe school; between the school and the deld; inthe field
Equipment usageimsinte rance/gorage procedures

Swimming competence assessmen

Aouatic =a ety procedure s

“arance process fwhen can desiate fom the stated procedures)
erueffacility safetycheck

Emergency response

Emergency procedures, induding & Traumatic Incdent Responze Plan(TIRFP
Incidert reparting process (eg . Mational Incident Databaze)

Incidert analysiz process

P rocedure far reporting setous harm inciderts to relevanrt stattary bodies
(Drept of Lakbour, Maritime NI

Programme development and review

Merseprogram me development process

AN N [ O [

l:‘ E wert revieswprocedurs

I:‘ EOTC Maragement System reveve ovtle and process
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Wl

Arthur's Academy

schoal's

(%
EOTC

Media Wallet Cards 1

25.1

LOGO

advice for media interviews
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Woulik
schoal's

==

EOTC
LOGO

Arthur's Academy

Media Wallet Cards 2

Intervlew clreckllst

[AIEETETES usman

n1 drealy

L s P Langaa
ard Faod s ang. gaaor,

BT sabs paivinal diemmess

DU | e ronre wilar gaugh

it

u

LRG| S0 NI T 2
what il* quisnons

FHIRFT wanr uwy nn reamena

1w dun L Hiw
avaEAT, deN I

LR | otk A o s the i
o iz ek,
(ST ad rud

Incervlew checkllst

the qeeno
and il

U bece b e aaei
i by s

L i i s
and decad 4lara. janain
w il

RONT

winl

LHH'E G P o 10
twhatif queiorsl

R

interview checklist
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Telk 1y e Ay
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B mIE By 2heir
wosr anea

Ry durirgeicn
frars Herh

L= ]

LG T TR )
and vas by mesagen

gLy
stary jagen

i wallle

DON'T reaks EROr] Can e

TOMT rrirkd ar pepe
e argaricare

GONT spsarbisd Aoy wdnwms
Sl i3

LHONE CNRE ey
P denr b
Anusar, oy A

RoNT

IEning s o s

interview checklist

D Lk sy abual
i

DUA T mabs peissnil semmzies

LR R b gk
w

FEI 1

TR rgeciiane nry T anwer
whar iI" qeenions

FHIRT swar vy o rramemers
£ ol J0"1 e b
NS AT, A 52

TR T fack aror ines the oy
Talk o rhe ey,

interview checklist

B0 Ldb vy el

T
v dsunaaisk facl
Trors fegd

1 s plan lingrsge
LR TR L MEL B
o walfls

BON'T irake priiinel

Ny

VUM Cnileass Sther people
& UNNRSR
THONT Sprti s iy T ATEReT
“what IF qusanrg)

NONT syee naw rn e
1 ok Bon's knze o
LT, R A

DT [m0ie o or imw Ts camers
Tade o ke frme L
Fetuting ar bad b

interview checklist

I 19k ardy ALnaT

e aten

[E1E]

are
ferly ant

O eeep = bl lesw
b

)

L3 s s bsgaan
anad el g, g,
=t milly

AT

OONT

WK1 astisads iy e ansast

bl il! gavationat

COATETIENE.

(S DRI B
i i [

I s %
FETTERTORE

UM ok b e e s

interview chechlizt

T rle oy sheur
wTar A

0 dsiing

nnyT

noNT

LN

(LN

Tuugmg el fuaid hess

The utilities

Appendix I - 58




Worsfold Software Ltd

Education Outside the Classroom

Yoy
_ &choal's
i =i

EOTC
LOGO

Ewvent:
Petsonin Charge

Ztart date

Attendance
Mo of boys

Age range :

Staffing numbers
Teachers :

Studert helpers

Transport usad ;

Distance travelled

Arthur's Academy

Event Report and Evaluation

Catching ish Location: Clutha River

Ha, Elizabeth

0sms2010 End date: 070552010
e Moofgns  _ . - -
1415

3 Yoloteers: 2

15 Might=: 2

3 "udent cars and 2 staficars

57 km each way

126.0

Costs: Mo exfra cogts were expetienced
Curiasum Areas Leaiming Dut comes Achieved: Yes fNo
Mature stody o conrdl Bt beriies e
fiater dividy oy sl Frigs s
sy Can cini Fillks el
Tramn study o 5008 LS Ma
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Rem Rating out of 10 | Gemment

L. Pre-avenl oraaniston a Sk

2. Ohjataad mel 7 BrvE g

3. Tréreed v Qeemerits, & Supendine

4. Irsbruction ] Irenirational

5. Equgrnent a Whoridkrful

6. Sulsnily of werue ? Excellert

7. hetorremdaton a Far ot

. Foad 9 s iardg

9. Eedving actmbies a i e vaie

10, Qs 9 Extragpecal
Signed : Date :
Mame.:
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a Arthur's Academy
. ::Tﬂr;gr;':
i i

EOTC Leader Log Book
o : 27.0
LOGO

Mame: Hay, Elizabeth Role: TIC F Suppott § Voluteer

Drate: Grou:

Activity Catching fish
Werue: Clutha River
Mo of paricipants;

Othet staff invalved:

Learring intertions met: ez fho Ratio leadersparticipant= 1 4

Weather,

E vent/activitytrip plan

Any differenc e to the plan that occumed and why

R eflective c onment

What went well
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What I leamit

What wa s confirmed for me

R eflecting on any incidents {(injury, illness or near miss)

What | would do differently next ime

Hazards idenfified (Added to RAMS stored on computer: Yes / Ho)

Other
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a Arthur's Academy
:::T-:i':
i

i | .
EOTC Equipment Lo

BT quip g 28.0
LOGO

Staff, Groug:

D ate Mumber

Activity Time briday

Yenue Weather

R eturned gear has been chec ked, cleaned and put away.

Signed : [Ferzanincharge)
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Arthur's Academy
Eochm Injury Report Form ‘ 290
LOGO
Patient N ame :
Age: =~ OR adut 7 Staffmember (circle) Gender: Male § Female (crde)
D ate of injury : Time of injury ;
Timereportingatofice: ___ Timesudentseen:

1. When did the njury injuries occur?

|:| Onthe way to zchoal
|:| A zchoal, hefare clazstime

I:I During dasstime

|:| Marning fate maon interwal

I:I Lunchime

2. Where did the injury/inpries occur?

At school, ater dazs ime

on the way home from schoaol

Bevyond the school under superdzionE OTC trip
Fallowyup to presous incidenti njuey

Cther (specify)

Outzide the school building= Inzide the school building=s

I:‘ Asphattfooncrete Classroom
Grassed area Halligym
Spotts feld Stepzktairs

Swimming pool Otherinside area (zpecity)

Climbking frame

Adverture plavgroundF opes colrse Beyond the zchool grounds

Stepststairs Sportstrip

Tree Class tip

From som builddi ngg structure Camp

Car park R oad footpath
Cther outside area (specify) Cther area [zpecifyl

NN A I [ I

NN
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Spedfic location

3. What activity was the student engagedin? (eg plaving rethall, umning to class)

N /\

I:‘ Fracture l‘; _l;!‘.‘r"“ L,I'ﬁ |}’} Zpinal D
|:| Dislocation ,J."* j‘T 'l Clavide fneck D
|:| Strain'zprain “)ﬁ.':'j (’J \"\1 Foareign body D
I:I Concussion ll!ﬁ-l'_f .\"‘II :\ K3 /| Bum l:‘
|:| Internal injury J' % ”‘&\ ’[F:nf “u fl‘l P oizoning D
[ ommems g |14/ L ) e O
|:| Puncture wound L?:l 'I o Sting I:‘
|:| Graze I iﬁ'l C st iniuey D
l:‘ Bruse j EH ) Other (specify D
|:| Head inury - - o |:|
|:| Medical

4. H ow did the injuryinjuries occur? (mertion any produd or asped ofthe environmentthat was
invalved eq . struck by softball, slipped onice)

5. What were the injuries or suspected njuries ? Tick the boxes and dravwan arnowfom the iniury to
indicate the location ofeach injury.

P oisone Information © entre consuled

6. What treatment for the injuryinpiries was provided at school?
|:| Mo tresatment l:‘ Cleaned wound
l:‘ lmmokilised imk I:‘ Applied sing
|:| Immokilized injued person l:‘ Applied splint
|:| Applied cold pack I:‘ Bandaged
[] ]

Aaplied presaure
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|:| Aoplied cold water I:I Codor corsuted

|:| RICE |:| Other (specity)
D Monitored orly

T.To which of the followmng was the student refermed 7

|:| Parenticaregiver I:I Hospital

|:| Hostel I:I Ambulance service
I:‘ Public health nurse |:| Mo rekral

D Dental rurseidertis I:I Cther (apecify)

|:| Doactarmedical certre

§.Did the student stay overnight or longer in hospital ?
|:| s I:I Mo

Ifyes, howemany days did besshe spend inhospital? _ days
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Arthur’'s Academy

@ -
b ]

o

EOTC

Injury Report Details

LOGO

29.1

Narrative
Describe howthe injuries happened

Analysis
Include any recommendafions, suggestions andior obsewations/patterns

Possible physical contact with patient bodily fluid?

[Jne ] ves
Type
Patient Report Form completed:

Given to: Ambulance
]
[]ne [] ves
D Parent

i e

IF 'YES' SEE
THE FIRST AID
COORDINATOR

NOW

[] Doctar
D Patient

Follow up: Review of incident
Comments made or proceduraliprogramme changes recommended

Timeinvolved in treatment: minutes
Signature : Follow up to: Date:
Name : Name: signature :
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Outdoor Education/Recreation Incident Report
Notes: Felds masied in ned wilh * are campubsory fidds.

1. General incident Information

Please ¥ as appicabis in fidds below.

Incident report # (from databasa)

Sevedly rafing": achual' ___ polenfial' ___ {see severily scale)

| Region®: By. Soutiland, Tacanak)

Locaton of incident”® (Mame of: river, tmok, ok ciimb, ee)

Grid refersnoa: Daie of mecidem®: Time® (M v, eq. 2pms 1406) ...,
Incidsnt typs* Wsather 1 tima of incidan{* Communications usad
O Mourntsn radio O Flare

O iy Fie O O o o e O VHF sdis B Localor beacon
O (Eness Hal a o a O Cold
O Paychaagscallemotonal Cam O o o O Wny g m"‘m& E ﬁmm
O  Equigment ksakdamage a PiP St
O Fasty
O Mesngovemus - -
O Mearhss o of paopls invoheed® ks fiz a lost day case?

- O Yes O No  #daysiosi

2. Information on person's invelved in incident. (Compiets for each perscn. Mare names? Add 1o a sepamts shesl)

First name: Firgt name: First name:
Last nama: Lasl name: Last namea:
Age®: Gendar: M F Aga™ Gender': M F Aga: Gender: M F
Ethmicity*: Etwmicity™ Ethnicity*
O MNZ O Nz (= rd
O Mard O o O asi
O Pacllicls O Pacic s O Pxficle
0O Asim 0O Asan O  Asian
O Ot O DOher O Olher
O Unimown O Usknown O  Unknown
Evacustion Method® Evacuation Method": Evacuation Method
O Wailker out O Wabked out O Walted oul
0 Seiche O Skeicher O Sieicher
O ‘ehide O ‘enide O ‘ehile
O Haboopler O Halcoplar O Halicopler
O Baoat 0 Boal O Baat
O nia O na O na
Injury type * liness typa® Injury. typs * iness fype* Injury type * liness type"
0 Bum 0 Abdominad protiem | 1 Bum O Abcdoming problen | O Bum O Abdosranal peobiam
O Blsie O Asedge restion O B O Alergic reaclion O Bister O Allergicreaciion
O Brise 0O Atiuce Bness 0O Bruse O Alhide sy O Hasse O  Alkide Biness
0 Concussion 0 Astuma 0 Conoussion O Asthma O Concussion O Ashima
O Eyeinjry 0O Chestipain O Eyenjury O Chestpain O Eyeinjury O Chest pain
O Destocabon O  iDesrhoss O Diekcatin O Deanhoea O Deslocalion O Cearfosa
0O Deniai 0O Eyeinfeckon 0O Dentdai O Eyentecton O Denal O Eyeinfecion
O Frosthile O Feod paisoning O Frosbls O Food pasoning O  Froshie O Food paisoning
O Fracture O Hypofurmia 0O Fescuse O Hypomeanma O Fracure O Hypamanrea
0 Head injury 0 Hed stroke 0 Head injury O Healskoke O Head njury O Heal siroke
O Loceraoniouts O Mensinel O Lacersmjouts. 0 Mensiual O La jouls O
O Musdesrsn O MNonspestelvsr |0 Musslestain = O Monspediiciover | O Musdestan O Non-specilcfever
0O Mesrdrowning 0O Siinifecton 0O Heardrowning O Sian ndecton 0O Heardowming O Skin infocsion
O Punclures 0O  Respiralory O Punctires O Resprdlary O Punclures O Respirainey
O Swnatrascns O ey raciisfecion)| O Sk abrasions. 0O Urinary rad infecton| O Skin abrasons [0 Usinary radd infecton|
0 Sprain 0 ther 0 Spran O One 0O Sprain O Other
O Swnbum O Sunbum O Sunbum
O Tencenits 0 Tendanis O Tendonis
O Paycholagical O Paychaogical O Puycholagical
O Ofter O Omer O e

3. Acthvity Informatlon

Activity® {Choosa fhe most appropiate scvity the person was engaged &in at time of incident)

0O Avseiling O Fresbme O Ratng 0O Sola
O Bungy Jnmgang | mi H';:ﬁﬁﬂi'lg O  Fover dossng 0O Surfng
0O Camging O  Hunkng O  Rodk dimbing O Swirmring
O Canoeing O inikatves 0O Fopes 0O  Tramping
O Caving O Heyaking 0O Sailng O Tranaponation
0O Can O  Land yachii O Seakaysk T
o RNy serios & yaciding a 33‘@3, Ing & \:h '3
0O Cyding 0 Mourisnesing O Snowboarding O Veslersking
O Fesid irp: {spedly) O Mulisporiadveniss mdng O Snowcaving O ner
O Fishing o o 0O Snockaling
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Number of psopls mvohved*

Activity Dusfan® Was this an EOTC incident? YES WO
Parbspants & g skidenls
= . Curmioulum area {schools anty)
Hours oluniser helpers &g pamal help O Engssh O Technobgy
j = _ Cualiled s udions 0O Langusges O Sockd Scences
8- W2 days = B4 o 2 1 leadegs | D Methematies 0 Ass
Supetvisors e 9. leadhers, you! A 0 Healt & PE

4. Activity Leader [Choose leadarmost in charge of the group that had tha incidant)

Was theme a leadar*? YEE [ ] LN NOWWN (¥ no, or unknown, go to 5.)
First name: Last nams: Does the adivity keader have relevant activity quaiifications"?
Aget: Gender®,. M F Ve hG st
Leasder's expansncaleve: 1 2 3 4 5 & UNKNOWN
UNEMCWN UMEROWHN (=1 po 6 = Highly exper )

5. Equipment involved in incident

Vehides, properly, gear, equipment damapged, equipment lost, etc

6. Narrative (gensral description of incident - what where, how)

7. Causal Factors

People” Equpmant* Environment'

Activity Leader's Partic] pan ts O Noequgment O Adverss weater |

O Inadequaie physical condifon O  Inadequate physscal condion O ‘Wrong equigimend O hnadequate vishisnydar, |

O Inedequate mentsl concdiln O Inadequate mentsl conditon O Faully equigment O Terrsn

O Inedequate emodond conditon O Inadequate smolional condiion 0 Inadequale design O Waler

O Inadequate healh - hyghmne or O  Insfequate heallh - hygiene or 0 Ofer O Animslinsscipiant
misdicai medical g na O Oiher

O Freedssing cadilion O Pre-sceing condlon 0 wa

0O Judgemen efar O Judgement enor

O  Imsdequaie supentson O Inadegqeais supendson

0O Inddecgaie raning o pemkenc e O Insdedquats [FEnng epaianos

O Failwre o folow polices O Falure io folow polices

O Impeger mokvabon O Impepes modvation

0O  Other O Omer

O nfa O nla 1

Explain in detail what you think caused the incident. Induds any sugpestions, observations or recommend ations regarding the incident

Hand forminio your organisafon’s administraior for input to the MNational Inddent Database — Thank you
For further copies go to www.incldentreportorg.nz
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Incident Severity Scale

r; IMPACT OH INJURY ILLNESS F0CIAL s 2 EQUAPMENT ENVIRONMENT AL
E g PARTICIPATION PEYCHOLOGICAL 5 b DAMAGE DAMAGE
=
== DAMAGE &
&3 B2
1 | MINORISHORT spiirters, msect L Temporary siress or 1 | sunorcost Unering
TERM IMPACT bétes, stings ) = embarrassmeant
on Individualis
2 | that dossn‘t nave [ suntumn, Mg col, Temporary siress or 2 |=55
scrapes, orulses, || infection, milg embarrassment with Minor damage 1o
large sfast on miner cifs allergy peers enulronment that
will quickly recover
Severiy scale 3 & aDoVE [0 D8 recorded 00 Nanonal incident DaTanass il b
3 | participation in Biisters, minot Minor asthma, Stressed. Geyond 3
activil spran, minor cold, upsat comfort level. Shown Scorched campsite,
¥ @siocation siomach, eic up In front of group. >3100 piant damage
[programme. Coldheat stress.
& | MEDIUM IMEACT ;ﬁ;lamm, st 4 Bunt shrubs, it
rasinip, ménot Ttregsed, W, o Beanches,
on tndividualls  § pme mig Mitd fiu, migraine | 1eave activity, 3 ot of 5500 i i
that may prawent iﬂﬂcﬁ:l&r work io being back in S thiman
’ i ate
participation in hyperinermia
] e acihity | Sprain & hyper- | Fiu, fodnyglene | Distressed, feezes on | 5 ‘Walked througn
programme for a [ extensions, minor | reiated marmoea | actwety, requires sEnsitve ecologlcal
i B Tracture womlting ‘emotional rescus’, =52,000 area desiroying
¥ & does not want o some piant ife,
participate again fofleting close tn
Any Workpiace MCiJenTs a7 grads 8 and above nasd 1o be reporTed 10 DepT of LabodT. WA COUTEE
[ Hosplia stay G
< 12 hCars Meaicaltremment | very aistressea,
frachures, required, leaves actvity and
drsiocations, hesphal stay requirss on ste Destroyed! Kliled
frossie, major = 12 nows eg., counsemng, unwiliing >53,000 some example of
MesOR MPACT | bum, concussion, | serlous asthma to participate In Norafauna
Burgery, AMECK, SET0UE acthity ever agan
00 Rty s pezatning IMecton,
that means they @Mculiies anaghylastic
mogerate nypo/ | reaction
A cannot continus nypertnermia _
T with large paris Hospia stay Hesgltal slay 7
of the activityl > 12 NOUTE £, =12 NOWE eg. ¥iHed, destroyed or
arierial pleading, | Infecton or liness | Therapy! counseling polluted small arsa
trip! programma. W cayere nypod CAusInG loss of required by =5§20,000 of Enviranment
hypertharmia, CONBCOUENESS, professional
loss of E2rlous memea
nonsnlohsn'_.:ss EMErgency
Maor injury
requirng Major Fness Long term
hospitalsation reguiring counseing therapy >550,000 Kliled gxample of
nhospRaisation required after ncigent protected speciss
LIFE CHANGING £.0.. heart atack
gfect on
Single oeath Single death Posl-Traumalic sess Fire of polluticn o
Individualls or disorder, changed esulting In area of
deatn professlon because of =5250.000 rderness being
’ Inzident destroyad
MuRlpie fatalfy Multipie Tatality Suicide Decause of Mafor fire or
Irecident =51,000.000 Doliution causing
Serious ioss of
environment of Fe

Davidson, 2005, Incident Severly Scalke. Adapled and expanded from the Accktent Frequency Sewerfy Chart {Priesl, 10940)
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& Arthur's Academy
:::\l:tl:\:':
b

Ec')'rc First Aid Kit A ‘31_0

LOGO

List A

Source: Guidance notes onproviding firg aid equipment, faciliies and training
to meetthe requirements of the Health and SaketyinEmployment A3 1992 snd Regulations 1395,

Ll Amarual giving general guidance on first aid

5 20 individually-wapped sterle adke sive dressings (sssorted size s), appropriate to the tye of wark
[drezsings maybe of a detectable twpe for food handlers)

* 2 derile eve pads
" 2 irdividualy-wrapped tHangular bandage s (preferably stetle)
5 E zaktypins

¥ E medium-zized, individually-wapped serile un-medicated wound dressings - approxmately
12cm=12 cm

" 2 large sterle indivdually-wap ped un-medicated wound dressings - approdmately 18 on x 18 cm
5 1 pair ofdizpozable glove s
¥ 1 resuscitationmask.

This is a suggested contents list only; equivalent birt different iteims will be considered
accepiable See 9 3 concerning pamn reffef Once the employer fias completed their assessment
of the first aid ftems reqired a need for addittonal items may be identiffied s cowld inchide
for ecampie scssors, adhesive Bpe dsposabie aprons, indvdially wrapped moist Wipes or
saine solution. These may be stored in the first afd kit if there is room, bt they may be stored
separately as long as they are avadable for use as requred,
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Arthur's Academy

wolrF
schoal's

g ; RS
S Y First Aid Kit B ‘31_1
LOGO

List B

Source: MinigtryofE ducation, Health and Safety C ode ofP radice

135 Mirimum first aid supplies

K 4 xTHangular handage s

" 9 xRuoller bardages (nduding crepe bandages 30 mm and T2 mm sizes)
¥ 10 x Stetile dressing = (753 mm x 75 mm packets)

# 2 x Adhesive wound dressing strip (100 mm padkets)

. 1 xWaterproof adhesive plaster (50 mm wide reels)

. 5 x Sterile, non adheszive pads (100 mm =100 mm packets)

L 4 xSterile eve pads

K 1 xContairer 10 pour water owerthe eve (e.9. pladic zqueeze bottle)

. 1 xReceptade for soiled dressings (2 9. bucket with foot-operated lid)
® 2 x250ml antizeplc liquid spproved bythe Medical O ficer afHealth

% 1 xSafety pinz (card)

& 1 xScizzors - suwrgical or equivalert fainlezs steel (pair)

. 1 xSplinter forceps, fine poirt - staifless steel

L; 1 xAcddent register and pen ar pencil

K 1 xFirst aid hooklet (izsued by the Departments of Labow and Health or Red CrossiCrder of 5t.

. 1 &8 card listing local emergency numbers

K G xDisposable gloves - large size or multi itting (pairs)

Thi st & taken from the Faclores aud Commerncial Pre mises Fist Aid) Requistions 1985 (3 copy
can be oand at www. ogis iittongovinz), and & based on @ maxhnum of 75 emplovees,
Depording o the npmber of omploye o, pius studohts f ke school more or bes £ 8pplos May
be gooded. Contactthe nearost Departipont of Labour office for the scitedu b that covels 3 range
of employees and studenis from less than 25 to 250 and over,
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Arthur's Academy
b R - i
First Aid Kit C
e 131.2
LOGO

ListC

Suggested mohile ird aid kit lig (for outd oor emdronm erts)

2Crepe bandages (1 x 10 cm and 1 x15cm)

2 Triargular bandages cloth

10-12 band aids

1 Dreszing frip

Jmoneadherert stetile dressings - large
B Gauze dressings

1 wound dressing size 14

1 wound dressing size 15 (or sanitary pad)
1 packet of butterfly closures

1 roll sticking tape

2 zline 30ml

Betadire for grazes

10 alcohal wipes

4 gastrolye sachets for debwdration,
diarthoea, wamiting

Fail wine bladders for improv sed:
k Spare water hotle

. Reflectors for sigralling

* Cold compresses for spraing, stings, bites

o Hat water hotle

" Small gillowe

5 Splirt, or splint padding Al with air or water)

L D rezsing for open chest wound

Source: Outdoor first Aid Manual (N Z Mountain Safety Council Manual 33)

1 lowereading clinical thermometer
Scigzors

Tweerers

Satety Finz

Meede

Fine strong thread for remosing rings
Disposahle gloves

Disposahle CPR foe shield

Mate book

Pencil

Chemical coalingfnamm ing packs
Diarrhoea treatment

10 Artihistamine tablets

1 packet painreliefeg paracetamol
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i niﬂra/ ]

£

Your
school's

Arthur's Academy

Event Inventory and Staff Competence Register

32.0

Month/ Curticulum BEOTC Event Comnetence Staff member or outside GAPS
Date/s frea Skill/Experience reguired provider withrequired
competence Staff PD recpired
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Appendix Two

Worsfold.csv

Three Student Management Systems kindly provide the facility to export some of
their student data in a format which can be then used by Worsfold Software
programs to import that student data.

Kamar, PCSchool and IES provide this facility. (MUSAC does not, as Worsfold
Software packages extract data directly from the MUSAC databases)

The link to MUSAC is ‘live’, meaning that whenever schools extract data from the
MUSAQC databases it is the latest available. The worsfold.csv file from Kamar,
PCSchool and IES is NOT live. The data is only as good as the last time you carried
out the export. To ensure that you regularly have access to the latest data you
=should ensure that you visit your SMS package and generate the worsfold.csv
export on a reasonably regular basis — at least one each term.

The following is an example of and the structure of the worsfold.csv file.

H,KAMAR, 2

S,7376,0132696956,Adams,Adams,Marion,Marion,Marion Elisabeth, Marion
Elisabeth,11KN,,Ngarimu,11,F,Other European,Other European,13/06/1993,Mr ] &
Mrs M Adams,Mrs Margaret Adams,Mr Jeremy Adams,,, 354
1523,madams@xtra.co.nz,195 Pukawai Crescent,Waipukanui,Christchurch,,8094, 195
Pukawai Crescent, Waipukanui,,Christchurch,8094,11ENG-AA;11S13CO-
CO;11M12GB-GB; 11ART-PE;11FRE-PI; 11GEO-MN;RC-MN
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R,7376,90018,3,M,3/08/2009
R,7376,90019,3,M,13/05/2009
R,7376,90021,3,N,26/05/2009
R,7376,90052,3,M,3/11/2009
M,11ACC,90022,3
M,11ACC,90023,3
M,11ACC,90024,2
M,11ACC,90026,3
M,11ACC,90027,3
M,11ACC,90028,2

M,11ART,90018,3

There are four different types of records in worsfold.csv

1. H,KAMAR,2

This is the *header record’ which indicates that it is a valid ‘Kamar’ export —
version 2. (N.B. All three SMS systems use the word ‘Kamar’ in their header
record.

2. S,7376,0123456789,Adams,Adams,Marion,Marion,Marion Elisabeth, Marion
Elisabeth,11KN,,Ngarimu,11,F,Other European,Other European,13/06/1993,Mr ] &
Mrs M Adams,Mrs Margaret Adams,Mr Jeremy Adams,,, 354
1523,madams@xtra.co.nz,195 Pukawai Crescent,Waipukanui,Christchurch,,8094, 195
Pukawai Crescent, Waipukanui,,Christchurch,8094,11ENG-AA;11S13CO-
CO;11M12GB-GB; 11ART-PE;11FRE-PI; 11GEO-MN;RC-MN

This is the main data record for the student. It consistes of the following thirty-five
fields, separated by commas (for ‘csv’ stands for ‘comma separated variables)

S A student record
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7376
0123456789
Adams

Adams

Marion

Marion

Marion Elisabeth
Marion Elisabeth

11KN

Ngarimu

11

F

Other European
Other European
13/06/1993

MrJ & Mrs M Adams
Mrs Margaret Adams

Mr Jeremy Adams

354 1523

madams@xtra.co.nz

195 Pukawai Crescent

The student’s record ID within the school
The student’s NSID
Family name (Legal)
Family name (Preferred)
First name (Legal)

First name (Preferred)
Full first names (Legal)
Full first names (Preferred)
Class

Timetable

House

Year level

Gender

Ethnicity 1

Ethnicity 2

Date of birth

Caregiver salutation
Caregiver 1

Caregiver 2

SCG1

SCG2

Home phone

Email

Physical Address 1

The utilities Appendix II - 3



Worsfold Software Ltd

Education Outside the Classroom

Waipukanui
Christchurch
8094

195 Pukawai Crescent

Waipukanui
Christchurch

8094

Physical Address 2
Physical Address Suburb
Physical Address Town
Physical Address postcode
Postal address 1

Postal address 2

Postal address suburb
Postal address town

Postal address postcode

11ENG-AA;11513C0-CO;11M12GB-GB; 11ART-PE; 11FRE-PI; 11GEO-MN;RC-

MN

3. R,7376,90018,3,M,3/08/2009

Subject-Teacher combinations separated by ;

There may be several of these records for each student, being their standards

and results.
R
7376
90018
3
M
3/08/2009

4. M,11ACC,90022,3

Result record

Student ID within school
Standard number

Level

Result

Date

At the end of the file, after the students and their standards records there may
be a number of M records. These represent the subjects offered and their attached

standards

M

Subject record
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11ACC Option code
90022 Standard taken by students taking this subject
3 Level of the Standard

This brings us to the end of the manual.

Please feel free to contact the author to suggest enhancements to the package
and/or the manual.

Contact details :
Phone 03 449 2094

Email : randcbutler@inspire.net.nz
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