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TRIPS AND EVENTS PROTOCOLS
Definitions: 
Trips: 
This is - any visit, experience, opportunity that takes place away from the school premises, whether that is within or outside normal school hours and for any length of time; this includes taking students to events at other schools.
Events: 
These are - opportunities that take place within school, either provided by the school or involving external staff. This also includes students/staff from elsewhere coming on site. These may be within school hours or outside. This definition would also include external visitors to individual groups such as during an assembly, social time, or in class time. It would also include any in school activity/opportunity that may have an impact on other classes, cover or any other aspect of school.
Any ‘trip’ or ‘event’ organised within or outside of school, however brief must comply with all relevant protocols below:
Planning for trips and events:
1. For all proposals you must complete the trip or event proposal form (Forms C and D) with as much detail as possible about:
· Purpose, nature, and potential impact of the event for students
· Dates/times – including flexibility of timings/alternative dates
· Number of students/Year groups
· Staffing and cover implications
· Transport
· Costs
· Potential clashes that you are aware of them (checking the electronic calendar – see point 7)
2. The proposal form should be emailed to A Hollamby who is the first contact in this process. The email subject MUST always state ‘TRIP OR EVENT’ so that it is automatically assigned to the correct email folder.
3. All proposals will be put to N Rodgers by A Hollamby for approval in principle. 
4. Any proposal that is submitted within 2 weeks of the trip or event taking place is unlikely to be successful, though we are aware that in certain circumstances opportunities arise at short notice.
5. The proposal will then go to Kirsty Gordon (KGO) for approval in relation to cost/transport/risk assessment/health and safety factors. KGO will assess the trip in relation to the EVOLVE criteria. Any trips that involve overnight stays or are out of the UK will require detailed EVOLVE approval by KGO in conjunction with Sunderland City Council. KGO will also be responsible for ensuring that all trips and event comply with Trust protocols.
6. Once the trip/event has been approved in principle and you have received a confirmation email stating so, then the trip/event will be given the go ahead and only at this point should organisation begin.
7. No trip/event should be booked or agreed to before approval in principle from NRO has been given and approval should not be sought from anyone other than NRO.
8. It is recommended that whilst a single member of staff is the designated lead (in certain circumstances it could be more than one), the planning and organisation of any trip or event is always undertaken by a minimum of 2 staff to ensure that all relevant points are taken into consideration and the workload involved in such organisation is not too onerous.
9. The Principal (NRO) holds the final decision regarding staffing for any trip and staffing should include a First Aider.






Next steps:
1. Trips and Events: As soon as is practicable – the trip or event should be shared with all staff to promote awareness and to alert them to any possible impact on their classes/teaching. It is good practice to inform staff/parents/carers and anyone else linked to the trip/event at regular and appropriate intervals in the build up to a trip or event.
2. Trips and Events: At the same time the trip/event must be entered appropriately on SMSC grid maker and/or Morrisby tracker– failure to do this will result in approval being withdrawn.
3. Trips: A letter outlining the trip opportunity should be sent to all parents and carers and a permission slip should always be attached.
4. Events:  A letter/text or email outlining the opportunity (even a speaker in the classroom) should be sent out to the appropriate parents/carers. A ‘permission to attend’ is needed if the event takes place outside normal school hours.
5. Trips:  A medical consent form should always be given to and returned by students who have been given permission to go on the trip
6. Trips and Events:  It is the organisers responsibility to collate returns and produce an accurate list of those students who will be going on the trip or attending the event and that, where appropriate, permission has been given and medical forms returned. It is the organisers responsibility to complete the Evolve Form fully.
7. Trips and events: Contents of medical forms should be discussed with KGO if they may affect the risk assessment.
8. Trips and Events: It is not always the case that a particular staff gender split is needed on trips, but specific staffing requirements should be outlined on the original form and discussed with AHO, who can then advise NRO of specific needs. Good practice would always be to have a male and female member of staff accompanying a mixed group of students.
9. Trips and Events: Funding: Unless trips or events are externally funded, the assumption would always be that the costs are recouped from the parents/carers. If the trip/event incurs a cost but is a compulsory part of the curriculum (most obviously at KS4) then this should be part of the original proposal forms for KGO to consider (Form D). Similarly, staff should not assume that the school minibus will be automatically available. Staff organising trips and events should always consider what is a reasonable cost expectation for parents and carers and over what length of time payments should be split to be reasonable. The lead of any trip or event should liaise with KGO and AHO about methods of payment i.e. Parent Pay and/or bar-coded letter
10. Trips and events: Finalised lists/risk assessments/contact details (staff and students) and copies of medical consent forms should all be uploaded to Evolve or given to AHO AND the attendance team a minimum of 1 week in advance of the activity.
11.  Trips and events: A clear date and cut off point for ‘permission slips’ and payment should be communicated to AHO/KGO/students/parents and carers, and no students should be added to lists after that date. No students should be added to lists on the day of a trip/event.
12.  Trips and Events: Attendance WILL NOT pre-populate any registers with absence marks – these will only be done on the day of the trip when those participating has been clearly confirmed.
13. Trips and Events: It is the responsibility of all staff who are on a trip or involved with an event to swap their duties and any other in school commitments (Intervention/Co-Curricular clubs etc..). This should be done well before the event/trip takes place and duties should not be left uncovered. 














On the day:

1. Trips - Members of staff should always carry copies of medical forms/contact details and trip/event (where appropriate) itinerary with them on the trip. It is recommended that these are paper copies and that any staff accompanying the trip have a copy too, as well as AHO/KGO at school via Evolve.
2. Trips - All staff on the trip should have shared mobile/contact numbers before leaving. AHO/KGO should have at least one contact number and staff on the trip should have at least one emergency contact at school (AHO or other appropriate staff member)
3. Trips - It is not necessary to share personal mobile numbers with students, but it may be appropriate to take a school mobile on certain trips and distribute this number to students (seek advice from KGO)
4. Events - Points 1- 4 may be different BUT if any event is taking place outside of a classroom, involves outside personnel or is outside school hours then advice should be sought about the documentation needed. 
5. Trips and Events - In all cases attendance should have an up-to-date register and those taking part/ length of activity and location.
6. Trips – Students should be assembled on the day of the trip in a suitable and safe location and a formal paper register should be taken which is then handed directly to the attendance team before leaving school premises. Electronic registers are not recommended as other staff may not have access to the list.
7. Trips and events: It is the responsibility of the lead to ensure that any medical conditions are relayed to all staff and that all medications that may have to be administered by staff are with a designated member of staff. This includes for on-site activities.
8. Trips - In circumstances where students are meeting at a location other than school (e.g. taking public transport) a formal register should be taken at that location and the attendance team must be notified of any absences immediately by phone.
9. Trips – Even after taking a formal paper register good practice would be to make all staff aware of the group number and always ‘count on and count off’ students from any transport being used.
10. Trips – At the end of a trip a full register should be taken before leaving that location. Students should never be allowed to leave to make their own way home or ‘dropped off’ along the way unless this has been specifically communicated to and agreed by parents/carers and AHO in advance.
11.  Trips- Issues and emergencies. If in any doubt during a trip, contact the named person at school – usually AHO/KGO
12. Events – A similar mindset should be adopted to points 1 – 10 above. If students are moving locations a formal register should always be taken in that location either on paper or electronically and passed/sent to attendance. 
13. Events - Register and details of any students and staff/personnel on site from other schools/external providers should always be passed to attendance/KGO for safeguarding and health and safety reasons.














After a trip or event:

1. Staff leading any trip or event should always give relevant feedback to NRO/AHO/KGO as soon as practicable after a trip or event. This should always include issues or poor behaviour/safeguarding issues/health and safety issues – this is vital to inform future trips and events.
2. Staff leading a trip or event should always give feedback to staff/parents and carers about the event to promote current and future engagement.

Other

1. Staff organising trips and events are responsible for ensuring that appropriate materials are purchased for the trip and/or that students/parents/carers are aware of any specific things that will be needed e.g. water/sunscreen/sick bags/rubbish bags
2. As a rule – no students should be allowed to eat on public or private transport.
3. Toilet access should be checked on the transport provided and/or at the location.
4. The risk assessments and protocols for any location being visited should be shared with AHO/KGO but do not replace the need for our own risk assessment.
5. Students should always be given a designated seat on transport, and they should remain in it. Staff should ensure that seatbelts where appropriate are always fastened.
6. Staff should be proactive on any transport and regularly check that students are complying with all rules.
7. Any additional money needed for personal purchases and any food and drink that students required to bring, as well as any other items (e.g. coats/warm clothing/change of clothes etc..) should always be clearly specified and communicated to students/parents and carers.
8. Good practice for trips is to always have a rendezvous point that students are aware of that is always staffed.
9. For any of the documents listed in these protocols including letters, consent forms, permission slips, etc. there are templates available.
10. An EVOLVE Form must, in every circumstance, have been completed, submitted and approved in order for a trip to go ahead. If this is not done, the trip will not be allowed to go ahead.
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