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Mol an óige agus tiocfaidh sí!
Gaelscoil na Speiríní
When updating our policies we have been advised by Child Protection Officer: Margaret Brady to use EA Educational Visits Interim Guidance for Schools 2017 and to complete Risk Assessment regarding any planned School Outings.  Using this guidance we have put together this policy which suits the needs of Gaelscoil na Speiríní.  

Polasaí Turais Scoile/Educational Visits

The teachers, staff and Board of Governors created this policy so that all members of staff and pupils of Gaelscoil na Speiríní enjoy educational visits, and experience safe trips during school hours and during any extra-curricular activities which are not confined to the premises of Gaelscoil na Speiríní. 

Aims:

· To reinforce and build upon school themes/topics being taught in the curriculum.

· To organise trips to places where instructors can speak the Irish Language.

· That the educational visit gives the children an opportunity to display their talents and a chance to learn a new skill.

· That the children are given an opportunity to mix socially with children/adults from another school.

· That the children are given an opportunity to explore their own local community i.e. local areas of interest.

· There are always two members of staff on every trip and we always adhere to the pupil/adult ratio.

· Parents are informed by letter about the trip and all parents sign a permission slip at the beginning of school year that their child/children are allowed to attend any school trips/ field trips organised by the school which will benefit their child/children’s education. (this permission slip is kept in secretary’s and permission slips are kept in child’s file)

· When organising a bus, the school secretary should ensure that the appropriate seat belts are on the school transport.

At least one member of staff is trained in first-aid and accompanies children on all school trips.  Teachers that are currently trained: Colleen Ní Raghallaigh and Seána Uí Cheallaigh, Fionnuala Ní Dhufaigh, Eilís Ní Chaiside agus Celena Ní Ghallachóir.

Analphalaxis training has been updated in August by all teaching staff.

Diabetes training has been updated in August by appropriate staff.

Travelling first-aid containers

Prior to undertaking any off site activities an assessment will be made of what level of first-aid provision is needed.  The following will always be included:

· A leaflet giving general advice on first- aid

· Six individually wrapped sterile adhesive dressings (assorted sizes)

· One large sterile wound dressing

· Two triangular bandages

· Two safety pins

· Individually wrapped moist cleansing wipes

· One pair of disposable gloves

· ADDITIONAL ITEMS WILL BE PLACED FOR SPECIALISED ACTIVITIES

Pupil’s Medication to be included:

· Care plans

· Epi pens 

· Inhalers

· Diabetes treatment box

· Allergy medicines 

There is one fully stocked first-aid box and a travelling first-aid box located in the office. Our first-aid box is stocked as appropriate and brought on outings. 

Permission slips for educational visits are obtained at beginning of school year as part of Parental Consent Forms for School Policies.  Permission is sought also for end of year school outings and Christmas outings.

Appropriate risk assessment is put in place for trips to swimming pools, shared education visits, sporting trips and other visits and reviewed on an annual basis.

Educational Visits: Why Have School Trips?
Pupils can derive considerable educational benefit from taking part in trips. They have the opportunity to undergo experiences not available in the classroom; visits help to develop a pupil’s investigative skills and also encourage greater independence. They also provide pupils with knowledge and awareness of the world around them and encourage personal and social development.

Planning Visits

It is essential that formal planning takes place before setting off. This involves considering the dangers and difficulties which may arise and making plans to reduce them.

The group leader and other supervisors should monitor the risks throughout the visit and take appropriate action as necessary.

· The group leader/trip organiser should take the following factors into consideration:

· The type of visit/activity and the level at which it is being undertaken.

· The location, routes and modes of transport.

· The competence, experience and qualifications of supervisory staff.

· The ratios of teachers to pupils.

· The group members’ fitness, competence and temperament and the suitability of the activity.

· The special educational or medical needs of pupils.

· The quality and suitability of available equipment.

· Seasonal conditions.

· Emergency procedures.

· How to cope when a pupil becomes unable or unwilling to continue.

· The need to monitor the risks throughout the visit

Other considerations which should form part of the planning stage include:

· Communication arrangements.

· Supervision ratios.

· Contingency measures for enforced change of plan or late return.

· Information to parents.

· Preparing pupils.

· Emergency arrangements.

· Arrangements for sending pupils home early.

Financial Planning

The group leader should ensure that parents have early written information about the cost of the trip. Parents should be given enough time to prepare financially for the trip. The head teacher should ensure that banking arrangements are in place to separate the trip’s receipts from other school funds.

First Aid

On any trip the group leader should have a good working knowledge of first aid and ensure that an adequate first aid box is taken. It is sensible for at least one of the group’s teachers to be a fully-trained first aider.

The minimum first-aid provision for a visit is:

· A suitably stocked first-aid box.

· A person appointed to be in charge of first-aid arrangements

Other considerations when considering first-aid should include:

· The numbers in the group and the nature of the activity.

Day Trips

A risk assessment will be carried out prior to the trip and adequate provision made, depending on the individual needs of the SEN pupil and the primary concern of the statement.

Statemented SEN pupils, adult/child ratio 1:1, 

· One teacher/adult for every 10-12 pupils 

· Regular head counting of pupils should take place, particularly before leaving any venue.

· The suitability of potential supervisors should be assessed by the group leader and head teacher at an early stage of the planning process. 

· All adult helpers, including teachers and parent/volunteer helpers, must understand their roles and responsibilities at all times. Supervisors should be aware of any pupils who may require closer supervision. Teachers retain responsibility for the group at all times.

· All supervisors should carry a list of all pupils and adults involved in the visit at all times.

· The teacher in charge remains responsible for pupils even when not in direct contact with them. Pupils should be easily identifiable, e.g. wearing school uniform. 

Volunteers:

Risk Assessment:

A risk assessment will be carried out prior to the trip and adequate provision made, depending on the individual needs of the SEN pupil and the primary concern of the statement.  Parents may be asked of SEN pupils or statemented children may be asked to accompany their child  See Appendix 1 & 2 & 3 
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Gaelscoil na Speiríní

Appendix 1:  Reason for Risk Assessment

	
	Volunteer will be working in and out of classroom

	
	Volunteer will be supporting a class on a school trip or visit.  


	Step 1
	Step 2
	Step 3
	Risk Ratings

High, Medium, Low

	Specify significant hazards or riks that arise.
	Identify People Potentially at Risk.
	What control mesures and mitigation will be put in place to minimise any risk.
	High, Medium, Low

	Volunteer will be working in a classroom  with children, supporting groups and individuals under the general guidance and full supervision of the class teacher or member of staff. 
	Children in class.
	Volunteer will not be left alone with children, class will always have an employee
	Low

	Volunteers will be supporting a class on a school trip and may be responsible for a small Group under the general guidance and full supervision of the class teacher.
	Children on trip.
	Volunteer will not be left alone with children. Overall supervision will rest with the Lead teacher on the trip or visit.  Teacher will take groups to the toilet or organise for two adults to take the children. 
	Low


Agreed by:_____________ Volunteer  (print name)  ______________  Volunteer (sign) Date: _________                                                                               ________________ Principal (Signature)  Date: ___________
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Gaelscoil na Speiríní

Appendix 2:  Reason for Risk Assessement

Volunteer for a one off event.  Volunteer often supports trips and activities and takes responsibilities for leading a small party of children with minimum or no supervision.

	Step 1
	Step 2
	Step 3
	Risk Ratings

High, Medium, Low

	Specify significant hazards or riks that arise.
	Identify People Potentially at Risk.
	What control mesures and mitigation will be put in place to minimise any risk.
	High, Medium, Low

	Volunteer for a one off event.  Volunteer often supports trips and activities and takes responsibililities for leading a small party of children with minimum or no supervision.
	Children on trip.
	Volunteer must be Vetted- Access NI check required
	LOW


Agreed by:_____________ Volunteer  (print name)______________Volunteer (sign)                 Date: _________                                                                                                                   ________________ Principal (Signature)  Date: ___________
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Gaelscoil na Speiríní

Appendix 3:  Reason for Risk Assessement

Volunteer will be working in and outside a classroom.
	Step 1
	Step 2
	Step 3
	Risk Ratings



	Specify significant hazards or riks that arise.
	Identify People Potentially at Risk.
	What control mesures and mitigation will be put in place to minimise any risk.
	High, Medium, Low

	Volunteer with regular contact working with children with significant unsupervised contact e.g takes children for one to one or Group work.

	Children on class.
	Volunteer must be Vetted- Access NI check required
	LOW


Agreed by:_____________ Volunteer  (print name)______________Volunteer (sign)                       Date: _________                                                                                  

________________ Principal (Signature)  Date: ___________

Preparing Pupils:
Pupils who are involved in a trip’s planning and organisation, and who are well prepared, will make more informed decisions and will be less at risk. Providing information and guidance to pupils is an important part of preparing for a school trip. Pupils should clearly understand what is expected of them and what the trip will entail. Pupils must understand what standard of behaviour is expected of them and why rules must be followed.

Information to Pupils:
The teacher in charge should decide how information is provided, but ensure that children understand key safety information.

· Pupils should understand:

· The aims and objectives of the visit/activity.

· Background information about the place to be visited.

· How to avoid specific dangers and why they should follow rules.

· Why safety precautions are in place.

· What standard of behaviour is expected from pupils.

· Appropriate and inappropriate personal and social conduct.

· Who is responsible for the group.

· What to do if approached by anyone from outside the group.

· Rendezvous procedures.

· What to do if separated from the group. 

Emergency Procedures:
For all residential visits all group members should carry the address and telephone number of the accommodation in case an individual becomes separated.

• Pupils should be aware of who is responsible in any instances where the group leader has delegated responsibility to another member of staff or instructor.

• If at any time there is a change in the planned schedule new activities should be assessed and pupils provided with the appropriate information.

Transport and Pupils:
· Pupils using transport on a visit should be made aware of basic safety rules including:

· Arrive on time and wait for transport in a safe place.

· Do not rush towards the transport when it arrives.

· Wear your seatbelt and stay seated whilst travelling on transport.

· Never tamper with any of the vehicle’s equipment or driving controls.

· Bags must not block aisles or cause obstructions.

· Never attempt to get on or off the moving transport.

· Never lean out of or throw things from the window of the transport.

· Never kneel or stand on seats.

· Never disturb or distract the driver.

· If you feel unwell, tell a teacher or supervisor.

Pupils with Special Educational and Medical Needs:
Every effort should be made to include pupils with special educational or medical needs. Special attention should be given to appropriate supervision ratios, and additional safety measures may need to be addressed at the planning stage.

The following factors should be taken into consideration:

· Is the pupil capable of taking part in and benefiting from the activity?

· Can the activity be adapted to enable the pupil to participate at a suitable level?

· Will additional/different resources be necessary?

· Will additional supervision be necessary?

The teacher in charge should discuss the visit with the parents of SEN pupils to ensure that suitable arrangements have been put in place to ensure their safety.

Pupils with Medical Needs:
All teachers supervising visits should be aware of a pupil’s medical needs and any medical emergency procedures. 

Parents should be asked to supply:

· Details of medical conditions.

· Emergency contact numbers.

· The child’s GP’s name, address and phone number.

· Written details of any medication required (including instructions on dosage/times) and parental permission to administer.

· Parental permission if the pupil needs to administer their own medication or agreement for a teacher to administer.

· Information on any allergies/phobias.

· Information on any dietary requirements.

· Information on any toileting difficulties.

· Parental home and daytime phone numbers and address

· Special transport needs for pupils who require help with mobility.

Enquiries should be made at an early stage about access and facilities for securing wheelchairs on transport and at residential centres, etc.

All teachers supervising the visit should be given the opportunity to talk through any concerns they may have about their ability to support the child. Extra help should be requested if necessary.

If teachers are concerned about whether they can provide for a pupil’s safety or the safety of other pupils on a trip because of a medical condition, they should seek general medical advice from the School Health Service or the child’s parents.

The Principal or teacher must give careful thought to planning transport. The main factors to consider include:

• Passenger safety.

• Type of journey – local or will it include long distance driving, i.e. motorways.

• Traffic conditions.

• Weather.

• Journey time and distance.

• Stopping points on long journeys for toilet and refreshments.

• Supervision.

Seat Belts

All minibuses and coaches which carry groups of 3 or more children aged between 3 and 15 years inclusive, must be fitted with a seat belt for each child.

Supervision on Transport

The teacher is responsible for the party at all times, including maintaining good discipline.

Hiring Coaches and Buses:
The Principal is responsible for ensuring that coaches and buses are hired from a reputable company.

Operators must have the appropriate public service vehicle (PSV) operator’s licence. When booking transport, the group leader should ensure that seat belts are available for pupils.

If any of the group uses a wheelchair, the group leader should ensure that transport used has appropriate access and securing facilities.

Emergency Procedures

Teachers in charge of pupils during a visit have a duty of care to make sure that the pupils are safe and healthy. They also have a common law duty to act as a reasonably prudent parent would. Teachers should not hesitate to act in an emergency and to take lifesaving action in an extreme situation.

Who Will Take Charge in an Emergency?

The teacher would usually take charge and would need to ensure that emergency procedures are in place and that back up cover is arranged. The group leader should liaise with the representative of the tour operator.

Media Contact

Education Authorities usually have a designated person to deal with media enquiries. The media contact should liaise with the school contact, the group leader and, where appropriate, the emergency services. In the event of an emergency all media enquiries should be referred to EA via the Principal. The name of any casualty should not be given to the media.
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