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General Points

1. The school acknowledges the importance of educational visits and outdoor activities in fulfilling its curricular aims both within and outside the school day.  Such experience is required for, or does much to enhance the delivery of, the curriculum at all levels and enables pupils to gain greater experience of the wider community.

2. The school values the time and effort which the staff give to this area of school life.

3. In order to provide a balanced curriculum for all pupils it is recommended that interruption to normal teaching times should be limited.

This document is designed to enable these visits and activities to be undertaken safely.

Definitions

Activities can be considered under three broad categories;

1. Those that meet statutory requirements
2. Those that are curriculum led – these activities should be identified within a department’s approved scheme of work/handbook, and will stimulate or reinforce specific learning objectives for the pupils.

3. Those that provide a desirable pastoral or social emphasis.  These are likely to be optional activities which would be organised wholly or partly outside school hours.

Criteria

When submitting a request for a trip or visit to the Headmaster, the organiser should be clear about:

1. The learning outcome of the visit.

2. The provision at school for those pupils not included in the visit.

3. The impact on other pupils occasioned by the absence of the accompanying staff.

4. The necessity for providing equal opportunities for all pupils.

5. The number of pupils who will benefit.

6. The number of interruptions to the normal teaching programme for pupils in that year group.

7. Positive opportunities for cross-curricular study.

8. The cumulative financial implications for parents of the cost of the trip.

Planning the Trip

In order to ensure a balanced curriculum, staff are encouraged to plan their trips well in advance - ideally in the summer term prior to the start of the next academic year and, at the very latest, at least a term in advance.  The organiser of a proposed trip should complete the Trips & Visits Form.

Once the trip has been included in the Diary of Events, the organiser should make sure that he/she follows the set procedure and fulfils all the requirements.

The trip organiser should attend a session of the Diary Meeting at least two weeks before the trip occurs in order to confirm arrangements.
Legal Requirements

Parental permission MUST be obtained before any pupil leaves the school premises at any time, other than for regular weekly activities such as Wednesday afternoon matches, Pre-Prep swimming, etc.  A letter about a proposed trip must include a form to be returned by the parents to the organiser at least 24 hours, but preferably a week or more, in advance of a trip.  No pupil may be taken on a trip if the permission slip for him/her has not been received.  The letter should be checked with the Headmaster before it is sent out. 


Supervision

When planning a trip, staff should consult the Headmaster regarding the ratio of staff to pupils. Usually, for day visits, the recommended ratio is at least 1:10 with a minimum of two adults.  However, this ratio might vary depending on the nature of the trip/activity and the age of the pupils.  For foreign residential visits companies a ratio of 1:10 is usually expected.

Members of staff, including gap students, will accompany trips and the party leader may also request the help of several parents. 

For ease of identification, it is expected that the pupils would normally wear school uniform for trips during school time unless the activity makes this unsuitable.

Risk Assessment

A risk assessment should be undertaken for all trips and visits.  If at all possible the venue should be visited prior to the actual trip.  A risk assessment form must be submitted.

The risk assessment form can be found in the School Office.

Summary of Procedure for Non-residential & UK Trips & Visits

	Paperwork Required
	Action
	Timing

	
	· Trip organiser to visit the venue to familiarise themselves with the site and to assess its suitability (bearing in mind the age of the children, the size of the group, the time of year and the suitability of the facilities)
	Plan trips as early as possible - ideally in the summer term prior to start of academic year

	Complete Trips and Visits Form and hand to Headmaster for authorisation
	· Give all the details asked for

· Ask Headmaster if you need help

· Keep a copy of the form (with Section A completed) for reference
	When you first propose a trip (before it enters the diary)

	Organiser to write draft letter to parents
	· Please use ‘corporate style’ (font should be Arial Narrow – size 14)

· Consult Trips & Visits Policy for requirements of letter and sample letter (in Appendix)

· Check draft letter with Headmaster before it is sent out

· Send out letter, making sure that the office and the Headmaster’s Department have a copy

· Make sure the office know what to do with return slips

· Attend a session of the Diary Meeting to confirm arrangements.
	Two weeks prior to trip

	Lists
	        The organiser is responsible for ensuring that::

· A list of pupils on the trip is posted on the board in the staff room and e-mailed to the staff group

· Pupils have informed their peripatetic music teachers and/or learning support teachers well in advance (form teachers may need to do this for younger pupils)

· Teachers on the CDT carousel have been informed, if appropriate

· Any duties on the day of the trip have been ‘swapped’

· Medical information concerning any of the pupils on the trip is obtained from Matron
	One week prior to trip

	
	        The organiser should make sure that the pupils who are going on the trip are aware of:

· Any tasks they will be doing

· What to do if they are separated from the group

· How they are expected to behave

The organiser should also make sure that adult helpers (staff or parents):

· Have all the necessary information
	In advance of the trip

	
	If it is felt that the behaviour of an individual child is likely to compromise the safety of others or the good name of the school, the party leader should discuss with the Headmaster the possibility of excluding the child from the visit.
	

	Lists
	        The organiser should:

· Leave in the office an up-to-date list of pupils AND staff on the trip

· Ensure that the list is marked to show which pupils are in which vehicle (coach/minibus/car) if more than one vehicle is being used

· Make sure that registers have been completed

· Check that the office have a mobile phone contact number and detailed itinerary

If the trip departs before the office is open, please deposit the above lists/information in the white box outside the office
	On the day of the trip

	
	         The organiser should make sure that he/she takes with them:

· Medical information

· First aid kit

· Contact numbers (school telephone number and senior staff contact number – especially if the trip is due back after 5.30pm when the office is closed)

· Mobile phone (make sure that you have given the office the number) – it is also useful if other adult helpers take their mobile phones with them and have the organiser’s number

· List of the pupils on the trip (where more than one vehicle is involved there should be separate lists in each vehicle)

· Tip for the coach driver

· Contingency fund

· Telephone tree (?)
	


Summary of Procedure for Foreign & Residential Trips & Visits 
	Paperwork required
	Action
	Timing

	
	· Raise the possibility of the trip with the Headmaster in order to assess viability

· Trip organiser to visit the venue to familiarise themselves with the site and to assess its suitability (bear in mind the age of the children, the size of the group, the time of year and the suitability of the facilities)

· Consult with Headmaster if any adults who are not employed by the school are likely to attend the trip.
	Plan trips as early as possible – at the latest in summer term prior to start of academic year

	Once the Headmaster has agreed the trip:

Complete Part A of Trips & Visits Form and consider relevant items in Section C


	· Give all the details possible

· Speak to Deputy Head (Academic) if cover is required 

· If a minibus is being used – complete the booking form in the main office Headmaster to sign form and copies circulated to appropriate staff.

· N.B. The Bursary need the Outings’ Form before they will book a coach, and will also use the form to calculate the cost of the trip per child.
	At least 10 weeks before the trip

	Organisers may then issue a draft letter
	·  Office will check the letter and make sure that it is in the corporate style

· Copies of all letters sent must be lodged with the Office.
	

	
	A brief meeting must be arranged for parents prior to the visit to explain:

· Code of conduct

· School expectations of visit

· Details of the itinerary

· Emergency procedures
	

	
	· A list of all pupils on the trip must be posted on the staff room board at least a week in advance of the visit

· Pupils must inform their peripatetic teachers of the visit (teachers of younger pupils ought to do this)

· Inform CDT carousel

· Inform the catering staff of any impact on the provision of meals (tick catering on outings form)

· Make sure that you have swapped your duty
	

	
	If it is felt that the behaviour of an individual child is likely to compromise the safety of others or the good name of the school, the party leader should discuss with the Headmaster the possibility of excluding the child from the visit.
	

	Information to be collected by the organiser
	
	

	· Medical information

· Pupils telephone numbers

· Details of a senior staff contact

· Telephone tree
	On the day of the visit

Leave in the Office

· Emergency procedure details
· Leave in the office – a list of the pupils on the trip (this should be on the original outings form)

· If more than one vehicle is being used the office will need to know exactly which pupils are on which coach/minibus/car etc.

· Make sure that registers have been completed (day trip only)

· All mobile phone contact numbers
	

	
	Take with you

· Medical information and E111 forms for each pupil

· Parent contact numbers

· Emergency procedure details

· Passports (if appropriate)

· Medical information

· First aid kit

· Contact numbers (school telephone number) and senior staff contact no.

· Mobile phone (make sure that you have given the office the number – this should have been written on the original outings form)

· Ideally all adult helpers should carry a mobile phone and have the mobile telephone number of the party leader

· List of the children involved (where more than one vehicle is involved each coach leader should know exactly which children are on which coach)

· Tip for the coach driver

· Contingency fund

· Telephone tree
	


Checklist of Procedures on the day of the Trip or Visit

During the visit:

· The party leader (or coach leader where more than one coach is required) is responsible for visibly checking that all seat belts are fastened.

· The party leader should ensure that the children are divided into suitable groups and that each group leader has a list of children in their group.

· A roll call must be made before the party departs to ensure all children are present.

· The party leader is responsible for ensuring suitable supervision throughout the visit.  This includes behaviour on the coach, ensuring that children are seated at all times and seatbelts are worn. 

· Children should be supervised visiting shops and toilets.

· Throughout the visit, regular roll calls are made to ensure that no children are missing.

· A roll call is made before the coach returns to school and so ensuring that all children are present.

· When crossing roads both staff and pupils should be aware of staff signals

·      Pupils should walk and not run

If Travelling by Train

· Ensure that the children stay seated throughout the journey

· Children should be in the same section of the carriage with their allocated adults

· They should not block any exits

· Ensure at the outset that the adults and children are aware of the rendezvous procedure- where they should be before they get on and once they get off the train

· The children should be with their allocated adults at all times

· Ensure that the staff and children are aware of the route schedule – where they are getting on and off the train

· Ensure that the group is sensibly lined up and not blocking access/exits for others

Returning to School

· The party leader is responsible for making sure that the coach is left free of litter.

· The party leader will give the coach driver an appropriate tip .

· The party leader is responsible for making sure that the children have been collected by the parents.  For those children who have not been collected, the party leader should telephone the parents.

· If appropriate do give feedback to Bursary on the coach company.

· Make notes that will improve the trip for the next year.







Requirements of the letter to parents:





Learning objectives for the pupils


Who is going on the trip – members of staff/helpers?


The total cost of the trip per child (organiser should consult with Headmaster BEFORE sending out the letter)


Method of payment (send cheque or added to bill)


Whether pocket money is allowed and guidance on amount


Departure and return times


Mode of transport to be used


Whether school uniform should be worn or additional clothing is required


Whether Game Boys/cameras are allowed (if so, the letter must state that these should be named and that they are the responsibility of the pupils)


Whether parents should provide a packed lunch


School contact number for parents – especially if the trip is returning after 5.30pm when the office is closed


CONSENT FORM for parents to sign


The letter must be checked with the Headmaster before it is sent and a copy of the final letter given to the Headmaster and the School Office when it is sent
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