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[CLUB NAME]
Excursion Policy
(Club name) is committed to providing a caring, friendly, and safe environment for all our athletes so that they can train and play in a relaxed and secure atmosphere.
Parents/carers understand that they are responsible for the safe delivery and collection of the participant from training at (sports facility). However, travelling to away competitions and having trips away from home is a great experience for athletes, and should be both safe and fun for all involved.    
Where parents/carers make their own arrangements for the transportation of participants to and from an away event, it is their responsibility to ensure the appropriateness and safety of the arrangements.
Where club members/committee co-ordinates the arrangements, the following good practice guidelines are recommended.
Communications
Where possible and appropriate:
1. A “Parent/Carer Information Document” may be created, containing the following:
· Why - the reason/purpose for the trip
· When  - date, times including the departure and estimated time of return
· Where - destination, venue
· Meeting points – at the home venue and the away venue as appropriate
· Staffing arrangements – name and contact details of the Team Manager/Head Coach, Child Protection Lead and Home Contact
· Kit requirements
· Cost implications - competition fee, spending, pocket money, any cost of transport
· Details of insurance
· Payment details – including date for paying deposit
· Details of transport
· Codes of conduct
· Emergency procedures and telephone contacts
· Catering arrangements – including request for any special dietary needs
· An itinerary of the trip
2. The club committee may hold a meeting with parents/carers before departure to share the above information about the trip, answer questions and make joint decisions about arrangements where appropriate
3. Athletes may be provided with a scaled down version of the Parent/Carer Information Document
4. A meeting may be held with the athletes before departure to agree the following:
· Rules for the trip (and sanctions for breaking them)
· Clothing/kit list and athletes’ responsibility for their own property
· Expectations of the athletes
· Agree which athletes are sharing rooms.
· Staff roles and responsibilities
· Emergency procedures
· Support if athletes become homesick, are unhappy, or need to speak to someone in confidence
Documentation
Copies of the following documentation will be held by the Team Manager/Head Coach and the main club committee contact, in line with data protection legislation:
1. Consent Form (Appendix 1)
2. Trip Register (Appendix 2)
3. Risk Assessment (Appendix 3)
4. Code of Conduct (Appendix 4)
5. Consent Form – Informal/unchaperoned trips (Appendix 5) – see section below for further information
Transportation
The trip organisers must ensure:
· All vehicles are correctly insured for the purpose
· The driver has a valid and appropriate license for the vehicle being used
· All reasonable safety measures are available, such as fitted, working seatbelts
· Drivers have adequate breaks
· Suitable insurances are in place (Public and Civil Liability, Personal Accident, Vehicle Breakdown Cover) – these would be assumed in place if using a reputable hire company
Trips Abroad
When travelling abroad, the following should also be in place:
· Adequate and relevant insurance cover (including travel, sport-specific and medical insurance)
· Awareness of local procedures for dealing with concerns about the welfare of children and details of the emergency services in the location of the visit
· Vaccination requirements and documentation
· European Health Insurance Cards (if appropriate) for each child and adult attending the trip
· Making sure equipment is transported as safely as possible 
Staffing
The following staffing guidelines will be followed, as appropriate:
· Adults in charge of the group will be responsible for the safety and wellbeing of participants in their care
· An appropriate ratio of coach per participant (no more than 5 children to 1 adult as an example) at all times
· There should always be at least two responsible adults with the group: preferably one male and one female, as appropriate
· All staff/volunteers should have a clear knowledge of their role and responsibility for the team
· All staff will have completed appropriate courses and that they understand the clubs and SDS Protecting Vulnerable Groups Policy
· There should always be a qualified first aider and a full and up-to-date first aid kit where one is not available through the accommodation venue, competition venue or bus company
· Child Protection Lead - one adult should be assigned this role and they will be primarily responsible for the safety and welfare of the children during the trip, act as the main contact for dealing with any concerns about children whilst away from home, and be responsible for maintaining the register during the trip
· Team Manager/Head Coach – this adult will be responsible for the management of the team and liaising with competition organisers; they may also process entries for events, liaise with athletes regarding competition times and arrange practice sessions
· Appropriate Club Committee Contact – this adult will act as a contact point if required
Accommodation
Trip organisers should, where possible, visit potential accommodation venues prior to booking and/or telephone venues to check the following details:
· Research the area to find all accessible accommodation to ensure it meets the needs of the group
· Ensure all rooms are fully accessible to suit individual requirements 
· Sleeping arrangements: these will enable suitable sharing in terms of age, gender and appropriately located staff or volunteer bedrooms for both supervision and ease of access in case of emergency
· Parents/carers and children should be consulted in advance about arrangements for sharing where possible and appropriate; all beds must be single, and children must not share a room with staff
· Whether bathrooms are shared or en-suite
· Appropriate safeguards where others have access to the sleeping quarters
· Special access or adaptive aids required by group leaders or children
· Environmental factors and check if rooms are non-smoking
· Personal safety issues
· Current fire certificate
· Whether dietary needs can be met
· Whether valuables can be stored safely
· Night-time security arrangements
· Secure parking
On arrival at the accommodation:
· Check that all windows and doors are safe and secure
· Check the rooms and report any damage
· If there is a bar, what rules are in place
· Is there a social area, ie. what is there for participants to do when not training/competing
· Ensure that you have your staff rooms spread out
· Check all rooms for the correct number of beds
· Ensure there is no access to alcohol in the rooms
· Ensure movie access is appropriate or not available in rooms
· Ensure that everyone is aware of the fire exits and emergency procedures
· Store money and valuables securely
· Have a group meeting to review the programme and rules
Managing the Group whilst Away
Where possible and appropriate, the Team Manager/Head Coach should ensure the following during the course of the trip:
· Daily athlete and staff meetings are held in order to solve any issues
· Arrangements are in place for the supervision and risk assessment of activities during free time - children should not be allowed to wander alone in unfamiliar places
· All adults should maintain an overview of the wellbeing of all children during the trip so that any issues can be identified and resolved as quickly as possible - children can use the daily meetings to raise issues, and adults should be prepared to take anonymous feedback from children
Informal / Unchaperoned Trips
Due to the nature and structure of this sport, there may be occasions where individual athletes or very small groups of athletes attend a competition.  On these occasions, the club coach may look to work collaboratively with another associated club, in order to share travel arrangements, accommodation arrangements and/or team management.  The club coach and athlete will work closely with the athlete’s parents and the associated club in order to ensure suitable arrangements are in place.  For these ‘informal’ or ‘unchaperoned’ trips, the parent will be asked to complete the consent form for such trips (Appendix 5).
Important Contact Details
· Club Committee Member: (contact details)
· Club Committee Safeguarding & Wellbeing Officer (Name): (contact details)
· Police Scotland Non-Emergency: 101 (from Scotland) 
· SDS Safeguarding & Wellbeing Representative (Name): (contact details)
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