PUDDLETOWN FIRST SCHOOL
Health and Safety Policy for Visit and Off-site Activities

We see all staff, learners and potential learners, and their parents and carers, as of equal value:

· whether or not they are disabled,

· whatever their ethnicity, culture, religious affiliation, national origin or national status,

· whatever their gender or gender identity,

· whatever their sexual identity.

Introduction

Every pupil at Puddletown First School has an entitlement to a wide range of educational experiences. As part of this entitlement the Staff and Governing Body recognise the significant educational value of visits and activities which take place away from the school and out in the real world.

Programmes of work which include visits and off-site activities:

· Support, enrich and extend the curriculum in many subject areas,

· Encourage learning,

· Encourage the development of co-operation, team work and problem solving skills,

· Help develop independence and self-confidence.

The management of visits and off-site activities involves particular responsibilities for the health, safety and welfare of all participants, whether they be pupils and their parents, members of staff or volunteers. The school also has responsibilities to other members of the public and to third parties. This policy on visits and off-site activities should both stand-alone and complement the wider school Health and Safety Policy.

Dorset County Council, as employer, provides a framework of guidance within which the school operates. This is summarised within the document.

“Safety Guidelines for Dorset Schools and Youth Organisations Providing their own Outdoor Education”. May 1997

As part of their management of visits and off-site activities The Governing Body of Puddletown First School endorses the use of the above document.

The Department of Education and Employment provides similar guidance to LA’s and schools, contained within the following document:

“Health and Safety of pupils on Educational Visits”. DfEE 1998

Policy and Practice within Puddletown First School will be based on accepted good practice outlined within the above documents, copies of which are held centrally in the school office and should be referenced to the Educational Visits and Activities Policy
Scope of the policy

This policy covers all off-site visits and activities organised through the school and for which the Headteacher and Governing Body carry responsibility.

Implementation

This policy is based on the Health and Safety at Work Act (1974). The management of Health and Safety at Work Regulations (1922), DfEE guidance and other relevant statutory requirements and common law principles.

The role of the LA
The LA will:

· Provide written guidelines for governors, headteachers, including advice on risk assessment.

· Provide access to named staff for advice.

· Maintain appropriate third party insurance cover for LA schools.

· Have in place procedures to help schools monitor and review safety.

The Role of the Governing Body

The Governors will:

· Produce and review the schools health and safety policy for visits and off-site activities.

The Role of the Headteacher

The Headteacher will:

· Inform all members of staff of the school policy and current procedures on visits and off-site activities.

· Ensure all visits and off-site activities have appropriate and stated educational objectives.

· Ensure all visits and off-site activities are supported by suitable risk assessments and that adequate controls have been identified.

· Seek to ensure all visits and activities comply with the school health and safety policy, LA guidance and recognised good practice.

· Ensure the school holds emergency contact numbers for all parent helpers.

The Role of the Group Leader

The Group Leader will:

· Have overall responsibility for the supervision and conduct of the visit or off-site activity.

· Take account of the planning checklist for visits and off-site activities including completing relevant risk assessments.

· Ensure parents have been given sufficient information and that they have returned signed consent forms.

· Identify any specific factors which need to be made known to staff and accompanying adults especially pupil collection and dispersal procedures.

· Make appropriate First Aid provision.

· Ensure additional staff and volunteers have completed all necessary police checks.

· Make it clear to pupils that they must not take unnecessary risks, must follow all instructions and act responsibly.

· Ensure that the school’s child protection policies are fully enabled during the trip.

· Take regular head counts.

· Ensure the wearing of seat belts.

· Be aware of the medical needs of all pupils in the group.


The Role of Additional Staff and Volunteers

Additional Staff and Volunteers will:

· Fully participate in the programme of activities which has been arranged for them in order to support the pupils and group.

· Take all reasonable steps to ensure the health, safety and welfare of themselves and all group members.

· Follow agreed procedures and practice and the instructions of the group leader.

· Report to the group leader any incident which may compromise the health, safety and welfare of group members.

· Provide emergency contact numbers.


Risk Assessment

This policy for visits and Off-site Activities is based on a risk assessment approach.  Teaching staff should consider risks arising from:

· Working with pupils, both as a class and as a group.

· The environment.

· The activity.

Risk assessments must be reviewed and amended as necessary in the light of previous experience and the circumstances that pertain to each particular trip.

The management of health, safety and welfare for each visit is the responsibility of the class teacher.

Staff : Student Ratios

In normal circumstances at least one teacher should accompany every class and the adult : pupil ratio should be in line with LA guidance.  For smaller groups a minimum of two adults must be present, one of whom must be an employee of the school in normal circumstances this should be a teacher.

All exceptions to the above must be discussed and agreed with the Headteacher.

Transport

The class teacher must give careful thought to planning transport.  LA and school transport policies must be followed.

The Headteacher is responsible for ensuring that coaches and minibuses hired are from a reputable company which is listed.  They must ensure that seat belts are available for pupils.

Emergency Procedures

In the event of a serious accident or emergency the Group Leader should follow the procedure outlined below:

· Make an assessment of the situation.

· Safeguard the group.

· Attend to the casualty and alert the emergency services.

· If necessary send a parent or helper with ambulance.

· Contact Headteacher.

· Provide support to group members including other adults.

· Complete an accident report.

· Contact parent at Casualty.


The Headteacher will liaise with parents, Dorset County Council, the media and the Governing Body.  Staff should not discuss details with others including parents or the media.

Accident Report

All accidents and incidents will be reported as described in the school health and safety policy.

For all accidents and incidents requiring hospitalisation a verbal report should be made to the Headteacher at the earliest opportunity and a Dorset County Council accident report form should be completed.  Copies of the form are held in the school office.  Parents should be contacted at earliest opportunity.

For accidents and incidents not requiring hospitalisation, but requiring attention and treatment locally, complete the accident report book.  Ensure the casualty is monitored and inform parents where appropriate.

Report close calls not involving actual injury to the Headteacher so that steps may be taken to minimise the likelihood of a future accident.


Monitoring and Review Arrangements

The Governors will review this policy:

· At such times as there are significant changes to Dorset County Council guidance on Visits and Off-site Activities.

· Significant issues should be brought to the attention of the Governors through the report of the Headteacher.

Planning Checklist for Visits and Off-Site Activities

For any visit and off-site activity the Group Leader’s responsibility is:

To:
Pupils


Parents and guardians


Members of staff, volunteers, third parties and the general public

Through:
The Headteacher



The Governing Body



The Local Education Authority

For:

The health, safety and welfare of group members

Checklist

1. Group Leader
Is there a clearly identified group leader familiar with the school policy statement on visits and off-site activities?


2. Purpose

Have the educational objectives of the visit or off-site activity been identified, discussed with any other provider and are they appropriate to the age, experience and ability of the group?


3. Risk Assessment
Has a risk assessment been carried out, related to the proposed visit or activity?  Has the risk assessment been reviewed and updated in the light of the circumstances of the trip?

4. Location
Is the location for the visit or off-site activity and any specific venue appropriate to the age, experience and ability of the group?

5. Staff
Are the members of staff leading activities suitably qualified, competent and experienced for the activities proposed?  Will the group be working with recommended staff : student ratios for the activities, bearing in mind pupils requiring additional support?

6. Choice of Venue
Has the group leader made a preliminary visit to the site or centre to check arrangements? (e.g. travel time, access and permission arrangements, facilities and equipment, leisure or recreational facilities, staff support, health, safety and welfare issues, shelter, toilets, costs, accommodation, contingency arrangements, references from previous users?)  If not, what action has been taken to ensure the group leader is aware of potential hazards and opportunities?

7. Parental/Guardian Consent
Has the consent of parents/guardians and appropriate pupil information been obtained for the visit and for the activities which are planned, where appropriate?

8. The Programme
Do the pupils and staff have the appropriate dress and equipment necessary for the activities proposed and allowing for a range of weather conditions?  Is there an alternative programme available in the event of poor weather?

9. First Aid and Dietary Issues
Is a first aid kit available?  
Is one person designated as the appointed person for first aid arrangements?
Are you aware of dietary and medical needs of all participants?
Have you considered food safety and hygiene requirements?
Has all medication (i.e. Ventolin) been given to appropriate helpers?

10. Briefing for Pupils and Staff
Will pupils and staff and properly briefed on the activities they will undertake during the visit:
· Objective of the activity
· Personal clothing and equipment
· Group conduct
· Relevant to prior and future work

11. Emergency Procedures

Has a list of contact names and numbers been left with the Headteacher and Secretary in school?  

Do you know where accidents and incidents should be reported the additional requirements for serious accidents/incidents requiring hospital treatment?

12. Follow Up

Recommendations regarding health, safety and welfare should be notified to the Headteacher and Governors.


Date of adoption by Governing Body:

Date of review:

