ST MARY’S WORCESTER
EDUCATIONAL TRIPS POLICY
At St Mary’s we believe that an important and integral part of a student’s education is the taking part in school trips, both at home and abroad.  Apart from supporting the curriculum, school trips provide a valuable educational experience as they help students grow in confidence while increasing the breadth of their learning.  The health and safety of students on educational trips is ensured by scrupulous attention to the planning and organisation of such trips.  Teachers acting in “loco parentis” know they have a duty of care towards the students and do everything to ensure that this is carried out responsibly and carefully.
SECTION 1 – PLANNING REQUIRED BY THE TRIP ORGANISER
*
Research the destination, date, times, means of transport, cost and activities (see page 4 for DAY TRIPS checklist or for RESIDENTIAL trips – see SECTION 5 – page 8).
*
Check staff/pupil ratios required and ensure accompanying staff/adults 
available.    

          (At least two adults, one of whom must be the teacher, need to be in 

          charge of groups up to 20 and for over 20 pupils - 1 adult per 10 pupils, 
          but check with the venue for particular activities).

*
Check with both the Head Teacher and the Deputy Head that plans are acceptable and complete the approval form (see Appendix 1 – page 14),

*
Make provisional bookings of above arrangements if trips are approved.
*
Send initial letter to parents giving details of the trip including the total inclusive cost (for residential trips, a non-returnable deposit may need to be requested depending on the type of trip. Include a permission slip for parents to sign and return which carries the school disclaimer comment.

*
Promote trip if necessary.

*
When there are sufficient numbers to make the trip viable make a definite booking. Note that many day trips are aimed at a particular year group, and are subject oriented with a clear curriculum content, so the whole year group will be expected to go. Class trips within school time are not optional.
*
Confirm with Headteacher and Deputy Head.

*
Put dates on school planner/calendar.

*
Inform kitchen of the numbers of students to be absent from school lunch on the day(s) of the trip. Packed lunches can be ordered for all pupils in Years 7-10.
*
Give receipts for deposits received, if relevant, and keep records of all payments for the trip.  Pass monies to Bursar.

*
Complete the Risk Assessment form (see Appendix 2 – page 15) and give a copy to the Headteacher and the Deputy Head (If a pupil has a medical condition requiring them to take certain medicines (e.g. Epipen) on the trip, this should be included on the Risk Assessment form)
(Note – copies of the approval form and Risk Assessment forms are on the computer network on Shared Resources in the School trips file)

SECTION 2 – TRIPS: A HEALTH & SAFETY OVERVIEW
It is ESSENTIAL that the trip organiser completes, or arranges to have completed a Risk Assessment well in advance of taking any trips outside school. The Risk Assessment pro-forma (page 15) is to identify and assess the risks. The pro-forma is intended to help you arrive at an objective judgement, which is justifiable if something should go wrong, and to ensure the planning has been thoroughly thought through.

Without the Risk Assessment, the trip cannot take place. Therefore copies must be presented to the Headteacher and the Deputy Head at least one week prior to the date of leaving (in term time).

An earlier deadline is advisable if the trip is in any way hazardous in order to avoid consequences of cancellation.

Where hazardous activities are expected, the assessment must be particularly rigorous, and a far more detailed assessments of the risks must be included with the risk assessment form, together with information regarding supervision, qualifications and expertise provided by the staff from the venue of these activities. 

Assistance and advice can be gained from several quarters, including the Team Leader responsible for Health & Safety at this venue.   

You will be making yourself extremely vulnerable if this task is not fully
complied with. Litigation is rife.

All trips, even one-day and local trips, need risk assessments and general preparation to suit the nature and duration of the trip. The following list will provide some useful guidance to the process and assist you in using your trip supervisors to ensure the policies are fully implemented. 

Outside school activities   

* 
All Health and Safety requirements will be met; a risk assessment takes place before all visits. This aims to identify and reduce any area of risk considered likely. The person responsible for leading this visit completes this. All visits can only take place with the Headteacher’s permission.
*
Permission is always sought from Parent/Guardian in writing, for all educational trips or occasions. 
*
Students will be instructed on ‘safe behaviour; before all trips. Adequate adult supervision will be provided and safe crossing places will be used whenever possible.
*
If necessary to use Parent/Guardians’ vehicle for outside visits, all students must have a lap/diagonal seat belt provided. The organiser of the trip will check insurance cover and a clean current Driving Licence. See Bursar to check insurance cover. 

*
Parents and staff transporting students in their own vehicles must have a clean driving licence for a minimum of three years. Their insurance policy must be valid and sufficient for this purpose. There must be the correct number of operating seat belts and it is the responsibility of the driver to ensure that they are worn.  
*
Only reputable coach companies will be used and working seat belts must 
          be fitted.

*
No students must sit by the emergency exit in the middle of the back 
          seat

*
Adults should sit throughout the coach (not in one group together).

*
Seat belts must be worn. Students will be required to sit whenever the 
          coach is moving. 

*
Any luggage will be safely stored before starting off. A first aid kit, emergency school mobile phone, water and wipes shall be taken on all school trips other than where the local transport, e.g. train or coach renders it impractical or is covered by the transport provider.
*
Adults accompanying the trips will be fully briefed on their responsibilities and duties prior to the outing by the trip organiser. Enough time will be allowed for a safe journey.   
*
If an accident occurs, a designated adult will take responsibility for the 
          group 
whilst the adult in charge deals with the incident.
*
Someone should be responsible for the first aid on a trip, ideally this should be a first aider or appointed person but this will not always be possible. 

*
 For local trips, teachers will ensure that the safest route is followed. If it is necessary for students to cross a busy road, adequate supervision will be provided. 

*
Where a number of occasions occur. When pupils leave the school premises, e.g. music activities, it should be possible for a single permission slip to be signed for all trips. Likewise the risk assessment form. This can be done on a termly or annual basis. 
*
Where a trip may involve a particular ‘risky’ activity, e.g. swimming, separate permission slips from parents must be sought.
SECTION 3 – DAY TRIPS CHECKLIST
The group leader/organiser will need to check that the following has been completed:
*
Once the trip has been confirmed and the staffing identified, it is the 
responsibility of the staff involved to complete STAFF ABSENCE forms
          as far in advance as possible (at least one week), and pass them on to the
         Learning Facilitator. 
(a) Prior to the trip:

The group leader may wish to meet with the students concerned for a briefing a few days before the trip takes place to confirm:
*
Times of departure/return.
*
Arrangements if a student is sick/delayed in the morning of the trip.
*
Expectations of behaviour.

*
Dress code.

*
Emergency contact numbers (if using VIFs, ensure these have been
          checked and updated by parents)
*
Items required (e.g. pens, clipboards for worksheets, etc).

*
Agenda for the day.
The educational value of the trip needs to be emphasised – this may follow a particular curriculum theme that the students are studying.
(b) On the day of the trip:

*
The group leader and accompanying staff need to have clear agreed tasks    and responsibilities for the duration of the trip.  If necessary the students need to be placed in groups with a designated member of staff responsible for their supervision.
*
Teaching staff going on the trip should already have left cover work for any classes that they are missing in the library/staff notice board or with the Learning Facilitator 
*
A trip register needs to be taken in the pre-arranged meeting area.  Checks need to be made for any absent/delayed students where no contact has been received, by telephoning the home number of the student(s) concerned.
*
Travelling first aid kits (see Appendix 3 – page 17), plastic bin liners and a mobile phone will need to be taken on the trip – and a designated member of staff needs to ensure that this is done.

*
If travelling by coach/minibus the students need to be seated in an orderly fashion, seatbelts being compulsory, and a final register check taken.  A copy of this register, together with staff involved, and contact numbers of the trip venue need to be left in the office prior to leaving.


(see Appendix 7 – page 28) and with the Deputy Head.
(c) During the trip.
In the event of any difficulties encountered, parents will be informed by the teacher in charge.

Group leaders are to ensure that students use seat belts fitted in coaches and that no hazardous behaviour occurs on coaches such as standing on back seats or standing in the aisles.

EMERGENCY PROCEDURES

IF AN ACCIDENT HAPPENS

*
Assess the situation.
*
Safeguard the uninjured members of the group.

*
Attend to the casualty.

*
Inform the emergency services.

*
Ensure that a teacher accompanies casualties to hospital and that the rest of the group are adequately supervised and kept together.

*
Notify the British Embassy/Consulate, if abroad, if police are called to
 the 
incident.

*
Inform the school contact.

*
Details of the incident to pass on to the school should include:


-
Nature, date and time of incident.


-
Location of incident.


-
Names of causalities.


-
Details of injuries.


-
Action taken so far and action to be taken.

Write down accurately and as soon as possible all relevant facts and witness details.

No one in the group must speak to the media.
SECTION 4 - EMREGENCY PROCEDURES

GUIDANCE NOTES FOR PARTY LEADERS

IMMEDIATE ACTION FOLLOWING A SERIOUS ACCIDENT OR INCIDENT

A serious accident or incident is defined as:
*
An accident leading to a fatality, serious or multiple fractures, amputation or other serious injury.

*
Circumstances in which a party member might be at serious risk/serious 
illness; or 

*
Any situation in which the press or media might be involved.

Remember that serious accidents and incidents are extremely rare, but if one occurs it certainly makes great physical and emotional demands upon you.  These guidance notes are designed to help you deal with an emergency.

1.
Be Prepared


(a)
Carry an emergency reference card at all times, which includes key 

telephone numbers and an information sheet.

(b)
Ensure that you are familiar with all of the local guidelines for off-site activities. 

(c)
Brief your group on emergency procedures before they set off, including details of communications, so that you know how to deal with these should the party get split up.

2.
Care of the Group


(a)
Ensure safety from further danger.

(b)
Contact local emergency services immediately and follow their advice.


(c)
Deploy other staff/adults as effectively as possible in continuing to 

ensure the welfare of your group.

3.
Communication


Contact your Head Teacher or if unavailable The Deputy Head..


In either event be ready to give the following information:


Your name.


Name of Group.


Telephone number you are calling from.


What happened.


To whom.


Where.


When.


What has happened since.


If a fatality is involved, has this been confirmed?


By whom.


Which local emergency services are involved.

4.
Next Steps and General Advice


(a)
Parents and relatives will naturally be anxious to establish what is 

happening, but do NOT let party members (staff or young people) 

telephone home until after you have made contact with your Head 

Teacher and this has been agreed.

(b) Do NOT speak to the press or media.  Refer enquiries to the local           emergency services handling the incident on the ground and promise that “an official statement” will be made through the school when appropriate.


(c)
Do NOT admit liability of any sort to anybody.


(d)
Do NOT allow anyone, apart from medical services, to see any party 

 member without an independent witness being present.


(e)
Retain any equipment involved in unaltered condition.


(f)
Keep a written record of all that happens.


(g)
Be as compassionate as possible, with anyone involved.

(h)
Remember that no one, unless they are in a relevant official capacity, has the right to see anyone who does not wish to see them.

(i)
If you change location, remember to let your Head Teacher have the new telephone number at which you can be contacted.

SECTION 5 – RESIDENTIAL TRIPS

The planning aspect of the trip will be the same as for local or day trips (see page 1), including the APPROVAL FORM.

For residential trips the following will apply – once approval has been given by the Headteacher and details and dates of the trip have been confirmed:
*
Send second letter to parents confirming trip and giving details of dates for further payments 

*
Check insurance cover needed.  If necessary arrange/organise insurance.

*
Daytrips checklist needs preparing with appropriate risk assessments.
*
Organise an information meeting for parents.  This should include the 
following:

-
Reason and purpose of the visit.


-
Travel arrangements.


-
Itinerary.


-
Insurance.


-
Risk assessment.


-
Expectations of behaviour (code of conduct).


-
Contact numbers at destination.


-
Completion of emergency contact and medical details forms.


-
A list of items to take/not to take on trip.


-
Outline of activities/work to be undertaken.


-
Pocket money.

See page 11 – for a FULL AGENDA
*
Collect further payments, emergency contact forms, medical forms, passports, EHIC forms if necessary.

*
Make any payments to travel companies, etc. This should normally be done 
through the Bursar.
*
Hold briefing meetings with the accompanying staff. Delegate tasks.
*
Hold final briefing meeting with students.  
*
Leave information packs in school office and with Head/Deputy giving travel/accommodation details, risk assessment, contact numbers at destination and contact and medical details of students. If the trip takes place over a weekend or school holidays then there must be a member of staff who can be contacted at home in an emergency. This should normally be the Head/Deputy Head.
*
Inform staff of students who will be absent (and kitchen) if during school term.
*
Arrange cover work if necessary.
*
The following items should be included on the trip:

-
First Aid Kit (There are school first aid kits available in the school office to sign out for – see page 17)


-
Bin liners.


-
Mobile phone.


-
Entertainment if long journey (e.g. videos, quiz).


-
Workbooks etc.


-
Permission slips.


-
Medical forms.

          -
Emergency contact numbers forms (if using VIFs, ensure these have been checked and update by the parents)

-
Passports (if going abroad) and photocopies of back page.

-
EHIC (European Health Insurance Card) + photocopies (if going To 

Europe).


-
Insurance policy.


-
Contact numbers back in school.


-
Means of payment for any excursions, entrance fees, etc.


-
Cash/Credit card for emergencies. 

*
It may be advisable to create a phone chain although with most students now having mobile this may not be deemed necessary.
On Returning

*
Evaluation meeting for staff concerned.

*
Write thank you letters as required.

*
If it is a residential trip it may be appropriate to write a letter to parents informing them of the success of trip etc.

*
Provide set of trip accounts for Bursar including all receipts and arrange for any final payments or reimbursements to be made.

*
Ensure that work undertaken by students during the visit is completed.
GENERAL INFORMATION

The type of visit will depend on its purpose, the time of year, the distance to be travelled, the price and the nature of the group.  It is possible to buy a package of accommodation and activities or these can be arranged separately.  Whichever is chosen the site residential arrangements and the instructors should be suitable for the needs of the group.

Prior to the Visit

The roles, duties and expectations of accompanying staff and helpers should be clearly defined and understood so that everyone is involved and clear about what they will be expected to be.  This should be done through formal meetings rather than on an ad hoc basis.  This is particularly true for inexperienced staff and adult helpers who may not appreciate that residential visits require a great deal of commitment and goodwill if they are to be successful.
Parents need to be fully informed of the type of visit proposed.  This is best done through an initial letter followed by a parents’ meeting at which they should be informed of the following:

(a)
Reason and purpose of the visit;

(b)
Nature of the programme (this must include details of all activities);

(c)
Nature of supervision arrangements;

(d)
Expectations of behaviour (Code of Conduct);

(e)
Address and telephone number of venue;
(f)
Type of accommodation, e.g. bunks, shared facilities, etc;

(g)
Clothing requirements via a kit list (stress that clothing and other possessions should be clearly marked);

(h)
Emergency contact telephone number.

Should any sad or anxiety-making news need to be conveyed to a girl, the parents should contact the teacher in charge before speaking to their daughter. The teacher in charge will then be able to handle any reaction experienced.

On arrival at an overnight stop, the leader in charge must ensure he or she is aware of the fire exits and safety precautions taken in the hotel, ship, etc. The leader must than talk to the students about what to do in case of fire. (See APPENDIX 6 – page 26)

The leader will ensure that all members of the group are aware of the safety rules while swimming, skiing, etc.
RESIDENTIAL VISIT

INITIAL MEETING WITH PARENTS AND/OR STUDENTS

POSSIBLE OUTLINE AGENDA
1.
Justification 

Explain why you are organising the course






e.g. Educational experience Travel.



Study of area to be visited or foreign country and way of life.






Corporate living.






Self reliance.

2.
Centre

          Show location of centre.






Description
Type of town/village.






Recreation facilities.

3.
Accommodation

Description
Situation.






Bedrooms.






Recreation facilities.






Dining facilities.

4. 
Activities


Outline proposed programme including any         

                                                  potentially hazardous activity. 

5.
Staff



Staff and other adults accompanying party.





Centre instructions.






Medical arrangements at centre.






Arrangements for communicating with parents in 
 




case of emergency.

6.
Itinerary


Date of departure.






Journey route and mode of travel.






Date of return.

7.
Clothing


Special clothing required.






Options of buying, hiring or borrowing.






Luggage type and labelling.

8.
Code of Conduct

Rules.






Sanctions.

9.
Cost



Package cost.






Essential extras.






Non-essential extras.






Payment of deposit (non-returnable).






Payment of balance.






Date of final payment.





How payments should be made including 
 

statement of and school’s policy on 
charging and remission where applicable.
10.
Insurance


Details of insurance cover.
11.
Programme of 

Dates for Payments of deposits.

Arrangements

Payment balance.





Payment of pocket money.





Passport applications.

Arrangements for
Arriving at point of departure.

Collection on return from journey.

12.
Commitment


Names accepted on payment of first deposit.

NOTE:
Slides or films of previous visits showing the area to be visited will be of interest and can be a very suitable beginning to the meeting.

RESIDENTIAL TRIPS U.K./ABROAD
A preliminary visit may be necessary as part of the planning process for any residential educational visit, with any reasonable expense incurred charged towards the total cost of the visit (this can be negotiated with the travel company/activity centre).

During any preliminary visit, the Party Leaders need to keep full, written notes in order to evaluate:

*
Accommodation and sleeping areas.

*
Facilities for washing/drying clothes and storing outdoor equipment.

*
Ensure that kitchen and/or dining facilities are sufficient for the numbers involved and that Health, Safety and hygiene is up to the standard required.

*
Check that there are written operating procedures for each activity and scrutinize the qualifications and experience of the staff leading each activity, discussing the requirements necessary (e.g. for swimmers/non-swimmers).

*
Transport involved (e.g. minibus or coach) needs to be in a roadworthy condition.

*
Fire evacuation/emergency procedures.

*
Facilities/arrangements for pupils who are ill during the visit.

APPENDIX 1

APPLICATION FOR APPROVAL FOR EDUCATIONAL VISITS

Teacher name:……………………………..    Department…………………………..         Date….............
Trip………………………………………………………………………………………….

Date of trip……………………………………..

Venue address……………………………………………………………………………………………………...……………………………………………………………………………………..………………..……………………………………………………………………………………………………..……………………………………………………………………………….....................................
Phone number …………………………………………………………………………………………………
(including code)

Pupil numbers………………………………                        Form/Year groups……………………………
Teacher numbers required………………………………………………………………….
Reason / Aim of visit…………………………………………………………………………………………….


        …………………………………………………………………………………………………
Planning:

    Initial of person responsible

 Date

Create file for all notes

Finance / Parental Consent:

Produce costing

Letter to parents including costing, details of insurance cover (if appropriate), details of collection schedules and pocket money required.

Communicate hazardous activities to parents (if required)

Parental hazard approval (if required)

Please return form to Deputy Head (Carol Howe)

APPENDIX 2 – RISK ASSESMENT FORM – DAY TRIPS

	
	 St Mary’s Worcester

	
	
	
	

	Name of party leader:
	

	
	
	
	

	Location of visit:
	

	
	
	
	

	Purpose of visit:
	

	
	
	
	

	Date of visit:
	

	
	
	
	
	

	How will young people reach location:


	


	What hazards are likely to be encountered travelling to location:


	
	How will these hazards be controlled?


	What hazards are likely to be encountered at the location:


	
	How will these hazards be controlled?


	Any special needs of young people on visit:




To be signed by Headteacher/Deputy Head

	Signed 
	
	Date
	


APPENDIX 3 - FIRST AID 

Travelling First Aid Kits – for school DAY TRIPS

These are available in the school office (sign out for these in the red book). The school first aid kits contain 3 sterilised dressings, 6 plasters, 10 moist cleaning wipes, plastic bags (for waste), 2 pairs of rubber gloves, 1 accident book and pen)

FIRST AID BOXES – for longer trips or expeditions

First Aid boxes should contain a sufficient quantity of suitable first aid materials and NOTHING ELSE (antiseptic creams and liquids are not suitable).  The contents should be checked regularly by the first aider or appointed person and replenished when necessary.  Sufficient quantities of each item should be in every first aid box and in most cases will be:

*
ONE guidance leaflet.

*
TWENTY individually wrapped sterile adhesive dressings (assorted sizes).

*
SIX individually wrapped triangular bandages.

*
SIX safety pins.

*
SIX medium size individually wrapped sterile unmedicated wound dressings (approx 10cm x 8cm).

*
TWO large individually wrapped sterile unmedicated wound dressings (approx 28cm x 17.5 cm).

*
Disposable plastic gloves.

Where mains tap water is not readily available for eye irrigation, sterile water or sterile normal saline (0.9%) in sealed disposable containers should be provided.  Each container should hold at least 300ml and should not be re-used once the sterile seal is broken.  At least 900ml should be provided.  Eye lotions – eye baths – eye cups – refillable containers should not be used for eye irrigation.
In such a situation, the party leader would be discharging a duty of care and acting in loco parentis if they administered the type of help and care that a parent would give to his/her own child.  The principle should be to hand the patient over to more expert medical aid (be that rescue services, a doctor, etc) in as good condition as possible.

In addition to any of the contents listed in the First Aid Box, the trained first aider might wish to add certain items, which he or she has been trained to use such as:

-
Paracetamol*.

-
Saline Solution (see First Aid Kits and Boxes).

-
Crepe bandages.

-
Plastic bags and ties for disposal of soiled items.
-
Scissors (must be blunt ended).

-
If pain killers are carried, prior parental consent should be sought.
-
Individually wrapped waterproof elastoplast-type dressings.

-
Individually wrapped moist cleansing wipes.

The total quantity of equipment carried should be decided by the first aider on the basis of numbers at risk, environment and portability.

It is essential to carry adequate First Aid kits for the group.  The relevant number should be noted on the Risk Assessment Form, completed prior to the trip.

APPENDIX 4 - Guidance on information you may wish to acquire in confidence
MEDICAL QUESTIONNAIRE

PUPIL’S NAME

...........................................................................
PARENT’S/GUARDIAN’S


NAME & INITIALS
………………………………………………………………………….
HOME ADDRESS

………………………………………………………………………….




…………………………………………………………………………
TELEPHONE NO.

………………………………………………………………………….
NAME AND ADDRESS OF

FAMILY DOCTOR

………………………………………………………………………….
TELEPHONE NO.

………………………………………………………………………….
Has your child had any of the following?

Asthma or Bronchitis






Yes  
No
Heart condition







Yes  
No
Fits, fainting or blackouts





Yes  
No
Severe headaches







Yes  
No
Diabetes








Yes  
No
Allergies to any known drugs or medication



Yes  
No
Any other allergies, e.g. material, food, insect bites, etc.  

Yes  
No
Other illness or disability






Yes  
No

Any recent contact with contagious diseases and infections
Yes  
No

Does your child wear contact lenses?




Yes  
No

If the answer to any of these questions is YES please give details on a separate sheet which should be firmly attached:

Immunisation status

Has your child received vaccination

against Tetanus in the last five years?




Yes  
No

Is your child receiving medical treatment of any 

kind from either your family doctor or hospital?


Yes  
No

Has your child been given specific medical advice

to follow in emergencies?






Yes  
No

If the answer to either of these questions is Yes please give details here:
(including dosage of any medicines/tablets)

……………………………………………………………………………………………….....................................................
……………………………………………………………………………………………….....................................................
Signed……………………………………………………………….

(Parent/Guardian)
APPENDIX 5
RESIDENTIAL TRIPS U.K./ABROAD

FRENCH EXCHANGE TRIP TO NANTES

Emergency Contact Numbers

Please complete the form below with day and evening contact numbers.

Name of Student………………………………………………………………………………
Daytime Contact Number:

Name
………………………………………………………………………………………….
Address……………………………………………………………………………………………………..………………………………………………………………………………………………………………………………………………………………………………………….…………………………………………………………………………………………………......................................
Telephone Number…………………………………………………………………………..
Relationship to Student…………………………………………………………………
Evening Contact Number:

Name
…………………………………………………………………………………………
Address………………………………………………………………………………………..............................................
…………………………………………………………………………………………………...................................................
……………………………………………………………………………………………………………………………………………………………………………………………………....................................................................................................
Telephone Number……………………………………………………………………………...
Relationship to Student………………………………………………………………………
Please add additional contact numbers if you wish.
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
………………………………………………………………………………………………..
FRENCH EXCHANGE TRIP TO NANTES

Medical Information

Please complete the form below.

Name of Student……………………………………………………………………………
Medical details: Please include below any medical information that you feel we should be aware of, including any current medication and dietary requirements.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..………………………………………………………………………………………………………………………………………………………………………………………………….
Details of family G.P.

Name
…………………………………………………………………………………………
Address………………………………………………………………………………………
…………………………………………………………………………………………………....
…………………………………………………………………………………………………....
Phone Number…………………………………………………………………………………
I hereby consent to my daughter receiving medical or dental treatment in the event of an emergency.

Signed     ………………………………………………………………………………
Date
    …………………………………………………………………………………
APPENDIX 5 continued
FRENCH EXCHANGE TRIP TO NANTES 

Risk Assessment

1.
Loss of property, personal injury, accident and illness.


*
All party members insured with Post Office insurance.


*
Group leader holds E111 forms for each member of the party.


*
First aid kit carried by coach and ferry.

*
Group leader holds medical details and current medication details of all party members.


*
Host families are aware of any necessary medical details.


*
Staff will advise students of appropriate weather protection e.g. 
    


sunhats, sun cream, as and when necessary.

2.
Travelling.

*
All party members will be informed by the coach driver, ferry personnel or staff of safety



procedures while using their transport.


*
Students will be told when and where to alight from transport.

*
While travelling by coach or by car with their hosts all passengers will be required to wear seat belts.

3.
Accommodation.


*
Host families known to school.

*
All party members will know how to contact a member of staff at any time.


*
All party members will be informed of meeting times and places.

4.
On Visits.

*
Detailed instructions will be given of all visits, including meeting times and places.


*
All party members will be supervised at busy road crossings and 
reminded that traffic



in France is on the opposite side of the road.


*
Students will be supervised at a ratio of 1 adult per 8 students.


*
Where appropriate students will be allowed unsupervised time in 
groups of at least 3.

Contact must be made with staff at regular intervals.  All students will know where to locate a member of staff.

*
No sports activities will take place without the prior knowledge and consent of parents.



Students will be advised of any activity that is not allowed.

5.
Emergency Contact.

*
A list of all emergency contact numbers will be held by the following:



The party leader and other adult members.


The school office.




The Headmistress 



The Deputy Head 
*
Parents will be given a list of contact numbers, should they wish to contact the party in an emergency.

6.
Parental Consent.

*
The party leader holds signed permission slips for all members of the party.

APPENDIX 6 - FIRE PRECAUTIONS AND EVACUATION PROCEDURES

Precautions:

All premises with fire certificates should have fire routine notices.  Ensure that all members of the group understand them – do not take it for granted that they will read them without prompting.  If necessary, read the instructions to them.

Obtain advice from the management on the means of escape available, and investigate ALL means of escape to ensure that they are adequate and unobstructed.  Emergency exit doors need to be checked to ensure that they can be readily opened from the inside.  Check on fire alarm call point positions.
Check on fire alarm call point positions.  Ensure that each member of the group knows where the nearest call point is located in relation to his/her room.

A suitable assembly point must be established.

Supervisory staff should have rooms next to or very close to party members.

A suitable assembly point must be established.

A fire drill must be conducted as soon as possible after arrival using the alarm systems available.  This drill must be taken seriously and repeated if necessary until the party leader is confident that every member of the group would:


(a)
recognise the alarm;


(b)
know the most suitable escape route;

(c)
be aware of any other emergency fire procedures relating to those particular premises;


(d)
proceed to the assembly point in an orderly manner.
In the event of fire:


*
Give priority to the evacuation of persons in your group.


*
If it is safe to do so, check that those in your group have heard the 

alarm and are evacuating the premises.


*
Do not use lifts.


*
Do not attempt to collect baggage, valuables, etc.

*
Check that all persons are accounted for by carrying out a roll call.  Sub-groups are particularly useful for carrying this out accurately and speedily.

*
If any members of the group are missing, report them immediately and without fail to the Fire Officer in charge at the scene.

*
On no account should you or any member of your group re-enter the premises to locate or attempt to rescue missing persons after carrying out the procedure above. 
APPENDIX 7
	
	PUPIL TRIP LIST


	


NAME OF TRIP:……………………………………………………………………………..
TRIP ORGANISER:………………………………………………………………………….
TRIP VENUE (Incl .Contact Numbers)…………………………………………………………….
	
	Surname
	Forename
	Form
	Comments (e.g. medical info)

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	

	21
	
	
	
	

	22
	
	
	
	

	23
	
	
	
	

	24
	
	
	
	

	25
	
	
	
	

	26
	
	
	
	

	27
	
	
	
	

	28
	
	
	
	

	29
	
	
	
	

	30
	
	
	
	

	31
	
	
	
	

	32
	
	
	
	


PLEASE CONTINUE ON ANOTHER SHEET IF NECESSARY
APPENDIX 8 - EVALUATION OF RESIDENTIAL VISIT TO BE COMPLETED BY THE GROUP LEADER FOR FUTURE REFERENCE
	School Group:


	

	Group Leader:


	

	Number in Group:


	Girls:                                  Supervisors:

	Date(s) of visit:


	

	Purpose of visit:


	

	Venue:


	

	Commercial Organisation:


	


Please comment on the following features:
	
	Rating out of 10
	Comment

	1.  The Centre’s pre-visit organisation:


	
	

	2.  Travel arrangements:


	
	

	3. Content of education programme provided:


	
	

	4.  Instruction:


	
	

	5.  Equipment:


	
	

	6.  Suitability of Environment:


	
	

	
	Rating out of 10
	Comment

	7.  Accommodation:  


	
	

	8.  Food:


	
	

	9.  Evening activities:


	
	

	10.  Courier/Representative:


	
	

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


	
	


Signed …………………………………………………………….

Date
…………
Group leader’s full name……………………………………………………………………
To be detached and completed after all ventures and logged in the school’s central records.

APPENDIX 9 - RISK ASSESSMENT / VISIT APPROVAL – ADVENTUROUS & FOREIGN VISITS
	School/Centre Name:
	

	
	
	
	

	Tel No:
	
	Fax No:
	

	
	
	
	

	Name of party leader:
	

	
	
	
	

	Location of visit:
	

	
	
	
	

	Tel No:
	
	Fax No:
	

	
	
	
	

	Purpose of visit:
	

	
	
	
	

	Inclusive dates of visit:
	

	
	
	
	
	

	How will young people reach location:

(If by minibus complete Minibus form & attach)
	

	
	
	
	

	Are the activities being provided by an external provider/s?
	
	School Centre/staff
	


ATTACH COPIES OF COMPLETED QUESTIONNAIRE FROM PROVIDER/S AND/OR COMPLETE SECTION BELOW ON STAFF QUALIFICATIONS WITHIN GROUP’S PARTY IF THEY ARE PROVIDING THE INSTRUCTION.
	Activity
	Name of Instructor
	Qualification

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	What hazards are likely to be encountered during activities organised by the Group’s staff:


	
	How will these hazards be controlled?


	What hazards are likely to be encountered at the location whilst the young people are not undertaking instruction in adventurous activities:


	
	How will these hazards be controlled?


	Any special needs of young people on visit:




	No. of young people
	
	Year
	


	Recommended staff:pupil ratio for this type of activity
	



No. of FEMALE staff
  No. of MALE staff
accompanying visit 





  accompanying visit: 
	Teachers
	
	T/As
	
	Parent/
Helpers
	
	Teachers
	
	T/As
	
	Parent /

Helpers

	
	
	
	
	
	
	
	
	
	
	


ATTACHMENTS:








    INITIAL
	Detailed programme (including wet weather alternatives)
	

	Details of insurance arrangements
	


EMERGENCY HOME CONTACTS:

	Name and Telephone Number:


	Name and Telephone Number:


	Additional information (for exchange visit provide details of vetting procedure carried out by host school):




	Signed (Visit Organiser)
	
	Date
	


	Additional requirements/comments: 




	Signed (Headteacher)
	
	Date
	


APPENDIX 10 - FURTHER DETAILS FOR RESIDENTIAL TRIPS

Accommodation



Initials


Date
Describe and confirm with Headteacher if not used before

  …..……….

Pre-visit – fire drills and procedures checked


            …..……….

Environment of accommodation – out of bounds identified

            …..……….

Health

Identify First Aid facilities on site
Details

                         ………………………………………………………………………………….


Identify First Aider provided by company re:

Field Studies Centre



Name 1…………………………………





          

Name 2…………………………………

Local Doctor available and willing
Name/Address/Phone Number:






………………………………………………………………






………………………………………………………………

Nearest Accident and Emergency Hospital:    …………………………………………………………………………………………………………………………………
………………………………………………………………………………………………………………………………….
Hazardous activities



Initials


Date
Written evidence of qualifications/experience of all

…..…………………
instructors/staff received (where appropriate)


At pre-visit – equipment checks completed



…..…………………

Check instructors qualified for all specialist activities

…..……………….






Activity……………………………………
Instructor……………………………………

Onsite phone numbers


1.………………………………………………





                    2.………………………………………………

24 hour contact number on site  
…………………………………………………
Staffing

Identify Staff:
Names
1.
……………………………  
2.
…………………


3.
……………………………  
4.
…………………


5.
……………………………  
6.
…………………
Identify Party Leader………………………………………………………………………….

Identify Parent Helpers:



Names
1.……………………………           2……………………….


3.
……………………………  
4…………………………


5.
……………………………  
6…………………………
Initials


Date
Police check for helpers






Identify 24 hour school contact number

Briefing held for parent helpers regarding responsibilities:


Date
…………………………………
Medical Issues

Initials


Date
First Aid Equipment Check -
Mobile sets


…..…………………….





Main sets         
          …..……………………..
First Aid persons identified -
 Name 1………………………………………………………….
to dispense medicines






 Name 2…………………………………………………………
Spread sheet regarding individual health needs prepared
…..……………………..








Initials


Date
Special medical issues of individual children communicated
…..…………………...
to parent helpers

Transport
Needs identified







…..…………………
Obtain quotes







…..………………….

Check insurance cover






..…………………

Check car insurance/MOT for staff (if applicable)


…..…………………

Confirmation of booking

Date received
        

   …………………….

Arrange/book coach or minibus (if required)



…..………………….


Other issues






        …..……………………
Telephone pyramid (if required)





…..………………….

Mobile phone numbers on sheet for parents and for school
…..………………….

Emergency phone number for parents




…..…………………

Personal kit list agreed and communicated to parents 

…..………………...

Copies to:
Headteacher, Deputy Head, Party Leader, School Office.

	Reviewed by
	Catherine Jawaheer 2011

	
	

	Adopted by Trustees Meeting
	26th February 2009
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