SKIPPERS HILL MANOR

OUTINGS AND TRANSPORTATION POLICY  
This policy has regard to the DCSF Guidance Health and Safety of Pupils on Educational Visits (HASPEV)

FOR STAFF  RESPONSIBLE FOR PLANNING AN OUTING
TERM BEFORE OUTING

· Booking : Application for School visit Approval should be submitted to the Head Teacher
· 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 of Visit: to be checked with Subject Co-ordinators and/or Head Teacher 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 Head Teacher/Director of Studies will make the decision.  Also ensure that vetting checks have been carried out for volunteers for overnight stays.
· 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
· 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
· All children carry a Personal Accident Insurance and  the School is covered by the HSBC Group Travel/Trips Insurance Policy

· 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 Director of Studies 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 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
· 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 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 Teachers in charge of  Newsletters - copy to the Office

N.B.  SPECIFIC TO EARLY YEARS
· Written permission from parents forms part of the paperwork in the joining pack
· 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
· An adult accompanying the outing will have a current paediatric first aid certificate
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See forms attached


	· 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:



	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:



	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:    ______________________________________________

TRANSPORTATION 

DRIVERS :  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
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 Proprietor
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.  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 Top Office where they should be collected from a member of the Office Staff. The complete package with keys should be returned personally to the Top 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 round table in the Head Teacher’s Study 
· 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 Proprietor’s home number and mobile number have also been programmed in, in case of emergency
· 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
N.B.  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
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