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Outings Policy
We have the following procedures for the safe conduct of outings: 
· A risk assessment is carried out before an outing takes place 
· Parents sign a consent form before major outings. The form will notify parents of the adult: child ratios for each outing.  
·  Adult helpers will be provided with a list explaining the ground rules of the outing, their roles and responsibilities, allergies etc. 
·  We invite parents and carers to come with their children on outings 
·  The children are appropriately supervised to ensure no child gets lost and that there is no unauthorised access to children; roll calls are carried out regularly throughout the outing. 
·  If the group is broken into sub-groups each adult is assigned a small group of children and is responsible for those children at all times 
·  We put a sticker on each child with the name of the school and a mobile phone number 
·  We only travel by coaches which are fully insured and with all seats equipped with seat belts 
·  Food and drink is offered, noting allergies & other dietary requirements 
·  There will be a first aid kit and at least 2 first aiders  
·  The trip supervisor will carry the named mobile phone 
·  A list of contact numbers for parents and staff will be taken 
·  Spare clothes will be taken on the outing 
·  Toilet facilities are provided for the children at regular intervals. If there are children remaining at Harriet House, the adult to child ratio conforms to the requirements of the Early Years Foundation Stage.  

Lost Child on Outings Procedure
· If coach travel is part of the outing, a roll call and head count will be taken prior to boarding the coach, before the coach departs and on disembarking 
·  If the child is lost at the outings venue the teacher in charge will halt proceedings, gather everyone together and get all children to sit down.   A roll call will be taken at this time. Adults will be asked when they last saw the child and what clothes he/she was wearing. 
·  At least one member of staff will immediately commence searching for the child and report back to the teacher in charge of the outing. Hopefully this will result in the safe return of the child. The parent will be informed of this and a record made.
·  At the same time the teacher in charge will alert officials at the venue that there is a missing child and take their advice. 
·  If the child is not found on the initial search the teacher in charge will call the Police and follow their advice. 
·  If the parents are not on the outing, the teacher in charge will telephone the parents and advise them of the situation.
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