Teachers Check List

1. PREPARATION
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N www.sparsholtschoolscentre.org.uk/teachers R
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» Brief staff and pupils about Health & Safety issues appropriate to the day. ‘
« Plan working groups and allocate supervising adults to groups. /

* Please bring a full list of all participants including all staff, helpers and pupils
emergency contact numbers. A copy should be handed to Schools’ Centre staff.

/gZ ARRIVAL - Coaches must go to the Bus Park
You will be met by a member of Schools’ Centre staff and quided to the Centre.

/g?) EQUIPMENT

Footwear - All visitors need a change of shoes

Visitors should arrive carrying clean wellington boots or old boots/shoes
in a plastic carrier bag. A limited supply of wellingtons are available to borrow.
Visitors should change out of dirty footwear and leave Sparsholt in clean shoes.

Clothing - Please ensure your group are dressed appropriately

Waterproof coat: all visitors need one, even in summer! Waterproof coats offer
protection aqainst the wind. A limited supply of waterproofs are available to borrow.

Long sleeved tops and trousers: these provide protection aqainst nettles,
brambles & ticks and also protect against sunburn. Shorts & skirts should not be worn.

Warm clothing: Visitors should have jumpers/fleeces, thick socks, hats and gloves as
it is surprising how quickly you can become cold. The site can often be windy and
therefore cold. On hot days, ensure that pupils bring sun hats & skin protection.

Layers of clothes work best - you can add/remove items to suit the weather!

Camera - Visitors may use their own cameras or borrow the Centre’s digital
cameras to record their day (please do not flash cameras directly at animals’ eyes).

/§4 LUNCH - visitors must wash hands before eating

Visitors should bring a packed lunch to eat at the Schools’ Centre or in our
picnic areas. Drinking water is available at the Centre. Toilet facilities are close by.

» Please ensure that you supervise your group over lunch. K@}H
* No pupils may go onto the farm unaccompanied.

D /5 GENERAL
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ovtdoor learning experiences in 3 countryside environment”

Teachers Guide

Important information about your day visit to Sparsholt

( Please read the following quidance notes carefully to ensure that your visit is
enjoyable and safe. A farm is a potentially dangerous place. Our activities are
carefully designed to give groups safe access to the site. We hope you will enjoy
your visit. Find out more at: www.sparsholtschoolscentre.org.uk

SUPERVISION

In addition to Sparsholt staff, who are qualified group leaders, the following
minimum" ratios of responsible adults (from your school) to pupils are required:
o Pupils under 8 years of age (Y1-Y3) require 3 ratio of 1:8
o Pupils under 16 years of age (Y4-Y11) require 2 adults per group
 Groups working at ‘hazardous sites’(water) require a minimum ratio of 1: 12
*Minimum ratios are not the recommended ratio.
Small working groups remain the target.

GROUP CONTROL

o Keep the group together and under your control at all times

 No pupil may go onto the farm unaccompanied

* When moving around the site, a leader should be positioned at the front
and a ‘tail-ender’ at the rear of the group.

¢ Do not allow pupils to climb on farm equipment or gates and fences.

Sparsholt Schools’ Centre for Environmental Education,
Sparsholt College, Winchester, Hampshire, SO21 2NF

iy I—Iampshire Telephone: 01962 797201
0 County Council ~ email: schoolscentre@sparsholt.ac.uk




Other Information

BEFORE YOUR VISIT

Pre-visit meetings - if you have not visited Sparsholt recently, we strongly
recommend you attend. The meetings provide opportunities for you to view the site,
discuss possible activities and consider Health & Safety issues. Pre-visits usually take
place at 3.30pm-4.30pm. Please contact us to reserve your place: 01962 797201.

Consider the learning outcomes - you will need to discuss these with 3 member
of Centre teaching staff and agree a programme of activities for the day. Centre staff]
can also advise on the preferred staffing ratios for your chosen activities.

This can be done in person at a pre-visit or by phone.

This should be done at least 2 weeks before your visit. éi]
Links to Education for Sustainable Development (ESD) ... ‘ é
We support Hampshire's waste management strategy to reduce waste, reuse and
recycle. All groups are invited to take the ‘Low Waste Lunch Challenge’. There is 3

prize for the best result each term. Follow the links from on our website to find out
more or visit: www.hants.qov.uk/sustainable/schools/

Resources for Teachers and Pupils ...
In order to provide teachers and pupils with a wide range of useful resources to
prepare for and follow up a visit, we are continuing to develop our on-line facilities.

Visit: www.sparsholtschoolscentre.org.uk select:

‘TEACHER PAGES’ (Resources)
« Primary Resources: KS2 Teachers Packs, preparation & extension activities .«
« Secondary Resources - grouped by topic with background mforma’clon
» Other useful information can be accessed via the ‘Teachers” section: 7
Risk Assessment & Management Local Operating Procedures
Emergency Procedures Vision & Values :
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Health & Safet

Guidance

GENERAL - All visitors should ensure that they wear appropriate footwear and
clothing. Cuts and abrasions should be covered. Thorough hand washing is essential
after contact with animals, especially before eating or when leaving the farm.
Livestock should be approached quietly and slowly. Animals can bite therefore, keep
fingers away from animals mouths, particularly pigs. Please keep pupils away from
farm machinery eg. tractors. Be aware of barbed wire/electric fences around the site.
Note: Smoking is not allowed within any buildings, vehicles or teaching areas.

Visitors need to be aware of the following illnesses & hygiene precautions:

« E-Coli is an infection that can cause serious illness, particularly in young children.
E-coli bacteria are carried by farm animals and can survive for long periods in soil and
manure. Effective supervision of young children near livestock and thorough hand
washing are essential. After a farm visit, footwear should also be thoroughly cleaned.

« Enzootic abortion in sheep is an infection that can affect pregnant women and
their unborn baby. Pregnant women are advised to avoid close contact with sheep,
particularly at lambing time. The infection causes abortion in sheep and can cause
illness and miscarriage in humans. The disease can be treated with antibiotics.

« Tetanus (lockjaw). It is recommended that all visitors and staff maintain a course
of tetanus injections. Cuts and grazes should be protected. The illness is 3 serious, but
preventable bacterial infection affecting the body’s muscles and nerves.

* Weil's Disease is common in areas where rats may be present. People working in
these areas should protect cuts and grazes with waterproof dressings and wash their
hands thoroughly before eating. Medical advice must be sought at the earliest stage
possible if persistent flu-like symptoms develop.

* Lymes Disease is carried by ticks on bracken and is common in Hampshire. Long
sleeves and trousers are advised. The risk of infection is low, but if bitten, the tick
should be carefully removed as soon as possible. Consult your GP if you detect 3 red

U

Low Waste Lunch Challenge How to get here spot around the location of the tick’s bite and flu-like symptoms develop.

‘VIRTUAL TOUR'’ of Sparsholt can be a useful preparation or follow up acttvﬁcy
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» Toxocara is 3 disease organism commonly carried by domestic dogs

‘ACTIVITY GALLERY’ provides a range of activities (mainly for KS2/3).

‘PUPIL PAGES' (secondary) - follow the link from our Home page to find
resources listed by topic (Geography or Science) and individual schools. . 9
AFTER YOUR VISIT N

Please complete and return the Course Evaluation form with any suggestions for
how you think a particular element of your day could be improved. We are also keen
to hear about the follow up work you have planned. Please contact us if you need
any additional resources or if you have difficulty accessing those on-line. Thank you.

and cats which is also present in the fox population.
Recommended reading:

1. HCC Off-site Activities & Educational Visits: Regulations & Gu/c/ance 2005
2. HSE Agricultural Information Sheet no 23 and AIS23 Advice to teachers
(http.//www.hse.gov.uk/pubns/index.htm)

3. Sparsholt College Health & Safety Policy & Procedures 2004/05.

4. Health & Safety of Pupils on Educational Visits DEE  (www.dfes.gov.uk)
5. Sparsholt Schools’ Centre (www.sparsholtschoolscentre.org.uk): Emergency
Procedures; Local Operating Procedures; Risk Assessment & Management




Sparsholt Schools’ Centre - Local Operating Procedures

One member of Schools’ Centre teaching staff will have discussed not only the course and
planned learning outcomes of the day but also the correct ratios of adults to pupils and any
specific needs/ disabilities of pupils prior to the visit with a member of the school staff.

Schools’ Centre staff will:

= Wear photo card identity badges and introduce themselves to all visiting school groups
at the start of each day visit. They will clarify their role as teaching staff.

= Ensure that the classroom, equipment, garden and toilets are all safe and accessible to
all visitors.

= Display the programme for the day and any additional information or activities that school
pupils and/or staff are expected to do, such as tidying up.

= Carry First Aid equipment and a mobile phone when working with a school group on the
college estate.

= Organise school groups (maximum of 25 pupils per leader) to walk safely around the site
with themselves as defined leader and a responsible adult (eg class teacher or
LSA/TA/CA/ governor) identified as “tail ender” with role to keep pupils in front of him/her.
Centre staff should periodically stop and regroup when necessary.

= Advise on staff to pupil ratios according to the site, weather conditions, activity, age and
ability of the pupils (Ref: p64 of HCC Off-site Regulations for further information).

Supervision of groups:
In addition to Sparsholt staff, who are qualified group leaders, the following
minimum* ratios of responsible adults from school to pupils are required:
0 Pupilsin Y1 to Y3 need a minimum ratio of 1:8 per group
0 Pupils from Y4 to Y10 need a minimum ratio of 2 adults per group
o All groups working at the pond need a minimum ratio of 1:12 per group
*Minimum ratios are not the recommended ratio. Small working groups remain the target.

= Advise on current weather conditions and offer to loan waterproofs and wellington boots
as necessary. They should explain why a change of shoes is necessary.

= Brief visitors on the dangers from animals, their waste & saliva and traffic. Visitors (pupils
& adults) should understand the risks inherent in visiting this site and the need to follow
specific safety instructions to:

o0 Wash hands after touching animals, soil or pond water;

Wash their hands thoroughly with soap & warm before eating;

Touch animals only after being invited to do so by Centre staff;

Keep clear of farm equipment and barbed wire fences;

Be aware of dangers from passing vehicles. (Groups to walk at the side of road

where there are no footpaths/ pavements.) Pupils are not permitted onto the farm

alone.

= Endeavour to ensure that visiting groups depart at the pre-arranged time.
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Recommended reading:

= HCC Off-site Activities and Educational Visits: Regulations and Guidance 2003: HSE
Agricultural Information Sheet no 23 and AIS23 Supplement (revised) Advice to teachers;
Sparsholt College Hampshire Health & Safety Policy & Procedures 2003/4.

» Health & Safety of Pupils on Educational Visits DfEE or, http://www.dfes.gov.uk/h_s ev/
Documents available on the web site www.sparsholtschoolscentre.org.uk or from the Schools
Centre include: Teachers Guide & Information for Visiting Groups (including H&S regulations);
Serious Incidents or Emergencies at Sparsholt Schools Centre; Risk Assessments (generic, site
specific and ongoing); Code of Conduct for Visiting Schools.




Sparsholt Schools’ Centre for Environmental Education — Emergency Procedures 2009

Emergency Procedures
Serious Accident / Incident

The most likely incident that would involve a visiting school group would be personal such as
a serious injury / death. Of lesser probability would be an incident of a communal nature such
as: fire, unsafe property, pollutant leak or outbreak of a communicable disease.

A serious accident or incident is defined as:

= an accident leading to a fatality, serious or multiple fractures, amputation or other serious
injury

= circumstances in which a group member might be at serious risk or have a serious illness

= any situation in which the press or media are or might be involved.

In the event of a serious accident/incident, Schools’ Centre staff will ensure that the following
actions are taken to initiate Sparsholt College’s and Hampshire County Council’'s emergency
procedures (reference: HCC Off-site activities and educational visits: regulations and
guidance http://www3.hants.gov.uk/education/outdoor-education ).

Action to be taken by group leader in the event of a serious accident/incident:
The group leader is the member of staff (class teacher) who has duty of care for the pupils.

1 Stay calm - Assess the situation.

2 Protect the group from further injury or danger.

3 Render first aid or other service as appropriate.

4 Summon help from the rescue services in the following way:

EMERGENCY RESPONSE
In case of serious injury Schools’ Centre staff will contact the emergency services in the

following way (depending upon access to land line and reception of mobile phone):

e Reception is the first point of contact for incidents and emergencies

e Reception will make a 999 call to the emergency services and ensure
that the appropriate college staff are contacted to assist.

Business hours 3333 (internal phone)
(0800 — 1800 Mon-Thurs and 0800 — 1730 Friday)
01962 797568 (external phone)

Outside business hours 9999 (internal phone)
(evenings, weekends, holidays)
*333 (internal phone)
You must also contact security by dialling
07715 043858 (external phone)
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Sparsholt Schools’ Centre for Environmental Education — Emergency Procedures 2009

5 School staff should phone their base contact person (as soon as possible) and:
= give clear information about the situation
= give your location and actions
= give your telephone number
= ask the receiver to alert your senior managers and/or the Children’s services contact.

6 If base contact cannot be made, call Children’s Services Dept Emergency number:
Office hours: 01962 876218 (Outdoor Education)
24 hours 07623 960259 (Emergency Planning Team pager)
The Emergency Planning Team can take responsibility for getting the required support.

7 Depending upon the nature of the accident/incident, it is possible that the leaders and young
people will be in a state of shock. The remainder of the group should be moved to some
secure accommodation and placed under the care of a member of staff able to protect them
from the attention of the press/media. If necessary, request the police to assist or ask for direct
support from your base. Calm and comfort the young people and arrange for their evacuation.

8 Do not make any statements to the press/media or allow anyone else to make statements
other than expressions of sympathy. Refer all press/media enquiries to HCC Media Centre
direct on 01962 845626 or via EPT above (especially for out of hours).

9 Do not allow group members to text or telephone home or friends until contact has been
made with the School’s senior staff, the Press Office or Children’s Services senior mangers.

10 Retain all equipment involved in an unaltered condition.

11 Do not allow anyone to see any group member without an independent witness being
present. (No-one, unless they are in a relevant official capacity, has the right to see anyone
who does not wish to see them.)

Action to be taken by the base contact person in the event of a serious
accident/incident:

The Class teacher of a school group has ‘duty of care’ for their pupils. As part of the
emergency procedures, the class teacher (or Schools’ Centre staff) would contact the base
person at school. The following actions should then be taken by the school contact:

= |nform the headteacher and/or senior staff with the relevant details.

= |If agreed or as necessary, telephone the Children’s Services Emergency number (as
above). The Emergency Planning Team (EPT) will liaise with the school to agree what
support is required.

= Parents of any injured young person should be notified as a priority. Arrangements
should be made for all parents to be contacted regarding the safety of their children. If
necessary, assistance should be given to transport parents to their injured child if they
are hospitalised.

= If necessary, an incident centre should be established. Each individual school should
have a plan for this eventuality.

= Base contacts should have access to: lists of all group members, including adults with
next of kin.
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