SKIPPERS HILL MANOR SCHOOL
OUTINGS POLICY
This policy is applicable to all pupils, including those in the EYFS

Introduction 

Pupils can derive a good deal of educational benefit from taking part in visits. Educational visits play a major role in the education and development of all young people. They can contribute significantly to the development of cross curricular skills and to personal and social education through the use of problem solving methods and approaches and through encouraging responsibility, self confidence and self reliance. This policy is designed to help teachers and other interested parties to ensure that pupils stay safe and healthy whilst on Skippers Hill Manor School visits. 

This policy also applies to EYFS.

This policy draws on information contained in: Health and Safety of Pupils on Educational Visits DfEE 1998 (HASPEV) http://www.teachernet.gov.uk/wholeschool/healthandsafety/visits . Staff should consult this document for further information.
Aims and objectives of Skippers Hill Manor School's Educational visits: 

· To give all children a wide range of high quality experiences outside the classroom, including residential experience 

· To provide school staff with easily accessible advice guidance and resources, as well as good professional development opportunities 

· To encourage parents and carers to back school trips 

· To encourage partnerships between schools, local providers and other organisations over visits and out of school activities 

Legal Requirements and Responsibilities 

Skippers Hill Manor School Ltd ("The School") as employer, is responsible under the Health and Safety at Work etc Act 1974 for the health, safety and welfare of staff, pupils, volunteers, and anyone else on or affected by an educational visit. 

Skippers Hill Manor School Ltd retains its legal responsibilities under health and safety legislation but can delegate the statutory tasks. 

Decisions about educational visits are usually delegated to the Headteacher. The Headteacher's agreement must be obtained before an educational visit takes place. The Headteacher may then in turn delegate duties to others, such as the Group Leader. 

These duties apply at all times to all educational visits in the UK. Educational visits outside the UK will be subject to the law of that country, but if the risk assessment is carried out in the UK, it will also be subject to UK domestic law. 

· All children carry a personal accident insurance and the school is covered by the HSBC Group Travel/Trips Insurance Policy
Staff:  

Under health and safety legislation, staff must: 

· take reasonable care of their own and others' health and safety; 

· co-operate with their employer over safety matters; 

· carry out activities in accordance with training and instructions; 

inform the employer of any serious risks. 

Role of the Headteacher: 
The Headteacher is the Educational Visits Co-Ordinator.

· The Headteacher will ensure that educational visits comply with legislation, Regulations and guidance provided by the company and the School's own Health and Safety policy. 

· The Headteacher will ensure that every educational visit will have a Group Leader who has been appointed or approved by him. 

· The Headteacher will ensure that the Group Leader is competent to plan, undertake and supervise activities and to monitor/assess the risks throughout the visit. 

· If the Headteacher takes part in the educational visit as a group member, he will follow the instructions of the Group Leader who will have sole charge of the visit. 

· In the absence of the Headteacher, the role of the Educational Visits Co-Ordinator will be taken over by the Deputy Head; and in the event of that teacher’s absence, the role will pass to the Registrar

The Headteacher will also ensure that: 
· risk assessment(s) for the planned educational visit and any necessary emergency procedures have been completed and appropriate health and safety measures are in place; 

· those who are conducting the risk assessments have the necessary qualifications, knowledge, skills and experience to do so. 

· ensure there are adequate pupil/adult ratios

· any relevant qualifications claimed by the Group Leader or other relevant members of the group have been checked and verified and are up to date; 

· adult members of staff and volunteers are properly vetted, CRB checked and assessed in accordance with the School's Child Protection Policy as appropriate; 

· all adults involved in a residential trip must have enhanced CRB clearance

· there is adequate insurance cover for the educational visit and any contingency arrangements; 

· he/she has adequate contact details for the Group Leader and/or other 

      relevant members of the group on the educational visit; 

· he/she has the address and phone number of the venue and a contact   

     name
· there is a contingency plan for any emergency or delay;

· records of educational visits are kept, including reports of accidents 

and "near accidents";

· systems are reviewed and, on occasion, practice is monitored.

· assurance is obtained that appropriate child protection checks and procedures apply to any staff employed by another organisation and working with the school's pupils on another site

· make sure that parents have details of the visit and have given consent

· check that the Application for a Visit form has been filled in thoroughly before approving the visit in writing.

The Group Leader: is the teacher responsible for the planning, undertaking and supervision of educational visits delegated to him/her by the Headteacher. 

The Group Leader is responsible for: 

· applying to the Headteacher for approval

· planning the educational visit, including the preparation of proper risk assessment(s) and first aid 

· the supervision and conduct of the educational visit – to include ratios and vetting checks
· preparing the pupils, including special and medical needs, and making sure they are aware of potential risks and hazards and codes of behaviour
· the health and safety of the group; 

· the behaviour and discipline of pupils during the educational visit
· communicating with parents

· planning transport

·  emergency procedures including contact details and permission for emergency medical treatment if the parents cannot be contacted.
Teachers: 
· act as employees of the School, whether the educational visit takes place within normal working hours or outside those hours, by agreement with the Headteacher. 

· Teachers will do their best to ensure the health and safety of everyone in the group and act as any reasonably prudent parent would do in the same circumstances. 

Teachers will: 

· follow the instructions of the Group Leader and help with the control, behaviour and discipline of the group; 

· do their best to ensure the health and safety of everyone on the educational visit and should speak to the Group Leader or teachers if concerned about the health or safety of anyone attending the visit; 

· consult with the Group Leader and, where appropriate, take immediate steps to terminate the visit if there is an unacceptable risk to the health and safety of pupils or anyone else attending the educational visit. 

Adult volunteers: 
Non-teacher adults will: 

· be properly vetted, CRB checked (if appropriate) and assessed in accordance with the School's Child Protection Policy; 

· not be left in sole charge of pupils 

· do their best to ensure the health and safety of everyone in the group and should speak to the Group Leader or teachers if concerned about the health or safety of anyone attending the visit; 

· follow the instructions of the Group Leader and teachers and help with control, behaviour and discipline; 

· be aware of potential conflicts of interest if their own children are members of the group and discuss this beforehand with the Group Leader. 

For EYFS OUTINGS the supervision ratios must be risk assessed on the risk assessment form as some outings may have a higher risk than normal and therefore require a higher than normal supervision ratio
In deciding if a visit application merits approval, the Headteacher will consider the following: 
· There are clear and justifiable objectives for the visit. For example, where does it fit into the structure of the year? What is the value of the event to individuals and groups? 

· The Group leader is sufficiently responsible and capable of taking charge of the particular visit 

· Parental notification has been undertaken and consent obtained 

· Participants are aware of the visit objectives and have been prepared, briefed or involved in the planning, as appropriate 

· All transport arrangements have been adequately assessed 

· The venue is either known or the Group Leader has undertaken a pre-visit in order to assess the suitability of the site and to enable risk assessment(s) to be produced. Occasionally, for a distant destination, this process may be replaced by information and advice received from other sources (e.g. school or independent persons with local knowledge).Where this is the case the risk assessments must take this into account and the leader must be sufficiently experienced 

· Written risk assessments must be produced and control measures considered. Control measures must be understood and complied with by all persons staffing the visit 

· A check must be made to ensure any provider has public liability insurance of at least £5 million as well as suitable arrangements for participant welfare 

· An emergency procedure is in place, which includes means by which the School and the group are able to contact each other, the School and parents in an emergency 

· What are the teaching implications due to staff and pupil absence? 

· Can the trip be undertaken at a more convenient time during the academic year? 

A final decision with regard to commissioning and enabling an event is taken by the Headteacher, who will base the decision on the above objectives and criteria whilst also giving consideration to the balance of teaching implications and the value of the trip 

The academic year will have a regulated range of stimulating trips organised across all year groups in such a way to enhance the academic progression of all pupils in the School. 

Planning visits and expeditions  

STAFF INVOLVED IN PLANNING OUTINGS SHOULD FOLLOW THE FOLLOWING PROCEDURES TAKING INTO ACCOUNT ALL AFOREMENTIONED POINTS:
TERM BEFORE OUTING

· Booking : Application for School visit Approval should be submitted to the Headteacher
· Ratios and overnight visits:  Ensure these adult/pupil ratios apply:  In Early Years: 1:6; at KS1 1:8; at KS2 and KS3  1:12; for overnight stays, residential visits or visits outside the UK, mixed gender groups must have at least one male and one female adult on the visit.  
· Make sure Risk Assessment sheet is completed – new visits – complete RA after pre-visit
· All Outings are booked through the Office before Half Term in the preceding term

· Purpose and type of Visit: to be checked with Subject Co-ordinators and/or Headteacher to ensure relevance of outing.   Indicate classroom preparation to be undertaken

· New visits:  Member of Staff should make initial enquiries - please check cost/number of free Staff places/ratio of Staff/Adult to children required.    Provide the Office with a contact telephone number on the Application Form

· Other visits:  Please return Application Form and Risk Assessment - and preferred date of outing.   Office will make bookings

· Accompanying Staff:  On most trips, each class will be accompanied by one teacher plus other adult help.  The accompanying teacher is most likely to be the one organising the trip.  Should more than one class be going on the same trip, then the teacher who is organising it will go, along with, depending on the nature of the trip, the most appropriate staff member.  If there is any doubt as to staff allocation on a particular trip, then the Headteacher/Deputy Head will make the decision.  All accompanying teachers have enhanced CRB checks. Also ensure that vetting checks have been carried out for volunteers for overnight stays, as they must be CRB checked at an enhanced level.  Volunteers can accompany groups on a day visit but must not be left in sole charge of a group of pupils. 
· Transport:  please notify the School Office if a school vehicle is preferred mode of transport - coaches are expensive but if more than one class is involved they can sometimes be the easiest option.  The school uses local, reliable firms.
· Lunch:  please indicate whether you require early/late lunch at School or will be asking children to take a packed lunch

· Please take into account that on certain days there are a number of activities such as music, ballet lessons etc.  Try and avoid therefore requesting a visit on such days and certainly not visits booked twice on the same day of the week

TERM IN WHICH OUTING OCCURS

Beginning of term :

· Lunch:  please check that the kitchen knows that you will not be in for lunch/need an early lunch - also advise if you will not be in for Break/Extra Milk etc.

· Transport:  check that arrangements for transport have been entered into the Diary

· If parents are helping with transport please make sure that the Office has a note of their names as soon as possible after the beginning of term 

· The School holds an Insurance Policy covering any parent or member of staff transporting children in their own cars

· Please make sure you have read and understood the School Vehicle Policy before asking to use a vehicle

Two weeks before Outing :

Information on all outings is sent to Parents before the beginning of each term 
and follow-up letters where relevant

Please remind children with details of the following :

· Transport

· Lunch

· Dress

· Pocket money - always in a purse marked with the child's name

· Departure time and time of arrival back at School

· Duties/Lessons : Please make sure that the Deputy Head knows that you will be out and arrangements have been made for cover. If you have a duty on the day you are out, it is your own responsibility to swap duties with another member of Staff

Day before Outing :

· Transport :  Vehicles should have enough petrol/diesel for the journey.  However, should it be necessary for you to purchase fuel, keep a receipt and claim your reimbursement from the Office

· First Aid : A first aid kit should be taken on all outings. Polythene bags to act as sick bags or for gathering litter should be taken.  Antibacterial wipes are also extremely useful in the event of "clear-ups". The vehicles each have their own First Aid kit. See Annexe A for contents of First Aid kit
· Mobile Phones should be taken on all long trips: two are available from the School Office. Each vehicle has a plastic box, which also contains the keys, torch, Roadside Assistance details and the log.  Remember to return on return! 

Day of Outing :

· In case of Emergency,  the School Office will be contacted to obtain parents’ phone numbers(on a residential trip, staff must take emergency contact numbers for parents, child’s GP, any health considerations – this is on a special proforma)

· When children join the school, all parents sign a form giving permission for emergency medical treatment for their child to be treated if the parent cannot be contacted

· Cost : If required, please collect cheque from the Office and make sure that you obtain a receipt when paying

· Behaviour: remind pupils on outings of expected behaviour

· Supervision:  ensure other adults on outing are clear as to their remit

· First Aid:  ensure kit is taken

Post Outing :

· Follow up Work : Co-ordinators to be advised. Please take photos and organise a display

· Evaluation Sheet to be collected from the Office and completed to include any special points to note for future trips

· Organise Report on Outings to Caroline
· Review the Risk Assessment to inform the organisation of future trips   
N.B.  SPECIFIC TO EARLY YEARS

· Written permission from parents forms part of the paperwork in the joining pack

· A Risk assessment must be completed for each type of outing and must be reviewed prior to each instance of that outing.  

· The Risk Assessment must take account of the nature of the outing and consider whether it is appropriate to exceed the normal ratio  requirements

· In the case of a parent needing to be contacted, the teacher in charge will phone the School Office, where all contact details are to hand – nevertheless, teachers must take essential records e.g. contact telephone numbers for the parents; and essential equipment: e.g. first aid kit and mobile phone

· A list must be left in the office about vehicles being used, including a list of drivers and the children in their vehicles – all parents using their own cars are covered under the school’s insurance.

· An adult accompanying the outing will have a current paediatric first aid certificate

N.B.  SPECIFIC NOTES:
Disability, medical and special educational needs 
The School will make every effort to ensure that educational visits cater for and are accessible to all, irrespective of disability, special educational or medical needs, ethnic origin, religion or gender. 

Where there are doubts over the inclusion of a pupil on the grounds of disability, special educational or medical needs, ethnic origin, religion or gender, there will be consultation between the School, the pupil and the parent(s). 

If despite making reasonable adjustments there remains a significant, unmanageable and unacceptable risk to the health and safety of pupil(s) or anyone else on the educational visit, it may be reasonable to exclude a pupil from the educational visit on those grounds. 

A record should be maintained by the School of the reasons for the exclusion of that pupil from the visit. 

Accommodation: 
· Where overnight accommodation is involved, fire exits and emergency evacuation procedures should be checked by the Group Leader on arrival. The group should then be given a briefing/fire drill 

· Pupils should know where staff rooms are located and these should be in the vicinity of pupil accommodation. Group accommodation should be located in one area rather than scattered in different parts of a residential complex. As far as is reasonably possible, ground floor accommodation should be avoided for female students. It is important to have proper details of the accommodation that is being provided before the visit, even if a pre-visit is not possible. The Group Leader should have a room list 

· No boys in girls rooms and vice-versa at night
· An adult is the party will be detailed for arrangement pertaining to medication.

Hazardous Activities and the use of tour companies and external providers: 
Hazardous Activities: include but are not restricted to activities such as winter sports, rock climbing, hill walking, mountaineering, skin or scuba diving, white-water rafting, caving, climbing, trekking and water sports or activities in or around water. An activity may be considered to be hazardous not only due to the nature of the activity itself but also the environment in which it will take place, to include but not restricted to activities in areas subject to extremes of weather, temperature or environmental change, on or near cliffs or steep terrain or in or near water. 

Anyone who leads a Hazardous Activity must have attained an adequate standard of competence and experience in the activities undertaken. Where possible this will be verified by reference to accepted standards of competence such as national governing bodies. The level of qualification required should be matched to the relevant hazards and risks associated with that activity and specific advice can be obtained from the relevant federations or associations and from http://www.aala.org.uk in respect of Licensed Activities. 

· The Group Leader should check if external providers are required to have a licence to provide Licensed Activities and, if so, that they hold a current licence at www.aals.org.uk. 

· The Group Leader should ensure that they are competent and should endeavour to use 

· If the Group Leader is not leading the activity he/she should agree with the external provider their respective roles and in particular who is going to be responsible for pupils during the activity and for what period of time. 

· Prior to commencement of any Hazardous Activity, whether licensable or not, the Group Leader should be fully satisfied with arrangements for health and safety. 

· In the event that he/she is not satisfied he/she will consider whether it is appropriate to abort the activity altogether or whether it is safe and/or appropriate to undertake emergency procedures. 

· The Group Leader will obtain written assurance from the external provider that their employees who have contact with children have undergone suitable vetting procedures in line with "Safeguarding Children and Safer Recruitment in Education". 

· It is also advisable to obtain recommendations from other schools that have used the provider if the company is otherwise unknown to you. 

· If swimming is to be an activity in an off site location, the swimming ability of each pupil must be ascertained prior to swimming being allowed.
TRANSPORTATION 

COACH : Bookings are made through the office, who only use approved suppliers (Wise Coaches). The School will ensure that the transport operator has the appropriate licences and insurance in place and will obtain written assurance from the company that their employees have undergone suitable child protection checks in line with the School's Child Protection Policy.

SCHOOL VEHICLES :  All drivers using school vehicles must have their driving licence photocopied and the Office will keep the copy.  Any changes to a driver’s licence must be given to the Office. Drivers must sign an annual declaration stating any points/convictions.

No one else may drive the school vehicles without being added to the School’s  list of drivers aged 25 or over

Usage :  The School vehicles may only be used for official school business.  Any other usage must be sanctioned by the Company

Maintenance :  The School will maintain the vehicle to a good standard; however, a weekly check must be carried out by the member of staff designated: check for petrol, fluid levels – engine/breaks/radiator/windscreen washer bottle, lights, indicators and tyre tread and inflation.  Checklists are kept in the Office. Any faults needing the attention of a garage should be reported to the School Office immediately

Cleaning :  Vehicles should always be left as you would wish to find them.  Make sure no items are left inside and clear any rubbish before leaving the vehicles

Safety guidelines: It is the intention of us all to maintain the highest safety standards when transporting children.  Please note the following :

· Keys are kept in a named plastic box together with vehicle documents and RAC Registration in the Office where they should be collected from a member of the Office Staff. The complete package with keys should be returned personally to the Office if you return inside Office hours (before 4.30 p.m.) 

· Outside Office hours and following Saturday matches please collect/return the box to the hall table  
· If you are unable to gain access to the School, please take the box home and hand in at your earliest convenience 

· Staff should carry a mobile phone with them.  Please let the Office know the number before you leave.  The phone should be switched on before you leave school and kept on at all times whilst you are out, in case we need to contact you. If you are using one of the Office phones, please turn it off when you return to School and before checking it back in 

· Please use the school phone only for emergencies.  The School telephone number and RAC number have been programmed in already. 

· The box also contains a book in which you must make a note of the destination, the driver’s name and the name of any member of staff or adult in the vehicle.  Please also make a note of the mileage and fuel level at the start and end of your journey.  Also note any comments which will help us keep the vehicle serviceable and safe at all times

· Please check the vehicle at the end of your journey to ensure that you leave it ready for the next trip out
· Carry out a basic check of fuel, lights and tyres before all journeys

· Carry a First Aid Kit on all journeys. (There are kits in all vehicles). If you use any items, you are responsible for replacing them

· Ensure all children are correctly belted.  NO child is to be transported without wearing a seatbelt  

· Booster seats/cushions are to be issued to relevant pupils – see separate policy

· Each school vehicle has a reflective jacket on board – please wear this in the event of a breakdown/accident

· In transit all doors should be unlocked 

· Allow plenty of time for the journey, keep to all speed limits and maintain braking distances

· Children under the age of 12 should be placed in the rear seats – if all these seats are occupied, it is permitted to place the oldest in the front

STAFF AND PARENT VEHICLES: All members of Staff or parents using their own vehicles on school business are comprehensively covered under the School’s special insurance policy

REVISED TRANSPORT REGULATIONS  2006

HOW IT AFFECTS STAFF AND STAFF RESPONSIBILITIES

· Pupils aged 4–7 weighing between 15 and 36kgs and under 135 cms must be seated on a booster seat provided by the parent . Any child in Years 3 -8 falling into this category must use a school booster cushion Any child over 12 or above 135cms must use the standard fitted adult seat belt without cushion or booster
· A list of those pupils who require booster cushions is kept in the Office. No booster seats or cushions must be used in the front of any school vehicle

· In the event of parents’ cars being used, we shall ask parents to provide the appropriate car seats; and the transport arrangements will form part of the Risk Assessment

· Any teacher transporting pupils in their own vehicles are covered under the school’s insurance policy but the new car seat regulations must be applied

TRAIN :
· For travel by train and underground, particular care needs to be given to the risk of some pupils being separated from the rest of the group and this must be set out in the risk assessment
AIR TRAVEL:

·  When travelling abroad pupils need to be briefed on matters such as securing passports and visas, baggage security and airport security checks. It is current school policy not to take trips outside the UK and Channel Islands.

Risk Assessment: 
There must be on-going risk assessment by Group Leaders and staff as the visit progresses and as circumstances require. On expeditions and visits involving any hazardous activity, Group Leaders and staff should always have and be prepared to revert to a contingency plan. Pupils must not be made to undertake or to continue with an activity if they are expressing serious concerns about their health, well-being and overall safety.
Any pupil who is deemed to be a risk to the safety of other pupils may not be allowed on a visit (in such circumstances you must discuss the matter with the Headteacher in the first instance.) 

It is important that pupils going on a visit are properly briefed before departure and given clear instructions as the visit progresses 

Code of Conduct 
On all visits pupils should be reminded of the basic requirements of safeguarding the safety of each other, courtesy and consideration towards members of the public and conduct that enhances the reputation of the Skippers Hill. School Rules apply at all times. 

For visits involving overnight stays and overseas visits, pupils and parents should agree to the following as a minimum: 

· Pupils must not put themselves or others at risk 

· Pupils must carry out the instructions of the Group Leader and staff at all times 

· Local/national laws apply at all times 

· In mixed groups, girls and boys may not enter each others’ rooms without permission 

· Pupils must be reminded not to carry, have in their possession or purchase (e.g. as a souvenir) any object that might be deemed an offensive weapon 

· No mobile phones unless sanctioned by the Group Leader

· No smoking – the same rules as per the school No Smoking Policy
· Pupils must adhere to all deadlines and be in their rooms at the time stated by the Group Leader (Group Leaders must make proper arrangements to check this with frequent roll calls) 

· Repatriation: for foreign visits parents should be told that in the unlikely event of a gross breach of the code of conduct, a pupil might be repatriated. This would be the decision of the Group Leader and in consultation with the School and the SMT. It would be at the parent’s expense. It is current School Policy not to travel outside the UK and Channel Islands
Remote Supervision (Does not apply to EYFS) 
‘Unsupervised time’ on a visit is no longer an acceptable concept. At all times Group Leaders and staff are responsible for pupils. Any period of ‘remote supervision’ must be covered by the drawing of clear boundaries for pupils, emergency procedures and how contact with staff can be made. It is often good practice to issue pupils with a card giving mobile phone contact numbers of staff and the address and contact numbers of the place of residence if an overnight stay is involved. The associated hazards should be considered in the overall risk assessment. On expeditions pupils should normally be in groups of at least four and briefed on how to respond to an emergency. 

Accident and Emergencies:

All members of the visit should be aware of the action that they should take in the event of an emergency, particularly where there is a risk of death, personal injury, damage to property or involvement with the police.

In the event of an emergency all members of the group should: 
· Assess the nature and extent of the emergency

· Take immediate action to safeguard themselves and other members of the group

· Remain calm

One of the adults in the party should :

· Summon emergency assistance and/or medical assistance and/or inform the police, if appropriate.

· If there are casualties, ensure they are accompanied and that the remainder of the group is adequately supervised

· Seek assistance from the emergency point of contact at the school

· Follow the reporting procedures below:

Reporting Procedures Following an Incident 
The Group Leader should ensure that the incident is properly recorded and that the Headteacher is contacted as soon as reasonably practicable. 

Pupils: Any death or incident where a pupil is taken from the accident site to hospital should be reported to the Health and Safety Executive and must be recorded. 

Staff: Any death or serious injury or disease to any employee or accident which prevents the injured person for doing their normal work for 3 days should be reported to the Health and Safety Executive and must be recorded. 

Dangerous occurrences, sometimes known as near misses or near accidents may also need to be reported. Further guidance can be found at http://www.hse.gov.uk/riddor/index.htm 

An initial report should be made to the HSE’s Incident Contact Centre on 0845 300 99 23 as soon as possible. 

An incident report must be submitted to the School giving details of any incident that could have had severe consequences to the welfare of any participant or staff member or anyone else affected, and any failure of the services offered by a provider. 

Parents must also be informed as soon as practicable of any accidents or injuries or first aid treatment given to pupils whilst on the educational visit. 

For any Health and Safety issues for specific visits, not specified in this policy, please refer to the HASPEV booklet.


	· Class/Group:
	· Leader:



	· Purpose of visit and educational objectives:



	· Places to be visited:



	· Date and Time of departure:


	· Date and Time of return:

	· Lunch Details

Packed lunch provided by parents

                                        FORMCHECKBOX 

	Early/late school lunch

early     FORMCHECKBOX 
       late      FORMCHECKBOX 


	· Transport arrangements:



	· Name and Telephone number of organising company/agency if any:



	· Proposed cost and financial arrangements:

(Office will deal with final costings and billing)


	· Accommodation to be used:  Name/Address/Telephone/Contact Name



	· Details of the programme of activities:



	· Details of any hazardous activities and the associated planning, organisation and planning:



	· Names, relevant experience and specific responsibilities of accompanying  Staff/Adults:

    Continued :



	· Existing knowledge of places to be visited/has or is an exploratory visit intended



	· Teacher/Pupil ratio:



	· Details of any pupil with special/medical needs:



	· Any other information I should know?



	Signed:


	Date:




Please complete and submit the attached Risk Assessment Form.

_____________________________________________________
CONFIRMATION – Completed by the Head Teacher

To the group leader

I have studied this application and am satisfied with all aspects including the planning, organisation and staffing of this visit.  Approval is given.

Please ensure that I have all relevant information including a final list of group members at least seven days before the party is due to leave.

Your report and evaluation of the visit including details of any incidents should be with me as soon as possible but no later than 14 days after the party returns.

Signed: 
       Date: 


Tim Lewis – Headmaster

A copy of the completed application form and details of any subsequent changes should be retained by the Head Teacher

	Class/Group:
	Leader:



	1. List the potential hazards that might be encountered at the place you are visiting and give an estimated risk rating (L/M/H):



	2. List people at risk from the significant hazards you have identified:



	3. What Safety measures need to be in place to reduce the risks to an acceptable level?



	4. How will you, the Group Leader, put these measures in place?



	5. What steps will be taken in an emergency?



	Signed: 


	Date:


NOTE WELL:

· The risk is LOW - if it is most unlikely that harm would arise under the controlled conditions listed, and even if exposure occurred, the injury would be relatively slight.

· The risk is MEDIUM -  if it is more likely that harm might actually occur and the outcome could be more serious (eg some time off work or school, or a minor physical injury.

· The risk is HIGH - if injury is likely to arise (eg there have been previous incidents, the situation looks like an accident waiting to happen) and that injury might be serious (broken bones, trip to the hospital, loss of consciousness), or even a fatality.


	Year Group:


	

	Group Leader:


	

	Number in Group:


	Boys:                   Girls:                    Supervisors:

	Date(s) of Visit:


	

	Purpose(s) of Visit:


	

	Venue:


	

	Commercial Organisation:


	


Please comment on the following features:

	
	Rating out of 10
	Comment

	1. Pre-visit organisation materials provided etc:


	
	

	2. Evaluation of Travel arrangements: 


	
	

	3. Evaluation of content of education programme provided:


	
	

	4. Instruction:


	
	

	5. Equipment:


	
	

	6. Suitability of environment:


	
	


	
	Rating out of 10


	Comment

	7. Accommodation: 

      (if appropriate)


	
	

	8. Food:


	
	

	9. Evening activities:

(if appropriate)


	
	

	10. Courier/Representative:


	
	

	11. Other Comments and evaluation including “close calls” not involving injury or damage:


	
	


Signed: 
              Date:   ________________


Group Leader’s full name:    ______________________________________________

Annexe A
-
Contents of medium sized First Aid Container


Minimum provision of First Aid items is :


A leaflet giving general advice of first aid


20 individual sterile adhesive dressings (assorted sizes)


2 sterile eye pads


4 triangular bandages


6 safety pins


6 medium sized individually wrapped sterile unmedicated wound dressings


2 large sized individually wrapped sterile unmedicated wound dressings


1 pair of disposable gloves

             A list of the kit's contents should be on the inside lid.


Note well
- 
Small boxes should have a scaled down version


Sports kits are at the discretion of relevant staff and contain items such as 
ice packs, tweezers, universal scissors, vent aids, specialist dressing etc.

Annexe B      

WHAT TO REPORT TO RIDDOR

Types of reportable injury

· Deaths

· Major injuries

· Over-three-day injuries

· Injuries to members of the public or people not at work where they are taken from the scene of an accident to hospital for treatment.

Reportable major injuries are:

· fracture, other than to fingers, thumbs and toes;

· amputation; 

· dislocation of the shoulder, hip, knee or spine;

· loss of sight (temporary or permanent);

· chemical or hot metal burn to the eye or any penetrating injury to the eye;

· injury resulting from an electric shock or electrical burn leading to unconsciousness, or requiring resuscitation or admittance to hospital for more than 24 hours;

· any other injury leading to hypothermia, heat-induced illness or unconsciousness, or requiring resuscitation, or requiring admittance to hospital for more than 24 hours;

· unconsciousness caused by asphyxia or exposure to a harmful substance or biological agent;

· acute illness requiring medical treatment, or loss of consciousness arising from absorption of any substance by inhalation, ingestion or through the skin;

· acute illness requiring medical treatment where there is reason to believe that this resulted from exposure to a biological agent or its toxins or infected material. 
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