Any reference to the word ‘School’ implicitly includes all its associated clubs/activities including Kids’ Club

This policy also applies to EYFS


AYSCOUGHFEE HALL SCHOOL

TRIPS AND OUTINGS POLICY

Adopted Autumn Term 2001

Reviewed Autumn 2010
To be reviewed Autumn 2012
IN THE WRITING OF THIS POLICY WE HAVE PAID REGARD TO DCSF GUIDANCE ‘HEALTH AND SAFETY OF PUPILS ON EDUCATIONAL VISITS’
All children from Early Years to Year 6 have the opportunity to participate in a wide range of trips and outings. They vary considerably in type and duration, from ten minute walks around the immediate area of the School observing nature, visiting the local market and shops, to five day residential trips alternating yearly between France and the north Norfolk coast.

As a consequence of the wide range and varying nature of school trips, a specific risk assessment identifies and addresses the unique requirements of each. The Appointed Person for coordinating all trips, including those of EYFS, is Mrs Susan Wayman, although designated responsibilities will also be placed on those leading individual outings. A qualified First Aider will always be in attendance. 

For all trips, cross references will be made to identify pupils with medical needs and provision made according to the information provided by parents. The medical status of all adult leaders will be similarly checked and all will be required to be CRB  (enhanced) cleared. Emergency numbers will be checked prior to departure and carried at all times. All travelling abroad must have a valid passport and European Health Insurance Card (EHIC). 
On all occasions the School will have full details, timings, contact numbers etc. of the trip being made, to enable communication as required.

The School’s insurance covers all liability, whether at home or abroad.
1. Specific letter for outings with permission slip – slip must be returned and signed (letter if lost).   No child permitted on trip without one.

2. Outing form to be completed before departure.   One copy to be taken on trip and one copy to office.
3. Risk Assessment to be completed.

4. Mobile phone (charged and working) to be taken and number recorded.

5. Staff/helper to pupil ratio KS1 1:5.

Staff/helper to pupil ratio KS2 1:7 up to 1:10 plus one spare adult, dependent upon activity.   Extra adult needed if travelling in dark.

6. Staff to check during each journey to see that all seat belts are fastened correctly and record the check on the outings form.

7. All vehicles must be fitted with fully operational seat belts for all occupants and be covered with a current MOT certificate and tax disc.

8. Seat belts should preferably be of the diagonal type and worn correctly, not up by the neck.

9. If lap belts are used, they should be positioned across the hips, not stomach.   Children should be warned before departure of the dangers of removing, altering or otherwise interfering with belts.   The safety of children is our responsibility;  we are “in loco parentis.”

10. When travelling in private cars, parents must ensure belts are worn.   Explicit permission MUST be obtained from the parents of children travelling in another parent’s vehicle.

11. There should be adequate seating for all occupants and spare seats should be allowed for when booking bus in case all seat belts do not work.

12. For reasons of health and safety, eating and drinking is only permitted whilst travelling long distances.

13. Adults should be spaced throughout the coach with one placed at each exit to ensure adequate supervision and safety in case of accident.

14. Staff and helpers should familiarise themselves with the location and operation of the emergency exit before departure.   (Note should be made of the fact that should the coach stop on the edge of the highway, the emergency exit leads straight onto the carriageway).

15. The person in charge of the trip must liaise with the coach operator to satisfy him/herself of their health and safety policy and provision.

16. Person in charge of trip must send confirmation of trip using standardised form in office, or bus company’s own confirmation slip (if provided).

17. All Staff must be familiar with the School Disaster Plan.

18. When walking, pupils must be no more than three abreast.

19. When the whole School is walking to / from School, the “stop children” sign must be used.

20. When outings arriving back late or out of School hours, School telephone to be switched to “night” setting, so that phones ring throughout the School. If call is missed, answerphone to be checked.   If answerphone message has to be left, commence calling mobiles.   Answerphone to be checked regularly as a matter of course.

21. Check venue has own Health and Safety Policy.   Staff must satisfy themselves, using their discretion, as to the safety of all equipment and facilities to be used beforehand (where possible).

22. List of children with potential problems should be taken in case they need ‘emergency’ treatment, and any necessary medication taken e.g. inhalers.
23. If there is a risk of inclement weather, an up to date forecast should be obtained immediately before leaving.

24. Torch to be taken if return is to be after dark.

25. Staff to be made aware that the emergency exit is often situated on the offside of the coach, which means that if you are parked on the roadside, you are in the direct path of the traffic.

Bus Companies to be contacted with a view to compliance with new seatbelt law (Sept. 06).

PLEASE DUPLICATE:    One copy to be left at the Office

                                           One copy to be taken on Outing

AYSCOUGHFEE HALL SCHOOL

OUTING FORM 

SCHOOL TELEPHONE NUMBERS:

During School Hours  
Main Office :  
01775 724733

After School

Brian :  
01775 723498     Mobile:  07710 179357




Sally :

01775 630605
    Mobile:   07711 409531


    

Martyn :       
01775 766454     Mobile:  07791 523635
David :

01775 767441     Mobile:  07504 231463
Before going on an outing, please compile or refer to a relevant risk assessment.   Please also refresh your memory regarding the school outing policy.

Date of Trip ……………………….  Depart …………………. Return ………………...

Mobile phone number / s of staff on bus ………………………………………………..

Names of members of staff / helpers      ………………………………………………..

……………………………………………………………………………………………….

……………………………………………………………………………………………….

Name and address of venue ……………………………………………………………..

……………………………………………………  Tel. No. ……………………………….

Coach Company used ………………………… Tel. No.  ………………..…………….

Time of Outward Seatbelt check  ………………  
Time of Return Seatbelt check    ………………  
Names of pupils on outing (Continue overleaf if necessary)

This form to be duplicated:
One copy to be left in School





One copy to be taken on Outing

This policy should be read in conjunction with the following policies:
· First Aid

· Asthma

· Managing Medicines

· Disability

· Disaster Plan

· Sick Children
Checklist:

This list 

Mobile Phone (charged and working)

Relevant Tickets and Paperwork (i.e. cheque if no invoice to be issued)

Sick Bucket

Paper Towels

First Aid Box (if necessary)

Water

Plastic Cups

Torch (Charged and working, if traveling in the dark)

Children’s medication

RISK ASSESSMENT    -    TRIPS

Prepared by  

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​ 

Trip to 

Identification of potential hazards  (i.e. what is dangerous)  

Risk assessment  (what could be the result of the danger)

Persons at risk      

Control measure   (i.e how you will minimise the risk)   

Additional measures / Information:

Eg. Take first aid kit and mobile phone (check charged and working).

Check venue has own health and Safety Policy

COMPLETE AN OUTING FORM AND SEND TO OFFICE:

This shows :  Phone number(s) and address of venue.
Names of all pupils, teachers and parent helpers going on the trip. 

Name and number of Bus Company used.
