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Health and safety procedures

01.6 Shorttrips, outings and excursions

Planning and preparation

If staff are ‘borrowed’ from another area to maintain ratios on an outing they are fully

briefed about the children they are accompanying.
The excursion does not go ahead if concerns are raised about its viability at any point.

Parents are informed of an outing and staff check that consent forms on children’s

registration were signed.

A minimum of two staff accompany children on outings. There is a ratio of 1:2 for babies
in buggies, some disabled children, and children up to 3 years. Older children have a

ratio of 1:4, depending on the risk assessment.

Children are specifically allocated to each member of staff/volunteer; they are

responsible for supervising their designated children for the duration of the excursion.
Parents on outings are responsible for their own children only.

Parents who have undergone vetting as volunteers may be included in the ratio.

A mobile phone belonging to the setting, and small first aid kit is taken out.

Sun cream is applied as needed and children are clothed appropriately

Staff have emergency contacts, medication and equipment needed for children.

Risk assessment

Risk assessment is completed prior to the outing and signed off by the setting manager

and all staff taking part. Existing risk assessments are reviewed/amended as required.

Children with specific needs have a separate risk assessment if necessary.
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Outing venue (larger outings)

Venues used regularly are ‘risk assessed’ and an initial pre-visitis made to look at the
health and safety aspects. If pre-visits cannot be made, risk assessment is achieved by

calling the venue and asking for their risk assessment.

Transport

If coach hire is required for an outing, only reputable companies are used.

The children will be kept safe when boarding and exiting the bus/train/taxi, taking
particular care to support children with SEN or disabilities which may require extra

support or one on one, we will consider these when planning our trips.

Children will be kept safe during their journey; practitioners will make sure they are sat
with their assigned group of children and any interaction with the public will be closely

monitored.

All journeys will be planned out and risk assessed in advance. Risk assessments will be

implemented accordingly.

The setting manager ensures that seat belts are provided on the coach and that booster
seats and child safety seats are used as appropriate to the age of the children.

The maximum seating capacity of the coach or minibus is not exceeded.
Contracted drivers are not counted in ratios.

Public transport should always be ratio of 1-2 (unless agreed with the setting manager).

Where transport is provided by the setting

Records are kept including insurance details and a list of named drivers.

Drivers should have adequate insurance cover.
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Woodland sessions (not on site)

e A separate risk assessment is conducted, and Woodland Session standard procedures
are followed.

Larger outings checklis
There is an identified lead person for the outing.

* The outing has an educational purpose and has been agreed with the setting manager.

* Risk assessments completed/updated and shared with every staff, student/volunteer
accompanying the children.

* Staff understand the potential risks when they are out with children and takes all

reasonable measures to remove minimise risks.
* The designated lead practitioner is the last to leave the venue, or transport being used.

* The designated lead conducts a ‘safety sweep’ before during and after the outing.

Further guidance

Daily Register and Outings Record (Early Years Alliance 2021)

Good Practice in Early Years Infection Control (Pre-school Learning Alliance 2009)
Not on my Watch! (Early Years Alliance 2018)

Preventing Accidents to Children on Farms (Health and Safety

St Marks Church, Over Lane, Openwoodgate, Belper, Derbyshire. DE56 0SD
Contact: 07776 320753 or info@openwoodgatepreschool.co.uk
Registered Charity Number 1040737



mailto:info@openwoodgatepreschool.co.uk

