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Introduction

Trips out of school form a most important part of the enrichment of education provided at St Aubyns. Visits for enhancing the curriculum, matches against other schools, involvement in sporting and other competitions, and outings of groups such as the choir all benefit the pupils and are to be encouraged.

However, the safety of pupils when off the school site and proper procedures to enable trips to run smoothly require careful consideration. In formulating this policy the school has regard to the DCSF document Health and Safety of Pupils on Educational Visits (HASPEV). The school is mindful of the need to ensure that staff are not discouraged from taking pupils off-site through too burdensome a process.

School Matches

It is not expected that a risk assessment is carried out prior to a visit to another school by the sports coach involved. The minibuses are regularly maintained by the Site Manager and his team. It is essential that the school office has an accurate list of all pupils in each team (all changes to a team must be notified to the school office before leaving the school) and that there is a mobile phone with each minibus.

Planning for other Educational Visits
It is essential that the Headmaster and the school office are fully aware of the details of all trips as provided by the forms given below. Letters to parents informing them of the trip and, when appropriate, seeking permission for their child to attend should be seen by the Headmaster before they are sent out.
Before any educational visit can take place there are two sheets which need to be filled in by the member of staff in charge.

The first sheet, at least two weeks before departure, details the following:-
Date of Visit
, Location, Party Leader, Children Involved, Number of Pupils, Adults assisting with supervision, Transport Arrangements/Drivers and the Plan for the day (including time of departure and arrival)


There is also a risk assessment sheet to fill in which includes possible threats and/or hazards together with action planned.

The second sheet, handed in on the day prior to departure asks for Date, Location of visit, the name of the party leader, the names of other adults assisting with supervision, the children Involved, children who would normally be in the group but who are absent from school that day.

It also requests the party leader to ensure that 1st aid kits have been issued, together with any final notes, time of departure and estimated time of return.  Mobile phone numbers are also put down so that the party remains in contact with the school throughout the trip.
Preparation for the trip

In most cases it is expected that the lead member of staff will have some degree of knowledge of the site being visited so that the details of the day can be fully mapped out.

Consideration must always be given to any pupils with specific learning, behavioural or medical needs who will be on the trip. Appropriate provision for these needs should be built into the preparation for the trip.

Prior to the trip pupils should be made aware of what the trip will involve and what its educational purpose is. A reminder that expectations of behaviour are higher than those normally expected in school should always be given. Directions as to what should be done if a pupil becomes separated from the party should always be given.
Appropriate transport for the trip should be discussed with the Headmaster.  This may involve use of the school minibuses, which then will be co-ordinated with the Site Manager.  Arrangements for booking coaches will go through the School Secretary.  When the coach arrives the trip leader should satisfy themselves that the coach is clean, safe and in apparent good order.  

Insurance

The school has public liability insurance that covers the majority of the school’s activities.  The Bursar ensures, in advance of all trips, that adequate insurance arrangements are in place.

Pupil/Staff Ratios

It is not possible to dictate a fixed ratio of pupils to members of staff for all trips. Different sites and different types of visit will bring their own requirements. Thought should be given to the demands of each trip with consideration of each stage of the trip and agreed with the Headmaster.  On trips involving EYFS pupils the appropriate ratios will always be maintained.

Parents will sometimes accompany school trips. They should not be given sole responsibility for a group of children at any stage during the trip, but can assist a member of school staff.  All adults who will have responsibility for a group of children at any stage during the trip must have received an appropriate CRB check.
Trips Abroad

In alternate years, a trip to France is arranged for pupils in Years 7 and 8 who wish to enhance their learning of French.  All aspects of the policy apply equally to this trip, but the following additional areas are considered:

· health care arrangements, through Form E111 

· the need to gather as much information as possible on the area to be visited from a variety of sources including other schools, educational travel companies and personal knowledge

· arrangements for pocket money for the children, and access to contingency funds for the teachers 

· passports and visas, if appropriate, and the safe storage of these

· briefing of the parents as to how to contact the group

· travel tickets and related documents 

· arrangements in French for use if children get separated from the group

Emergency arrangements

The party leader should contact the school in any situation which might be classed as an emergency so that the school is fully informed. The party leader should appoint a deputy for the trip so that in any circumstance where the party leader is incapacitated the deputy can act on her/his behalf.  
For trips which involve absence from the school outside of normal school hours, a list of contact details for all pupils on the trip should be carried by the group leader.  Permission for all medical treatment is covered by the medical permission slip completed by parents of all children, and in addition for the Year 6 trip to the Isle of Wight, the Year 8 trip to Ullswater and the biennial trip to France for Years 7 and 8 separate emergency medical permission slips are completed by parents.
Risk Assessment

All schools are obliged to carry out a Risk Assessment exercise before any school trip. The precautions we take should be more than those taken by the normal, sensible parent.

SCHOOL VISIT FORM – Advance Notice

To be handed to the Headmaster at least two weeks before any proposed trip is to take place

Date of Visit

……………………………………………………………………………………………….

Location

……………………………………………………………………………………………….

Party Leader

……………………………………………………………………………………………….

Children Involved
……………………………………………………………………………………………….

Number of Pupils
……………………………………………………………………………………………….

Adults assisting with supervision
………………………………………………………………………….

Transport Arrangements/Drivers
………………………………………………………………………….

………………………………………………………………………………………………………………………………..

Plan for the day (including time of departure and arrival)
……………………………..

………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………………………..

PTO for Risk Assessment

RISK ASSESSMENT – CHECKLIST

	Hazard / Threat
	Action Taken or Planned



	Accident on way to or from venue
	

	Moving to and getting on to coach / bus
	

	Lost child at the venue
	

	Illness
	

	Misbehaviour or Inappropriate Behaviour
	

	‘Stranger Danger’
	

	Weather Conditions
	

	Please specify any other hazards or threats below as appropriate
	

	
	

	
	

	
	

	
	


Have you visited the centre before?    Yes / No

If ‘No’ how have you obtained information about the centre prior to the visit

School Visit – Final Information
This form must be handed in to the school office prior to departure.

Date
……………………………………..


Location………………………………………

Party Leader…………………………………………………………………………………………………………..

Other adults assisting with supervision………………………………………………………………….

Children Involved…………………………………………………………………………………………………..

Children absent from school today…………………………………………………………………………

………………………………………………………………………………………………………………………………..

Please complete the following:

· First Aid kits have been issued / are in minibus (delete as appropriate)

· Any final notes……………………………………………………………………………………….

· Time of Departure………………………………………………………………………………….

· Estimated time of return……………………………………………………………………….

Mobile phone numbers for staff and/or coach drivers:-

Name
…………………………………………..

Mobile
………………………………

Name
…………………………………………..

Mobile
………………………………

Name
…………………………………………..

Mobile
………………………………

Name
…………………………………………..

Mobile
………………………………

Name
…………………………………………..

Mobile
………………………………

Name
…………………………………………..

Mobile
………………………………

Signed: Party Leader………………………………
Date……………………………..
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