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CATERHAM SCHOOL ETHOS AND AIMS
Inspiring Education for Life

Caterham School is one of the leading co-educational schools in the country. We are
committed to providing an environment in which all pupils are challenged to be the best
they can be and one in which pastoral care and wellbeing underpin academic, co-curricular
and sporting excellence. The majority of our pupils are day pupils but we are also a thriving
boarding community, which enriches the educational opportunity and experience for all. We
believe in providing an education for life for all Caterhamians and we seek to ensure that the
learning experience at our school blends the best of tradition with the exciting
opportunities provided by new technology. Learning how to learn is a key facet of a
Caterham education and is in our view an essential skill for life in the twenty-first century.
We believe that a truly excellent school is about more than academic achievement alone: it
is also about developing a passion for learning, a capacity for independent and critical
thinking, self-awareness and resilience, self-confidence without arrogance and genuine
interests that extend beyond the confines of the classroom.

At Caterham School we focus on developing the whole person, aiming to ensure that each
pupil leaves here ready for the challenges of life at university and beyond and understanding
their responsibilities towards others. We want our pupils to leave Caterham well equipped
to engage positively with a rapidly changing world as accomplished problem solvers and
innovators, confident in their ability to lead and with a clear appreciation of and respect for
the views and potential of others. In so doing we remain true to our founding Christian
principles and values.
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the various activities. The lead member of staff will brief all accompanying staff about all
aspects relating to the health and safety of pupils accompanying the educational visit or
outing. This may include designating specific tasks to specific staff e.g. care of medication. All
staff supervising a trip will have undergone a Disclosure and Barring Service (DBS) check,
and will be as well informed about the proposed visit as the leader. They will need
preparation before the visit.

Equal Opportunities

Every effort will be made to ensure that School journeys, visits and activities are available
and accessible to all who wish to participate, irrespective of special or medical needs, ethnic
origin, gender, religion etc.

Pupils with Learning Difficulties and Disabilities, Special Educational and Medical
Needs

Wherever it is feasible, pupils with learning difficulties and disabilities should be included,
whilst maintaining the safety of everyone in the group. Any problems/limitations should be
considered at the planning stage and when carrying out the risk assessment. Special
attention is made to supervision ratios. Each leader, for information, should hold summary
sheets containing details of the pupil/pupils: special needs. Where any pupil currently has a
Health Care Plan (drawn up by the Health Centre) this information should accompany the


https://www.hse.gov.uk/aala/
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any possibility. Tours should be undertaken which have a reasonable chance of success on
the field. The proposed plan should be submitted to SMT.

Residential Trips (Prep School) There are currently three residential visits involving only
Prep School pupils. These are annual repeat trips and approved by SMT on an annual cycle;
both are Year 4, 5 and 6 residentials focused on outdoor and adventurous activities and
team-building. All are planned for a year in advance and parents are notified so a deposit
balance is sought and received. All such visits are well-established and led by staff who
have accompanied such trips on numerous occasions. There is a joint Senior/Prep music-
based residential visit on which the Head of Music at the Senior School takes the lead;
however, there is close liaison with the Prep School Head of Music and Head.

Administration for a Trip
The documentation concerning administration of trips is contained within the R drive.

The two main documents, The School Trip Template and Guidance to Planning a School Trip
are supported and linked to other pertinent documents. Supporting systems used are WisePay
and iISAMS.

Fundraising for Tours

Within the parental body, many of whom already make significant sacrifices to pay the fees,
there is a finite pool of energy, good will and finance. To continuously make demands on the
same group of people is unfair. It is essential that fund-raising fatigue and potential clashes
should be avoided.

Principles of Fund-Raising

Fundraising events organised by the Parents Association take precedence as their
aim is to benefit all pupils (i.e. school minibuses, equipment in the Hall) rather than
tours/trips which by definition only benefit a limited number.

School fundraising activities are co-ordinated through the Assistant Head
(Partnerships). No fundraising event in school should take place unless it has been
agreed by the Assistant Head (Partnerships).

)XQGUDLVLQJ LQ VFKRR( VKRXIG EH FDUULHG RXW WR VXSSRUW “FKDULWDEOH SURIHFIVU i.e. not
to benefit the students or teachers themselves through fares, kit etcetera.
Exceptions to this may include formal fenterprise: projects such as fYoung
Enterprise- which are fully costed, including insurance and tax.

There is a great deal to be said for fundraising involving the pupils themselves. They
are the chief beneficiaries of an exciting and wide-ranging array of overseas trips and
should therefore whenever possible be encouraged to take a lead role in fund-
raising. Furthermore, fundraising forms an essential component of the purpose of
some trips, such as the trip to Tanzania.
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Supervision Levels
There need to be some standard arrangements for this so that the School is confident that:

a) Legal requirements regarding supervision and safety are fully met

b) Best Practice guidelines are fully met

c) Pupils are well cared for

d) Parents are not unduly subsidising unnecessary staff.

e) No trip is accompanied by fewer than 2 staff (unless this is deemed appropriate by the
EVC and a risk management plan is in place).

f) Mixed parties contain at least one male and one female member of Staff. If all pupils are
over 16, there may be circumstances in which this rule need not apply on a day trip.
Equally, it may not apply where a Third Party Provider is involved and provides a tour
guide. (Seek advice from the EVC as far in advance as possible).

g) On all overnight trips involving a mixed group there is to be at least one male and one
female member of staff (see above).

h) Volunteers accompanying residential trips should be DBS checked.

1) Ten pupils per member of Staff on non-hazardous trips abroad or on residential trips in
this country is the guideline.

J) For day trips in this country the number of pupils to teacher may be higher, but there
should never be a ratio of fewer than one teacher per 20 students.

In most cases the travel company gives a standard number of free or subsidised places. (This
normally varies from 1:12 to 1:8). If the member of staff organising the trip believes that there
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Financing of Trips
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A spreadsheet of eligibility for driving a school vehicle is held by the Transport Manager.
Please consult the Transport manager or the Assistant Head (Co-curricular) to check your
eligibility for driving a specific vehicle.

Pre-departure checks
Although the School Driver is responsible for the maintenance of minibuses, the law directs

that the driver is responsible for ensuring that the vehicle is fit for use. Therefore before
departure basic visual checks on the vehicle ought to be carried out:

Lights (including hazard warning lights)
Tyre pressures and wear
Fluid levels: oil, brakes, radiator, windscreen washer
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Taking a Minibus Abroad
Caterham staff may not drive a minibus outside the UK.
Publicity for Trips

The school can always make use of video clips and photos of trips and tours. If staff wish to
borrow the school digital camera they should please see the IT department.

Photographs which might be of sufficient quality for either newsletters or the press should be

passed to the marketing department. Staff should not publish photographs or video clips
publically without having first checked the permissions given to do so for participating pupils.

Recording and Reviewing
LV WKH UHVSRQWLELWN\ RI WKH (HDG VXSHUYLVRU RI HDFK WULS WR UHSRUW DFFLGHQW DQG {QHDU
accidents: VRPHILPHV NQRZQ DV QHDU PLWHV  5HYIHZV Rl HDFK WULS DQG PRQUIRULQJ RI JRRG

practice should always be shared with the EVC.

If staff are in doubt about any aspect of a school trip they should consult the EVC.
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Critical Incident on a Trip or Excursion

The following guidance is given to help Trip Leaders deal with any critical incident occurring
off the campus.

1) Establish the nature and extent of the incident / emergency.
2) Make sure all other members of the party are accounted for and are safe.
3) Call the appropriate emergency services.

4) If there are injuries, establish their extent and administer appropriate first aid if you have
been trained and feel capable. Be aware of consequences that might follow were you to
give incorrect treatment. Have regard to your own safety vis-a-vis blood contact.

5) Advise other party staff of the incident and of actions taken. Decide, if appropriate, who
is in charge and responsibilities to be undertaken by each adult member of the group.

6)
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A COPY OF THIS PAGE SHOULD BE CARRIED BY ALL MEMBERS OF
STAFF ACCOMPANYING A TRIP OVERSEAS
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