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St. Joseph’s School and Nursery

EDUCATIONAL OUTINGS POLICY

Procedure for arranging outings for pupils in main school and EYFS

Policy written by staff of St. Joseph’s School. Updated September 2021
This policy was written with reference to the DfE Health and Safety Advice on Legal Duties and Powers for Local Authorities, Head Teachers, Staff and Governing Bodies available on:

https://www.gov.uk/government/publications/health-and-safety-advice-for-schools/responsibilities-and-duties-for-schools
(This policy links to the First Aid Policy, Use of Mobile Phones Policy and the school’s Safeguarding (Child Protection) Policy)

Introduction

Educational visits enable pupils to benefit from a wide range of first hand experiences.  They extend the classroom and provide stimulating opportunities for learning, which it is not possible to provide within the confines of the school building. Visits and off site trips enrich the children’s educational experience and enhance learning. The quality of sessions from outside experts makes these opportunities educationally worthwhile.

In planning for a visit, however, staff must be mindful of their duty of care and follow the procedures to enable off-site activities to take place safely. Teachers must take reasonable care of their own and others’ health and safety.

Initial Planning

The Head Teacher and/or Educational Visits Co-ordinator (EVC) must be informed of the intended visit and a completed risk assessment received before there is approval to continue with the arrangement. The current EVC is the Head Teacher

The Provider or Off Site Visit Procedure form (Appendix 1) must be followed
All outings should be planned ahead when possible. They should generally relate directly to the curriculum planned or tie in with identified National Curriculum objectives.  Additional outings due to late notifications, e.g. theatre, art gallery, special offers, are also subject to a risk assessment being carried out.

At least one teacher should make a pre-outing visit if the venue is to be used for the first time.

One teacher is appointed as the ‘group leader’, usually the person who has organised the trip.  They must complete the risk assessment and make sure safety measures are in place.  They are responsible for briefing other staff members and parents accompanying them on the outing.

Initial Planning

A risk assessment form must be completed.  This is a formal assessment of the risks that might be met on a visit.  Its aim is to prevent the risks or reduce them.
The risk assessment is based on the following considerations:

What are the hazards?

Who might be affected by them?

What safety measures need to be in place to reduce risks to an acceptable level?

What steps will be taken in an emergency?

If the risks cannot be contained then the visit must not take place.

Risk Assessment

Off site visits vary.  Residential visits require the greatest planning.  Before embarking on any visit, it is important to undertake a risk assessment to anticipate any safety problems.  In the process of examining what could cause harm, staff should weigh up whether they have taken enough precautions.  It is necessary to consider the following types of control measures:

· Competence, experience and qualification of school supervisory staff

· Ratio of staff to pupils – this should be agreed upon depending on the number required for the activity and safe transport and will take account of DfE guidelines

· Provision of first aid – see emergency procedures below

· Insurance arrangements – school has public liability.  Additional cover is obtained for residential school journey.

· Transport and road safety

· Emergency action plan

· Informing parents prior to trip

· Parental consent forms

· Written codes of conduct for those assisting on visits – parents assisting on outings must be given clear guidance as to their role

· Codes of conduct for pupils on trip

· Ongoing risk assessment – risks should be monitored throughout the visit and where appropriate activities should be modified or curtailed to suit changed or changing circumstances

Sample generic risk assessments are included within the Off Site Visits folder on the server as are various codes of conduct for use with parents and pupils. Selected Local Authority Generic Risk Assessments must also be referenced in the school risk assessment document. Many locations already have their own risk assessment and these should be requested when booking/confirming.
Frequent visits to local venues such as ice-skating, games field or swimming pools will not need a risk assessment every time.  Nevertheless, risks of such visits should be made at regular intervals, and careful monitoring should take place. A form is filled in at the beginning of the year for local trips and signed by parents.

A list of children on the outing must be left at school with any absences noted.
Completed Risk Assessments must be approved in advance of the visit by the Head Teacher or EVC and shared with accompanying staff.
Safeguarding

At all times, staff must be aware of their safeguarding responsibilities and ensure visits, staff support and providers have appropriate measures and statutory clearances for working with children in place.

Cost of Outing

Visit leaders must ensure they have the following information:

· Cost of transport (including parking fees if necessary - overall and per pupil).

· Entrance fees/tickets – overall and per pupil

· Booking fee for special presentations – overall and per pupil

The charge to parents should be discussed with the Head Teacher before a letter is sent out.  Factors to consider will include:

· Overall cost of outing

· Previous charges made to same parents within the academic year

· Value for money – this may include the ‘safety value’ or hiring a coach as opposed to the relatively cheaper cost of public transport

· Age of the children (additional adult support is necessary for the younger children)

· Previous charge made for a similar outing (increase in external charges will govern this decision)

· Previous subsidies allocated to a class within an academic year.

Transport

We only use a reputable coach company with safe drivers aware of the needs of transporting children.  Seats must face forward and comply with legal requirements.  Drivers should be aware of safety issues, have appropriate licence and insurance cover.

Only buses/coaches with seatbelts will be used and children will not be allowed to occupy front seats.

We avoid using private cars unless they are properly licensed and the insurance covers its use on school business.

Children must not be left unsupervised on public transport, e.g. in a different carriage on a train, on both decks of a bus.

Booking a Coach

The company will be costed, booked and confirmed by the School Secretary who will make payment from the school fund account.  Leaders must ensure the time of departure, return and the pick-up point are known and correct.
Letter to Parents/Guardians

Details to include:

· Date and time of the outing

· Where you are going in some detail, e.g. Eureka Museum in Halifax, Yorkshire.  To include the telephone number of the visit centre.

· How you are getting there (by coach, public transport, etc)

· Cost of the outing

· Why you are going, e.g. “As part of the topic on ‘Vikings’, we are going to the Yorvik Museum to look at early invaders and settlers.  Some classwork will be based on what we observe at the museum”.

· What the children will need, e.g. packed lunch and drink (no glass bottles), school uniform/no school uniform, Wellingtons, spending money up to .£.?/no spending money, medication for travel sickness/other medication (e.g. for asthma).  Any phobias or allergies, a form filled in giving the teacher permission to administer any medication and the dosage needed.

· What time you expect to return to St. Joseph’s. Bear in mind many children attend after school club.

· A school contact number/adult should be given in case of an emergency, filled in by the parents.

· The letter should end with a permission slip to be returned by parent prior to the outing.  These should be kept in the school office.

Collection of Monies

Money collected should be sent to the School Secretary.  A record of all money collected from pupils should be kept.

Parents/guardians of children who are late returning their permission slips should be contacted well in advance of the day of the outing.

Payments

Group leaders should ensure that they take cash/cheque to pay for entry.  Some venues will require prepayment and others will invoice following the visit.  

School Dinners

Please remember to inform the school cook if children will be out of school for lunch.  If a packed lunch is required the kitchen must be informed at least two weeks in advance of the outing and they will then be able to deliver the lunches on the morning of the outing.  Please calculate the number of packed lunches required.

Supervision Ratios
DfE general guidelines are:
· One adult to every three children (under 2), one to four (under 3) and one to eight (3-5 years) in the Nursery (depending on type of trip, which is risk assessed for each outing) 
· One adult to every six pupils in Reception

· One adult to every six pupils in school Years 1 to 3

· One adult to every ten to fifteen pupils in school Years 4 to 6
Our ratios are often much lower due to our small class sizes. In considering whether a high ratio of staff to pupils will be necessary for any particular visit the following points should be taken into account:

· The ages and temperaments of the pupils involved.
· The length and purpose of the visit.
· The method of travel.
· The nature of the locality and the activities to be undertaken.
· Whether or not hazardous activities are involved.
It may be deemed necessary in certain circumstances for some children (such as those with identified special educational or physical needs) to receive 1:1 supervision. 
If a joint visit is organised with another school so that staff share supervision, members of staff of the other school may be included in calculating the appropriate staff pupil ratio.
If female pupils are going on a visit, a male member of staff should be accompanied by a female member of staff and vice versa. 
Mobile Phones, Tablets and Social Media

Mobile phones may only be used in accordance with the school’s mobile phone policy. Images may be uploaded to social media for marketing and information purposes by school staff ONLY using the school’s social media accounts. Images should not identify individual children, nor compromise the reputation of the school.
Adult Helpers

Parents:
Adult help can be sought from parents/guardians, but they must not bring along younger children or babies.


Parents/guardians may be subject to suitability checks and all should be given a copy of the letter to parent helpers prior to the visit.


Seek advice from other teachers

Parents may be asked to accompany their child on an outing, e.g. SEND or behaviour.

Staff:
Must wear appropriate clothing


Must inform adult helpers (parents) of their responsibilities

All teachers leading outings should always take the following with them:

· Class list of all children including home phone number

· Mobile telephone (for emergency use only)
· First Aid Kit (green bag)

· Emergency float

· Medicine Bag relating to EHCP (Educational Health and Care Plan)

Staff should be aware of any medical needs of particular pupils and take emergency medication where necessary.  In the event that the class teacher is not able to administer medicines as per a child’s EHCP either an additional teacher will attend the trip or the parent of the relevant child will be asked to attend.  In the case of regular swimming visits parents will not be required to attend and the school will provide all required staff.

A list of adults accompanying any school outing should be made available well in advance so other staff can plan accordingly.

Responsibility for Children

The trip leader takes overall responsibility for the children. However, each member of staff will prepare their group by discussing behavioural expectations for the trip and will reinforce this expectation throughout the visit. Pupils are expected to behave in accordance with the general standards prescribed by the school. School rules must be complied with on journeys, expeditions and other outings undertaken, or attended by members of the school, for which the school is ultimately responsible. Rulings and decisions made by staff in charge of the trip must be regarded as final and binding.
Where the nature or destination of the journey requires any modification of the rules, specific instructions will be given by the staff in charge of the undertaking about any such modification, and these will have been agreed beforehand. In appropriate cases of indiscipline, and where feasible, the offending pupil(s) should be sent or escorted home or back to school, as agreed with parents beforehand, provided that adequate arrangements are made for the journey, and for reception of the pupil(s) at home/school.
All serious cases of indiscipline, including any involving infringements of the laws of the land, must be reported to the Head as soon as is convenient after return. More serious and widespread misconduct infringing the laws of the land and/or bringing discredit upon the school may merit more serious sanctions. The fact that the misconduct takes place away from the school premises in no way reduces the offence.
General Rules for Children

· Depending on their age, children are to be issued with identification cards.

· Children will be subject to frequent head counts.

· Children should be made aware of the adult directly responsible for them and the group leader.

· Children should walk in 2’s where possible and stay close to the pair in front of them.

· Children must remain seated on coaches and seat belts worn at all times.

· No eating whilst walking or on transport.

· Children will be informed about expected codes of behaviour, such as no loud voices, running, unless as part of the activity.

· Children must not leave the group without adult supervision or permission.

· Children must know what to do in case of an emergency, such as getting lost, or hurting themselves.

· No child must take unnecessary risks.
School reserves the right to refuse to take a child if it is felt that their behaviour or current state of health puts themselves and others at risk.

First Aid

First Aid forms part of the Risk Assessment.  The group leader will assess what level of first aid is needed, organise this and appoint a First Aider. At least one person on the trip must be a fully qualified first aider (and in the case of EYFS hold a Paediatric First Aid (PFA) certificate). They must have a first aid kit and take into consideration:

· The numbers in the group

· The nature of the activity

· The likely injuries and the effectiveness of first aid

· The whereabouts of the nearest hospital

· A mobile phone in case of emergencies

· The need for children to take inhalers or other essential medication

· The staff to be in contact by mobile phone at all times and with school

· Any other disabilities to be taken into consideration

· A list of contact numbers of parents/guardians in case of delay

· A nominated person at school will be responsible to relay information to parents and other relevant people in case of emergency/delay

· School to keep a current record of allergies and health and mobility issues.

· We take spare food in case of delay from the kitchen

· We take spare clothes in case of accidents (e.g. toilet/sickness)

· Potential dangers for allergy sufferers are avoided in all packed lunches which are prepared in school

· We take a lidded bucket with gel in case of liquid spills/sickness, spare bin bags, tissues, wipes, soil bags for hazardous wastes (body fluids)

Overnight Trips

(No overseas trips planned at present)

You should follow the steps above and read carefully the advice below.
A pupil may not be allowed to participate in trips of this type unless an appropriate consent form has been signed by his or her parents/guardians and returned to school.
Parents must be fully informed in writing about the visit well in advance. If appropriate, parents and pupils should be invited to the school to discuss details with the organisers.
For longer term visits (trips overseas etc), the EVC should be kept fully informed about plans for the trip.
Written information sent to parents should include the following:
·  Accommodation and meal arrangements.
· Travel arrangements including time of return.
·  Activities and visits in which pupils will be allowed to participate.
· Name and address of insurers, where different from the normal school insurance.
· Health formalities (e.g. inoculation).
· Names of party leaders and members of staff accompanying party, and address and telephone number of the party leader at the destination.
· Two contact numbers, one landline, one mobile, of each pupil must be given.
· Advice on clothing and equipment (if school uniform is not worn, means of identification in emergency are recommended) and pocket money.
Parents should also be advised that the Headmaster or Group Leader reserves the right to exclude a pupil from a visit on behavioral, medical, or other grounds.
A pupil may not be allowed to participate in a school event unless an appropriate consent form has been signed by his or her parents/guardians and returned to school.
The parental reply must include information about:
· any medical condition affecting the pupils at the time of the visit (school records
· should also be checked)
· Contact numbers of parents / guardians
· Relevant information relating to any planned excursions or activities
Guidelines for pupil supervision
The procedures and practices for day trips should be followed and reinforced by the
following: The party leader should:
· check the fire exits in any group accommodation and ensure that pupils are aware of them and the drill in the event of fire;
· ensure that children know whether tap water is safe to drink;
· take necessary hygiene precautions;
· advise pupils of any local customs they might meet which could surprise them and warned of the possibility of giving offence.
Residential Centres
The centre’s written safety procedure should be obtained and checked at the initial planning stage. It is likely that there will be times when centre staff will be responsible for the pupils and in accordance with DfES guidance, these times (and in what circumstances) should be set out and agreed in writing prior to the start of the visit. The pupils must know who is in charge at any given time.
In the case of activities involving caving, climbing, trekking, skiing or water sports, the school will check that the provider holds a license as required by the Adventure Activities Licensing Regulations 2004
Procedures in the event of an Emergency on a School Trip
Serious or Fatal Injury
An emergency is unlikely to occur in circumstances where these procedures can be carried out to the letter, but staff accompanying the party should be so familiar with them that they are able to adapt them to the situation in which they find themselves.
Should a serious incident occur during an off-site activity, the person in charge must:
· Ensure that all staff and pupils are safe from danger and that steps are being taken to provide medical care for the injured.
·  If appropriate contact, and co-operate fully with, the emergency services.
· If someone is taken to hospital accompany him or her if possible. If not possible ask the police to inform you as to which hospital they have been taken.
· Once a member of the party is handed over to the emergency services decisions concerning treatment are left to those services, e.g. certain religious beliefs have strong views regarding blood transfusions.
· If possible, now contact the school via telephone (see below).
· Discourage pupils from contacting their parent direct unless they have been briefed on what has happened and the likely next steps.
· Do not speak to the press.
· Do not permit anyone to interview a pupil involved unless in your presence or in the presence of another responsible adult.
· Be aware that the uninjured children and adults may need support. The emergency services will be able to offer advice.
· Remember the pre-agreed protocol if your own children are on the trip and they fall ill or are injured.
When contacting the School, be prepared to give as much of the following information as possible:

· Who you are.
· Your telephone number.
· Where you are.
· What has happened.
· Number and (if known) name(s) of CONFIRMED fatalities.
· Number and (if known) name(s) of CONFIRMED seriously injured.
· Number and (if known) name(s) of other injured.
· Are the emergency services on the scene?
· Where have the casualties been taken?
· Who is going with them?
· Who from the School at the scene is in charge of the situation?
· Can the School call you back in 30 minutes?
· Can you call the School to update your information every 30 minutes?
· Has your transport been damaged? Can it be used safely?
· Do not admit liability.
If the accompanying member of staff is not fit to continue, or is unavailable, another member of staff will be sent to the scene of the emergency or to another agreed location. The member of staff should not attempt to drive if there is any possibility that he or she is suffering from shock or exhaustion. If in any doubt, seek medical advice.

Making Contact with the School
Staff must contact the Headteacher or School Office

Evaluation

An evaluation form must be completed by the group leader where a visit has not been successful or there are serious considerations as to whether this is a good venue for future groups from the school. The evaluation should be stored in the Off Site Educational Visits folder on the server.
Insurance
The school’s general policy covers the following:

Employer’s Liability – this policy provides cover for the school’s legal liability in respect of bodily injury, illness or disease to any employee rising out of, and in the course of, employment, and for legal costs incurred. Cover is provided on a worldwide basis for employees involved in approved school activities.

Public and Product Liability – this policy provides cover for liability in respect of third-party accidental injury or property damage.

Volunteers - Volunteers are not covered by the Group Personal Accident policy or in respect of baggage and personal effects, money and credit cards. However, should any volunteers be injured whilst under the directive of the school and it is proved that the school is legally negligent, all volunteers will be covered by the terms and conditions of the Public Liability Insurance.
Reviewed September 2021
Next Review: Annually
Appendix 1

Provider or Off Site Visit Procedure

This procedure is to be followed by all leaders arranging an Off-Site visit or Provider in school.

1. Decide on the educational aims of the visit and consider what other activities are already planned for in school around that time.

2. Check the proposed date in the school diary and enter a provisional reservation in consultation with the provider.

3. Confirm requirements, price and timings with the provider 

4. Book the event and confirm it in the school diary

5. Take up provider references and if necessary carry out a pre visit.

6. Complete the ‘School Events Record’ and hand to Colleen

7. Obtain Risk Assessments from the provider and submit them, alongside a completed school Risk Assessment to the Head teacher at least two weeks in advance.

8. One week before the visit contact the provider and ensure your requirements are still being met.

9. Liaise with the admin staff to ensure all the requirements on the ‘School Events Record’ have been met.

10.  Ensure adequate staffing and cover for the trip is available and change duties if necessary.

11.  At least one day before the event, prepare resources for travel (sick buckets, first aid kits etc) and confirm the coach (if applicable).

12.  Remind the children of appropriate clothes and timings and to bring spending money if appropriate.

13.  On the day of the visit, ensure children have appropriate medication

14.  Upon your return ensure sick buckets, first aid kits etc are returned, cleaned and restocked, ready for the next user.

15.  Reflect on the visit, the cost and value for money. Follow up any grievances with the coach company or provider.

16.  Do a follow piece of work from the visit to act as a memory for the children and to give feedback to parents about it.
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ST. JOSEPH’S SCHOOL EVENTS RECORD

This form must be completed for all events taking place in and out of school
	PRINCIPAL ORGANISER
	

	EVENT/DESTINATION
	

	DATE OF TRIP
	

	RISK ASSESSMENT COMPLETED?
	

	EDUCATIONAL VISIT EVAL FORM?
	

	ENTRANCE COST(S)
	

	TRANSPORT REQUIRED?
	Yes                                   No

	Bus Company
	

	Cost
	

	Departure Time
	

	Return Departure and Arrival Time
	Depart Destination
	Arrive School

	NUMBER OF PUPILS/ADULTS
	Children                         Adults

	COST TO BE PAID BY PUPIL
	Yes (amount)              No

	POCKET MONEY ALLOWED
	Yes (amount)              No

	MEDICAL FORM NEEDED
	Yes                              No

	UNIFORM TO BE WORN
	Yes                              No

	PARENTAL PERMISSION REQUIRED
	Yes                              No

	LETTER SENT HOME
	Yes  (Date)

	PACKED LUNCHES REQUIRED
	Yes                              No

	COOK ADVISED
	Yes                              No

	CARETAKER ADVISED  Sick buckets etc.
	Yes                              No

	FIRST AID BOX REQUIRED
	Yes                              No

	PART TIME TUTORS TO BE INFORMED
	Yes                              N/A

	PRIVATE TUTORS TO BE INFORMED
	Yes                              N/A

	AFTER SCHOOL CARE NOTIFIED
	Yes                              N/A
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