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Safeguarding and Promoting the Health and Safety of Pupils on
Activities Outside the School (including Residential Trips)

Introduction

This policy is available to view in the school afiand on the school website.

We have a duty to ensure, as far as is reasonahbbtipable, the health, safety and welfare of séaifl the health and
safety of pupils and visitors on and off site whids school activities.

The Headmistress is the appointed out-of-schoadlsvi®-ordinator responsible for ensuring thatcalirect procedures
are followed and precautions taken. The BursahésHealth and Safety Representative.

Procedures

School visits are arranged primarily to supportrimulum work, but will also encompass visits to tiheatre, nature
walks etc. When a child enters school, the par@mtssa consent form enabling staff to take childoen of school but
this would normally only cover nature walks in tinemediate vicinity of the school, and a parentatsent form must
be obtained for all outings.

When pupils are taken from school on organisedsjishe same duty of care exists whether or novisi¢ is taken
voluntarily and out of normal school hours. It cowvéhe duration of the whole visit and should imduwhere
appropriate, arrangements for the collection ofchigdren at the end of the visit.

‘Unofficial’ visits are discouraged and staff mumt aware that they have responsibility for anytvasganised by a
teacher, the membership of which arises from theter/pupil relationship.

A check list must be completed for each visit, gy the teacher and then passed to the office.
Records of visits should be kept.

Parents will always be informed by letter of angmpled off site visit and a permission slip musslgmed in order to
enable the child to take part in the visit.

Provision in school will be made for any child wlegsarents refuse to allow him or her to take padn off site visit.

Out of school activities will always be conducteztarding to the school’s discipline and sanctioniqy. The need
to ensure appropriate behaviour will be assistethbyough preparation of all involved in the adyvor visit.

Adequate child protection procedures must be icela

The needs of SEN pupils should be taken into accetnen planning an activity or visit.
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Preparation

Each visit should have a specific and stated ohject
The Headmistress should ensure that visits comjily segulations and guidelines provided by the HESicy.
Staff should obtain the Headmistress’ approval befmy visit.

A preliminary visit should always be made to asshscational activities and potential hazards, smlbe destination
has been visited recently.

A comprehensive risk assessment by the group lestumrld be completed prior to any visit. First Aidould form
part of a risk assessment—what kind of first aid/rhe needed? For visits involving children in théRS, there must
be at least one person who has a current paedfasiaid certificate.

All teachers should be aware of a pupil’s medicadas which should be indicated on a form signed pgrent before
the visit.

Risk assessments should then be carried out orrdmidentified and appropriate control measurethiced. Any
significant findings should be recorded. Ask foe tfenue’s own risk assessment too.

Evaluate completed visits and keep a record farrfuteference.
Ongoing risk assessment is essential to take at@iurew dangers which may emerge.

Careful briefing of the children is essential sattthey know the purpose of the visit, difficultnattions likely to be
encountered and the action/behaviour required eftkuring the visit. The party leader must explainhe children
which adult is in charge of their group.

Any pupils whose behaviour may be considered ta ldanger to themselves or to the group may be stbfom
going on the visit. Curricular aims of the visitlibe fulfilled in other ways wherever possible.

Accompanying adults must also be briefed as ab®kiey should be told which children will be in thgiroup so that
they can readily identify them if they are not witteir child’s class. It is not normally advisaliteplace a child in
his/her parent’s group.

Whenever possible, parents from our list of CRBokteel parent volunteers should be used as accompguagults.
Unsupervised access to children by parents or ve&rs who do not have an enhanced CRB check iparatitted.

School visits must be carefully costed to include tost of any preliminary visits, transport, enta tickets,
additional staff, emergency expenditure.

Full details should be given to the school secyetano will make the booking and advise the costpapil. Costs are
invoiced to parents at the end of the term.

SEE HASPEV FOR MODEL FORMS 1, 2, 3, 4, 5, 6, 798The Bursar holds copies of our own school foemd
risk assessments.
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Supervision

The member of staff of the class will be the resgble leader for the outing.

The level of supervision must realistically refléhe purpose and nature of the trip and the agenaatdrity of the
pupils with sufficient adult help to allow for engemcies and the possibility that an adult may rtedae detached
from the main party.

It is recommended that a ratio of at least 1:10¥fears 4—6 and 1:6 for the younger children in ek+3 is used as a
guide. The Headmistress must be satisfied thataaepmpanying adults who are not teachers are serfitiy
experienced to undertake supervisory duties. Faimu&tage should have a higher ratio than Yeas 1-

Regular head counts should take place, includirfgreedeparture from the venue.
School uniform or school uniform tracksuits shoblElworn for visits. No name badges should be worn.

Pupils should carry a slip of paper or laminatedia@ntaining the name of the school, telephonebmmand mobile
number of the group leader.

Group leaders should establish rendezvous points.

Pupils should be fully informed about all aspedtshe activity or visit and should be aware of wimexpected of
them and how they should behave.

Every effort will be made to ensure that visits audivities are available and accessible to all wish to participate.

For the Foundation Stage and Key Stage 1 classesevahclass assistant is accompanying the growphere two
classes join together and two teachers are predensecond member of staff will automatically taker the group if
necessary. Where this is not the case, the schilatmploy an assistant to act as deputy leadertargdwill normally
be costed in. Assistants should be given a fub<l#st with emergency contacts and the group.lists

The party leader must explain clearly to adult sui®rs what their responsibilities are. Each sujser should carry
a list of children in the party, with the group f@hich he/she is responsible clearly marked.

Knowledge of Area and Conditions

The Headmistress must ensure that party leaderaariéar with the conditions likely to be encoured. If a prior
visit is required, this will be costed into the cpa to parents.

Children must be suitably clothed and equippedttier conditions likely to be encountered.

Farm visits—careful planning essential. Risk ass®sd to include misuse of farm machinery and hazasbociated
with E Coli 0157 and infections. Check reputatidrthe farm safety standards and animal welfare dg@ashing
facilities, clean grounds and public areas.

Children should never:

« put hands in mouth after touching animals or plédegr face next to the animal
» eat before washing hands

» eat animal foodstuffs

 drink from farm taps

* ride on tractors or other machinery

* play in the farm area
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If a Child Goes Missing

A whistle is blown by the group leader to signaleanergency and gather the groups together.
Children stand with their designated person anegister/head count is taken.

One member of staff searches the immediate viciaity notifies the venue’s security team so thatllasearch of the
venue can be carried out.

The lead member of staff phones the School angdhiee. The School will contact the child’s parents
The Headmistress, Bursar or Secretary will go towbnue and be the point of contact for the padicd the venue.
Staff take the rest of the children back to school.
The Headmistress will inform the Chair of Governors
The incident is reported under RIDDOR arrangements is recorded on an Incident Reporting Form.
Our insurance company is informed.
A full investigation will be carried out and an ident report written, detailing:
* the date and time of the incident
the staff and children on the trip
» when the child was last seen

what has taken place since then
the time it is estimated that the child went migsin

Emergency Arrangements

The leader must ensure that all accompanying aduéésaware of emergency procedures.

The leader is responsible for taking the First Ridfrom the office and checking that the conteate complete. A list
of contents will be found inside the box, and ifyasf the equipment is used, the teacher is respta$or its
replacement on return to school. Leaders should ladssure that inhalers are taken for any asthnmagicbers of the
party, and any other medication required, especiakdication for those children at risk of anapleyi@reaction.
Parents are requested when completing medical foongése permission for emergency medical treatmgktite
parents cannot be contacted.

Care should be taken to ensure that any medicabpobextends to the differing circumstances of életivity or visit.
Risk assessment should be carried out.

In the event of an accident, the School must berméd as soon as possible, so that any necesgaryggaments can
be made and parents informed.

The School should have the address and phone nuofilblee venue and have a contact name.

Group leaders and supervisors should have a copgrafed emergency procedures, the names of afldbks and
pupils travelling in the group and the contact dstaf parents and the teachers’ and other supersisiext of kin.
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Contingency plan for delays are as follows:

» Breakdown
» phone office with details
« office will telephone parents
* buy hot drinks/food for children and adults if appriate.
» Crash
» phone office with details
» Headmistress to go to site of accident if feasiblaerwise to hospital if appropriate
« office to phone parents to make arrangements file@@n of children
» Delay
» phone office with details
« office to phone parents
Injury/Accident
» phone office with details
» Headmistress to phone parents with details
 call ambulance if necessary, member of staff tmeszhild to hospital
* Incident
» phone office with details
« office team to phone parents with details
» school to contact appropriate counselling servitegeded

In the event of an incident attracting the attemtdd the media, any release of information will lnedertaken by the
Headmistress. The Headmistress will advise on ptiotg staff and participants from the overzealotisrdion of the
media. Under no circumstances are statements gurgdp represent the official view of the Schoollte entered into
with the media, the police or any other enforcingharity. Staff, if questioned, should be politet liium and state
“Sorry, no comment” and refer any enquiries to Headmistress.

A whistle should be included in the pack for eacbup leader, and in the event of any emergency, whll be blown
for immediate attention from all members of thetpalf appropriate, an assistant will be sent tdexi other groups
so that the whole party is assembled together amd aall taken.

Immediate medical attention for casualties—if nesegg, the party leader will take a child to hoslpi&ther by
ambulance or taxi depending on circumstances, ah@msure that a message is passed to the pa@niget them at
the hospital. This message will probably be passedne of the other supervisors via school, butwirstances will
dictate the best course of action.

If the party leader has to detach him/herself fittve group, the assistant will take over responisyhibnd will arrange
for return to school. If the coach has not stayétth the party, the party leader will arrange fomassage to school to
ask for one to be despatched as soon as possible.

Police will be notified if necessary and the ChafilGovernors.

Written record of incident should be made and asidmnt form filled out.

Do not discuss liability with other parties.

Insurance Cover

All pupils and members of staff are covered by lttedmwoods Personal Accident Cover. Accompanyinglisdare
also included in this cover.

Members of staff and authorised adults are covérethe transport of children in their own carspyided that all
appropriate regulations are obeyed, i.e. that childnay only be carried if a seat belt is availedie worn.
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Emergency Equipment

Party leaders will ensure that the following equénhis taken on all visits:

* First aid kit and whistles

« Lists of children, with emergency contacts and mabiequirements.
* Any medication required

» Emergency cash for telephone and taxi

* Mobile telephone

» “Day of Visit” checklist

Transport

Only reputable coach companies will be used.

Seat belts must be provided on all seats.

All children must wear seat belts.

Parents will always be informed when it is intendedise private transport to convey their children.

Obtain consent for the transporting of pupils ie firivate vehicle of a non-teaching adult.

Reference

Make reference to HASPEV Good Practice Guide andfteS 0803/2001 Health and Safety: Responsibilitied
Powers

Forms

Generic Risk Assessment
Visit checklist

School Visits—Residential Trips

Procedures

This policy forms part of the school’s policy onf8g of Pupils on Activities Outside the School asttbuld be read
in conjunction with it.

The objectives of a residential trip are to teaapils to take part in outdoor activity challengasamiliar, unfamiliar
and changing environments, to use a range of pnolsi@lving skills and to work with others to meeattenges. Such
trips provide opportunities for children to develmgreased self-confidence and self-esteem andoenence.
Written details of the proposed trip should be digapto parents.
Details provided to parents should include:

» dates of the visit and its objectives and costs

» proposed schedule for provision of additional imfiation
 times of departure and return (parents must agreeetet their child on return)
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* location where pupils will be collected and retwine

* mode of travel (include name of travel company)

 size of group and level of supervision

« details of accommodation with security and supemjisarrangements on site

* details of provision for SEN or medical needs

» procedure for pupils who become ill

* names of leader and other staff

« details of the activities planned and of how theeased risks will be managed

» standards of behaviour expected (parents and emldhould be asked to sign a code of conduct)
* list of equipment needed, money needed and deifitems which will not be allowed
* details of group insurance

Parental consent should be sought for a residetnijalA parental consent form should be compldtadeach pupil in
the group and should include:

» information on any allergies or phobias detailsm&dical conditions

 written details of any medication required, incluglidosage/times and parental permission to admeinist

» parental permission if the pupil needs to admimigteir own medication or agreement for a voluntearcher
to administer

» any contagious or infectious diseases sufferediwitine family during the preceding 4 weeks and ather
recent illnesses suffered by the pupil

» emergency contact numbers

* name, address and phone number of the pupil’'s GP

» information on any special/medical dietary requiesns

» whether the pupil suffers from travel sickness

 information on whether a pupil has spent a nighayaivom home before and their ability to cope efffiexly—
do they sleepwalk etc?

» information on any toileting difficulties, speciatjuipment needed

 special transport needs

« the pupil’s ability to swim in the pool or the sead their level of safety awareness

» any other information which the parent thinks sldolbé known

» Parents should be asked to agree to the pupilaiveg emergency treatment, including anaesthetiolood
transfusion, as considered necessary by the medithbrities. If parents do not agree to this, wayrdecide
to withdraw the child from the trip.

All staff supervising visits should be aware ofwpp’'s medical needs and any medical emergencygitoes. The
information sheet containing details of each ppileeds and any other relevant information provigegarents
should be taken on the trip by the Group Leaderadpy should be kept in the school office.

Whilst we would make every effort to include pupigth special educational needs, the safety ofgiteeip must
remain paramount. Special attention should be gteesppropriate supervision ratios and additiormdéty measures
may need to be addressed at the planning stage.

Provision in school will be made for any child wiegsarents do not want him or her to take part iasidential trip.
Any pupil whose behaviour may be considered to bareger to themselves or to the group may be stbfioen
going on the visit or may be sent home from thedes#tial centre. Parents of the pupil involved via# invoiced for

the cost of sending the pupil home early.

Pupils should be fully informed about the visitethafety precautions, standards of behaviour aretgency
procedures.

All pupils should carry the address and telephommlmer of the accommodation if the activities takacp off site.
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Where visits involve multiple activities with diffieng requirements, each activity should be assessed

The Group Leader must ensure, well in advance ettip, that adequate insurance arrangements graae,
including potential additional cover for particigarwith medical conditions and that appropriateurasice is held by
the transport company.

The Group Leader should also ascertain the dedhilse insurance held by the tour operator.

The group leader should check that the insurandeypoovers staff and pupils with pre-existing meali needs.

If a pupil’s safety cannot be guaranteed, it mayappropriate to ask the parent to accompany aquéati pupil. The
school reserves the right to refuse to take a pupia residential activity.

Parents should be encouraged to attend a briefigting before a residential trip.

After the trip, staff should complete Form 5 (HASPE-evaluation of trip.

Supervision

The member of staff of the class would usually lbe Group Leader for the trip.

The Group Leader should check and agree the cerdreangements for supervision and recreation dutie
evenings and between adventure activities.

The Group Leader and accompanying school staffrrettimate responsibility for pupils at all timelsiring adventure
activities, even when the group is under instruttiy staff from the centre. The provider (eg; P@&_jesponsible for
the safe running of an activity. Everyone, inclugipupils, must have an understanding of the rotes a
responsibilities of the school staff and the previd staff.
The Group Leader and accompanying school stafflshioave sufficient information on what an activitwolves
before it takes place. They should approach thiglosr at an appropriate safe interval if they esacerned that the
pupils may be at unnecessary risk
Assurances should be sought that:

 Suitability of the provider’s staff to work with ymg children has been checked according to current

regulations relating to child protection

» Security arrangements are appropriate
» The provider has appropriate public liability inaoce

Premises and accommodation

The group should ideally have adjoining rooms wéhchers’ rooms next to the pupils’ (Group Leaderudd obtain
details/floor plan in advance). The immediate acemdation area should be exclusively for the growss

There must be separate bathroom and sleepingtfesifor boys and girls and adults

Heating and ventilation should be safe and appab@ri

All pupils should be made aware of fire precautiansl exits and the routine of the centre
Locks on doors should work but appropriate accessilsl be available to teachers at all times

Security arrangements should be in force to staguthorised visitors
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Assurances should be sought that all staff at #rgre have been checked as suitable to work witmggeople
There should be drying facilities

There should be adequate space for storing clothggage and equipment and for the safe keepinglfables
There should be adequate lighting

There should be adequate provision for pupils VBEN and those who fall ill

Windows and balconies should be secure and elatwiannections safe

Where possible, pupils should not be lodged ongtleeind floor

The fire alarm must be audible throughout the bodd

There should be recreational facilities for theugro

The centre should be able to meet any particului@l or religious needs of the group

There should be an appropriate number of grouprsigmes on standby duty during the night

Contact with parents during the trip

The school office should hold details of the centre
Parents can contact their child via the schoolceffi

In an emergency, parents should be able to cothacGroup Leader by mobile phone or by contactheydentre
directly

Parents will be informed by the school office ieth is a delay in arrival or return time

Parents will be informed if there is an incidentlz centre

Emergency procedures

Teachers have a common law duty to act as a rebaopeudentparent would
Priorities if an accident happens are to:

» assess the situation

» safeguard the uninjured members of the group

 attend to the casualty

» inform the emergency services and everyone whositzénow of the incident

The Group leader should take charge and ensuresthatgency procedures are in place and also haitbethe
provider

The Group Leader should immediately inform the sdhaffice, who will then inform parents and providssistance

as necessary. If the incident occurs outside schoots, the Headmistress should be contacted aehtirshe is
unavailable, the Bursar and Secretary should b¢éacted at home in that order. The Group leader Ishioave all
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emergency contact numbers for these three peogleeitlocumentation file. Details provided to the
office/Headmistress/Bursar/Secretary should include

» nature, location, date and time of the incident

* names of the casualties and details of their iBgiri
* action taken so far

 action yet to be taken

All those involved in the trip should be informeflwho will take charge in an emergency and who wadt as back up
cover

A teacher should always accompany a casualty ttdsgital

The remainder of the group should always be adetyuatipervised and kept together
The police should be notified if necessary

The provider and the insurers should be notified

No one should discuss legal liability with otherrtes

A written account should be completed as soon asipte after the incident, including all relevaatfs, witness
details, events, times, contacts and any evidehoald be kept

An accident report form should be completed and Kd8ftacted if appropriate

No one in the group should speak to the media @miless of those involved should not be released. Medguiries
should be referred to the school office

Support should be offered to any members of theasictiip who have been affected by the incident

Providers

The Group Leader should check whether the proviglézgally required to holds a licence for the witiges it offers
and, if so, that the provider actually does holttance

If the provider is not required to hold a licentiee Group Leader should obtain assurances in Writiom the
provider:

* that risks have been assessed and that the prtgtaff are competent to instruct and lead pupflghe
group’s age range on the activity

 that equipment is appropriate and that its safalitimm is checked before each use

» operating procedures conform to the guidelineshefMational Governing Body for the activity

» clear management of safety systems is in place

* there is appropriate provision for first aid

» there are emergency procedures, that the provigeaf§ are competent in the procedures and thagtbep
will have a fire drill as soon as possible on aatiat the provider's base

Coastal visits

» Tides, rip tides and sandbanks are potential hazaimings and exit routes should be checked

» Group members should be made aware of warning sigdslags

* A base should be established on the beach to whiahbers of the group may return if separated
Look out for hazards such as glass, barbed wiresemchge outflows
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» Establish boundaries on the beach

» Keep to paths at all times when near cliff tops

« If appropriate, check with the local coastguardblear master, lifeguard or tourist information offifor
information and advice, nature and location of mdga

* Swimming should always be supervised and take plaeerecognised bathing area which has official
surveillance

» The Group Leader should be aware of local condition

» The Group Leader or another designated teacheldaghold a relevant life saving award

Swimming pools

e Minimum ratio should be 1 adult to 12 pupils in Yed—6

» Check there is constant pool supervision by a sigffit number of qualified lifeguards

» Check that water temperature is appropriate andwhager is clear

» Check there are depth signs clearly displayed

» Check the deep end is deep enough to allow for diafag

» Check if there is a poolside telephone

» Check if there is a resuscitator, first aid ancdcuesequipment and that there ia a member of padl stined
to use them

» Check there are separate changing rooms for baygats and that facilites are safe and hygienic

» Ensure that pupils understand the behaviour code

* Ensure Forms 10 and 11 (HASPEV) are completed
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