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Introduction 
The Board of Governors and staff of St. Oliver Plunkett’s Primary School have a strong commitment to the value of learning beyond the statutory curriculum and beyond school premises.
Each year the school arranges a number of educational activities that take place of the school premises and/or out of school hours that support the aims of the school. 
These include, but are limited to:
· Inter school team activities including sports, quizzes and competitions;
· Regular nearby visits e.g. to the local library, the church;
· Days visits for particular year groups;
· Residential visits for Primary 7 pupils.
It is the policy of St Oliver Plunkett’s Primary School to encourage educational visits as part of the experience we provide for our children.  Some trips will be of direct curriculum relevance while others will be more generally educational in social, cultural and recreational ways.
Risk Assessment
The safety of all participants will always be the primary consideration in the planning of educational visits. All trips will be preceded by an assessment of the risks in line with school procedures.
Risk assessment is a careful examination of what could cause harm to pupils, staff or others, together with an identification of the control measures necessary in order to reduce risks to a level which, in the professional judgement of the Principal, is deemed acceptable. 
The risk assessments will include consideration of matters including hazardous activities, fire precautions and fire procedures, pupil supervision and medical needs of pupils.
Preliminary authorisation for each visit will be made by the Principal.
It is important that sufficient time is allocated to the preparation and planning of a visit to ensure its success and safety.
Planning will take the following into consideration:
· The safety of all pupils and staff;
· Where instruction and supervision may in part be exercised by employees of an outdoor pursuits centre or similar establishment, every effort will be made to ascertain the competence and qualifications of such staff and their suitability in terms of vetting procedures.
Initial Planning and Approval:
All trips out of school must be correctly recorded and parental permission obtained where necessary.  The Principal must give his approval in principle before any visit is planned.
Planning of Trips:
Teachers must cost out trips to ensure that each trip is self-funding.  
The trip should be entered in the office diary.
On the day of the visit, the teacher in charge should:
· ensure that the first aid kit is taken (this should be checked in advance with reference to the first aid policy);
· take asthmatic inhalers and epipens as necessary;
· brief supervising adults;
· ensure the school mobile phone is working and that it is switched on for the duration of the visit;
· count the number of pupils regularly.
Supervision of Educational Visits:
Pupils must be supervised throughout all educational visits.  It is the responsibility of the teacher in charge to ensure adequate supervision for the trip.  The number of supervisors required will depend on the nature of the trip plus the numbers, ages, competence, maturity and behaviour of the pupils.
The following table may be used as guide only.  Suggested minimum adult supervision levels:
Age:


P1-3

1:10


P4-7

1:15
Pupils with Special Educational Needs and Medical Needs:
Every effort will be made to include pupils with special education needs and/or medical needs in educational visits, whilst maintaining the safety of everyone in the group.  Special attention should be given to appropriate supervision levels and additional measures required will be addressed at the planning stage through the risk assessment process.
Information to and from parents/carers:
Parents/carers will be kept fully informed in writing about any educational visit well in advance.
Written information should include safety arrangements including the following:
· parents/carers should inform the school of any special dietary requirements/food allergies;
· travel arrangements including time of return (if applicable).
· activities in which pupils will be allowed to participate;
· requests to parents to confirm any medical requirements/allergies;
· names of teachers, staff members and volunteers accompanying the party;
· advice on clothing equipment and spending money (if applicable).
· details of the standard of behaviour required from children.
Staff Responsibilities
It is the responsibility of the teacher in charge to inform all staff and volunteer helpers of all the details and arrangements pertaining to the educational visit.
Staff should always take the school mobile phone on any educational visit.  
Standards of Behaviour:
The high standards of behaviour that we expect in school apply on educational visits and are there to ensure the safety of all the children.
Pupils and staff should be briefed on standards of behaviour. This will include, amongst other things:
· the expectation of good manners;
· school rules apply;
· a dress code for the trip;
· the need to remain seated on coaches and wearing seatbelts.
Equipment:
Staff should ensure that pupils know precisely what equipment/food they need to bring.  Sun protection, head gear and sensible clothing as well as sufficient drinking water will be essential for many trips taking place in the open in the summer term.  
Emergency Procedures:
Part of the risk assessment for the visit must include details on how to contact the school in the case of an emergency.
Emergency Contact:
The teacher in charge should ensure that the home/contact telephone number of the Principal/Vice Principal is available.
The Principal should be provided with the names and contact details of all staff and pupils involved on the trip.
Serious Injury/Incident:
In the case of injury or accident the teacher in charge should:
· establish the name/names of the injured party/parties;
· call whichever emergency services are required;
· ensure that all members of the party are accounted for and safe;
· advise other supervisors of the nature of the accident and the fact that emergency procedures are in place;
· an adult from the party should accompany the casualty to hospital where necessary;
· ensure that the remainder of the party are adequately supervised throughout;
· inform the  school as soon as possible to advise  that an injury/incident has occurred;
· commit to writing the full details of the incident into the school Accident Book as soon as it is practical to do so including:
1. name;
2. nature date and time of incident;
3. location of incident;
4. details of injuries;
5. details of emergency services who attended;
6. action taken.
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