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Residential Experience, Trips and Off-Site Education

It is the policy of the School:

1.   To use the wider community as a teaching resource;

2. To offer a residential experience to all pupils throughout the year where possible.

No amount of planning can guarantee that a visit or excursion will be totally accident free, but good planning and attention to safety measures can reduce the number of accidents and lessen the seriousness of those that do happen.

Off-site Education

a) At the beginning of each school year pupils are required to have an off-site permission form completed and signed by their parents.  These forms are held in the Office;

b) When off-site work necessitates a pupil missing another lesson, the pupil should gain permission from the teacher whose lesson will be missed.

Trips and Residential Visits

All staff organising any of the above must:

a) Discuss the proposed visit and date with the Head Teacher and gain approval in principle. A NAMED PERSON WILL BE RESPONSIBLE FOR EACH TRIP. This person will ensure that the visit complies with the Health & Safety at Work Act 1974 which states that employers are responsible for the health, safety and welfare of their employees and anyone else affected by their work.

b) The school as employers are responsible for ensuring that:

· A risk assessment of activities to be undertaken is carried out.

· All possible measures are taken to control those risks.

· Everyone involved in the activity is aware of the risks.

· The Group Leader for each trip is aware of the following:
· They discuss the proposed visit with the Deputy Head (with responsibility for Health and Safety) – ensuring the excursion has a specific stated aim and complies with the agreed ratio of staff-pupils involved. RATIOS: Under 3 years 1 adult to every 3 pupils. Years 1 – 3 1 adult for every 6 pupils. Years 4 – 6 1 adult for every 10 – 15 pupils. There should be enough supervision to cope effectively with an emergency.
· Ensure that risk assessment of site or venue is carried out and appropriate safety measures are in place. Where necessary staff training is undertaken. (see Generic Risk Assessment form attached)
· That as the Group Leader they comply with the guidance in this policy.
· That the Group Leader is competent to monitor the risks throughout the excursion or visit.
· That the Group Leader has sufficient time properly to organise the visit efficiently and effectively.
· That there is adequate and relevant insurance cover. (see below)
· That the Group Leader is fully aware of the ‘Critical Incident Policy’ and it’s procedures. All details of next of kin are available in the policy held by: The Head Teacher, Mother Bernadette, Mrs Pollard, Miss Ryan, Mr Lines. Details of emergency contact personnel will be held by Group Leader on trip.
· Work out detailed costings for the visit.  It is expected that the proposed cost to pupils will cover all foreseeable expenses.  Discuss these costings with the Head Teacher and gain approval.
· Inform the Bursar of the visit and which year group(s) will be involved, so that money paid in is allocated to the correct School account.
· Write a letter to parents about the visit.  The letter must be approved by the Head Teacher before circulation.  If money is to be collected over a period of time parents must be asked for a firm commitment to pay the whole sum.  The letter must include a clear statement that the visit will not take place if it is not financially viable.
· Inform parents if a visit is not to take place and return any money collected promptly.
· Obtain from parents, where overnight trips are planned, details of pupils' ailments, chronic complaints and diet.

Insurance for visits

Insurance is arranged by the School through the Bursar.

 The Group Leader must include the following paragraph in all letters to parents concerning the proposed visit:


This trip is insured under a School Insurance Policy.  Cover is provided for medical expenses, personal accidents and loss of, or damage to, personal effects.  We believe the sums for which pupils are insured is adequate: please contact the Bursar at the School if you wish to have more details.

A list of names of pupils and accompanying adults, together with dates of the visit, shall be deposited with the Bursar before the visit.  The cost of insurance (which varies according to the type of activity and its duration) will be charged to the account for the visit. Detailed summary of cover is available from the Bursar.

The Group Leader must ensure that any questions about the insurance from parents are answered accurately – if in doubt refer them to the Bursar.

Financial Management

The following procedures apply to any trip or work out of School where money is collected from pupils:

a) The finance of all trips must be recoverable;

b) The Bursar will receive all money due from pupils;

c) Trip organisers should inform pupils and parents of these arrangements;

d) Trip organisers should consult the Bursar before pupils bring money in;

e) Where deposits are wanted from all pupils interested in a trip, the Bursar will provide a list of deposits received;

f) Staff organising the trip will then need to determine who is going on the trip, issue payment cards where appropriate, and provide the Bursar with an alphabetical list of pupils involved;

g) It remains the trip organiser's responsibility to chase up late payments.

Transport

· The Group Leader must satisfy him or her self that all travel arrangements including the hire of private coaches are suitable.

· For the school’s minibus, all of the procedures in the separate ‘use of school minibus’ document must be followed.

· The Group Leader should plan suitable stops to ensure safety and comfort of the age group.

· The Group Leader will ensure all pupils are briefed to act responsibly on coach or minibus and in the event of an accident or breakdown that they remain under the supervision of the Group Leader. The school minibus is covered by AA roadside insurance (documents in glove compartment)

· Staff and parents who make use of their own cars for occasional transport of pupils must satisfy themselves that their own insurance policy covers this.

Critical Incident/Emergency Procedures

The Group Leader and other members of staff have a duty of care to ensure that all pupils are safe and healthy. They also have a common law duty to act as a reasonably prudent parent would.

In an emergency there should be no hesitation to act and to take life saving action if necessary. All necessary steps should be taken in advance of any visit to assess all risks and take necessary precautions. In case of an accident follow this protocol:

· Assess the situation

· Safeguard any injured members of the group

· Attend to any casualties

· Inform the emergency services/ Police if necessary

· Inform the school: begin the Critical Incident procedure by alerting member of SMT

· Avoid contact with Media

· Take no part in discussion on legal liabilities with other parties.

· As soon as possible write an accurate account of the facts, including witness details (with relevant phone numbers)

Suitability of Staff

The Head Teacher/Group Leader must assess the suitability of all potential supervisors for the visit or excursion as well as those adults who wish to take part but have no supervisory role.

If there is any doubt whatsoever about the suitability of a person, further investigation should be made.

· Note: The Education (Amendment) Regulations 1998 made changes to the law with the aim of preventing people who are barred by the Secretary of State from being directly employed by a school, getting around the ban by either working as a volunteer or working in a business that is contracted to provide services to schools. This will also apply to the driver on a private coach.

· If the group Leader is in doubt he/she should notify the Head Teacher who may decide to carry out a CRB or List 99 check as recommended by the Amendment Regulations.

· For the protection of both adults and pupils, all adult supervisors should ensure that wherever possible they are not alone with a pupil. 

Head Counts

It is important to make regular Head Counts throughout the visit/excursion and in particular before leaving a venue.

All supervisors will carry a list of pupils involved on the visit at all times.

Pupils will usually wear school uniform so as to easily identify them.

The Group Leader will be responsible for establishing rendezvous points and telling the pupils what they should do if they become separated from their group.

