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St. Bernadette’s Catholic Primary School is committed to providing a broad, balanced curriculum for all children, and outdoor learning and educational visits is a key feature of our provision. We are committed to providing inspirational, real-world educational experiences for our children through visits and visitors to enrich and enhance their learning experiences, deepen knowledge and understanding and increase skills and confidence.   
This Policy will set out the key procedures that need to be followed when planning and undertaking outdoor learning and educational visits, in order to ensure they are not only worthwhile learning experiences, but also undertaken in a safe and responsible manner.  
Intention: 
It is our intention at St. Bernadette’s Catholic Primary School to provide all children with the experiences that they are entitled to, by giving them a broad and balanced curriculum, where experiences are creative and relevant. Our educational visits aim to bring learning to life for all children and provide them with long lasting knowledge and skills. It aims to provide children with experiences that they will not get in the classroom and open their eyes to the world that they live in and potential career paths. At St. Bernadette’s we provide all children with an equal opportunity to take part in educational visits and outdoor learning, within the local area and off-site, including residential visits.   
Scope and Remit 
 ‘The OEAP National Guidance document: 1c “Status and Remit and Rationale” 
https://oeapng.info/download/1046/ clarifies the range of employees whose work requires them to use the guidance.  
In summary, it applies to employees whose work involves any one of the following:  
· Direct supervision of children and young people undertaking experiences beyond the boundary of their normal classroom or environment; Page 8 of 22  
· Direct supervision of children and young people undertaking experiences that fall within the remit of learning outside the classroom; 
· Facilitating experiences for children and young people undertaking experiences beyond the boundary of their normal classroom or environment;  
· Deploying staff who will supervise or facilitate experiences for children and young people undertaking experiences beyond the boundary of their normal environment;  
· This guidance may be applicable for all those supervising vulnerable adults as there is a transfer of good practice for the wider use of educational visits. This applies regardless of whether or not the activities take place within or outside of normal working hours, including weekends and holiday periods. For a more expansive explanation of legal expectations, all users of the guidance are strongly recommended to read the OEAP National Guidance documents: 
3.2a “Underpinning Legal Framework and Duty of Care” 
https://oeapng.info/download/1078/ 
3.1a “Requirements and Recommendations for Employers” 
https://oeapng.info/download/1074/  
Definition   
This Educational Visits Policy refers to all activities that take place outdoors, on-site and offsite, including residential at home and abroad.  
Educational visits, including residential visits, provide a context for learning, requiring children to use their skills, knowledge and understanding in real, and often complex, situations; this helps them understand and remember what they are learning about in a meaningful way and brings the curriculum to life.  
We believe that there are several key outcomes from high quality outdoor education (in line with OEAP guidance):  
· Enjoyment and fulfilment: children enjoy participating and adopt a positive attitude to challenge and adventure.  
· Confidence: children gain personal confidence and self-esteem  
· Social awareness: children develop their self-awareness and social skills; they appreciate the contributions and achievements of themselves and others.  
· Environmental awareness: children become alive to the environment, natural and man-made, in which they live, and understand important concepts including sustainable development and conservation.   
· Activity skills: young people have the opportunity of developing a range of skills.  
· Personal qualities: children demonstrate increased initiative, self-reliance, responsibility, independence, perseverance and commitment.  
· Key skills: children develop and extend their skills of communication, problem solving, leadership and teamwork.  
· Health and fitness: children learn to appreciate the benefits of physical exercise and activity and the lifelong value of participation in leisure activities  
· Motivation for learning: children display an increased motivation and appetite for learning that contributes to raised levels of attainment and achievement in other aspects of their education  
· Broadening horizons: children broaden their experiences and become open to a wider range of opportunities and life chances. 
EMPLOYER’S POLICY  

Walsall Council is classified as the ‘Employer’. This Policy should be read alongside Walsall Council’s Policy and Guidance.  We also follow OEAP National Guidance, which can be found following this link: http://oeapng.info/ 

School Staff should follow all these Policies when planning outdoor learning or educational visits, alongside the guidance in this document. Any clarification needs to be sought from the Educational Visits Coordinator (EVC) in School. 

Anybody involved in educational visits and learning outside the classroom is strongly advised to read Walsall Council’s Policy and Guidance before seeking information from the https://oeapng.info website. It is a legal expectation that employees must work within the requirements of their Employer’s Policy and Guidance.
  
ROLES IN SCHOOL  
Governors  
Governors should provide support and challenge to ensure that:  
· School Policy is up to date and effective. 
· Training is up to date. 
· The Policy complies with Walsall Council’s Policy and Guidance and that the School adheres to this Policy and Guidance. 
· Where approval for visits is delegated to the Principal and/or Educational Visits Coordinator that risk assessments are in place and effective. 
Principal  
The Principal will ensure that:  
· Walsall Council’s Policy and Guidance is adhered to at all times. 
· The School Policy is up to date and effective.  
· Visits comply with guidance and are notified and submitted in advance. 
· Risk assessments and suitable safeguarding arrangements are in place (including DBS checks): that these are proportionate.  
· EVC and staff training is up to date and effective. 
· Staff leading visits are competent and experienced, and are clear about their role and that of any accompanying adults, including volunteers. 
· Arrangements for medical needs and any other inclusion considerations have been met. 
· Transport and insurance arrangements are appropriate and meet requirements.  
· Where the activity or visit involves a third-party provider: appropriate checks have been made and assurances obtained; a clear contract is in place setting out what the contractor is to provide; the provider holds sufficient indemnity insurance. 
· Emergency procedures and contacts are clear and in place.  
· Where charges are made, these are within legal and employer requirements; procedures are in place to account for finance of activities and visits.  
· Serious incidents are reported to Walsall Council as required by their guidance. 
· Governing Body are kept up to date of Policy and Procedures and visits taking place.  
Educational Visits Coordinator  
The Educational Visits Coordinator will:  
· Be appointed by the Principal. If one has not been appointed, this role then becomes the responsibility of the Principal. 
· Have appropriate training to fulfil the role (renewed every 3 years), and have experience of leading educational visits. 
· Keep the Policy and Guidance up to date. 
· Support staff; be involved in the planning and management of visits, and monitor planning and delivery of visits; evaluate visits with staff. 
· Oversee the necessary paperwork and risk assessments, ensuring they meet guidance requirements; will maintain records of visits.
· Ensure the DFE and Walsall Council guidance is adhered to, and keep abreast of advice from OEAP. 
· Ensure medical and first aid issues are addressed.  
· Ensure emergency procedures are in place, clear to all staff, and adhered to. 
Teachers/Visit Leaders  
Visit Leaders will:  
· Seek approval to carry out the visit. 
· Be responsible for planning, organisation and management of visits in line with School and Walsall Council Policy, in liaison with the Educational Visits Coordinator, including defining the roles of the other adults; provide necessary information to supporting adults.  
· Organise transport in accordance with Walsall Council requirements, if appropriate, in liaison with the School Office staff. 
· Organise letters to parents/carers and ensure suitable consent has been sought from parents/carers, including emergency contact and medical requirements etc, in liaison with the School Office staff. 
· Where possible, undertake a pre-visit to the venue; ensure necessary insurance and health and safety requirements are adhered to; ensure child protection and first aid requirements are in place.  
· Develop the risk assessment, in liaison with the Educational Visits Coordinator; this may include generic risk assessments and should always include points specific to the activity being planned; ensure risk assessments are understood by all adults on the visit. Where possible involve the children in risk assessments, e.g. when discussing how they are expected to behave on the bus, crossing roads, etc.  
· Keep a register of all adults and children who attended, in order to follow checking in and out procedures.  
· Report any accidents, incidents or near misses.  
· Evaluate visits. 
· When working with third-party activity providers it is imperative that leaders avoid ‘grey areas’, so there should be a clear handover before and after any activity led by provider.   
· Should a provider run an activity in a way that causes concern, stop/consider stopping the activity at the first appropriate moment. Such an intervention should be done with sensitivity and discretion to ensure that it does not result in young people being put at greater risk.  
 Helpers/Volunteers  
Helpers/Volunteers will be:  
· Subject to an appropriate vetting and DBS checks, with a decision made by the Principal. 
· Used appropriately and not used to replace a visit leader.  
· Suitably competent and confident to be able to carry out the duties they are assigned.  
· Confident in their understanding of the role and responsibilities that they have been assigned and how these integrate with other staff. 
· Enabled to contribute to the evaluation of all aspects of the visit.  
· Appropriately briefed on:  - Relevant establishment and visit procedures.  - Group characteristics, including age, health, capabilities, special educational needs, behaviour and any other relevant matters in the - context of the visit. - Nature and location of the activity.  
Where the helper is a parent/carer (or otherwise in a close relationship with a young person taking part in the visit), they should be made aware of the potential for their relationship to compromise group management, particularly if there is a serious incident. There is a probability that the helper may be distracted by the needs of their own child, rather than looking to the needs of the whole group. This means that the Visit Leader should directly address this issue as part of the risk-benefit assessment and not assign a helper to a leadership role which gives them a direct responsibility for their own child, other than where this is a risk managed part of the visit plan.      
Parents/Carers  
Parents/carers will be:  
· Kept up to date with the Policy (this is available on school website).  
· Kept fully informed of all trips and visits. Information will include:  
· date, timings and venue  
· reason for visit  
· method of transport, if required  - emergency contact  
· charges/voluntary contributions  
· clothing/footwear needed  
· money, food etc arrangements 
 
PROCEDURES FOR ORGANISING VISITS AND APPROVAL  
When planning a visit staff need to:  
· Seek approval for the visit from the Principal/Educational Visits Co-ordinator, having gathered all relevant information regarding arrangements, activities, risk assessments of establishment (if relevant), costs, and transport arrangements. Parent/carer transport is not used, other than to sporting events, and then parents/carers may only transport their own children. Any staff using their own vehicles will be covered with suitable insurance.  
· Undertake a pre-visit, if possible and appropriate.  
· Ensure risk assessments are completed: these will be done with the EVC. Generic risk assessments are in place for a range of activities, including use of transport, local walks, and in planning the visit these should be reviewed for any activity-specific information to be added. These should be kept with the group leader.  
· Seek parental consent, if required. General consent should be found on Arbor and cover a range of visits, including local walks, sporting events, school trips (other than residential). Gather any relevant information about medical needs, SEND, etc  
· Submit the risk assessments and planning for the visit, from the EVC and Principal. This must be done 2 weeks prior to the visit (at least 4 weeks prior for overnight stays and adventurous activities).  
· Ensure first aid and medical requirements are planned for.  
· Understand the emergency procedures. 
· Ensure adequate supervision is organised (see below). 
· Ensure all accompanying adults, including staff and volunteers, have a clear plan of the activity and are clear on their responsibilities; they should know what to do in case of an emergency, and what the risk assessments are; they should have a register/list of their group members and regularly undertake headcounts; they should have a means to contact the visit leader, if required.  
· Ensure catering staff are informed in advance if packed lunches are required.  
· Monitor the progress of the visit throughout, ensuring all activities and procedures are taking place as planned and continuously assessing possible risks throughout the visit. 
· Evaluate the activity afterwards with the EVC.
· Ensure paperwork is completed in case of any near misses or accidents, and that all parties are informed.   
Supervision Ratios  
Young people must be supervised at all times and the group leader is responsible for the group at all times. The following ratios are a guide only; each activity should be assessed individually for suitable supervision; off-site venues may also have their own supervision requirements. A professional judgement about supervision ratios should be made alongside the EVC/Headteacher.   
Low Risk Activities (where the risk is similar to everyday life)  
· EYFS – one adult to every 4-6 pupils  
· Key Stage 1 – one adult to every 4-6 pupils  
· Key Stage 2 – one adult to every 10 pupils  
High Risk (adventurous, residential)  
· Key Stage 1 – one adult to every 2 pupils  
· Key Stage 2 – one adult to every 6-10 pupils 
Local visits eg. Walking to St. Bernadette’s Church – minimum of 2 adults per class. 
Visits not in the local area – minimum of 3 adults per class. 
MONITORING and RECORD KEEPING  
· The Policy and Guidelines will be regularly reviewed by the Principal and Governing Body. 
· The Educational Visit’s Co-ordinator will monitor visits through co-ordination with Visit Leaders. 
· Records of ALL visits will be kept.  
· All visits will be recorded in the school diary.  

· Parents will be informed of these visits in advance via a letter.  Additional consent will be given via Arbor upon parents/carers paying the visit costs. 
INDUCTION AND TRAINING  
· The Educational Visits Co-ordinator will keep their training up to date and will keep abreast of developments from LA, DFE and from national best practice via the OEAP website.  
· All staff will be made aware of their responsibilities via staff INSET and policy update. It is the responsibility of Visit Leaders to be aware of current policy and LA guidelines. 
 RISK MANAGEMENT AND RISK ASSESSMENT  
Risk management, in the context of outdoor learning and off-site visits, is a two-stage process:  
1. The identification of the potential benefits to be gained from an activity, along with any risks to the health and safety of those involved.  
2. The implementation of a plan to best realise these benefits, using professional judgement to ensure that the level of risk does not exceed that which can be justified by the benefits.  
The fact that most human activity involves risk, and that this cannot be eliminated unless activities are not undertaken is recognised by both the Health and Safety Executive (HSE) and the Department for Education (DfE):  
“HSE fully recognises that learning outside the classroom helps to bring the curriculum to life – it provides deeper subject learning and increases self-confidence. It also helps pupils develop their risk awareness and prepares them for their future working lives. Striking the right balance between protecting pupils from risk and allowing them to learn from school trips has been a challenge for many schools, but getting this balance right is essential for realising all these benefits in practice”. (School trips and outdoor learning activities: Tackling the health and safety myths, HSE).  
“School employers should always take a common sense and proportionate approach, remembering that in schools risk assessment and risk management are tools to enable children to undertake activities safely, and not prevent activities from taking place. Sensible risk management cannot remove risk altogether but it should avoid needless or unhelpful paperwork”. (The Department for Education’s advice on health and safety for Schools updated February 2014)  
There are two broad categories that require risk management and planning:  
1. Routine visits that involve no more than an everyday level of risk and are covered by establishment Procedures and Policy.  Such visits should require minimal planning or preparation beyond what is needed to make best use of the learning opportunity. In a school context, they are simply lessons in a ‘different’ classroom.  

2. Visits requiring additional planning, and some level of specific risk assessment.  A visit moves into this category because one or more aspects cannot be managed adequately by existing procedures and policy. This may be due to distance from the establishment, the nature of the activities, the environment or venue(s), the nature of the particular group, the need for specialist leader competencies, or any combination of these. 

For some visits this will involve detailed planning over an extended period of time. The additional steps needed to manage these aspects should be identified and recorded.  
Risk management involves answering two basic questions: 
1. What could go wrong?  
2. What are we going to do about it?  

This process happens at three levels:  

Generic Risk Assessment  
Policies and Procedures that apply across a range of visits (normally recorded).  
This is guidance or practice that remains constant regardless of the nature of the visit and they form part of an establishment’s policy and procedures. It covers the management of risks identified as relevant to all visits involving similar activities.  
At St. Bernadette’s School this will cover:  
· Visits in local area, including crossing the road  
· Sporting events  
· Travel to visits  
· Visits to local church  
· When using a generic risk assessment, it is the responsibility of the group leader to ensure it is fit for purpose and whether additional activity-specific information needs to be assessed for risk and added.  
 Visit-specific Risk Assessment  

· Carried out before the visit takes place (recorded)  
· This is the identification and management of any risks not already covered through generic risk management. If existing generic documents cover everything then there is no need to repeat anything.  
·  It is unique to each occasion and should address staffing, activity, group, environment and distance  
· These could record all significant findings for a particular visit or they may simply record issues not covered by existing generic documents.  
· In the absence of generic documents, any significant findings should be included in the visit specific record.  
Dynamic/on-going Risk Assessment  
· Carried out continuously throughout the visit (not necessary to record)  
· This refers to the on-going monitoring of all aspects of the visit/activity by the visit leaders/volunteers. The group and the level of risk must be monitored and assessed throughout and, if circumstances dictate, activities should be curtailed or amended.  
· In practice, it is often these on-going decisions of the Visit Leader(s) that determine whether the group remains safe and whether the activity is successful. 
EMERGENCY PROCEDURES AND INCIDENT REPORTING  
When we look at how things can go wrong on an Off-Site Visit, it is possible to consider emergencies in four categories, depending upon the nature of the incident. Planning and preparation for Off-Site Visits should ensure an appropriate response to an emergency in any of these categories, at any time of day or night.  
Incident: 
a situation that is dealt with by the Visit Leadership Team. This may, perhaps, involve some communication back to School or to parents/carers, and some support from the Educational Visits Co-ordinator/Headteacher but the Visit Leader remains in control and is able to cope.  
Emergency: 
an incident which overwhelms the coping mechanisms of the Visit Leadership Team and which requires the School’s Emergency Plan for Off-Site Visits to be initiated. This may involve some communication with the Employer (Walsall Council) and support from it, but the school takes control of the situation and is able to cope. An incident is an emergency where:  
· A group member has suffered a serious injury  
· A group member is at risk  
· A group member has gone missing for a significant period  
· Any other incident beyond normal coping mechanism of the visit leader  
Critical Incident: 
an incident which overwhelms the coping mechanisms of both the Visit Leadership Team and the School, and which requires the Establishment Emergency Plan and the Employer Critical Incident Plan to be initiated. The Employer takes control of the situation and supports the school and the visit staff/participants. For example - An incident meets the criteria as laid down in the Walsall Council Policy - Goes beyond the ability of the school to cope Responding to a critical incident  
· The Visit Leadership Team should stabilise the situation as far as possible. 
· The Visit Leadership Team should alert the School Emergency Contact.  
· The School Emergency Contact should decide the level of response required and, when necessary, initiate the Emergency Plan and alert the Employer’s Emergency Contact.  
· The Employer’s Emergency Contact should initiate the Employer’s Critical Incident Plan for Off-Site Visits.  
A critical incident is an incident where any member of a group undertaking an educational visit or learning outside the classroom activity has either:  
· Suffered a life-threatening injury or fatality;  
· Is at serious risk;  
· Or has gone missing for a significant and unacceptable period. 
Major Incident: 
an incident which (if in the UK) is declared as a major incident by the Police, who will take control, and where the relevant Local Authority’s Major Incident Plan is initiated, or where (if outside the UK) the relevant authorities take control. Both the School’s and the Employer’s Response Plans will be required in order to coordinate with the Police or other authorities.  
Relevant emergency contact telephone numbers will be carried by leaders at all times during offsite educational visits, but should only be used in the case of a genuine emergency.  



Key Points: 
Deciding what to do in the event of an accident or emergency should form part of the planning and preparation of every Off-Site Visit, and be written down as Emergency Procedures for the visit. All members of the Visit Leadership Team should be familiar with these.  
· All staff should carry information of who to contact in case of an emergency  
· The Emergency Card should be carried at all times by the Visit Leader.  
· Staff should carry a mobile phone. They should also ensure school has all necessary up to date contact numbers.  
· In cases of incidents and emergencies, staff will contact the school office during the day or the agreed emergency contact (24 hours) in case of residential visits.  
· School will then respond in line with Walsall Council Policy and Guidance for Educational Visits.  
· If necessary, emergency services will be called, e.g. ambulance by the leader and/or School. 
· School will contact parents/carers in case of any emergency and the designated emergency contact will be responsible for this. The Emergency Contact will hold all the relevant information, including contacts, close at hand at all times whilst the visit is in progress (paper copies, in case electronic information is inaccessible). 
· All adults on the visit should know who the Visit Leader is, and young people should also know what to do in case of an emergency. 
· For residential visits, plans must take into account the possibility of an incident occurring out of normal working hours. The procedures of the establishment will also be followed.   
· Useful documents include OEAP leader checklists, available on the website.  
· All staff hold emergency basic first aid training and will follow procedures, as necessary.  
· All information about incidents will be recorded, in line with Walsall Council Policy.  
 BEHAVIOUR  
· School Policies on behaviour and safeguarding will be followed at all times.  
· All children will be reminded of behaviour expectations and they will mirror those expected in school. 
· Children will be reminded of safety procedures prior to all visits and the timetable of the day will be explained to them. It will be made clear who is the group and overall Visit Leader.  
· For children who have challenging behaviour issues, a risk assessment will be undertaken and all possible measures will be put in place to ensure the child is included in the school trip. A child will only ever be excluded in extreme cases from outdoor visits if their behaviour poses a risk to themselves or other children and adults. This assessment will be undertaken in consultation with parents/carers. 
INCLUSION  
· This Policy presumes an entitlement of all children to participate in events, and is in line with the Equality Policy. 
· Accessibility issues will be considered as part of the planning process and realistic modification or adaptations will be made wherever possible.   
INSURANCE  
· The School is covered by the LA insurance and all visits are covered by the Employer’s Liability and Public Liability insurance.   
FINANCE  
· When arranging a visit, the cost effectiveness and value for money that the activity offers will be part of the planning process.  
· Parents/carers will be asked for contributions towards the cost and School will support with funding, whenever possible.  
· Visits will only be cancelled if the majority of costs cannot be met or supported by school funds.   
· No children will be excluded from visits (other than residential or those outside of school hours) if parents cannot pay. 
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SCHOOL TRIP TEACHER CHECKLIST

	TASK
	DATE/TICK

	INITIAL APPROVAL FORM COMPLETED AND SIGNED BY EVC AND PRINCIPAL
	

	TRIP VENUE BOOKED 
	


	TRIP REQUEST FORM GIVEN TO OFFICE WITH DRAFTED LETTER TO PARENTS
	

	OFFICE - INTEREST COLLATED AND DECISION TO WHETHER THE TRIP GOES AHEAD OR NOT
	GOING AHEAD
/CANCELLED

	CHECK IF ANY VOLUNTEERS NEED DBS CHECK
	


	ALL COMPLETED PAPERWORK GIVEN TO OFFICE 2 DAYS PRIOR TO TRIP
	

	REGISTERS FOR TRIP OBTAINED FROM OFFICE (AT LEAST 1 DAY PRIOR TO TRIP)
	

	PRIOR TO VISIT
	DATE/TICK

	SCHOOL RISK ASSESSMENT COMPLETED
	


	VENUE RISK ASSESSMENT RECEIVED
	


	PLAN OF THE DAY FINALISED
	


	CHILDREN DIVIDED INTO GROUPS
	


	ACCOMPANYING STAFF/ ADULTS BRIEFED
	


	ON DAY OF TRIP
	DATE/TICK

	CHECK ASTHMA REGISTER AND INHALERS READY TO TAKE
	


	PICK UP FIRST AID BOX 
	


	PICK UP ANY LUNCHES
	


	CLASS REGISTER
	


	COMPLETED REGISTER RETURNED TO OFFICE AFTER TRIP
	


	COMPLETE EVALUATION FORM AND RETURN TO EVC/HEAD
	





[image: ]APPENDIX 2
      SCHOOL TRIP / EVENT/ AFTERSCHOOL CLUB REQUEST

	Person making the request
	
	Date
	

	Name of trip/event/ club
	

	Class/es taking part
	
	Proposed date
	

	Venue location
	

	Type of visit
	Low risk
	High risk
	

	Start time
	
	End time
	

	Reason
	Sports competition
	School Trip
	Club

	Other (please state)
	

	Coach required
	If ‘yes’ complete request
	Yes
	No

	Cost, if any
	£ 

	No. of places required
	Children:                                      Adults: 

	Age range
	
	Supervision ratio
	

	Clothing required
	School uniform
	PE Kit
	Own clothes

	Other relevant information
	Water, Packed lunch etc



	Staff Participants (include names)
	

	Special Requirements (Medical needs/ disabilities)
	

	Risk Assessments
	Coach:                                     Activity/ Venue specific:  



Coach/ minibus request:
	Destination (Address & Postcode)
	



	Class/es
	
	Proposed Date
	

	No of participants 

	Children
	
	Adults
	

	Times

	Leave School
	Arrival at venue
	Departure from venue
	Return to school

	
	
	
	

	For Office Use 

	Coach Company
	

	Cost
	£

	Signed
	
	Date
	



Approval:
	Approved by
	EVC:
	Principal:

	Date
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RISK ASSESSMENT FOR BOOKING A SCHOOL TRIP

	RISK AREA:
	
	DATE:
	

	Some Potential Hazards
 in this Risk Area
	Estimated Risk Level
	Some Useful Controls
in this Risk Area
	Action Dated

	
	High
	Med
	Low
	
	

	Too few teachers and parent helpers.
	
	

	

	Adult : Child ratio is (   -  )  (from  school and on coach. (   -   )  once at _______ as with guides)
	




	Pupils unaware of the rules for the visit.

	
	
	
	Teacher to ensure rules understood by all parties.

	

	Inadequate security for pupils.
	
	
	
	Register to be taken frequently esp. on coach & at identified stages.
	

	Lack of first aid kits.
	
	
	
	Ensure first aid kits are taken and fully stocked.
	

	No qualified first aiders.
	
	
	
	TA is qualified first aider.
	

	Lack of medications/inhalers.
	
	
	
	Teacher to ensure relevant medical info is recorded on form & pupils told they must comply.
	

	No emergency contact lists drawn up.
	
	
	
	School Office will have a copy.
	

	No mobile phone for emergencies.
	
	
	
	Teacher to ensure mobile is taken with emergency contact numbers logged.
	

	Loss of personal possessions.
	
	
	
	Children warned about what to take.
	

	Minor accidents.
	
	
	
	Trained first aider and first aid kit taken.
	

	Inadequate insurance.
	
	
	
	Insurance checked.
	

	Reputable coach firm not used.
	
	
	
	Reputable coach firm used.
	

	Standard seat belts not fitted.
	
	
	
	Checks to be made on day.
	

	Fire extinguishers not fitted.
	
	
	
	Checks to be made on day.
	

	First aid kit not in place.
	
	
	
	Checks to be made on day.
	

	Permission slips not received from all pupils’ parents.
	
	
	
	Ensure they have, chase those who have not.
	

	Toilet accidents.
	
	
	
	Children will be toileted before we go and change of clothes/precautions taken for certain children.
	

	Getting on and off coach.
	
	
	
	Children escorted and helped onto coach, teacher remains at bottom of steps. Help will be given for child with specific needs.
	

	Trips and falls walking around locations.
	
	
	
	Children briefed about how to conduct themselves.  Children to walk with teachers (   -   ) (ratio) (with guides if app)
	

	Lost children.
	
	
	
	Children in groups of (   -   ) (ratio) and regular head counts made. ________________ is fully secure from all boundaries.
	

	If one of these hazards is identified in your school, please  tick the level of risk, and indicate the date when any consequent controls were put in place.  For additional hazards and/or control measures, please use the table below.

	Teacher in charge to date when controls have been put in place and return to the Principal.  Teacher in charge to notify Principal of any further risks he/she has identified. Principal to sign when completed

	Employees informed of risk assessment via all of the following means:
	Copy of this RA to all relevant staff for insertion in their RA Handbooks.
Copy of RA on notice boards and wherever else appropriate.

	Employees to report newly-identified hazards via
	Written notification to the Principal.
Important to wash hands before food etc.

	Date of next assessment:
	N/A.

	Assessment frequently:
	N/A.

	Trip venue additional Risk Assessment printed and attached (if applicable):
	
Yes/No (Please circle)


	Offsite Visits Notification Form completed (if applicable)
	Yes/No (Please circle) Only necessary for Residential and High Risk Visits and activities.



[image: ]                                     SCHOOL TRIP / EVENT/ AFTERSCHOOL CLUB 
                                       EVALUATION FORM
	Trip/ Event Title
	

	Date
	

	Class/es
	

	Venue/ Location
	

	Trip Leader
	



Organisation and Planning
	Criteria
	Excellent
	Good
	Satisfactory
	Needs Improvement

	Pre-trip communication (letters/info)
	
	
	
	

	Risk assessment and safety procedures
	
	
	
	

	Pupil preparation
	
	
	
	

	Organisation on the day
	
	
	
	



Educational Value
	Criteria
	Excellent
	Good
	Satisfactory
	Needs Improvement

	Linked well to curriculum
	
	
	
	

	Pupil engagement and interest
	
	
	
	

	Opportunities for learning
	
	
	
	



Pupil Behaviour and Wellbeing
	Criteria
	Excellent
	Good
	Satisfactory
	Needs Improvement

	Behaviour of pupils
	
	
	
	

	Pupil enjoyment
	
	
	
	

	Staff: pupil ratio and supervision
	
	
	
	



Practical Considerations
	Criteria
	Excellent
	Good
	Satisfactory
	Needs Improvement

	Transport
	
	
	
	

	Venue facilities (toilets, lunch etc.)
	
	
	
	

	Accessibility and inclusivity
	
	
	
	




Highlights and Suggestions
	Criteria
	Response

	What went particularly well?
	









	What could be improved next time?
	









	Any other comments
	











	
	Name
	Signature
	Date

	Completed by
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