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At Cardiff Montessori our children are fortunate to have access to the beautiful grounds of Insole 
Court, its visitors center,  gallery and coffee shop.  

The children make use of these areas to enhance the learning opportunities inside the school 
environment and extend play opportunities for children. Consideration to safety will always be given in 
accordance with the guidance: Educational visits- a safety guide for learning outside the classroom 
2008. Parents enrolling their children into Cardiff Montessori accept that the children will access these 
public grounds on a daily basis.  

When using the grounds of Insole court the following guidelines will be followed: 

 
STAFFING LEVELS: 
 
Appropriate staffing levels for outings depend on how the safety and the individual needs of the children 
can be ensured – typically this ratio will be: 

• 1:3 in the infant class 
• 1:6.5 in the children’s house  
• 1:8 in the elementary 

 
There will always be a minimum of 2 members of staff present for such outings unless the outing is an 
elementary mini-outing (see next point). 
 
From time to time it may be appropriate for a child to go outside of the classroom to complement and 
extend their learning. For example, they may wish to collect leaf samples, observe birds or plant 
seedlings. These will be referred to as "mini" outings and will take place spontaneously during the work 
cycle. "Mini" outings will only require 1 member of staff to be present. The ratio on these trips will not 
exceed 1 adult to 3 children and the outing will take place in public areas of insole court grounds. The 
lead teacher will authorise the outing in advance and will sign the children in and out of the class 
 
At least one member of staff will hold a valid and current paediatric first aid certificate 
 
 
OUTING REQUIRED RESOURCES: 

 
• The daily fire evacuation and outing register must be taken on the outing. (For elementary mini 

outing the register remains in class but the lead teacher will sign the children in and out from it) 
• A fully stocked first aid box will always be taken on all outings along with any special medication 

or equipment required 
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• Each class must take the outings bag with them. This should contain a mobile phone, and 
emergency contact details for all children on the outing. 

  
OUTING LOGISTICS: 
 
Regular headcounts will be carried out throughout the outing. All staff should be confidently aware of 
the number of children on the outing and regularly headcount as a matter of routine. Headcounts must 
take place: 

• Before leaving the building 
• Directly outside the building when lined up before leaving into the grounds 
• At the arrival point 
• Every 10 minutes on average  
• At any period of change. For example, if a group of children were leaving to the toilet a head 

count of all children should take place of children leaving and children remaining and again once 
they return. 

• These headcounts are done by the lead teacher or member of staff delegated to do so by them.  
 

 
A senior member of staff will carry out a risk assessment identifying any potential hazards on the journey 
or at the location prior to the outing. 
 
All staff will be easily recognisable by other members of the group; they will wear the school badges and 
high visibility vests/jackets. 
 
Children in the group will all wear high visibility jackets: 
 

• In infants these are orange 
• In the children’s house these are yellow for willow and red for oak 
• In elementary these are light blue 

 
 
SECURING AREAS: 
 
When in the grounds children should be kept together as one group with the appropriate staffing levels 
around them. 
 
Children may be given the freedom to explore, roam and play in secure areas. For an area to be regarded 
as secure all potential entrance and exit points must be staffed. The most common secure area to be used 
is the area by the fountain. This area has 3 entrance / exit points – two by the hedges and one by the 
steps. 3 members of staff must be available to ‘guard’ these points for children to be allowed to play and 
explore freely with one member of staff at least available in the area to lead any activities on offer and 
intervene and help where needed. Staff guarding entry and exit points must not leave their positions 
while the group is roaming freely. 
 
Staff should position themselves around the outside area being used spread apart from one other to 
ensure maximum coverage and visibility of children. Observation notes can be taken at these times in the 
same way as they are done in the classroom. Staff should be: observing or interacting with children at all 
times outside.  


