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Every Child, Every Chance, Every Day





Oaktree Nursery and Primary School

EYFS Trip Policy

This policy must be viewed in conjunction with the whole school policy on Educational Visits.  

Prior to a trip being booked, a ‘financial breakdown’ must be completed and handed to the Head Teacher.  The Head Teacher will then authorise the trip and bookings can be made. 

For each specific outing a full risk assessment will be carried out and signed by the Head Teacher.
A ‘Trip Checklist’ must be completed for each class attending a trip (see attached). 

Early Years trips include:

Group 1 – local walking visits to places of interest including the library and shop.
Group 2 – day trips to places of interest, including farms, theatres, museums and places including potentially hazardous activities such as going to feed the ducks.  
Medical needs – See whole school policy – Medicines, first aid kit and contact numbers and essential records to be carried in a back pack with the appropriate adult.

Additional procedures regarding Early Years
Ratios

Group 1 activities:
There must always be at least 2 adults when children are taken off site. The nature of the trip may dictate that higher ratios will be required, this will be determined by the risk assessment.  
Acorns trips will have a ratio of 1:2.  
Nursery trips will have a ratio of 1:8.  A preferred ratio of 1:4 will be adhered to where possible.     
Reception trips will have a ratio of 1:15.  A preferred ratio of 1:6 will be adhered to where possible. 
Group 2 activities:
There must always be at least 3 adults when children are taken on a Group 2 trip.  Where it is deemed necessary a child may have a 1:1 worker.  The nature of the trip may dictate that higher ratios will be required, this will be determined by the risk assessment.
Acorn trips will have a ratio of 1:2.  
Nursery trips will have a ratio of 1:4.  
Reception trips will have a ratio of 1:6.  
Group leaders will always be an employed member of the school.

Parental consent.

Parental consent must be given for Group 2 trips, preferably in writing.  Group 1 trips will be covered by the induction form where consent for local trips is given.  
Contact details

All contact details for children on the outing will be taken on the trip by the group leader(s).  

Mobile Phones

At least one mobile phone to be carried by an adult in each group.  Group leaders to have contact numbers of other adults, and other adults to have group leader’s number.  Children to wear a sticker with the group leader’s or class teacher’s mobile phone number on.
Inhalers, Epipens and medication
Group leaders to carry inhalers where prescribed for any child in their group.  Epipens to be carried by a trained group leader if prescribed to a child.  Details of allergens to be shared with all other adults on the trip.   

This policy is reviewed annually. It is published on the school website.

Policy Date: September 2024
Review Date: September 2025

Trip Checklist

Please complete this prior to taking any children on a trip.

	Year group:
	

	Class: 
	

	Date:
	

	Trip location: 
	


	Action
	Completed
	Date 

	Financial breakdown completed and trip authorisation obtained from Headteacher
	
	

	Standard school trip letter sent out to parents (on staff drive), with relevant trip information provided 
	
	

	Risk assessment – travel to and from school
	
	

	Risk assessment – of location 
	
	

	Risk assessments signed by Headteacher
	
	

	Risk assessments shared with adults attending trip
	
	

	Adults informed of children with medical conditions
	
	

	Adult, responsible for child, to be provided with any relevant medication
	
	

	Signed permission from parent / carers and up to date emergency contact details 
	
	

	Teachers to have emergency contacts for all children 
	
	

	Mobile phone numbers of adults attending trip shared 
	
	

	First aid kit
	
	

	Sick bucket
	
	

	Wet wipes
	
	

	Black bin bags
	
	

	Green paper towels 
	
	

	Snacks
	
	

	Drinks
	
	

	Cups 
	
	

	All children to have a sticker saying “ If lost please call ________” (teacher number)
	
	

	Acorns children to wear a high visible jacket when attending a trip 


	
	


Signed: 

Date:  

