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Operational Procedures for Outings 

Outings are an important part of the education of all children. Where practical, the nursery will arrange outings to broaden the children’s experiences. Before any outing can take place, along with written parental consent, the following procedure will be instigated:

· The Manager will agree with trip leader that they will be in charge of the trip.
· Both of them will check the child: staff ratio and will not proceed if the staff is under ratio.
· The person in charge must be aware of the procedure in respect to missing children. The person in charge will take all relevant details for every child including emergency contact numbers and medical records.
· The person in charge on the outing must have adequate communication with the nursery, preferably the nursery mobile phone. 
· The outing plan should be given to the Nursery Manager.
· An outing form must be filled with the details of destination, date, time departing and arriving, number of staff and children accompanied.
· The person in charge and at least one 1st Aider (with 1st Aid Kit) must be present on the outing depending on the number of children.
· Staff must ensure that all children’s belongings (which they may need) have been taken along e.g., nappies, wipes etc.
· A risk assessment should be carried out of the venue prior to the visit.
· The route should be mapped out.
· Spare clothes, nappies, water, paper cups e.g. should be taken
· Vehicles in which children are being transported must be adequately insured and equipped with seatbelts which must be used by all those travelling on the outing.
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