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Policy on Out of School Activities including Mini Bus Policy

Out of School Activities

School Trips, including visits to farms, to the theatre, museums and other places of cultural or environmental interest are a valued part of the school curriculum.
Staff should adopt the following principles when requesting such visits:

· Relevance to the curriculum: all outings must be directly relevant to the curriculum for the pupils in question

· A risk assessment must be completed by the member of staff requesting the trip.

· If the trip is approved, parental consent must be obtained by the school from the guardian or parent of each pupil involved

· It is not normal school practise to organise residential trips: only in exceptional circumstances will these be permitted

· It is school policy that all pupils have access to school trips, appropriate arrangements are to be made for any pupil who have physical or medical issues which require special attention

Staff should note that at all times a minimum of two staff must be present and on duty when more than a single pupil is on any kind of outing and away from school premises.

Appendices: Risk Assessment Form and Mini-Bus Policy

Risk Assessment Form 

The safety of pupils and staff is of paramount concern to the school. This Risk assessment is to be completed having regard to the general school guidance on Risk Assessment, Out of School Activities and school Mini bus policy. Staff signing this document acknowledge that they have had regard to both.

Safety procedures to be observed:

· Staff to have the means to communicate with others at all times by a mobile phone identified on the risk assessment form, and except where venue regulations prohibit, this phone must be switched on for the duration of the trip

· The Group must at all times be supervised by at least one member of staff, preferably two

· First Aid Kit to be carried

· Staff must brief group as to behaviour and safety procedures to be observed – both on transport and at venue - and so position themselves as to ensure compliance. Note the wearing of seat belts by all occupants of motor transport is mandatory while the vehicle is in motion.

· A list of contact telephone numbers for the school and of parents of pupils on the trip to be carried by lead member of staff.

	Activity:
	

	Location:
	

	Date:
	

	Group:
	

	Risk to: Children: ______ Staff: ________ Volunteers: _______ Individual: _______


	Activity/Process
	Hazard to Health and Safety
	Risk Level

H/M/L
	Precautions taken to reduce risk:

	
	
	
	


Signed: ____________________________

Date: _____________

Approved: __________________________

Date: _____________

Mini Bus Policy 

This policy is set up to instruct all teachers qualified to drive the school mini-bus. It has been written after collaboration with all staff and the senior management team.

It is the Bursar and the Headmaster’s responsibility to ensure that the minibus is insured and has an up to date MOT certificate, tax disc and breakdown cover. They will also undertake annual checks on the fire extinguisher. These will be checked before the beginning of each Autumn Term. At each half term there will be a check on oil, screen wash and tyre pressure.

Please note, following DVLA recommendations, only teachers who have passed the required minibus test are allowed to drive the school minibus. 

If there are any changes to the driving licence of any of these teachers they must inform the headmaster immediately. This includes points or disqualification.

There must be at least two adults on any trip involving children. One of these must sit in the back of the van next to the sliding door. If the trip involves a journey of longer than two hours one way a second driver will have to accompany the trip to share the driving load.

Day before use:
· Visual check of tyres and body work

· Check diesel

· Check if fire extinguisher is present

· Check first aid box

· Check the van starts

Day of trip:

· Driver to pick key up from the office and drive to the front of the pavilion

· Ensure non-driving teacher has a mobile phone which is switched on in case of emergencies

· Pick children up from the pavilion gate of the school

· Check all children are wearing seatbelts

· Check to ensure second member of staff is sat in seat next to the sliding door

· Check to ensure that any children sitting in the front of the bus are older children over 135cm tall

· Check if child is below 135 cm and that he/she has a booster seat 

· Warn the children of the behaviour that is expected of them and ensure that they remain sat down with their seat belts fastened

· Ensure that the side and back doors of the van are unlocked

· When arriving at destination children should always dismount onto the pavement using the side door. If it is unsafe/impossible to do this, the driver will supervise the children leaving via the rear door.

On return:

· Return children to the pavilion gate of the school. Ensure extra members of staff take the children back to their classroom while the driver returns van to the house forecourt.

· Driver undertakes a final check of the van to ensure that it is in a drive-worthy state for the next trip. Driver picks up any rubbish/clothes left behind. If it is excessively messy, driver to inform Headmaster who can organise it being cleaned.

· Driver to check that there is enough diesel in the van. If it is below half way, driver to inform headmaster. 

· Driver to inform headmaster of any incidents involving the van, and if any item was used from the first aid box, or if the fire extinguisher was used.

· Driver to ensure that all the minibus doors are locked, and that the key is returned to the headmaster.
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