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For visits over one day duration refer to legal requirements with the School Business Manager, Barbara Kilgallen 
Day Visits

· Obtain a transport request form from the staff room.  Complete and obtain signature of team leader, this should then be given to the School Business Manager who will arrange transport with a CWAC approved contractor or the school vehicle.

· Admin staff will complete the EVOLVE pro forma on the CWAC intranet.

· A mobile phone should be taken on all educational visits.  These are available in each department in school.  The phone should be switched on at all times so that you may be contacted in any emergency.  

· Requests for money to cover the trip should follow CWAC guidelines which specify any monies requested are voluntary contributions.  Any additional funding from school should be requested on a Pink Imprest form to be signed and handed to the School Business Manager at least one week prior to the visit.

Safety and supervision 

· A full risk assessment must be completed on the pro forma available on the x drive.

· The risk assessment should take into account the needs of all pupils and all staff.  This must then be approved with the SLT, with any additional considerations taken into account as necessary.

· Additional checks should be made on the day/ at the time of the visit, with contingency plans as appropriate, e.g. weather conditions, environmental conditions etc.  The member of staff in charge of the visit should make safety decisions based on the situation they are in at that moment, as well as planned-for safety measures.

·  Pupils will be told that they are expected to follow school behaviour rules and the school code of conduct.  Rewards and sanctions will be used during the day visit, in accordance with the behaviour policy.  

· Appropriate numbers of staff must supervise the pupils at all times, as detailed in the risk assessment.  There should never be less than two members of staff supervising during a school visit.  The member of staff in charge of the visit is responsible for organising and managing safe supervision of the pupils during the visit.  
Administration of routine and emergency medication
· Routine, prescribed medications may be administered by a member of staff, provided that the member of staff has been trained to deliver the medication, receives and signs for the medication on the day of the visit, receives the medication in original packaging, with a pharmaceutical label on the medication which states the child’s name, dosage and frequency of medication, and has the appropriate documentation to sign when they administer the medication.  The member of staff must also have the appropriate equipment to deliver the medication, e.g. spoon, oral syringe etc.  The member of staff is responsible for the medication throughout the visit, the medication should remain on their person and the member of staff should travel on the same vehicle as the pupil that they have the medicine for.  This is particularly important where a child has oral rescue medication.  The member of staff holding the oral rescue medication must remain with the pupil who has that medication prescribed for them, throughout the visit, including during transportation, eating and drinking and be within shouting distance during toileting/ personal care times. 

Emergency Procedures

· As part of our delivery of the National Curriculum and for a variety of other school activities, including residential visits, we require to take groups of pupils out on educational visits on a regular basis.  During these trips pupils will not have direct access to a nurse and it may not be possible to administer medicines via other staff.  In emergency medical procedures will be obtained, if necessary, by dialling 999.

Rescue medication administered by school staff 

· If a child receives oral rescue medication during a school visit and does not respond to the medication within the agreed time, as noted on their rescue medication plan, the member of staff administering the medication must instruct a colleague to dial 999 immediately.  They must then inform school.   The school will inform Parents
· In the event of any emergency contact school
Any visits longer than one day should be discussed with the School Business Manager.
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