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Outings and Events Policy and Procedure
Statement of Intent

At Stepping Stones we recognise the importance of outings and events and encourage children to participate in planned or spontaneous outings and events in order to enhance the opportunities provided.  We are committed to ensuring the safety of our children during such events
All policies and procedures that are implemented throughout Stepping Stones must continue to be implemented while on the event/outing in addition to the procedures set out below
Aim

Stepping Stones aims to provide outings and events in a safe, well planned and organised manner, which provides opportunities for children to learn through play

Procedure
· Stepping Stones will consult with children, parents/carers and staff before planning an event or outing 
· The children’s age, ability and stage of development will be considered when organising an event
· Health and Safety, including staff ratios will be maintained during the event 
· Playgroup will endeavour to carry out a risk assessment identifying potential hazards prior, during and after the journey 

· Detailed information about the event will be distributed to all parents/carers 
· Playgroup will ensure that all necessary consent forms and relevant documentation are completed and returned to the playgroup

· If appropriate playgroup may do a pre-visit to the location

· Playgroup will ensure that the staff involved have the appropriate experience to organise an event
· Stepping Stones goes to local park, nearby school and walk around local environment including visits to the church and local care home
· All parent/carers should be well informed of the trip/outing and provided with plenty of notice and detail

· Written consent from the parent/carers must be obtained for every child prior to them attending any trip/outing 

· Emergency contacts must be provided by the parent/carer and must be taken on the trip/outing

· Consent for emergency treatment must be obtained from the parent/carer (these must be taken on the trip/outing)

· Parents/carers should be encouraged to participate in trip/outing however they must only take charge of their own child and must never be left unsupervised with any other children

· At least one qualified first aider (this is dependent on the group size) must be present at all times

· A first aid kit must be taken on the trip and all staff must be informed of which staff member is in charge of the kit

· A list of all members of staff, adults & children participating in the visit or outing will be left with a home contact eg office manager

· Please note that this policy discourages the splitting of the whole group, therefore if this occurs it should be treated as two trips ie each group should follow all procedures

· A regular head count should be conducted throughout the outing/trip
· All policies and procedures should be adhered to while on the outing/trip
· A thorough trips and outings risk assessment must be completed by the person organising the trip

Checklist for trip/outing

· Consent forms for all children (which include emergency numbers). 

· A thorough trips and outings risk assessment has been completed. 

· List of children attending the trip and those who are responsible. 

· List of dietary and medical conditions along with medication including inhalers. 

· Nappies, wipes, tissues and spare clothes (if required). 

· Playgroup Mobile (fully charged)

· First aid kit. 

· Protective equipment for staff. 

· Sun cream (with consent) and a sunhat- where applicable.  

· Suitable clothing. 

· Hold-a-ring walk rope. 

· High visibility jackets and/or beanies. 

Other agencies
Procedures

· We work in partnership, or in tandem, with local and national agencies to promote the well-being of children.

· We have procedures in place for the sharing of information about children and families with other agencies. These are set out in our Privacy Notice, Information Sharing Policy, Safeguarding/Child Protection Policy & Procedure and Special Educational Needs & Disability Policy & Procedure.

· Information shared by other agencies with us is regarded as third party information. This is also kept in confidence and not shared without consent from that agency.

· When working in partnership with staff from other agencies, we make those individuals welcome in our setting and respect their professional roles.

· We follow the protocols for working with agencies, for example on child protection.

· We ensure that staff from other agencies do not have unsupervised access to the child they are visiting in the setting and do not have access to any other child(ren) during their visit.

· Our staff do not casually share information or seek informal advice about any named child/family.

· When necessary, we consult with and signpost to local and national agencies who offer a wealth of advice and information that help us to develop our understanding of the issues facing us and who can provide support and information for parent/carers. For example, ethnic/cultural organisations, drug/alcohol agencies, welfare rights advisors or organisations promoting childcare and education, or adult education.
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