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RATIONALE

Social, emotional and physical development and learning in all curriculum areas are enhanced by relevant, enjoyable and experiences beyond the classroom.
PURPOSES
1. To enhance learning, through a variety of well-designed, first-hand experiences.

2. To provide experiences for learners that encourages awareness of the values and philosophies of the tangata whenua, along with other cultures within the school community.

3. To increase students’ awareness of, and concern for, the environment.

4. To develop responsibility for their own, and others’ safety.

POLICY STATEMENTS
The Board, Leadership Team and Staff of St James’ Catholic School will:

· Utilise the resources of the school community and environs.
· Limit excursions for Yr1 – Yr 4 to a duration of one day or overnight, and allow Yr 5 & Yr 6 children the experience of overnight stays of up to four nights.
· Ensure adequate on-going training/professional development for all staff involved in EOTC.

· Ensure that, where possible, all children are included in EOTC programmes.

· Encourage caregivers to be actively involved in all aspects of EOTC.

· Follow the Policy to Practice procedures for EOTC.

· Match planned activities with appropriately trained and experienced staff to ensure that ‘best practice’ guidelines are met.

· Ensure students learn about and are involved in safety procedures

· Review all EOTC events once implemented for quality improvement purposes

· Keep an inventory of all known EOTC activities that are to be held over the year, that also identifies the skills and experience required to run each activity safely.  The information kept in the inventory will include the following; month/date/s, curriculum area, EOTC event, and the skills/experience required.
· Appoint a EOTC Co-ordinator or committee to oversee all EOTC activities undertaken by the school.  
· Ensure that the five-stage safety management process is implemented. These five stages are as follows; Stage 1 – Initial planning and approval process, Stage 2 – Preparation for EOTC, Stage 3- Pre-event planning checkpoint, Stage 4 – Running the event and Stage 5 Post event review and evaluation.

· Assign a person in charge of each EOTC activity.  These leaders will have all the recommended core competencies for leaders of EOTC activities (as described by the Ministry of Health – see Appendix Two of this document entitled ‘Core Competencies  for leaders of EOTC activities’.
· Adhere to the school Health & Safety Policy whist undertaking EOTC activities.

· Review the Health & Safety Policy on a 2 yearly basis to ensure that it meets all legislative requirements including EOTC activities.

· Utilise the Ministry of Education resource entitled ‘ Safety and EOTC – A good practice guide for New Zealand Schools (2002).
· When Contractors are used in order to meet best practice requirements for running an EOTC event, the school will ensure that they are a reputable company and will follow the appropriate administrative procedures associated with contracting an outside provider.  The BOT is still responsible for ensuring student safety, even when an external contractor is used, so a teacher must still be allocated to be in charge of the activity.

· Provide the required safety equipment.

POLICY TO PRACTICE PROCEDURES
General 
NB: an extensive selection of sample forms to assist the school to implement the five-stage safety management process can be found in Appendix V of the Ministry of Education Safety and EOTC Document.

1. On enrolment, a consent form is to be completed by a parent/caregiver to allow child/children to participate in school organised trips of up to a day. See Appendix One for a copy of the consent form.
2. When planning a trip, approval must be granted by the Principal or their delegate, and for overnight stays the Board of Trustees (at least one month before the outing).  This approval should be gained prior to parents being notified.

3. For overnight stays the Outdoor Safety Action Plan must be submitted to the Board of Trustees one month prior to the trip for approval.

4. Parent/caregiver consent will be obtained (see Appendix One).  Parents will be informed of any risks associated with the programme.  Provision for the parent to inform the school of any risks associated with their child’s involvement will also be sought at this time.
5. Prior to trips, a St James Outdoor Safety Action Plan form will be completed and submitted to the Principal at least two weeks before the outing.

6. Parents will be notified in advance before all trips.

7. Provisionally Registered teachers without full registration must have a fully registered teacher to accompany them on any trip outside the school grounds. 
8. All proposed activities will be assessed by the Principal for the level of competence that  is needed to lead the EOTC activity, and perform the EOTC activity (teaching and volunteer supervisors). If the required competence is not available within the school, the activity will be modified or an external contractor will be used who has the appropriate skills and knowledge.  Professional development opportunities will be provided to ensure that staff have the necessary safety skills and knowledge required to run activities that they are responsible for.  Volunteer supervisors will assessed to see if they have the required skills, knowledge and or experience for their assigned role.

9. A communication system will be utilised (e.g.cellphone,  telephone,  2-way radio’s)so that staff involved in EOTC activities are able to communicate effectively and in case of emergency.  An alternative plan will be considered for areas that do not have cellphone coverage.
10. Head-counting of students should happen regularly on all types of EOTC event.

Overnight Trips
1. A detailed programme must be submitted to the Board of Trustees prior  

            to the trip taking place.

2. A minimum of 1:6 ratio of adult to pupils is required for overnight stays.

Adult to Student ratios

(a) A minimum of 1:4 for water, beach and mountain activities

(b) A minimum of 1:6 for overnight stays

(c) A minimum of 1:8 for other excursions

NB:  these ratios are suggested as a minimum guide only.  On occasions it may be necessary to have a higher ratio of adult to students, and this decision will be made in accordance with the following factors; student needs, age group, activity, location and competence of staff and parent help.
Travel arrangements
(a) All children to must wear approved safety harnesses/seatbelts in private vehicles.
(b) All private vehicles must have current warrant of fitness, registration and the driver must have a full current and valid drivers’ licence.
(c) Names of the occupants of each vehicle to be listed and left with office staff.
(d) A list of all children involved in the excursion is to be left with office personnel and the teacher in charge on the excursion is to carry a copy on the excursion.
(e) At the end of the excursion and prior to the departure from the place of visit, the teacher shall check off children’s names as per the list
First Aid

1. A first aid kit must be taken on all trips.  This needs to be collected from the school office.  
2. A qualified first aider must be accessible to each student participating in an EOTC activity.  This should be taken into consideration when deciding what staff should attend the EOTC activity.
Finance

(a) Arrangements are to be made in such a way that all children are able to participate.

(b) Any fundraising associated with the excursion must have BOT approval.
(c) Parents are to be asked in writing if money is required to cover the costs of the trip.
(d) Office Manager approval must be sought prior to trip costs being given to parents
Swimming

With the exception of the approved Beach Education Programme, swimming will only 


take place in supervised swimming pools.

Contracting of Services


Where commercial operators or instructors are employed to deliver the whole or part

of an outdoor education programme, the operator has a joint responsibility with the 


BOT to ensure a safe environment.
RESPONSIBILITIES

Board of Trustees

It is the Board of Trustee’s responsibility to ensure safety in three major areas; Staff competence and best practice, health and safety procedures, and equipment.  These responsibilities have been outlined broadly within this policy document however, an extensive list can be found in the Ministry of Education (2002) Safety and EOTC – A good practice guide for New Zealand schools document (page 12).
General Supervision Guidelines
All Supervisors of EOTC activities should have clearly identified roles and responsibilities within their capabilities.  Ideally this should be provided in writing. 

· All supervisors should be fully briefed on the activity and safety procedures

· For the safety of both adults and students, no supervisor should be alone with a student at any one time

· Supervisors should be assigned to a specific group of students wherever possible

· All supervisors should:

· Know what the safety plan is;

· Have an opportunity to get to know their group early on;

· Carry a list of names of all students in their group;

· Be aware of students who require closer supervision;

· Have appropriate information about special needs or behavioural problems

· Involve students in safety systems.

Person in charge of EOTC event

In addition to ensuring the EOTC programme is organised and implemented effectively using the five stage safety management process and that the General Supervision Guidelines are followed above the person in charge of the EOTC event is also required to:

· Have a readily accessible list  of all students and supervisors, with medical profiles and other pertinent information.

RELATED DOCUMENTS

St James’ Catholic School Health & Safety Policy

Ministry of Education (2002) Safety and EOTC – A good practice guide for New Zealand schools. ISBN 0-478-27262-6
DEFINITIONS

EOTC – is a generic term to describe curriculum-based learning that extends beyond the four walls of the classroom.  This can range from a museum or Marae visit to a sports trip, outdoor education camp, or rocky shore field trip.
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Appendix One
Consent Form

Appendix Two

‘Core Competencies  for leaders of EOTC activities’.
As specified in the Ministry of Education Safety and EOTC – a good practice guide for New Zealand Schools (2002) include:

· Ability to teach/instruct;

· Outdoor pursuit skills: qualification OR attestation of equivalent skills/experience to match selected activities;

· Current first-aid certificate;

· Ability to identify and manage risks;
· Crisis management skills;

· Leadership skills;

· Group management skills

· Environmental skills; and 

· Cultural values

NB: A list of desirable personal attributes can also be found in this document.
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