Our Lady of Lourdes Primary School

Goldenbridge

Inchicore

Dublin 8
Safety, Health and Welfare Policy
In accordance with the Safety, Health and Welfare at Work Act 2005, it is the policy of                                                                                                                                                                                                                                                                                                  the Board of Management to ensure, so far as is reasonably practicable, the safety, health

and welfare at work of all staff and to protect students, visitors, contractors and other

persons at the school from injury and ill health arising from any work activity. The successful implementation of this policy requires the full support and active co-operation of all staff, students, contractors and visitors to the school. It is recognised that hazard identification, risk assessment and control measures are legislative requirements which must be carried out by the employer to ensure the safety,

health and welfare of all staff.
The Board of Management, as employer, undertakes in so far as is reasonably

practicable to:

a. promote standards of safety, health and welfare that comply with the provisions and

requirements of the Safety, Health and Welfare at Work Act 2005 and other relevant

legislation, standards and codes of practice;

b. provide information, training, instruction and supervision where necessary, to enable

staff to perform their work safely and effectively;

c. maintain a constant and continuing interest in safety, health and welfare matters pertinent to the activities of the school;

d. continually improve the system in place for the management of occupational safety, health and welfare and review it periodically to ensure it remains relevant, appropriate and effective;

e. consult with staff on matters related to safety, health and welfare at work;

f. provide the necessary resources to ensure the safety, health and welfare of all those to whom it owes a duty of care, including staff, students, contractors and visitors.

The Board of Management is committed to playing an active role in the implementation of this occupational safety, health and welfare policy and undertakes to review and revise it in light of changes in legislation, experience and other relevant developments.

Signed:

Chairperson, Board of Management

Our Lady of Lourdes Primary School
Date:

Specific Hazards

It is the policy of the Board of Management of Our Lady of Lourdes Primary School, Goldenbridge, Inchicore, Dublin 8, that:-

· There is an adequate supply of fire extinguishers which will deal with any type of fire

· All fire equipment is identified and regularly serviced

· Regular fire drills take place. Assembly points clearly marked in schoolyard

· Instruction is given in the use of fire extinguishers for specific materials/equipment

· Fire alarms are clearly marked

· Signs will be clearly visible to ensure visitors are aware of exit doors

· All electrical equipment be unplugged or turned off outside school hours and when rooms are vacated for lengthy periods

· Those leaving buildings/classrooms should inform either their Teacher or the Principal

· Exit signs are clearly marked

· All bottled gas is stored in outdoor sheds away from the main buildings

· There will be a named person in each unit responsible for fire drills and evacuation procedures

· The school and equipment have been checked by a fire officer and all recommendations made by him/her have been implemented

Other Hazards requiring checks and attention

· Condition of school buildings, dampness, draughts, roof, slates, leaks, electrical fittings, window opening out at head level, yard surface etc.
· Storage, maintenance, and appropriate use of P.E. equipment

· Individual classrooms, sockets, light, etc.

· Hallway condensation, slippy surfaces, protruding units such as coat rails etc.

· Toilets, water towels, sanitary disposal units, hand dryers, floors, cleaning policy etc. Arrangements for separate staff toilets etc...
· Water, drinking/non drinking areas clearly marked and specified

· Staff room, facilities, safety measures etc., see I.N.T.O. checklist

· Ice/flooding on yards, steps, etc.

Constant Hazards

1. Machinery, kitchen equipment and electrical appliances

It is the policy of the Board of Management that machinery, kitchen equipment and electrical appliances are used only by competent persons. Such appliances and equipment will be subject to regular maintenance checks. Children will never have unsupervised access to any of the above.

2. Chemicals
It is the policy of the Board of Management that all chemicals, detergents etc., be stored in clearly identifiable containers bearing warning signs, instructions and precautions for their use and kept in a locked area, and protection provided for use when handling them.

3. Drugs & Medications
It is the policy of the Board of Management that all medications, drugs etc. be kept in proper medication cabinet, locked at all times, key to which is kept in a secure and safe place. It is policy not to administer medication to any student.

4. Highly polished or wet floors

It is the policy of the Board of Management that floors will not be made slippy and the washing of floors is conducted after school hours to ensure, as far as is reasonably practicable, elimination of danger of slipping. To this end warning signs regarding wet floors will be used.

5. Discipline

The code of discipline in the school provides for the level of behaviour to minimise personal risk or stress to any employee and to the children attending the school.

6. Access to employees

When the employee feels at risk from or threatened by a particular person on the property, this must be drawn to the Board of Management’s attention. The Board of Management will undertake to ensure that in such circumstances all appropriate measures will be taken to protect employees.

Notices to the effect that access is only by consent will be clearly displayed at main entrance

Hazard Control 

All staff and the Board of Management will complete Hazard Control Forms.

Some Hazards can be rectified but others remain constant.

The Hazards have been divided into two categories:-

1) Hazards that can be rectified or minimised will be dealt with as a matter of urgency.

2) Hazards that cannot will be clearly indicated and appropriate procedure listed beside them.

The Board of Management in consultation with the employees will review and make recommendations on the elimination of Hazards

	Hazard location/situation
	Risks
	Preventive measures

	Stairways
	Falling,

Slipping,

Tripping
	Stairways shall be fitted with sound banisters and rails and will be adequately lit. Worn, broken or slippery steps will be repaired or replaced.

	Passages
	Falling,

Slipping,

Tripping
	Floor surfaces will be even and not slippery. Passages will be adequately lit and litter and rubbish will not be allowed to accumulate.

Mats will not be positioned in such a way as to be tripping hazards.

	Doors and windows
	Broken glass faulty doors and windows
	Doors must be unobstructed. Doors with glass windows will have toughened or laminated glass. Doors with a wire resistance requirement will have wired reinforced glass. Doors will nor have loose or broken hinges, damaged or sticking catches, broken wooden or glass panels and loose or stiff handles. Doors will not be allowed to swing freely without restraint.

	
	
	Windows shall not be cracked or broken and will open easily without undue force being applied. They will not jut out dangerously when open and will be cleaned regularly. Windows will not have broken fastenings and a window pole will be available where necessary.

	Heating and ventilation
	Inadequate heating and poor ventilation effects from direct sunlight
	The heating system will be serviced during annual summer holidays as per existing contract and maintained in good order and will be adequate to comply with the requirements of circular 24/82. 

Windows will be easily opened to allow for adequate ventilation.

Where there are large areas of glass facing direct sunlight, shading will be provided.

	Electrical equipment
	Fire, due to incorrect wiring of fuse,

Overloading poor distribution electrical shock
	All equipment will be correctly wired and earthed and all plugs will be correctly wired.

The correct type of fuse will be used depending upon the equipment and the fuse rating will be marked on both plug and the equipment.

The main supply will be capable of meeting the maximum demand.

The distribution system will be suitable for the type of work being carried out. 

Isolating switches will be marked, well sited, accessible and known to staff.

Residual current breakers will be used where appropriate.

	Lighting
	Inadequate lighting 

Electrical shock
	All lights will work and will be kept in a clean condition. All light switches will work properly and appear to be in a safe condition.

The lighting will be adequate for the type of work being carried out and as specified in circular 24/82.

	Plugs

Sockets

Leads
	Electrical shock

Fire tripping
	Plugs and sockets will be in good condition and no cracks or pieces missing

Screw sockets and mountings will be secured. Sockets will be situated in safe positions, convenient for the equipment to be used and not subject to damp.

Indicator lights on sockets will function correctly.

Insulation on leads will not be cracked or frayed.

Leads will be without knots or joins and reasonably free of ’kinks’. Leads will be of the correct length for the equipment being used.

Where at all possible, there will be no trailing leads.

Multi-point adapters will not be used although plug banks will be acceptable in certain circumstances.

Leads and flexible cables will be securely fixed at both equipment and plug ends.

	Equipment
	Fire

Electrical shock

Improper Use
	Fixed and portable electrical equipment will not be damaged and as far as we are aware is operating correctly.

Copies of manufacturer’s instructions/operating manuals will be easily accessible.

Equipment will only be used for purposes for which it was intended.

Where appropriate, all electrical equipment will be switched off and unplugged when not in use.

Mains isolating switches will be easily accessible and known to staff

On/off indicator lights will function correctly.

Equipment incorporating heating will have a thermal safety cut out in addition to a thermostat.

Equipment containing liquid will have a leakage detector.

All items of electrical equipment will be properly and regularly maintained and serviced.

	Gas

(When applicable)
	Fire 

Gas Fumes
	The location of the gas indicator valve will be known and accessible to all appropriate staff.

Gas taps, valves, tubing burners will be serviced on an annual basis or more frequently if necessary.

Cylinders will be stored outdoors away from flammable substance and out of direct sunlight.

Cylinders will be securely fixed in clamps.

	Offices
	Poor Ventilation
	Substances for use with photocopying/duplicating machines will be stored correctly and the room where photocopying/duplicating machines are operated will be adequately ventilated.

	Kitchen area

Staff
	Food

Poisoning

Slipping

Tripping

Burns
	Kitchen areas will be kept clean and free of refuse.

Kitchen floor will be sound and non-slip, especially when wet.

A first aid box will be available in the kitchen area.

Equipment will be adequately guarded and signed in particular the aqua boiler.

	Boiler rooms
	Fire

Explosion

Fumes

Gas leaks
	There will be no combustible waste stored in the boiler room. All safety devices in the boiler room will be in a proper working order.

The boiler will be regularly maintained by a competent person, as per existing contract. 

All cleaning materials, particularly those which might be hazardous, will be securely stored.

Adequate ventilation will be provided to dissipate gas escape. Instructions in respect of early warning device will be adhered to completely.

	Classrooms
	Damaged or unstable furniture

Fixtures

Unclean areas

Poor flooring
	Hazards will not arise from overcrowded classrooms. All cupboards, fixed blackboards, Display units will be stable.

Classroom furniture will not be damaged.

Wherever possible, there will be no sharp edges on corners of furniture.

All furniture will be positioned safely.

All shelf mountings will be secured. Chairs (Stools and ladders) will be sound.

Floors will be in good condition and non slip.

All containers will be labelled clearly.

	Home Economics Classroom
	Food Poisoning etc.

Slipping

Fire Gas Escape
	Floors will be in good condition and non-slip

Working surfaces will be in good condition and impermeable.

There will be a washbasin with hot water, soap, nail brush and disposable towels for washing hands prior to handling foods.

All cleaning materials and other potentially dangerous substances will be stored correctly, clearly marked.

Fire blankets and fire extinguishers will be supplied.

Adequate ventilation will be provided.

Safety rules will be prominently displayed.

	P.E. Halls
	Slipping

Falling Equipment

Unsound or damaged equipment
	A first aid box will be easily accessible

Floors will be clean, even, non-slip and splinter proof

P.E equipment will be stacked securely and positioned so as not to cause a hazard.

There will be a regular routine for inspecting furniture, floors, apparatus, equipment and fittings.

Wooden beams, benches etc. will be free from splinters and generally sound.

	Outside
	Falling 

Tripping

Unsecured equipment

Building materials

Defective building
	There will no uneven/broken/cracked paving slabs

Roofs, guttering, drainpipes, etc. will be as far a can be seen, sound and well maintained.

Outside steps will be secured with a firmly fixed handrail.

Every effort will be made to keep all play areas clean and free from glass

Outside play/P.E appliances will be securely anchored.

Outside lighting will work and be sufficient. All parking facilities for cars and cycles will be safe in regard to the presence of pedestrians.

All building and builders materials, caretaker’s equipment etc. will be kept securely.

	Staff
	Sexual Harassment

Bullying
	Policy on sexual harassment and bullying in the workplace

	Teacher/pupil
	Assault
	Disciplinary Policy

	Computer Room/Office
	Eye strain

Wrist Strain

Back Strain
	Provision of screen visors wrist rest and suitable designed chairs

	
	Poor Ventilation
	Ventilation will be provided to circulate air.

	Smoking by staff or visitors
	Passive ingress of cigarette smoke
	A designated smoking area is available and a no smoking policy will apply to the remainder of the building.


Procedure re Injuries

First Aid

It is the policy of the school not to use plasters or bandages etc. Water only to be used on cuts and abrasions. (See Yard Procedures). Gloves must always be worn when cleaning cuts or abrasions.

Minor Injuries

In the case of a minor injury the following procedure is followed:

· An adult brings children from the yard to the secretary’s office

· The teacher on duty notes the accident on the yard clipboard

· The child’s parent or guardian is informed of the incident

Major Injuries

In the case of a serious injury the following procedure is followed:

· Parent or guardian is contacted

· Ambulance is called if needed

· Hospital is phoned

· If parent is unavailable, staff members take child to hospital, by taxi if necessary

· Record of injury is filled in on the insurance sheet

Procedure re Administration of Medication
Short Term Medication

In the case of short term medication the following procedure is followed:

· No medication to be administered by the teacher or taken by the child during school hours

Long Term Medication

Parents sign a request form requesting permission for their child to either

(a) take the medication at a specified time or

(b) be administrated by the teacher at a specified time

In the case of long term medication, where parents are unable to make other arrangements, the following procedure is followed:

· Parents seek permission from the principal (with note from their doctor) to have medication administered in school.

· Parents fill in indemnity form.

· Designated person to administer the medication is decided upon, with the principal as back up. 

· The class teacher (of child needing medication), the principal and an SNA are to be named on a nomination form for issuing medication to the child in question

· We recognise that there are different levels of seriousness and(,) in the case of children with critical conditions(,) the following procedures are also necessary:

· Individual procedures are devised for these children on enrolment or on the development of their condition.

· Photograph of child is attached to the procedure and placed in the class roll book. This information is also attached to the yard clipboard.

· Members of staff are informed and are given a copy of the procedure with the child’s photograph. This information is kept in the roll book.

Procedure in relation to cases of anaphylaxis (nut allergy)

· All staff are made aware of child’s condition.

· Photograph of child with instructions on procedure in case of shock are taped to front of class roll book and yard clipboard.

· Clear information is attached on where to find injection.

· All staff are made aware  of procedure in administering injection and the urgency in doing so.
Records and Medical History

· The school enrolment form will be updated to include name and phone number of G.P.

· The school will draw up a standard nomination form.

· The school will use the standard indemnity form.

· Minor injuries are recorded on the yard clipboard.

· Accident report book is in the Principal’s office.

Fire Drill Procedures
Aims:

· To safely evacuate the school in as short a time as possible.

· To reduce panic.

· Clarity of procedure for all.

When Bell Rings All Work Stops

1. All children line up. 

2. First adult to the door opens it - this applies upstairs and downstairs. Adults coming out take turns to hold the main doors open and follow their class to the yard.

3. Children from the various classes intermingle as necessary as they walk down on the right-hand side of the stairs. Smaller children in resource classes go down on left-hand side of the stairs. 

4. Teacher of Senior Class on each corridor to check toilets.

5. Roll book must be taken from room.

6. Classes go in Single File, Walking and in Silence to Place in Yard.

7. Class numbers to be checked in Yard.

8. Class numbers written on blackboard daily.

The Following Procedures Also Apply:

1. Children with disability go down on left hand side of the stairs.

2. Special Needs Assistants stay with the class.

3. Class in library exit through right hand doors.

4. Children on a message join class they are nearest to, and join their own line in the yard.

5. Class in P.E. hall must exit on the side their class is on.

Issues Involving the Whole School  
· Visitors to the school, voluntary workers, caretaker, secretary and parents take nearest exit on hearing fire alarm.

Prevention of Accidents

Existing School Policy

· Children are supervised at all times

· School Discipline Code applies in the class, in the school and in the yard

· Minor injuries are recorded on the yard clipboard and parents are notified.

· With regard to serious injury, the parent or guardian is contacted, the hospital is phoned, staff members bring the child to hospital if the parent or guardian is not available and the insurance sheet is filled in.

· School has contact number for all children.

· Doors to the school are locked during school hours Access to the main school building is gained by ringing the buzzer on the main door on the left-hand side of the building.

· The designated gate must be used pupils to enter and exit the school grounds
· Visitors, parents report to office before going to Principal’s office or to any other part of the school.

Procedure for Spotting and Notifying Safety Officer of Dangers

· Inform Safety Rep. or Principal re hazardous situations in the school buildings or yard.

· Fill in Safety Report Book (kept beside roll book in the staff room).

· The caretaker checks yard every morning for glass, cans or other hazardous materials.

Safety Rules in yard before school start

· On arrival at school children wait outside school gate until it is opened. 

· They then line up in allocated space and are collected by their teacher at 8.50 to be in classroom at 8.55.

· Yard is supervised every morning by one member of the Middle Management team and two SNA’s, from 8.40 until classes are collected

Safety Rules within the Classroom

· Code of Discipline is applied.

· Children do not leave the school an adult must collect sick children

· Children with dental or doctor appointments during school hours, or children who must go home early must have a pink signed slip
· All such parents must go to the Principal for permission.

· All such children must be collected at the school by an adult.

· Adult signs book in secretary’s office and takes ‘permission to leave’ slip to child’s class teacher.

Safety Rules in the Yard

· Code of discipline is applied.

· Children are supervised at all times.

· Only SNA’s or an adult may accompany children who need the toilet or who have minor cuts/injury into the building
· Red Rover is forbidden.

· Climbing trees is forbidden.

· Trains are forbidden.

· Sticks and twigs – children can play with them.

· Responsible use of tennis balls and skipping ropes as allowed.

· Soft indoor Footballs may be used outdoors.

Provision for Adequate Supervision of Children

On the Yard
· Senior Yard – 3 teachers, plus 3 SNA’s
· New Yard – 2 teachers, plus 1 SNA’s plus a number of senior pupils
· Small Yard – 2 teachers, plus 2 SNA’s plus a number of senior pupils

In the Classroom
· The class teacher opens her/his door when she/he has to leave the room.

· The teacher informs the class teacher next door of her/his absence.

· The teacher next door must go into the classroom and check on the class until the teacher returns

Lunch Break and Coffee Break
· Seven teachers are on duty for lunch break and seven for coffee break.

· On hearing the bell, the teacher on duty goes to the staff room for break.

· A resource teacher supervises the class while work continues and the children have a snack.

· This teacher must stay in the classroom during this period

· The teachers on duty go to the appropriate yard and each class teacher sees the children out of the school.

· The school code of discipline applies at all times.

· On hearing the bell, each class teacher goes to the appropriate yard and collects her/his class.

· Teachers on duty notify the class teacher and/or the Principal of any incidents in the yard.

Wet Day Procedure
Upstairs 
· One teacher is on duty on each corridor.

· The teacher circulates between the classrooms.

Downstairs
· One teacher is on duty on each corridor.

· One SNA and a number of senior pupils are on duty on each corridor also.

· The teacher circulates between the classrooms.
Swimming Procedures

The school has regard to both the physical and mental development of each of it’s pupils. Believing that a healthy body promotes a healthy mind, the school arranges for a course of swimming instruction in the Ballyfermot Pool for each of our pupils from 1st class to 6th class during the school year.

1. Attendance at this course fulfills the Aquatics Module of the PE curriculum as laid down by the Department of Education and parents pay the cost of the course and also that of transport to and from the pool. 

2. Should a child be unable to attend the course, due to ill health or any other reason, he/she will remain in the school with another class of similar age group and work independently with work set out by their class teacher. A pupil who needs to opt out of a swimming class for a medical or other reason should provide a note of excuse, written and signed by the parent. 
3. Best practice in relation to the supervision, instruction and child protection procedures as outlined by the Irish Sports Council, Swim Ireland and the National Safety Council will be adhered to at all times. Staff will follow the guidelines of our own Health & Safety and Child Protection policies at all times.

4. Pupils will be expected to dress and undress themselves for games/PE/swimming.  Where assistance is needed this will be done in the communal areas and with the consent of parents.  Under no circumstances will members of staff/volunteers be expected to or allowed to dress/undress a child in a cubicle/private area.  In such situations where privacy is required the parent/guardian of the child will be asked to assist the child.

5. Pupils attending the course at any given time will be from a combination of classes from 1st – 6th. The school will ensure that adequate staff attend the pool to help with supervision and with dressing/ undressing younger children.
6. All children attending the pool should wear their school tracksuit. (Swimming togs may be worn under tracksuits coming to school). Each child must have a suitable bag to carry his/her swimming gear (Sports bag or similar with a secure zip or other fastening).

7. All items brought to the pool must be clearly labelled with the child’s name. This includes the bag, tracksuit, socks, underwear and shoes.

8. Each child must have their own togs (without pockets), towel, hair brush and swimming cap, all of which must also be marked. Deodorants etc. must not be brought to the pool as the dressing rooms are confined spaces.  
9. While in the pool, pupils must endeavour to obey the instructor’s orders at all times and comply with the School Code of Discipline.

10. Teachers of all classes should remain on the viewing deck during the lesson in order to supervise the overall group and pupils who may need to use the toilet during the lesson.

11. The permission from parents to allow children go swimming is covered in the Enrolment Consent Form..

Intimate Care and Toileting Procedures
Children with Specific Toileting/Intimate Care Needs:

· In all situations where a pupil needs assistance with Toileting/intimate care, a meeting will be convened, after enrolment and before the child starts school

· Parents, Guardians, Principal, Class Teacher, SNA, and if appropriate, the pupil, will attend

· The specific care needs of the child, and how the school will meet them, will be clarified

· Personnel involved in this care will be identified

· Provision for occasions when staffs are absent will be outlined (e.g. Substitute SNA’s will not generally be involved in intimate care. Any change of personnel will be discussed with the pupil, if appropriate

· Two members of staff will be present when dealing with intimate care needs

· Any changes will be discussed with parent/guardian and pupil and noted in writing to the pupil’s file

· As far as possible the pupil will be involved in identification of his/her personal requirements, wishes, changes etc

· A written copy of the agreement will be kept on the pupils file

· Parents will be notified of any changes from agreed procedures

· At all times the dignity and privacy of the pupil will be paramount in addressing intimate care needs

· Staff will wear protective gloves

Toileting Accidents:

· At the junior infant induction meetings, the school procedures will be outlined to parents, and they will be asked to submit in writing specific wishes regarding toileting accidents

· A supply of clean underwear, wipes, track-suit bottoms etc will be kept in the school

· In the first instance, the pupil will be offered fresh clothing to clean and change themselves

· If, for any reason, the child is unable to clean or change themselves, the procedure as outlined below will be followed:

a. Remove their soiled clothes

b. Clean skin (bottom, genitalia, legs and feet)

c. Dress in child’s clothes or clothes supplied the school

d. Double wrap soiled clothes and put in plastic bag to give to parent

e. If staff must clean /change the child, two members of staff, familiar to the child will attend to him/her

f. Parents will be notified of these accidents and if deemed necessary parents will be asked to take the child home

g. A record of the incident should be kept

· If a child refuses to be changed out of soiled clothes parent will be contacted and asked to come up to the school
School Tours/Excursions Procedures

Introduction

Taking into account the age and interests of the children and the curriculum being covered, school tours will be arranged by the school to present the children with a new environment in which they can observe, investigate and relate their findings to their own environment.  Tours will be arranged at the discretion of the class teacher.
Transport

The transport organiser of the tour will ensure that;

· A form of transport, appropriate to the distance and the numbers travelling will be chosen

· The bus Company/suppliers and drivers accept the following conditions

Conditions of Hiring

All transport supplied, will be suitable, well-maintained and will have a seat belt for every passenger.  Teachers have the right to refuse any bus they find unsuitable for their outing.  If the bus proves unsuitable a replacement will be supplied or the money refunded

The driver will be used to dealing with children and have a thorough knowledge of and follow the itinerary and timetable for the tour.  The driver is responsible for the safety of the children while they are travelling, but teachers have the right to intervene if it is felt the the safety of the children is compromised;

· The group will have access to the bus for the full day

· The consumption of food(snacking) and singing on the bus - at an acceptable level - will be at the discretion of the teacher in consultation with the driver

· Buses will be left as they were found

Tour Kit

Leaders will take a tour kit on all outings.  These will be available from the office.  The kit will contain;

· First aid materials, refuse and illness bags, newspapers, kitchen roll

· Spare clothing (in case of toileting/other incidents)

· Money to buy parents coffee while on tour 

Cost

The teachers will ensure that the cost of the tour is reasonable and represents value for money.  All children will be actively encouraged to save towards the cost of the tour.

Spending money Teachers travelling together will agree and notify their group of the upper limit on spending money.  This will be based on age and venue.

Venue

Tours will be booked at no less then 6 weeks notice for a trip in the 3rd term.  Teachers will be conscious of the likely "busier" days.  Not more than two class groups will travel together, unless venue and transport arrangements warrant otherwise.  Where more than one class travels, one teacher will accept the role of "leader".  The teacher will be "au fait" with venue, with particular reference to educational opportunities afforded, and services available (toilets, emergency facilities).  Where no phone facilities exist, the leader will have a pre-arranged plan to deal with emergencies.

Weather Conditions

Rain and head gear will be essential for all children and a change of clothes may be necessary, depending on the venue.

Tours list

A list of suitable tours for all classes will be available.  Classes may choose a venue suitable for their own level or lower but not from levels above.  Teachers will ensure that venues are suitable for pupils with special needs.

Uniforms

Teachers travelling together will decide whether uniforms should be worn.

Reports

Where problems arise either with venue or transport teachers will report back to the transport/tour organiser who will in turn will discuss it with the Principal.

Conduct on Tours

Pupils’ behaviour on tours will comply with the standard set down in the School's Code of Discipline.  In certain circumstances parents may be asked to agree to a contract on behaviour.  Where it is felt that a child's conduct would pose a safety risk or inhibit the educational benefit for self or others, the teacher may refuse the child permission to travel.  Parents will be advised of this in advance.

Safety and Supervision

Teachers will be extra vigilant when taking children out of the school.  Special attention will be paid to - Road Safety, Behaviour on bus, Risks posed by particular venues (e.g. adventure playgrounds etc.).  The minimum supervision ratio will be 15:1 (adult).
Informing Parents

Teachers will ensure that Parents are given sufficient notice of;

· Itinerary & Timetable

· Cost

· Special clothing necessary and packed lunch (no glassware)


TOURS CHECKLIST

Before the tour

· Venue booked

· Transport booked

· Individual parents informed of travelling embargo on disruptive pupils

· Timetable organised

· Parents informed by standard letter



· itinerary

· timetable

· cost

· lunch arrangements

· clothing necessary


Agreement on

· Leader

· Spending money

· Acceptable behaviour on bus

· Extra supervisors (minimum 12:1)

Day of Tour
Tour leader will ensure;
· A list of children going on tour with contact numbers for parents

· *Tour kits are available for each bus  

· Cheques for venues

· Cheques for bus

After Tour

· Report back to office

*check tour kits contain

· First aid materials, refuse sacks, illness bags

This plan was amended and approved by the Chairperson of the Board of Management in September 2021
Chairperson Brendan Hestor 

