23/04/2010

ST ANDREW'S C.E. PRIMARY SCHOOL, YETMINSTER

SCHOOL VISITS AND EXPEDITIONS POLICY

1. All staff should be familiar with the guidelines of the Dorset Education Authority set out in Schools Memorandum Primary 27/Secondary 22 and the booklet 'A Teachers Guide to Organising a Day Out of Doors'.

2. The educational purpose of the visit should be clearly defined.

3. Planning should include:

a)  Care in the choice of venue

b) Familiarity of choice of location, where possible a preliminary visit by  organising teacher

      c) Anticipation of possible hazards

d)  Appropriate pupil/teacher/adult ratio as set out in guidelines

e)  Timing (a) of journey to and from location and (b) of duration and    

     destination

f)   Appropriate transport

g)  Preparation of first aid kit which must always be carried

h)  Due regard to normal school timetable e.g. music tuition

i)  Spending money amount if any to be decided

j)  Tick sheet to be completed and given to appropriate governor for          

     transport policy for checking (in this case Angela Hole) before trip 

     for any comments.

4. Pupil preparation should include:

a) the purpose of the visit

b) A clear understanding of the behaviour expected of them on the journey destination listening to and obeying any instructions any adult gives them.

5. Preparation for accompanying adults

a) Briefing meeting brochure if available

b) List of children in their group for whom they have responsibility

c) Information regarding movement of their group

d) If walking on roads, adult to walk on outside at rear of their group

e) Sweets, ice creams, treats etc. to be decided at the discretion of the teacher

6. Information for parent

a) Letter stating date/time purpose/cost and methods of payment

b) Name and telephone number for contact in case of an emergency (school number for visits during normal school times)

c) Outline of any potential hazards and steps taken to minimise them

d) Accompanying staff and adults

e) Other requirements e.g. packed lunch/snack/drink in suitable bag e.g. backpack as children have to carry their own bags

f) Suitable clothing to be worn

g) Money in marked purse

7. Insurance.  It is our policy to insure individual pupils and adults on all day and residential visits.

8. To be taken on all visits

a) List of all children and adults with telephone numbers of contact in case emergency, placed where it can be easily found.

b) All children and adults to wear identification bracelets at all times (plastic ones for residential trips)

9. Relevant information to be recorded for future visits.
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