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 Outings Policy 

Cranbrook Children’s Centres

Model Outings Policy
Policy Context: 
Outings provide an opportunity for children and adults to get to know their local environment and to share in active learning experiences which can enhance many areas of children’s learning. Cranbrook Children’s Centre is committed to working with parents/carers to ensure that these outings are conducted in a safe and co-ordinated manner and that appropriate supervision is in place at all times.
This policy is linked to our centre policies on Behaviour, First Aid, Partnership with Parents/Carers, and Equality and Diversity.

Aim:
The aim of this policy is to ensure the well-being and safety of staff and service users during an outing with Cranbrook Children’s Centre. 

Protocols to be followed when organising an outing:

1.  Consent Forms

· Parents/carers will be given details about the proposed trip in advance, together with any equipment / clothing needed for the trip (e.g. wellies, packed lunch etc) and proposed transport arrangements.  This information can be provided in a variety of forms – by letter, on a notice board, verbally when parents/carers are at the centre, or via a telephone call to ensure equality of opportunity. 
· In the majority of cases, parents/carers will accompany their child on outings and will therefore be responsible for their child for the duration of the outing.  When a parent/carer is not able to attend themselves, but would still like their child to be involved in the visit, they will need to be given a written copy of the details about the trip, and give their written consent for the child to attend.  This will include a medical consent for the child to receive any emergency treatment considered necessary by medical authorities (such as anaesthetic or blood transfusion), and emergency contact details.  If medical consent is not given for an outing, the centre can seek advice from KCC’s Outdoor Education Unit (01580 715854).  A sample consent form is attached at Appendix 1. 
·  If there are any difficulties for the family in reading or understanding the consent form, support should be given by centre staff as far as possible (e.g. reading the form aloud).
· Where possible, the centre should be aware of any medical conditions affecting the children attending the visit.  This will be essential information if the child’s parent/carer will not be present on the trip.
2.  Risk Assessments and Planning
A risk assessment must be carried out before any outing takes place and before the outing is promoted to parents/carers and children.  This should be conducted and recorded by the person who will take lead responsibility on the outing, with a countersignature from the Centre Manager.  For sample risk assessment forms, please visit: www.kenttrustweb.org.uk/Policy/outdoor_generic_risk.cfm 
The risk assessment needs to consider:

· What are the hazards?
· Who might be affected by them?
· What safety measures need to be in place to reduce risks to an acceptable level?
· Can the group leader put the safety measures in place?
· What steps will be taken in an emergency?
The following points should be taken into account in the risk assessment:
· the type of visit/activity and the level at which it is being undertaken.  For any activities involving water (e.g. trip to the beach), centres should seek advice from KCC’s Outdoor Education unit on (01580) 715854.  
· safe walking routes for children

· transport arrangements (see note below)

· the competence, experience and qualifications of staff supervising;
· maintaining appropriate ratios of staff and parents/carers to children dependent on the age of the children and nature of the activity;
· the age of the children involved and the suitability of the activity;
· the special educational or medical needs of pupils;
· the quality and suitability of any equipment involved;
· seasonal conditions, weather and timing;
· emergency procedures and first aid provision;
· how to cope if a child becomes unable or unwilling to continue;
· the need to monitor the risks throughout the visit.
· Evacuation procedures will be set by the outing destination – this information should be gathered as part of the risk assessment.
Other considerations (not part of the risk assessment) to remember when planning the visit should include: 

· Whether there is adequate privacy available for toileting and any administration of medication.

· Safe space for children to eat / packed lunch area 
· One staff member will be designated as the visit leader. Clear roles and responsibilities should be set out for all adults involved in the visit, including the visit leader, supporting staff, and parents/carers taking part.

· A visit to the outing destination will take place prior to the outing to assess any potential risks by a competent person.  In addition to the pre-visit, the outing leader should continually assess risks as they emerge on the day.

Roles and Responsibilities:
The outing leader (a designated member of centre staff) will:

· Take a register of adults and children on the outing before departing for the outing and before the return to the centre, with as many headcounts in between as are deemed necessary.

· Ensure that an appropriate ratio of adult: child supervision is maintained throughout the trip, in agreement with the Centre Manager.
· Take with them a written copy of parents/carers’ contact details for unaccompanied children and emergency contact details of staff
· Carry a charged work mobile with them in case of an emergency.  The outing leader should contact the centre in the first instance, or the Local Children’s Services Partnership Manager.
· Ensure that a qualified first aider (with relevant paediatric training) is present during each outing.  Parents /carers should be informed of who this is prior to departing.  The first aider is responsible for taking the First Aid Kit with them on the trip.

· Take the lead in the event of an emergency, calling emergency services where necessary, putting in place planned emergency procedures, and making contact with the centre to alert them to what has happened.

· Ensure that safety measures are followed when using buses / coaches (see above).

· The ‘Handbook for Group Leaders’ (2002) is highly recommended reading.  It can be viewed online at: publications.teachernet.gov.uk/default.aspx?PageFunction=productdetails&PageMode=publications&ProductId=DFES-0566-2002& 

Supporting staff will:

· Maintain vigilance over children and parents/carers to ensure their well-being and safety, during the journey to and from the centre and throughout the visit.
· Ensure that children where appropriate (e.g. roads or near water) hold hands with an adult whilst walking.  If the group splits up, ensure that systems for staying place are in place.
· Maintain appropriate staffing ratios to supervise children throughout the visit

· Support the outing leader in taking head counts 

Parents/carers attending the trip with their children should be informed that:

· When parents/carers attend a trip with their child they are responsible for their own children and any looked after children.  There can be a maximum of two adults per family.  This includes supervising their children when getting on and off transport.  If they require any assistance they are to inform a member of staff beforehand.  This will be clearly explained before departing for the outing destination.
· Parents/carers attending the trip should be briefed at the start about the proposed arrangements for the trip, acceptable behaviour etc.  

Bus / Coach travel:

The outing leader will:

· Ensure that any coaches / minibuses are hired from reputable companies and that they are fitted with sufficient numbers of safety restraints appropriate to the children carried.

· Ensure the maximum seating is not exceeded.
· Any children taking part in a visit without their parent/carer present should always be under direct supervision of a staff member.
· No child will be left in a bus unattended.
· Staff members need to be placed where possible throughout the vehicle to ensure supervision, with at least one member of staff at the front and the middle seats at the back of the bus. Staff and parents/carers should not leave their seats when the vehicle is moving.

· Care will be taken when getting in or out of a bus (this should be included in the risk assessment). Where possible the bus will park away from busy roads and children will enter and exit on the pavement side.
· Ensure seat belts are fastened where available.   Children should not travel on adults’ laps under any circumstances.

Arrangements for complaint

These are defined in the Children’s Centres Complaints Policy.
Arrangements for Review:

This draft model policy has been written in consultation with a group of Children’s Centre Managers and was released on 01/04/2010.
To submit your comments about this policy, please use our feedback form at: www.clusterweb.org.uk/chc/chc_documents.cfm.
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APPENDIX 1: SAMPLE CONSENT FORM FOR A CHILDREN’S CENTRE VISIT 
This form should be used if any child is taking part in a visit without their parent/carer.  
Child’s Name:

_____________________________
Parent / Carer’s Name:
_____________________________
Parent / Carer’s Address:
Parent/Carer’s contact number:
(Home):

(Work):

(Mobile):

Alternative Emergency contact (if we are unable to contact you)

Name of emergency contact:

Telephone number:
1.  Consent for my child to participate in XXX Children’s Centre visit to:

___________________________________________________________
On: ____________ (Date)

From: ___________(Time)

I agree to ______________  taking part in this visit and have read the information sheet.

2.   Medical information about your child
a. Does your child have any medical conditions requiring medical treatment, and/or medication? 
YES/NO
If YES, please give brief details: _____________________________
b. Please give the name and contact details of your child’s GP:

________________________________________________________

c. Does your child have any known allergies?
YES / NO

If YES, please give brief details:
DEL

3. Declaration

I agree to my son/daughter receiving medication as instructed and any emergency dental, medical or surgical treatment, including anaesthetic or blood transfusion, as considered necessary by the medical authorities present. I understand the extent and limitations of the insurance cover provided.
Signed: ___________________



Date: _______________
Full name (capitals): ______________________________
THIS FORM OR A COPY MUST BE TAKEN BY THE GROUP LEADER ON THE VISIT. A COPY SHOULD BE RETAINED BY THE CENTRE
[image: image2.jpg]Kent:2
County S 4
Council )




[image: image3.jpg]Kent
Children’s
Trust

Where every child matters





