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Rationale

Well planned and executed educational visits provide our pupils with valuable experiences which enhance their learning at school.  Providing a variety of ‘real-life’ opportunities for our children enables them to achieve a fuller understanding of the world around them through direct experience.  Educational visits are an essential element of good primary practice.

Purposes

Educational Visits can provide stimulus and support to work being covered as part of the school curriculum.  It may be that a visit provides an effective stimulus at the start of a unit of work; alternatively teachers may decide to use an educational visit at any time during a project to enhance and support the curriculum.

Wherever or whatever the venue, teachers should ensure that the educational benefits to the children are maximised.

Guidelines

The organisation of an educational visit is crucial to its success.  With rigorous organisation and control, a visit should provide a rich, learning experience for the pupils.

The following guidelines support the planning and implementation of educational visits organised at Newlands Primary School.

Head Teacher / Educational Visit Co-ordinator

The Head Teacher / EVC will endeavour to ensure that:

· they have appointed a suitable group leader

· all necessary actions have been completed before the visit begins.  (this applies even when the head is going on the visit)

· the risk assessment is complete and that it is safe to make the visit;

· training needs have been met

· the group leader has experience in supervising and controlling the age groups going on the visit and will organise the group effectively

· the group leader has relevant skills, qualifications and experience if acting as an instructor, and knows the location of the activity

· all supervisors on the visit are appropriate people to supervise children and have appropriate clearance

· the governing body / LA has approved the visit if necessary

· parents have signed consent forms

· arrangements have been made for all the medical needs and special educational needs of all the children

· the mode of travel is appropriate

· travel times out and back are known

· there is adequate and relevant insurance cover

· they have the address and phone number of the visits venue and have a contact name

· they have the names of all the adults and pupils in the travelling group, and the contact details of parents and the staff’s and volunteers’ next of kin.

Group Leader

One teacher, the group leader, is responsible overall for the supervision and conduct of the visit, and should have been appointed by the Head Teacher.  The Group Leader should:

· appoint a deputy

· be able to control and lead pupils of the relevant age range

· be suitably qualified if instructing an activity and be conversant in the good practice for that activity if not

· undertake and complete the planning and preparation of the visit including the briefing of group members and parents

· undertake and complete a comprehensive risk assessment

· have regard to the health and safety of the group at all times

· know all the pupils proposed for the visit to assess their suitability

· observe the guidance set out for teachers and other adults below

· ensure that pupils understand their responsibilities (see responsibilities of pupils below).

Other teachers and adults involved in a visit

Teachers on school-led visits act as employees of the LA or of the Governing Body.  They will therefore be acting in the course of their normal employment during their normal hours.  They will be acting under an agreement with their Head Teacher and Governors if some of their time on the visit falls outside normal hours.

Teacher and other adults on the visit must:

· do their best to ensure the health and safety of everyone in the group

· care for each individual pupil as any reasonable parent would

· follow the instructions of the leader and help with control and discipline.  Non-teachers should generally not have sole charge of pupils except where risks to health and safety are minimal

· consider stopping the visit or the activity if they think the risk to the health or safety of the pupils in their charge is unacceptable.

Responsibilities of pupils

The group leader should make it clear to pupils that they must:

· not take unnecessary risks

· follow the instructions of the leader and other adults

· dress and behave sensibly and responsibly

· look out for anything that might hurt or threaten anyone in the group and tell the group leader about it

· should not undertake any task that they fear or that they think will be dangerous.

The Headteacher reserves the right to withdraw an individual from taking part .  The curricular aims of the visit for these pupils should be fulfilled in other ways.

Parents

The group leader should ensure that parents are given information about the purpose and details of the visit and are invited to any briefing sessions for longer visits.

The group leader should also tell parents how they can help prepare their child for the visit by, for example, reinforcing the visits code of conduct.

Parents must:

· provide the group leader with emergency contact number(s)

· sign the consent form

· give the group leader relevant information about their child’s health which might be relevant to the visit.

      Parent volunteers must attend the HT Induction Session at the start of the school year and complete the 

      Induction paperwork.

Planning off-site visits

Whether the visit is to a local park, museum, swimming pool, or includes a residential stay, it is essential that careful planning takes place.  This involves considering the dangers and difficulties which may arise and making plans to avoid them.

The Head Teacher is responsible for overseeing all off-site visits.  In practice, the detailed planning is delegated to the organiser of the visit or the group leader, but the Head Teacher must be satisfied that the person planning the visit is qualified to do so and has the necessary experience and has completed the necessary paperwork and pre visit checks.
The organiser / group leader must agree all plans with the Head Teacher via Evolve.
Risk Assessment

A risk assessment should always be carried out before setting off on a visit, using the LA’s Risk Assessment Form. The risk assessment will decide the adult:child ratio for each visit.  (See Guidance under ‘Supervision’).  The risk assessment should include the following considerations:

· what are the risks?

· who is affected by them?

· what safety measures need to be in place to reduce risks to an acceptable level?

· can the group leader guarantee that these safety measures will be provided?

· what steps will be taken in an emergency?

· what is the acceptable ratio of adults to children for this visit? (See section on Supervision.)

The group leader and other supervisors should continually reassess the risks throughout the visit and take appropriate action if pupils are in danger.

The group leader should take the following factors into consideration when assessing the risks:

· the type of activity and the level at which it is being undertaken

· the location

· the competence, experience and qualifications of supervisory staff

· the group members’ age, competence, fitness and temperament

· pupils with special educational or medical needs

· the quality and suitability of available equipment

· seasonal conditions, weather and timing.

Exploratory visit

The group leader must undertake an exploratory visit to:

· ensure that the venue is suitable to meet the aims and objectives of the school visit

· assess potential areas and levels of risk

· ensure that the venue can cater for the needs of the staff and pupils in the group

· ensure that the group leader is familiar with the area before taking a party of young people.

If it is not feasible to carry out an exploratory visit, a minimum measure should be to contact the venue, seeking assurances about the venue’s appropriateness for the visiting group.  In addition, it may be worth seeking views from other schools who have recently visited the venue.  In some cases, such as when taking walking parties to remote areas, it may be appropriate to obtain local information from the Tourist Boards.

First Aid

First Aid provision should be considered when assessing the risks of the visit.  For adventurous activities, visits which involve overnight stays, or visits abroad it is sensible to have at least one trained first-aider in the group.  The group leader should have a working knowledge of first aid and all adults in the group should know how to contact emergency services.

The minimum first-aid provision is:

· a suitably stocked first-aid box;

· a person appointed to be in charge of first-aid arrangements.

First-aid should be available and accessible at all times.  If a first-aider is attending to one member of the group, there should be adequate first-aid cover for the other pupils.  The Head Teacher should take this into account when assessing what level of first-aid facilities will be needed.  The contents of a first-aid kit will depend on what activities are planned.

Supervision

It is important to have a sufficient ratio of adult supervisors to pupils for any off-site visit.  The factors to take into consideration include:

· sex, age and ability of group

· special needs pupils

· nature of activities

· experience of adults in off site supervision

· duration and nature of the journey

· type of any accommodation

· competence of staff, both general and on specific activities.

There should always be enough supervisors to cope effectively with an emergency.  When visits are to remote areas or involved hazardous activities, the risks may be greater and supervision levels should be set accordingly.

As general guidelines, the following ratio of adults to children should be used:

	Activity
	Qualifications / staffing
	Maximum Ratios

	Local Visits – in the local area, close to school
	· An experienced group leader

· Other qualified leaders as numbers require – minimum of 2 (School Staff)
	Under 5 – 1:6

Under 8 – 1:8

8 – 18yrs   1 per activity / supervision group (max 1:20)

	Day Visits – more than 60 miles away of one hour from school
	· An experienced group leader

· Other qualified leaders as numbers require – minimum of 2 (School Staff)

· Other responsible adults in support (parent helpers)
	Under 5 – 1:6

Under 8 – 1:8

8 – 18yrs   1 per activity / supervision group (max 1:12)

	Residential Visits, UK or abroad
	· An experienced group leader

· Other qualified leaders as numbers require – minimum of 2 (School Staff)

· Other responsible adults in support (parent helpers)
	Under 5 – 1:6

Under 8 – 1:8

8 – 18yrs   1 per activity / supervision group (max 1:12)

This does not include residential based staff

	Open Country – any trip which involves:
· Working by water

· Away from a road or building
	· An experienced group leader – Open Country qualified

· Other qualified leaders, Open Country qualified (School Staff)

· Other responsible adults in support
	Under 5 – 1:6

Under 8 – 1:8

8 – 18yrs   1 per activity / supervision group (max 1:12)

This does not include residential based staff


Regardless of these LA suggested ratios, each visit will be assessed individually through the school’s risk assessment procedure for educational visits.

Where there is more than one adult supervisor a group leader, who has authority over the whole party, should be appointed.

Where a high adult : pupil ratio is required, it is not always feasible to use school staff alone.  Parents with appropriate clearance may be used to supplement the supervision ratio.  They should be carefully selected and ideally they should be well known to the school and the pupil group.

All adult supervisors, including school staff and parent helpers must understand their roles and responsibilities at all times.  In particular, all supervisors should be aware of any pupils who may require closer supervision, such as those with special needs or those with behavioural difficulties.  Teachers retain responsibility for the group at all times.

For the protection of both adults and pupils, all adult supervisors should ensure that they are not alone in a one to one situation with a pupil.

If the school is leading a residential activity, the LA must approve the visit before it can take place.  Approval must be sought via Evolve.
Whatever the length and nature of the visit, regular head counting of pupils should take place.  The group leader should establish rendezvous points and tell pupils what to do if they become separated from the party.

Preparing Pupils

Providing information and guidance to pupils is an important part of preparing for a school visit.  Pupils should have a clear understanding about what is expected of them and what the visit will entail.  Pupils must understand what standard of behaviour is expected of them and why rules must be followed.  The lack of control and discipline can be a major contributory factor when accidents occur.  Pupils should also be told about any potential dangers and how they should act to ensure their own and other’s safety.

Pupils should be involved in planning, implementing and evaluating their own curricular work and have opportunities to take different roles within an activity.  This could include considering any health and safety issues.

Participation

Pupils should be assessed to ensure that they are capable of undertaking the proposed activities.  During the visit they should not be coerced into activities they fear.

Pupils whose behaviour is such that the group leader is concerned for their, or others’ safety, should be withdrawn from the activity.  On residential visits the group leader may consider whether such pupils will return home early.

Information to pupils

It is for the group leader to decide how to provide information, but they should be satisfied that the pupils understand key safety information.  Pupils should understand:

· the aims and objectives of the visit / activity

· background information about the place to be visited

· how to avoid specific dangers and why they should follow rules

· why safety precautions are in place

· why special safety precautions are in place for anyone with disabilities

· what standard of behaviour is expected from pupils

· who is responsible for the group

· what to do if approached by a stranger

· what to do if separated from the group

· emergency procedures

· rendezvous procedures.

Transport and pupils

Pupils using transport on a visit should be made aware of basic safety rules including:

· arrive on time and wait for the transport away from the road, track, etc.

· do not rush towards the transport when it arrives

· wear your seatbelt and stay seated while travelling on transport

· make sure your bags do not block aisles on the transport

· never attempt to get on or off the moving transport

· never throw things out of the transport vehicle’s windows

· never get off a vehicle held up by traffic lights or in traffic

· never run about while transport is moving or pass someone on steps or stairs

· never kneel or stand on seats or otherwise impede the driver’s vision

· never distract or disturb the driver

· stay clear of automatic doors / manual doors after boarding or leaving the transport

· after leaving the vehicle, always wait for it to move off before crossing the road

· if you have to cross roads to get to the transport always use the Green Cross Code

· if you feel unwell while travelling, tell a teacher or the person who is otherwise responsible for the group.

Pupils with special educational and medical needs

For pupils with special educational or medical needs, every effort should be made to accommodate them whilst maintaining the safety of everyone on the visit.  Special attention should be given to appropriate supervision ratios and additional safety measures may need to be addressed at the planning stage.

Communicating with Parents / Guardians

Parents need to be aware that the teachers on the visit will be acting in their place – ‘in loco parentis’ – and will be exercising the same care that a parent figure would.
A letter will be sent home detailing the following things: 

· dates of the visit

· times of departure and return

· mode(s) of travel including the name of any travel company

· details of accommodation with security and supervisory arrangements on site

· names of leader, or other staff and of other accompanying adults;

· visit’s objectives

· details of the activities planned and of how the assessed risks will be managed

· insurance taken out for the group as a whole in respect of luggage, accident, cancellation and medical cover.  Any cover to be arranged by the parents, if appropriate, will be requested

· clothing and equipment to be taken

· money to be taken

· the information to be given by parents and what they will be asked to consent to.

Parental consent

Newlands Primary School will seek consent for:

· adventure activities

· visits abroad

· other residential visits.

If parents withhold consent the pupil should not be taken on the visit, but the curricular aims of the visit should be delivered to the pupil in some other way, wherever possible.  If the parents give a conditional consent the Head Teacher will need to consider whether the child may be taken on the visit or not.  The LA’s parental consent form should be completed for each pupil in the group on a residential visit or a school consent form for day trips.

Residential visits

Hostels and Hotels

The school will bear in mind the following:

· the group leader should ideally have adjoining rooms with staff quarters next to the young people’s – we will endeavour to obtain a floor plan of the rooms/cabins/tents reserved for the group’s use in advance

· the immediate accommodation area should be exclusively for the use of the group

· access by staff to student rooms must be available at all times

· separate male and female sleeping areas for pupils and adults

· ensure that the whole party are aware of the lay-out of the accommodation, its fire precautions / exits, its regulations and routing, and that everyone can identify key personnel

· security arrangements – where the reception is not staffed 24 hours a day, security arrangements should be in force to stop unauthorised visitors

· if applicable, ensure that locks / shutters etc. work on all the rooms used by the group

· storage of clothes, luggage, equipment etc., particularly safekeeping of valuables

· adequate lighting – it is advisable to bring a torch

· provision for sick, disabled pupils or those with special needs

· safety in rooms (electrical connections, secure balconies)

· recreational accommodation / facilities for the group.

Food Hygiene and Safety

There are 3 main areas to remember for good food hygiene. All staff should think about them whenever they are handling food:

1. Preparation

2. Cleaning

3. Storage

Staff must ensure premises used for the storage and preparation of food must be kept clean and maintained in good repair and condition.  Food should not be prepared if there is any evidence of vermin or insect infestations.

Staff must complete the food hygiene e learning qualification prior to residentials where food will be prepared by our school staff.

Personal Hygiene

Staff should not be handling food if they are suffering from any form of tummy upset, nose, throat or skin infection. If they have had Diarrhoea or vomiting they should not handle food for 48 hours after symptoms have ceased.

Advice to staff includes:

• Cover any cuts and grazes with a waterproof dressing.

• All adults must follow our First Aid Policy.

• Tie back long hair and remove any watches and ornate hand jewellery.

• Do not cough or sneeze over food.

• Always wash your hands thoroughly with soap ( ‘antibacterial’ soap is even more effective) and

warm water and then dry them at each of the following times:

! Before starting to prepare food

! Between handling raw and cooked foods

! After going to the toilet

! After blowing your nose

! After emptying bins

! After touching pets

! After handling any dirty cloths or cleaning materials

! After looking after a sick pupil or changing dressings

Purchasing and Cultivating Foods

• Always buy food from a reputable supplier or shop. Check 'use by' and 'best before’ dates and ensure that any foods that are required to be kept cold are placed in a refrigerator as soon as

possible.

• Foods such as fruit or vegetables which will be eaten without any cooking or peeling should be washed first in cold running water.

Cleaning

Keeping food storage and preparation areas clean is essential to keep food safe, otherwise bacteria

can grow and spread.
Preparation surfaces/equipment

• Always ensure that all work surfaces or chopping boards are thoroughly cleaned and then disinfected before use. A domestic type antibacterial spray should be sufficient (e.g. the types available for sale in most supermarkets and retail shops).
• If a sink is used for food preparation, i.e. washing of fruit or vegetables, then you should ensure that it has been thoroughly cleaned before use, especially if it has been used for cleaning dirty items of equipment. Only use mains fed water (generally classroom sinks are unsuitable as water comes from a tank). Also they are less likely to be clean enough for hygienic preparation of food.

• Alternatively use a separate food use only washing up bowl.

• Wipe up spilt food straight away. Knives, spoons and other utensils

• Keep knives, wooden spoons, tongs etc clean and make sure they are washed thoroughly after

use. Separate utensils should be used for raw and ready to eat foods.

Cloths

• A dirty cloth can spread bacteria around a classroom. It is therefore important to wash kitchen cloths regularly and leave them to dry before using them again. Ideally a washing machine could be used. (the washing cycle should be 80ºC or over)

• Where possible try to keep different coloured cloths for different jobs, e.g., one cloth to wipe work surfaces and boards and another to wash dirty plates. Ideally disposable kitchen cloths could be used.

• Towels used to dry hands should be kept separate from tea towels and other cleaning cloths.
Storage

It is important to take care how you store food, to make sure it is safe to eat.

Keeping food in the fridge

• High risk foods * i.e. ready to eat meat, fish, poultry and dairy products will need to be kept in the fridge to help prevent bacteria from growing on them. (Such foods will have a ‘use by’ date and the label will say ‘keep refrigerated’). Always make sure they are within the ‘use by date’.

• The fridge should be capable of keeping food at 5ºC or below and must not be overloaded.

• Ready to eat foods should be stored on the top shelves and raw foods at the bottom. Whenever possible keep food covered. This will help prevent cross contamination.

• Once opened meats, cheeses and any other high risk foods should be date labelled, placed under refrigeration and used within 2 days.

General Storage

Many foods don’t need to be kept in a fridge to keep them safe, for example, dry foods such as biscuits and pasta or fresh produce such as fruit (unless the fruit has been cut or peeled). However it is important to take care how these foods are stored:

! Try to keep foods in sealed bags or containers. This helps to keep them fresh and stops anything falling into the food by accident.

! Always check the ‘Best Before’ dates.

For tuck shops etc. it is advisable to have a proper system for checking stock dates so older foods are used first.

! Do not store food or drinks near cleaning products or other chemicals.

! Do not store food in containers that have been used for other purposes.

! Do not use old food containers to store household chemicals.

! Do not store food on the floor, because this can allow contamination to occur and encourage pests.

! Keep the storage area cool and dry.  Avoid storing food in direct sunlight.

Preparation

It is very important to prepare food safely, to help stop harmful bacteria from spreading and growing. It is important to identify foods that are high risk in terms of controlling food poisoning.

‘High risk’ foods are those foods that support growth of food poisoning organisms and intended to be eaten without further treatment.eg ready to eat meat, fish, poultry and dairy products.

Separate surfaces/chopping boards and knives should be used for preparing raw foods and cooked or ready to eat foods. If this is not possible then surfaces and boards should be thoroughly cleaned and disinfected both before and between uses.

When preparing food, keep it out of the fridge for the shortest time possible. If you have made a dish and it’s not going to be eaten straight away then keep it in the fridge until you’re ready to eat it. (The longest period food should be left out of a fridge is 1 hour). It is always best to keep food covered to prevent contamination.

Cooking

Meats should be piping hot all the way through with no pink or red in the centre and juices should be clear. If practical a temperature probe can be used to measure the core temperature of Food. (All meats should be cooked to 75 ºC) unpasteurised milk or egg should not be used in any ready to eat dishes. Raw eggs should bear the ‘lion’ quality mark and be thoroughly cooked before being eaten. Guidance on eggs can be found on Dept of Health and FSA websites.

Service/Display

High risk foods should not be displayed for long periods at ambient temperatures as this will allow the growth of food poisoning organisms. The period of display outside of refrigeration should be no longer than 1½ hours.

Ensure there are adequate hand washing facilities with soap and water nearby when handling open food. In temporary premises i.e stalls, marquees etc it may not be possible to provide wash hand basins or even bowls to wash hands in. In which case consideration may be given to the provision of antiseptic wipes/gel dispensers. 

Allergies

Most allergic reactions to food are mild, but sometimes they can be very serious. If someone has a food allergy they can react not only to eating just a tiny amount of the food they are sensitive to, but also from airborne particles or touching the food.

• Staff should know what to do if a child has a food allergy because sometimes they can be life threatening. There is no cure for food allergy or intolerance, so the only way to prevent a reaction is to be fully aware of foods that pupils may need to avoid.
• All pre-packed foods must give a list of ingredients. Always check the ingredients on a food product to see if it contains the food that any of your pupils need to avoid.

• If you know that a child has a severe allergic reaction to a product or ingredient then you should avoid using that product in the classroom.

• Some pupils may also have special pens for injecting themselves with.

These and the child’s full contact details etc should be kept together in a safe place. Staff should be updated annually on use of the pen and signs/symptoms of an allergic reaction.

Staff should follow their training guidance as supplied through the school nurse service in order to understand what to do in the event of a pupil having a severe allergic reaction.
The following are basic procedures:

! Do not move them.

! Ensure someone stays with the child

! Ring 999, and ask for an ambulance with a paramedic straight away.

! Explain that your pupil could have anaphylaxis (‘anna-fill-axis’).

! send someone outside to wait for the ambulance. 

Training and Supervision

Training should be related to both the job the individual does and the types of food handled.

Parents who handle ‘high risk’ food such as in cooking classes or breakfast clubs involving cooked foods, will need more training or supervision than those who handle ‘lower risk’ foods such as fruit or cakes.

For most parents a basic understanding of the essentials of food hygiene as outlined in this policy, should be acceptable.

Any staff including teachers and classroom assistants will need the Level 2 Award in Food Safety in Catering (or equivalent). Managers and supervisors involved in the school meal service will have a higher level of training. 
School Events

When you are making food for large numbers of people it’s especially important to keep food safe.

Home-made cakes should be safe to eat, as long as the people who make them observe good food hygiene as outlined in this guidance booklet, and the cakes are stored and transported safely. 
In particular:

• Do not use raw eggs in anything that won't be thoroughly cooked, such as icing or mousse. (eggs should bear the ‘lion’ quality mark)

• Store and transport cakes in a clean, sealable container, away from raw foods, especially raw meat.

• Make sure that cheesecakes and any cakes or desserts containing cream are out of the fridge for the shortest time possible.

• Avoid handling cakes – use tongs or a cake slicer instead.

• In general, foods that need to be chilled (which include most of the foods people tend to serve on buffets, and most sandwich fillings) should be left out of the fridge for the shortest time possible.

• When you're eating outdoors you should also remember to keep food covered whenever possible. Protect food from insects, birds and pets, which can carry bacteria.

• A risk assessment should be carried out and documented to ensure safe practice.

BBQs

• Wait until the charcoal is glowing red, with a powdery grey surface, before you start to cook.

• Make sure frozen food is properly thawed before you cook it. Keep meat in the fridge or cool box until needed.

• Cook small portions at a time, turn food regularly and move it around to cook evenly.

• Always ensure food is cooked all the way through, piping hot, any juices run clear and no meat is pink.

• If practical it is a good idea to cook meat (especially chicken) indoors and finish it off on the barbecue for added flavour. Use separate utensils for cooked meat.

• Do not assume that if meat is charred on the outside it is cooked properly on the inside. (Remember, when you reheat food on the barbecue, always make sure it's piping hot all the way through).

• Keep cooked food and salads etc completely separate from raw meat, and use separate utensils.

• Keep all utensils on a clean tray or table. Have separate utensils for raw and cooked foods.

• Have a bowl of warm, soapy water for hand washing. Use gel antiseptic wipes for hand washing. 
• Make sure the cook wears an apron and use clean towels.

• Do not reduce cooking times, even if people are waiting to eat.ood hygiene legislation may apply if food is provided to members of the public at a school event, regardless of whether money has been exchanged (e.g. Christmas/Summer fair, firework displays, Summer fetes).

• Barbecues involve handling high risk products e.g. beef burgers and sausages, therefore good food hygiene is very important.

• Seek further advice from local Environmental Health Officer 

Coastal visits

Group leaders and other teachers should be aware that many of the incidents affecting school children have occurred by or in the sea.  There are dangers on the coast quite apart from those incurred in swimming.  At Newlands Primary School, the group leader should bear the following points in mind in the risk assessment of a coastal activity:

· tides and sandbanks are potential hazards so timings and exit routes should be checked

· ensure group members are aware of warning signs and flags

· establish a base on the beach to which members of the group may return if separated

· look out for hazards such as glass, barbed wire and sewage outflows etc

· some of a group’s time on a beach may be recreational.  Group leaders should consider which areas of the terrain and sea are out of bounds

cliff tops can be highly dangerous for school groups even during daylight.  The group should keep to the path at all times.  Group leaders should consider whether it is safe for pupils to ride mountain bikes on coastal paths.

Swimming

Swimming and paddling in the sea or other natural waters are potentially dangerous activities for a school group.

Swimming in the sea on a coastal visit, will not be allowed for any children.  Paddling will only be allowed as part of a supervised activity, preferably in recognised bathing areas which have official surveillance.  Pupils should always be in sight of their teachers.  One teacher should always stay out of the water for better surveillance.

Where paddling is to be allowed on a visit, a ratio of 1 adult to 4 children is a minimum.

Farm visits

Newlands Primary School recognises that farms can be dangerous even for the people who work on them.  Taking children to a farm will be very carefully planned, and the risks to be assessed should include those arising from the misuse of farm machinery and the hazards associated with E coli 0157 food poisoning and other infections.

The proposed farm will be checked to ensure that it is well managed, that it has a good reputation for safety standards and animal welfare and that it maintains good washing facilities and clean grounds and public areas.  An exploratory visit should be carried out.

The basic rules for a farm visit will be:

We will never let pupils:

· place their faces against the animals or their hands in their mouths after feeding them

· eat until they have washed their hands

· sample any animal foodstuffs

· drink from farm taps (other than in designated public facilities)

· ride on tractors or other machines

· play in the farm area.

Checklist

Prior to any Off site visit taking place the activity leader must complete the following Offsite visit checklist (see appendix A).

Prior to any residential visit taking place the activity leader must complete the following Residential visit checklist (see appendix B).
This policy should be read in conjunction with all other school policies, in particular our Charging Policy, Physical Intervention Policy and Curriculum Policy. 
Appendix A : Offsite visit checklist
Appendix B: Residential visit checklist

Appendix C: Critical Incident Checklist
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Appendix A:                       Off Site Visit Checklist

	Location:


	

	Name of Trip Leader:
	

	Year Group: 


	

	Date of visit:


	


	Date
	Action
	Date Completed
	Responsibility

	
	Read the Educational Visits Policy
	
	Trip Leader

	
	Cost Trip 
	
	Trip Leader

	
	Book the venue 
	
	Trip Leader

	
	Book the coach
	
	Office

	
	Complete Evolve:

· Approval Form

· Risk assessment (following pre visit)

· Hazardous Pursuit Form

Paper copies given to HT to sign
	
	Trip Leader

HT

	
	EVC to check and authorise the trip
	
	EVC

	
	Set up Tucasi for online payment
	
	Office

	
	Write the letter to parents

Email the letter to HT to check

HT to email to CT to print and sign and hand to office and save in the relevant folder

Email to parents
	
	Trip Leader

HT

Trip Leader

Office

	
	Agree on staffing and parent helpers (check DBS checked)
	
	Trip Leader

	
	First aid kits and medical kits to be organised
	
	Trip Leader


	
	Take a list of emergent contact numbers for parents
	
	Office

	
	Text parents the previous day as reminder about the trip
	
	Trip Leader

	
	On return complete the evaluation form on Evolve
	
	Trip Leader


Appendix B:                       Residential Checklist

	Location:


	

	Name of Trip Leader:
	

	Year Group: 


	

	Date of visit:


	


	Date
	Action
	Date Completed
	Responsibility

	
	Read the Educational Visits Policy
	
	Trip Leader

	
	Write the interest  letter to parents

Email the letter to HT to check

HT to email to CT to print and sign and hand to office and save in the relevant folder

Email to parents
	
	Trip Leader

HT

Trip Leader

Office

	
	Parent Information Evening

Deposit Letter
	
	Trip Leader

	
	Cost Trip
	
	Trip Leader

	
	Complete Evolve:

· Approval Form

· Risk assessment (following pre visit)

· Hazardous Pursuit Form

Paper copies given to HT to sign
	
	Trip Leader

HT

	
	EVC to check and authorise the trip
	
	EVC

	
	Set up Tucasi for online payment
	
	Office

	
	Write the letter to parents to confirm costs

Email the letter to HT to check

HT to email to CT to print and sign and hand to office and save in the relevant folder

Email to parents
	
	Trip Leader

HT

Trip Leader

Office

	
	Agree on staffing and parent helpers (check DBS checked)
	
	Trip Leader

	
	Group passport form

Visa requests/EHIC 

Medical forms
	
	Trip Leader/

Office

	
	Input payments on Tucasi
	
	Office

	
	Pocket money letter/order
	
	Trip Leader

	
	Final letter with arrangements, kit lists and itinerary
	
	Trip Leader

	
	Allocate groups and rooms
	
	Trip Leader

	
	Reminder flyer
	
	Trip Leader

	
	Final parent information evening
	
	Trip Leader

	 
	Emergency pack compiled and given to HT/DH
	
	Office

	
	Consolidation report
	
	Office

	
	On return complete the evaluation form on Evolve
	
	Trip Leader



[image: image2.emf]Appendix C:                      Checklist     Serious incident or emergency   School or group action  

 Serious incident or emergency occurs  

   

 Members of the group made secure   Emergency services called  

   

 Group leader seeks support  

   

 From their educational establishment   –   via the base contac t     –   direct to senior staff  

   

Activate and  liaise as required   See checklist 2  Is LEA support required/have they been informed?  

   

 Senior staff activated if the incident requires it  –   can the issue  be dealt with at this level?  

   

24 - hour contact  num ber needed   Caretaker  numbers and  agreements  required  School/group Incident Location Team assembles:      at normal base (well known etc but accessible)      at an agreed alternative base (more private/secure?)  

  

 

 Open base/school  

   

Emergency  operating  proc edures put  into place  Prime function   –   support of the group and leaders     –   support of the school/group’s community,        in particular parents  

 

 
UN Convention on the Rights of the Child





Article 29


Your education should help you use and develop your talents and abilities. It should also help you learn to live peacefully, protect the environment


and respect other people.





Article 23


You have the right to special education and care if you have a disability, as well as all the rights in this Convention, so that you can live a full life.
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Appendix C:                   Checklist 



Serious incident or emergency�School or group action



�

Serious incident or emergency occurs�

�

�

�

�

�

�

Members of the group made secure



Emergency services called�

�

�

�

�

�

�

Group leader seeks support�

�

�

�

�

�

�

From their educational establishment	–	via the base contact



	–	direct to senior staff�

�

�

�

�

�

Activate and liaise as required�See checklist 2�

Is LEA support required/have they been informed?�

�

�

�

�

�

�

Senior staff activated if the incident requires it – can the issue be dealt with at this level?�

�

�

�

�

�

24-hour contact number needed



Caretaker numbers and agreements required�

School/group Incident Location Team assembles:



at normal base (well known etc but accessible)



at an agreed alternative base (more private/secure?)�

�

�

�

�

�

�

�

�

�

�

Open base/school�

�

�

�

�

�

Emergency operating procedures put into place�

Prime function	–	support of the group and leaders



	–	support of the school/group’s community, �		in particular parents�

�

















Checklist 2



Serious incident or emergency�School or group action



Serious incident or emergency occurs�

�

�

�

�

Members of the group made secure



Emergency services called�

�

�

�

�

Leader and/or establishment seeks support�

�

�

�

�

Children’s Services Department�

�

�

�

�

First phase�

�

�

�

�

During office hours: Outdoor Education, PE and Sport Service 01962 876218



Emergency Planning Team 07623 960259



Establish if the incident can be dealt with by senior officers (Children’s Services and establishment)�

�

�

�

�

Second phase�

�

�

�

�

Children’s Services Headquarters Serious Incident Team forms�

�

�

�

�

Third phase�

�

�

�

�

If required the Children’s Services Team can call on:



Home area team (goes to the home location)



Incident location team (travels to the incident and supports directly)�

�






















