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Off site Visits Policy

It is the policy of Pips Bach to provide safe outings for children in our care as part of their learning experience, sharing the events with and involving, the children’s parents/carers whenever possible.

We do this by:

· Linking outings to the topic/theme currently being delivered
· Completing a written risk assessment of the chosen venue and associated activities prior to the outing taking place (including a pre-visit as needed)
· Providing our insurers with relevant information in a timely manner.
· Maintaining records of transport needed/used.
· Informing parents of the proposed outing by displaying information on the notice board and by letters containing all the details and consent forms which are required to be returned at an agreed date.
· Inviting parents to participate in the outing and on acceptance, agreeing their responsibilities.
· Implementing an adult/child ration in line with the risk assessment and minimum in accordance with regulatory requirements:
			2 – 3 years old	1 staff per 2 children
			3 – 4 years old     	1 staff per 4 children
· Ensuring all details for contacts and individual needs are taken on the outing and held by a named person.
· Ensuring at least two mobile phones are available:
· For use by one named person
· The number is known to all adults attending and appropriate contacts in the provision and attendant children’s families.
· Maintaining a register of all attending, checking children are present at regular intervals throughout the outing, as well as at the beginning and end.
· Issuing on the day identification (including a mobile contact number) to be worn by all children.
· Operating a robust children who are lost policy and procedure.
· Identifying and informing all adults attending of the named first aider who will carry a first aid kit and any appropriate equipment.
· Asking parents to supply any packed lunch/refreshments/drinks for their children in safe containers.
· Reviewing the success of the outing and amending the written risk assessment and any other documentation to improve future outing arrangements.
· Ask parents/carers to provide suitable clothing (i.e. if wet please bring wellies, raincoat etc, if hot and sunny please bring sun hats and suncream) also a spare set of clothes for children
Parents will be asked to make a voluntary contribution towards an outing where that outing is considered beneficial to the leaning and there is a charge made by the provider.  If sufficient contributions are not made, the outing may not take place.



THE FOLLOWING PROCEDURES MUST BE CARRIED OUT IN THE EVENT OF AN EMERGENCY

· Where relevant, the emergency services will be contacted.

· Immediate contact must be made with the rest of the group.

· Assessment of the emergency and actions will be carried out.

· The Management will take lead professional role.
.
· Contact with the childcare setting will be made.

· Where relevant the Parents/Carers will be contacted.

· Where possible the rest of the group will return to the setting maintaining staff ratios.

IN THE EVENT OF A CHILD GOING MISSING DURING AN OUTING

· Immediate contact will be made with the rest of the group. 

· The children will all be grouped together and remain in that group until being taken back to the setting.

· The Management will take lead professional role

· The children will be counted and the register called.

· Contact with the childcare setting will be made.

· Two members of staff will leave the rest of the group to search the surrounding area, each member of staff will have a mobile phone and a phone is to be left with the group.

· After a maximum of 10 minutes the emergency services will be contacted

· Parents/Carers will be contacted as soon as the police have been contacted

· All other children will be returned to the childcare setting.

· Spare staff will remain to search the area.


Sample Trip Letter 

Dear Parents/Carers

We have planned an outing for the children to go to________________
on _____________________________  If you wish your child to participate in this outing, please complete the slip attached below and return it to school, no later than 7 days prior to the outing.

Any child who does not have written permission from their Parent/Carer will remain in the setting with another group / be unable to attend the trip.

Where all children are attending the outing and you do not wish your child to attend, there will be need for you to arrange alternate childcare for that day.  The setting leader will endeavour to provide an alternative session for your child.

Please return the slip below indicating your preference.




	
	
	I/We give our permission for my/our child/ren
	

	
	
	To attend the outing to
	

	
	
	On
	



	
	
	I/We do not wish for our child/ren to attend the outing and have made alternative 

	
	
	childcare arrangements



.

Parent/Carer signature: ________________________Date: ______________
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