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Trips and Expeditions Policy
As part of the school’s commitment to an all-round education, a large number of visits are organised each year for all pupils. These range from short, one-day trips for a whole class to a local site of interest, or evenings out to plays or concerts, to language exchanges, overseas visits and sports tours which take place during holiday time. 

1. General principles:

· The permission of parents will be sought for any trip which takes their child out of school.
· No child will be permitted to go on any trip without written parental consent.

· Only trips which contribute to the curriculum will normally take place during school time. Other trips must take place at weekends or during holidays.

· The safety and welfare of staff, adult supervisors and pupils will be of paramount concern on all trips.
2. Responsibilities:

The Headmaster has overall responsibility for all education away from school premises and his permission is required for all trips and expeditions. 
The Assistant Head is responsible for ensuring that:

· correct planning procedures are followed; 
· appropriate risk assessments are completed and any control measures put in place;

· the Group Leader is competent to lead the planned trip;
· supervision levels are appropriate to the planned activities;
· child protection measures are in place.

The Director of Activities is responsible for ensuring that:

· trips are planned sufficiently in advance and entered into the school calendar;
· group leaders have completed all necessary paperwork.

The Director of Activities also co-ordinates trips to prevent clashes (as far as possible), and provides general advice to group leaders.

Group leaders are required to ensure that:

· their planning follows the procedure published in the staff handbook;
· parental consent has been given for all pupils, including disclosure of medical requirements;
· parents receive all relevant information (see staff handbook for a full list);

· appropriate risk assessments are completed and any control measures put in place;
· pupils’ special needs and medical requirements are cascaded down to other teachers and adult supervisors;
· any adults accompanying residential trips have been CRB checked;
· he/she carries a mobile telephone throughout their time on the school trip and the number is known to the school and other designated staff (including those on the trip);

· risks are reassessed during the trip in the light of events or situations on the ground, including stopping the visit or the activity if they think the risk to the health or safety of the pupils in their charge is unacceptable;
· pupils are supervised throughout the trip in accordance with agreed itinerary;

· school rules (or an agreed code of conduct) are followed.

Teachers and other adult supervisors are required to:

· follow the instructions of the Group Leader and help with control and discipline;
· do their best to ensure the health and safety of everyone in the group;
· notify the Group Leader if concerned about the health or safety of pupils at any time during the visit;
· in the absence of the Group Leader, consider stopping the visit or the activity if they think the risk to the health or safety of the pupils in their charge is unacceptable.

Parents are expected to:
· provide to Group Leaders all relevant information (including medical information) which may be needed to protect the welfare of their child(ren);
· provide accurate contact details to Group Leaders, in case of emergency;

· ensure that their child is provided with all necessary clothing, documentation (e.g. passports or visas) and medication that may be needed for the trip.

Pupils are expected to:

· follow the instructions of the Group Leader and other teachers or adult supervisors;

· comply with school rules or a published Code of Conduct throughout the trip;

· do their best to ensure the health and safety of everyone in the group.

3. Residential trips
Accommodation on residential trips may be either in group accommodation (e.g. hotels, youth hostels) or staying with host families. 

a) Hotels, hostels etc. These will be as recommended and checked by approved Tour Operators, or will be checked in advance by staff. 

b) Host families. Host families will, whenever possible, be checked by the appropriate agency. Pupils will usually stay with families in pairs, and must be able to contact the Group Leader in an emergency. Group Leaders will be authorised to move pupils into hotels or other accommodation if they are concerned over their health and safety.

4. Other points for parents
· The school will provide all relevant information to parents in a letter and, for overseas or other major trips, by holding a meeting for parents.

· The cost of many one-day trips which form a part of the normal curriculum is included in the school fee; for other trips, parents will be required to cover all other costs. 

· Places are sometimes available for parents on trips – please ask the Group Leader.
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