Bristol Steiner School

School Trip Policy

Aim
Bristol Steiner School aims to strengthen the curriculum by offering educational trips and visits. The school will maintain high standards of Health and Safety for pupils and staff whilst on visits/trips.
Procedure

The school has a school trip guide for teachers to support their planning for day trips and camps; this offers a comprehensive guide to staff to support their planning.

The school also refers to the DCSF ‘Health and Safety of Pupils on Educational Visits’ guidelines.

Teachers who plan to take their class on an outing should:

· Complete a Trip Request form which is sent to the Executive Group for pedagogical approval. 
· Indicate the trip cost; the Executive Group will consider if this is an appropriate cost for parents to cover.

If the trip is approved:

· The trip request form will be returned to the teacher with a decision, the teacher is then responsible for ensuring that parents are informed (guide of two weeks notice to parents), and that consent forms are issued.

· The teacher will consult with the Health and Safety Officer to detail a clear risk assessment for the trip. This will include ratios, activities, travel, first aid, communication, emergency procedures, sleeping considerations, supervision, food arrangements and any other hazards. NB: For camps it is advised that  teachers makes an exploratory visit to the destination to be fully prepared.
· Clear information must be sent to parents detailing dates, times, kit-list, and what adults will be attending the trip. Any other pertinent information.
· Consents will be obtained for all pupils from parents/guardians, giving any medical information, and detailing contact numbers in case of emergency.

Final approval for a trip will be given when:
· A full risk assessment has been completed.

· First aid requirements have been met.

· Travel arrangements have been booked.

· Consent forms have been returned.

The trip request form, with the lead teacher’s contact number, must be left in the school diary with a copy of the risk assessment.
No trip will be permitted without the above procedure being completed.
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