Holy Family Nursery Class
Trips & Outings Policy

Holy Family Nursery staff adhere to North Lanarkshire Council’s guidelines and advice from Scottish Social Service Council (SSSC) when undertaking trips and outings.  Correct ratios are adopted and staff would normally aim for more than the basic requirements necessary to accompany children on any outdoor adventures.

We aim to provide children with experiences that have a wide variety of activities outside the nursery environment, to aid and encourage the overall development of the every child. Thus enriching children’s experiences with learning in the community.

· Visits to local shops, library and the Public Park, are dependent on parent/carer helpers.

· A parent/carer helper is required for each child 1:1 when going on a large nursery trip such as summer outings. This helps to…
· Ensure the safety of all children

· Meet the needs of each individual child and family

· To avoid stress on an altogether day out
· Staff can support everyone present,

· Staff are there to lead and organise the event,

· Staff are available to help out if a situation arises.

Equality of Opportunity

At Holy Family Nursery Class we aim to be inclusive at all times.  We will ensure that all children have the opportunity to access outings equally.  When on an outing the preferred ratios are 1 adult – 2 children. Where a child has physical or learning difficulties, the preferred ratio is 1 adult – 1 child. We will ensure extra staff/helpers are allocated and that any additional supports required, such as a wheelchair, are made available to allow the child to participate.

Venues will be checked in advance to ensure that all children and staff have ease of access.  Should a member of staff have a physical impairment which in some way restricts their movement, we will endeavour to ensure that supports are put in place which allow them to participate in outings as fully as possible.
A record of all outings will be kept on file with the date, venue and participants recorded to ensure equality of access to outings.

Risk Assessment

Staff must seek permission from senior management for all outings and complete Form A
Local venues which are visited regularly by staff and children will have written risk assessments drawn up and kept on file. These will be updated before each outing.

Occasional outings will have the route, venue and travel arrangements risk assessed by a member of staff in advance of the outing date.  Staff planning the outing, in conjunction with management, will consider the risk assessment to ensure that the benefits to children of participating in the outing outweigh any identified risks.  Strategies to minimise any risks will be be recorded on the risk assessment.  One copy of the risk assessment will be taken on the outing by staff and a second will remain in the setting.   All adults accompanying the outing will be familiar with the risk assessment before setting out.

We acknowledge that daily life cannot be without risk, for example crossing roads, but that these hazards can be minimised by careful planning and alert adults.   Being aware of risk and learning how to cope with it is a valuable life skill for children and part of the learning experience of an outing.
Other potential risks and concerns are raised by all staff beforehand so that all questions are answered fully.

Parental Permissions

When a parent enrols their child in Holy Family Nursery Class, their permission will be sought to allow the child to go on outings of a local nature to places such as the local shops, library, parks or community centres.   This signed permission will be kept with the child's registration form and will allow ease of movement to regular local venues and will apply only to journeys made on foot which do not require use of transport. Parents will be asked to fill out a separate permission form for all other outings as they arise (EV5).
The permission form will request the child's medical information, including any medication needed on the outing, and details of emergency contacts. It will give parents information regarding the date, venue, mode of travel, required clothing and any other specific requirements for the outing.   A copy of the signed form will be taken on the outing by the responsible member of staff and another held in the ELC setting.

It is the parent's responsibility to ensure that all medical information and emergency contacts are kept up to date at all times.
Registration (sign-in) is completed before the children leave nursery.

Any communication regarding trips and outings will be discussed through; newsletters, nursery handbook, key-worker to communicate our policy guidelines.

Transport

Where vehicles are being used, checks will be made to ensure the road worthiness of the vehicle and that adequate insurance cover is held. Child restraints (seatbelts/adjusters/car seats/booster seats) will be checked to ensure that they are sufficient and appropriate to the age and weight of the children
Outings Checklist

The following should be taken by staff on every outing:

· List of participants including helpers and staff 

· Travel First Aid kit (wipes/plasters/disposable gloves/sterile water)

· A copy of the relevant risk assessment 
· A copy of each child's permission form containing medical information and emergency contacts (on larger trips)
· Any relevant medication likely to be needed during the outing

· Spare clothes 

· A fully charged mobile phone 
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To be reviewed August 2020
OUTINGS APPROVAL FOR DAY EXCURSIONS 

	1. Establishment


	Holy FamilyNursery Class

	2. Location(s) to be visited:
	

	3. Date(s) of proposed outing
	From –

To -

	4. Size of the group

	Age range:
	3 - 5
	Adult/child ratio


	1 -2 


	5. Number of children
	

	6. Number of Learning and Leisure employees
	

	7. Other adults
	

	8. Any transport arrangements
	

	9. Purpose of visit
	

	Emergency contact within group

	Name 
	Contact number

	
	

	
	


Has a risk assessment for the excursion/visit been carried out?
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Yes  
Please attach and submit with form
No 
Please complete prior to submitting form

For completion by SMT/NMT

	Day excursions/visits only

	Permission is granted/not granted for the outing as detailed above.

	Signature:
	

	Designation:
	
	Date:

	N.B Head of establishment/ SMT/NMT must ensure that suitable risk assessments have been completed for every excursion. Approvals and risk assessments should be retained on site. If excursion has been determined as medium/high risk then copies of approvals and risk assessments must be sent to the Health & Safety section for further consideration.
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