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Outings Policy

Local outings

Local outings include visits to Arnos Cemetery, School Road Park and Hillcrest Primary School playground which do NOT involve walking by a main road. The following guidelines are followed where appropriate;  

· Written permission must be obtained from all parents/carers prior to the outing unless parents/carers are attending. This is recorded on the Child Information Forms, kept in the red cupboard.

· staffing ratios must be maintained. Minimum of 1:5. 

· All staff and regular volunteers will be police checked.

· Staff will not be left alone with any children, if this can be avoided. Volunteers will never be left alone whilst on a trip.

· A first aider must be present and a suitable first aid kit and book must be taken. Any medication needed, eg. inhalers, must be labelled and taken.  The staff should have specific guidelines on their administration and use.


· The team leader will take an accurate register of the day’s children and staff on all trips.  This will include emergency contact information for parents and committee members as well as medical and other relevant information for individual children.

· Staff and children to wear high visibility jackets during the outing.

· The children must be counted by 2 members of staff before setting off and counting must be ongoing at regular intervals throughout the outing. If the group is broken up into sub-groups a designated person in charge must be assigned and that person is responsible for counting the children at regular intervals.

· 2 members of staff must count the children on return to the pre-school.

· In the event of a child being lost, the missing child procedure will be followed.

· The team leader will carry the mobile phone, fully charged, at all times.  Phone reception at the trip venue should be checked beforehand wherever possible.

· Staff will bring ‘sick bags’, plastic bags, tissues, wet wipes and water on trips.

· Staff may need to take spare children’s clothes, towels or other specific items – depending on the nature of the trip.




Other outings

Any outing which involves using public transport and/or walking next to main roads.

· We will ensure that there is Evidence that a written risk assessment for each type of trip has been undertaken before leaving. This will include the nature of the venue, activities and transport. 

· Staffing ratios must be maintained. Minimum of  1:3 or 1:2 (dependant on Risk Assessment) 

· Prior to the outing, a notice will be put up informing parents/carers of when and where we are going, the Pre-school mobile phone number and an emergency “home” based phone number, (Administrators or Committee member).

· All staff and regular volunteers will be police checked.

· Staff and volunteers will not be left alone with any children, if this can be avoided. Volunteers will never be left alone whilst on a trip.

· A first aider must be present and a suitable first aid box and book must be taken. Medication on an outing will be carried by a member of staff. The accessibility of medication, particularly for use in an emergency, will be considered.  A copy of the Medical Consent and Administration Form, and Medication Care Plan as appropriate, will be taken. 

· Copies of parent/carers contact numbers; allergies, dietary requirements etc. must also be taken. 

· Staff and children to wear high visibility jackets during the outing.

· The children must be counted by 2 members of staff before setting off (on the coach if used) and counting must be ongoing at regular intervals throughout the outing. If the group is broken up into sub-groups a designated person in charge must be assigned and that person is responsible for counting the children at regular intervals.

· 2 members of staff must count the children on return to the pre-school.

· A label must be attached to all children showing the name of the preschool and telephone number of preschool. Additionally it should also show the mobile telephone number of one of the staff members on the outing. This label must be displayed on the child in a manner, which is visible and is not easily removed by the child. 

· Toilet facilities must be provided for the children at regular intervals. 

· Food and drinks must be provided and additional drinks should be offered if the weather is warm or if energetic exercise is part of the day. 

· Meeting points must be pre-designated and times arranged when all the party should assemble. These must be strictly adhered to. 

· Transport must be fully insured; drivers' details satisfactory and all seats must have safety harnesses or equivalent. The maximum seat capacity of the vehicle must not be exceeded. 

· A bag of spare clothing must be taken. 

· [bookmark: _GoBack]In the event of a child being inappropriately approached by a stranger the staff will inform all other staff immediately and move children away from situation at once making sure all children are together. The leader will inform site security at once if possible, complete an incident form on return to the setting and inform parents.

· In the event of a child being lost, the missing child procedure will be followed.

At the conclusion of each outing the member of staff in charge of the outing will complete a review of the outing, noting the following: 

· Any particular problems with transport (e.g. coach arriving late, no seat belts etc). 

· Any particular problems with the venue (e.g. nowhere to shelter during rain). 

· Any particular problems with specific children (illness, distress, etc). 

· Educational benefits of the visit. 

· Comments from parents. 

· Recommendations for future visits. 

This is usually done verbally at the next Management Committee meeting or Staff Liaison meeting. 
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