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SCHOOL TRIPS POLICY

All trips must receive the permission of the Principal well in advance of taking place.

All aspects of any proposed trip must be thoroughly planned by the teacher in charge and submitted to the Principal for approval.  The following factors should be taken into account during the planning phase of any trip:

· Risk assessment (advisable to carry out an exploratory visit beforehand);

· First Aid (medical provision if possible);

· Transport;

· Supervision (ratio based on age, sex, and ability – regular headcounts are required);

· Parental permission (consent and medical forms);

· Preparing pupils (must know what is expected of them)

· Dietary Requirements.

For any further information or advice please consult with the Health and Safety Officer.

EMERGENCY PROCEDURES

The group leader will assume responsibility in the event of any emergency.

· Need to establish the nature and extend of the emergency as quickly as possible;

· Ensure that all the group are accounted for, safe and looked after;

· Establish the names of any casualties and get immediate appropriate medical attention for them;

· Ensure that all other leaders know what is happening;

· Ensure a teacher accompanies any casualties to hospital;

· Notify local Police if necessary;

· Inform the school contact;

· Give all information available at that time to the school contact.  Allow them to contact family and insurers;

· Make a written account of all events and keep any witness statements or evidence;

· Complete an Accident Report Form as soon as possible upon returning to school;

· Any information should only be released to the Press via the school contact.

Leaders on the trip should all have a copy of the following information:

(a) Travel details (including copies of Travel Documents and Insurance details);

(b) List of pupils (at least one set of photographs) for travel abroad with parental permission;

(c) Medical details of pupils;

(d) Emergency Contact Nos. 
-    School (in and out of office hours)

                                                        -    Pupil’s Parents (home and work)

(e) Parental Consent Forms – authorising emergency medical treatment;

(f) Name, Address and Telephone No. of group’s accommodation;

(g) Location of local Medical Services.

INFORMATION TO BE RETAINED AT THE SCHOOL

· Full details of the Visit;

· The itinerary and contact Telephone No./Address of the group;

· Full list of group members and their details;

· Contact names, addresses, telephone numbers of the parents and next of kin;

· Copies of Consent Forms;

· Copies of all travel documents – Insurance, Medical papers and Contract with Hotel/Centre.

LETTER FOR PUPILS

All pupils must be given a copy of this letter and keep it on their possession.

Pupils should be provided with identity cards.

Name: 

School:
-
Contact No:

Hotel Name:
-
Telephone No:

Name of Teacher in charge of Trip and Rendezvous point.
Pupils must be in possession of Telephone Numbers and Emergency Contacts;

Pupils must know what is permitted and what is out of bounds;

Pupils must stay in groups of four or more at all times and never wander off alone;

Pupils must check in with a leader at least every two hours to ensure everyone is accounted for and to check if there are any changes to arrangements.  (Prior meeting places (rendezvous point) to be agreed beforehand);

Pupils must inform the leaders of exactly where it is that they are going.







