MAIDWELL HALL
HEALTH AND SAFETY 

TRIPS & ACTIVITIES AWAY FROM SCHOOL
1) Aim
The aim of this policy is to define arrangements for trips and activities away from the school conducted in term time or in holiday time if under the jurisdiction of the school. The safety of the pupils is paramount and this policy must be applied in conjunction with the School’s other policies concerning the safeguarding and health and safety of pupils. These trips and activities might include the following:

· Sports Fixtures

· Outward Bound

· French Trip

· Leavers’ Trips

· Sunday Outings

· Theatre Trips

· Cultural Visits

· Field Trips
2) Responsibility
The staffing of away trips must be agreed well in advance according to the staff duties programme drawn up by the Deputy Head or Assistant Head in the case of away matches. These arrangements must be authorised by the Headmaster. The trip organiser will have ultimate responsibility for the trip and for all aspects of its organisation according to school policy. The trip organiser shall be responsible for ensuring the excellent behaviour of all pupils during the trip.
3) Planning Trips and Activities Away From School
The trip organiser must conduct a risk assessment for the trip. This may involve requesting a risk assessment from the destination site for the activities to be conducted. It may require an on-site visit as part of the planning for the trip. Away matches do not require separate risk assessments as there is a school standard risk assessment which can be applied on each occasion. Outward bound risk assessments are to be conducted by the master in charge of outward bound according to the agreed pro-forma. First Aid assessments must be conducted as part of the planning of the trip. Special medical and dietary details must be documented as part of the planning process in liaison with the Head Matron. Transport arrangements shall be agreed well in advance of the school trip in liaison with the School Office and the Headmaster. School minibuses may only be driven by those authorised by the Headmaster who have passed their school minibus test or the national qualification. It is the responsibility of the Headmaster to confirm that school insurance is in place for away trips and activities. Third party activity organisers should confirm the existence of appropriate indemnity insurance. 
4) Foreign Visits
The planning of foreign trips shall follow the same procedures as for domestic trips but with additional checks to be made. Passport checks must be made including visa checks for foreign pupils. A travel company shall be employed to help organise these trips and travel insurance shall be taken out to cover health and other risks. 
5) Parent Volunteers
In special circumstances parents are permitted to be in charge of away trips, but parents of boys involved with these trips must give written permission prior to attendance. On such occasions there will be a designated member of staff who becomes the trip organiser and who must liaise with the parent volunteers to carry out all the away trip requirements. It is essential that parent volunteers are familiar with school policy for away trips and strictly adhere to it. The trip sanction form shall be completed by the trip organiser and the lead parent volunteer shall take full responsibility for the trip once it has left the school.  The lead parent volunteer must also sign the trip sanction form and the risk assessment. Parent volunteers may help with away trips and activities but if there is a member of staff in charge then the above restrictions do not apply. If the away trip and activity involves an overnight stay in the same accommodation as children then this enhanced CRB checks must be completed in advance. 
6) Supervision and Ratios
Staff-pupil ratios will be at the discretion of the Headmaster. For away matches one member of staff per minibus will be sufficient (all safety issues under these circumstances are covered by the school’s health & safety procedures). For outward bound trips a minimum of two members of staff or parent volunteers are required. For coach trips the guideline is one member of staff per 10 pupils. When a minibus is to be driven for more than 2 hours without a break there should be two available drivers.
During away trips pupils must not be involved in any activities without appropriate staff supervision. It is imperative that supervision of activities is conducted by adults with the appropriate level of training, and where ‘at risk’ activities are involved this must include professionally certificated training for that type of activity. Where parent volunteers are involved no pupil may be supervised by a parent on a one-to-one basis unless by his own parent. No parent volunteer may accompany a pupil on a one-to-one basis at any time unless this is his or her own son. The same shall apply to all parents attending away trips. 

7) Pupil Selection and Parental Permission
Pupil selection for away trips must be made at the latest by the day preceding departure according to school policy. The Headmaster must authorise the list of pupils. Parental permission may be required according to school policy (where away trip activities involve overnight stays written parental permission must be given in advance). Where parental permission is required a letter shall be sent to parents at least one month in advance of the trip explaining all the details and seeking written permission for participation. Pupils involved in away trips must be notified of their inclusion at least 24 hours in advance. Late substitutions for teams will be the exception to these arrangements, in which cases as much notice as possible must be given. 
8) Pupil Briefing
Pupils will be briefed in advance of away trips. The school away trip check list shall be used for these briefings. A full health and safety and risk assessment briefing must be provided as appropriate for each type of away trip. Special medical arrangements must have been made via the matron’s department. Pupils will be made aware of emergency procedures during the way trip. 
9) Permission
All away trips must be sanctioned by the Headmaster before they are permitted to depart. The school trip sanction form must be completed for each away trip 24 hours in advance of departure. Once authorised it will be signed by the Headmaster and returned to the trip organiser with a copy placed in the trip sanction folder in the office. Parents must give written permission for their sons to be involved in trips run by parent volunteers or when any ‘at risk’ activities are involved or where an overnight stay is involved. Parents must have completed the School’s Medical Form and to have signed the consent form for emergency medical treatment if they cannot be contacted.

[image: image1.emf]MAIDWELL HALL   TRIP SANCTION FORM   (Please complete and return to the Headmaster for approval before any trip may depart the school)     Trip Organiser:       Nature/Description of trip:       Form group/s attending:   (Please supply a full list of children attending o n a separate sheet and attach overleaf)   Date(s) of trip:                            Departure Time:    Return Time:     Contact numbers at Maidwell:       Switchboard: 01604 686234       Headmaster (Wing): 686357                                                                       Matron: 686274                           Housemaster: 686641     Other adults accompanying the trip:       Mandatory risk assessments conducted:  YES  /  NO   (Attach Risk Assessment sheets)   Address and telephone numbers of destination:         Other  contact numbers (mobile phones included):         Transport arrangements:     Transport bookings have been made:   YES  /  NO       Lessons being missed by staff and pupils (specify below)   Pupils’ Lessons:  1   2   3   4   5   6   7   8                                                      (circle as appropriate)  Staff Lessons requiring cover:     Catering arrangements (missing meals / packed meals required etc):         Parents’ consent form (where appropriate):  YES  /  NO        Trip Organiser’s signature: …………………………………………Dat e:……………….     Headmaster’s signature: …………………………………………….Date:……………….       No School Trips may occur without this Trip Sanction Form being completed and signed off   and without appropriate risk assessments having been conducted and approved.   This sanction form wi ll be filed in the office following authorisation. A copy must be taken by the trip organizer.  


_1323853632.doc
MAIDWELL HALL


TRIP SANCTION FORM


(Please complete and return to the Headmaster for approval before any trip may depart the school)


		Trip Organiser:







		Nature/Description of trip:






		Form group/s attending:


(Please supply a full list of children attending on a separate sheet and attach overleaf)



		Date(s) of trip:                        




		Departure Time:




		Return Time:






		Contact numbers at Maidwell:     Switchboard: 01604 686234       Headmaster (Wing): 686357  


                                                                Matron: 686274                          Housemaster: 686641






		Other adults accompanying the trip:






		Mandatory risk assessments conducted:  YES  /  NO


(Attach Risk Assessment sheets)



		Address and telephone numbers of destination:






		Other contact numbers (mobile phones included):






		Transport arrangements:


Transport bookings have been made:   YES  /  NO







		Lessons being missed by staff and pupils (specify below)



		Pupils’ Lessons:  1   2   3   4   5   6   7   8              


                                    (circle as appropriate)

		Staff Lessons requiring cover:






		Catering arrangements (missing meals / packed meals required etc):






		Parents’ consent form (where appropriate):  YES  /  NO 






		Trip Organiser’s signature: …………………………………………Date:……………….


Headmaster’s signature: …………………………………………….Date:……………….








No School Trips may occur without this Trip Sanction Form being completed and signed off


and without appropriate risk assessments having been conducted and approved.


This sanction form will be filed in the office following authorisation. A copy must be taken by the trip organizer.



