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Rationale

Pupils extend and realise their potential when they participate in activities that offer challenge and learning
experiences outside the school curriculum. Pupils can derive considerable educational benefit from taking part
in visits with their school. In particular, they have the opportunity to undergo experiences that are not
available in the classroom. Visits can develop a pupil’s investigative skills, knowledge and curiosity, enthusiasm
and enjoyment. Longer visits, in particular, can encourage greater independence, teamwork and confidence.
All trips and visits are planned to be as fully inclusive as is reasonably possible. No framework of regulations
and guidance can provide a total guarantee of safety. Nevertheless, if the practice identified in this document
is followed, visit organisers should be able to proceed with confidence, knowing that they have taken all
reasonable precautions to ensure the safety and wellbeing of the young people in their care.

Scope

This policy applies to all primary schools within Haberdashers’ Academies Trust South.

Aims

e To ensure that every educational trip and visit has a clear objective that supports the academic,
personal, social, cultural and physical development of all pupils.

e To develop, implement and maintain clear systems that are understood by all visit leaders,
accompanying staff and adults, to ensure visits are safe and successful.

e To reassure parents and guardians that all reasonable care has been taken to ensure the health and
safety of pupils during the activity.

Implementation

Categories of visits

The types of visits undertaken can be broken down into three categories.

Type I visits
There are two categories of Type | visit: -
e Regular, routine off-site activities. (E.g. the use of off-site facilities for PE);

e Specific, one-off or occasional visits. (E.g. museum visits, field study visits etc.);



Type | visits are those which fall into none of the categories which define a visit as Type Il or lll as stated below.

Approval - This trip type must be approved by the Principal

Type II Visits
Type Il visits are overnight trips without significant risk element and fall into one or more of the categories
below:
e all visits including an overnight stay;
e all visits including adventurous activities supervised by employees or volunteers;
e allvisits including adventurous activities supervised by an external provider (e.g. a commercial centre
or hired instructor).

Approval - This trip type must be approved by the Principal before the end of the Spring term of the academic
year before the trip is due to take place except in exceptional circumstance. A list of all approved Type Il trips
will be given to the Local Governing Body as part of a visits report in their summer meeting annually.

Type III Visits
e all visits abroad;
e allvisitsin any of the categories above for which insurance is arranged other than through the school’s
policy;
e all overnights or other trips with significant risk element.

Approval - This trip type must be approved by the Principal before the end of the Spring term of the academic
year before the trip is due to take place except in exceptional circumstance. A list of all approved Type Il trips
will be given to the Local Governing Body as part of a visits report in their summer meeting annually.

Responsibilities

The Principal is responsible for the welfare and wellbeing of pupils and adults whilst on trips and visits, under
the oversight of the Local Governing Body. The Educational Visits Co-ordinator (EVC) has designated overall
responsibility for all school visits and journeys from the Principal. The designated Educational Visits
Coordinator must be a member of the School Leadership Team.

The Educational Visits Coordinator
The Educational Visits Coordinator (EVC) should ensure that:
e Visits comply with regulations and guidelines recommended by the respective Local Authority (LA)
guidance, DfE and the School’s own Health and Safety Policy;
o All necessary actions (see Appendices E & F, Educational Visit forms & checklists) have been
completed before the visit begins;
e An appropriate risk assessment has been completed and appropriate safety measures are in place;
e Training needs have been assessed by a competent person and the needs of the staff and pupils have
been considered;
e The group leader has experience in supervising the age groups going on the visit and will organise the
group effectively;



The group leader or another teacher is suitably competent to instruct the activity and is familiar with
the location/centre where the activity will take place;

Group leaders organise visits properly and have sufficient time to do so;

Non-teacher supervisors on the visit are appropriately involved and have the relevant skills to support
or participate on the trip or visit.

Arrangements have been made for the medical needs, allergies, dietary requirements and special
educational needs of all the pupils;

Adequate first-aid provision will be available;

The mode of travel is appropriate;

Travel times out and back are shared with the EVC (including pick-up and drop-off points);

There is adequate and relevant insurance cover;

A school contact has been nominated (this may be the Business Manager or an appropriate member
of senior staff in addition to or in the absence of the EVC) and the group leader has details;

The group leader, group supervisors and nominated school contact have a copy of the agreed
emergency procedures;

The group leader, group supervisors and nominated contact have the names of all the adults and
pupils travelling in the group, and the contact details of parents/guardians and the teachers’ and other
supervisors next of kin;

All appropriate documents relating to trip are placed in the agreed shared area for easy access;
There is a contingency plan for any delays including a late return home.

The Group Leader

One teacher, the group leader, should have overall responsibility for the supervision and conduct of the visit
and should have regard to the health and safety of the group. The group leader should have been appointed
or approved by the EVC. The group leader should:

Obtain prior agreement before any off-site visit takes place, through submitting a request to the EVC
at least 4 weeks prior to the proposed visit; for late requests or exceptional circumstances will be
considered at the Principal’s discretion (signed and dated);

Include all relevant assessments, details and itinerary to the EVC prior to approval being given;

Have the address and phone number of the visit’s venue and a contact name;

Obtained or undertaking and completed a risk assessment appropriate to the nature of the trip, and
hand this in, fully completed with final pupil details prior to the scheduled date of departure;

Have enough information on the pupils proposed for the visit to assess their suitability or be satisfied
that their suitability has been assessed and confirmed,;

Be aware of safeguarding issues or any special arrangements for pupils with additional needs. In
addition, be satisfied that any arrangements required to meet the needs of these pupils are met.
Ensure parents/guardians have signed consent forms when the trip on offer is outside of the timings
of the school day. Signed forms are always required for any Off-Site Visits;

Be able to control and lead pupils of the relevant age range and be suitably competent to instruct
pupils in an activity and be familiar with the location/centre where the activity will take place;
Undertake and complete the planning and preparation of the visit including the briefing of group
members and parents and guardians

Appoint a Deputy Group Leader

Ensure that teachers and other supervisors are fully aware of what the proposed visit involves;



Clearly define each group supervisor’s role and ensure all tasks have been assigned;

Ensure that adequate first-aid provision and other safety measures are available;

Ensure the ratio of supervisors to pupils is appropriate for the needs of the group;

Consider stopping the visit if the risk to the health or safety of the pupils is unacceptable and have in
place procedures for such an eventuality;

Ensure that group supervisors have details of the school contact;

Ensure that group supervisors and the school contact have a copy of the emergency procedures;
Ensure that the group’s teachers and other supervisors have the details of pupils’ special educational
or medical needs as well as contact information which will be necessary for them to carry out their
tasks effectively;

Observe the guidance set out for teachers and other adults below;

Notify the EVC that the trip has returned safely;

Ensure all relevant plans for access for pupils with additional needs have been fully documented.

Teachers and other staff

a)

b)

Teachers or other staff on school-led visits act as employees of the Trust, whether the visit takes place
within normal hours or outside those hours, by agreement with the Principal.

Teachers or other staff must do their best to ensure the health and safety of everyone in the group
and act as any reasonable parent/guardian would do in the same circumstances. They should:

follow the instructions of the group leader and help with control and discipline;

consider stopping the visit or the activity, notifying the group leader, if they think the risk to the health
or safety of the pupils in their charge is unacceptable.

Adult Volunteers — non staff members
All adults on the visit should have the appropriate checks made to ensure they are suitable to supervise

children. Volunteers do not require a DBS check, although where possible this is preferred. Non-staff members
should not be left in sole charge of pupils and should only act in supervising pupils. As such, their roles and
responsibilities must be made clear prior to departure and during the visit. They must:

Pupils

Do their best to ensure the health and safety of everyone;

Follow the instructions of the group leader and teacher supervisors and help with control and
discipline;

Speak to the group leader or teacher supervisors if concerned about the health or safety of any pupil
at any time during the visit.

Inform the group leader there is a serious behavioural, medical, or safeguarding concern immediately.

The group leader should make it clear to pupils that they must:

Not take unnecessary risks;

Follow the instructions of the leader and other supervisors including those at the venue of the visit;
Dress in full uniform unless another dress code has been advised relevant to the trip such as
sportswear;

Adhere to the Home School Agreement and adhere to the Behaviour Policy so that they are safe and
well throughout the time away from their school sites;



e Adhere to the required expectations regarding use of mobile phones or technology whilst on a trip or
participating in an activity. This should be highlighted and communicated in advance by the group
leader;

e  Where applicable, that a completed pupil risk assessment is available (taking into account any access
arrangement or specific needs);

e Look out for anything that might hurt or threaten themselves or anyone in the group;

e Report all incidents or concerns to the group leader or supervisor.

Excellent behaviour and conduct on trips and visits are essential to ensure that all pupils can benefit from the
opportunities provided. Pupils whose behaviour may be considered to be a danger to themselves or to the
group may be stopped from going on the visit. Pupils who misbehave on a school trip or visit will be challenged,
corrected and/or sanctioned as appropriate by the group leader. Where such misbehaviour puts the pupil,
other pupils or staff at risk or threatens the success of the visit, the parents/guardians of that pupil will be
required to collect the pupil and take him or her home at the parents’/guardians’ expense.

Parents/Guardians

When a pupil is admitted to a school, the parent/guardian will receive general information regarding the type
of visits the school arranges. This will include statements regarding charging policy, the importance of reliable
behaviour and the need for support/cooperation of parents/guardians for children with medical conditions or
challenging behaviour. A general ‘Local Visits’ permission form will be given to parents/guardians to sign.

The school is not liable for trips organised between parents/guardians or by students involving students of the
school.

Care Throughout the Activity

All adults will receive a “Supervisor’s Pack” in advance of the activity (Appendices C and D).This will include:
o A copy of the Academies’ ‘Guidelines for Supervising Pupils on Off-Site Activities’.
e Brief information regarding the purpose of the activity.
o All relevant information relating to the venue and the timetable for the day.
e Precise details for what to do if lost and where to assemble for the return journey.
e Copies of worksheets/hints for supporting pupils.
e Full details of children’s groupings and designated supervisors.
e Details of any child with Special Needs and how to respond to these in an emergency.
e Name(s) of First Aider(s) or First Aid arrangements.

The Group Leader will also carry:

e A mobile phone.
e School and any other necessary contact numbers.
e Will delegate who will carry:
o first aid appropriate to the nature of the visit
o any medication (together with written parental consent and instruction).



Planning Visits

Preliminary Planning
Formal approval must be sought before proceeding with any arrangements:

e Confirm availability of the dates on the school calendar

o Four weeks’ notice will be required prior to the departure and approval sought from the EVC. In special
circumstances approval may be granted in a shorter notice period;

o Type Il and lll trips should be discussed and approval given by the Principal by the end of the Spring
Term of the academic year prior to the planned departure. In special circumstances approval may be
granted in a shorter notice period; A list of all approved Type Il and Il trips will be given to the Local
Governing Body as part of a visits report in their Summer Meeting annually. Any type Il or lll trip that
is not approved by the Principal before the end of the previous Spring term will not be approved.
Additionally, a minimum timescale of 6 months is required for planning;

o The period between the half-term of the spring term and the end of the public examinations must be
kept free of all but the most essential trips and activities for Year 6.

e An overview of all type 2 and 3 trips undertaken in the past academic year and planned trips for the
year ahead should be shared with governors at the end of the academic year to review impact and
ensure accessibility and equity.

Risk Assessment

A risk assessment must be completed well before the visit by the group leader and approval granted by the
EVC (see Appendices H & I). The nature of the risk assessment will depend on the trip, taking into account
factors such as:

Distance from school

Type of activity

Location

Need for staff with specialist skills

Practical guidance on how to complete a risk assessment is available from the Outdoor Education Advisers
Panel - https://oeapng.info/visit-leader/

The risk assessment should be based on the following considerations:
e What are the hazards and who might be affected by them?
e What safety measures need to be in place to reduce risks to an acceptable level?
e (Canthe group leader put the safety measures in place?
e What steps will be taken in an emergency? What are the emergency procedures?
e Are there any increased security measures in place? If so, do the above need to be reassessed in line
with these?

External Providers

An external provider is one that provides an element of instruction, staffing, guidance or where there is a
service provided (i.e. students partake in an activity). This could include an activity centre, ski company, tour
operator, overseas expedition provider, freelance instructor, youth hostel or voluntary organisation.


https://oeapng.info/visit-leader/

The decision about using external providers is the responsibility of the group leader, EVC and the Principal.
When making the choice, and to ensure that appropriate safety measures are secure, each school will:

e Ensure the provider holds a council for learning outside the classroom (LOtC) quality badge (or)
e A provider form has been satisfactorily completed by the provider (see appendices)

Minibus Transport

Licences

Staff employed to drive minibuses are required to hold a full D1 licence. D1 licences will automatically have
been issued if the licence was obtained before January 1997. Licences obtained after this date are B class
licences.

B Class license holders will only be permitted to drive a minibus if:
e The minibus weights no more than 3.5 tonnes and has no more than 16 seats.

e The driver is over 21 years of age and holds a full licence for 2 years
e The driver is not being specifically renumerated for driving through their contract of employment.
All drivers are required to complete a MIDAS or equivalent test before being permitted to drive.

Where driving is being undertaken by school staff, EVCs should ensure appropriate checks of the licences
have taken place. Planning should consider journey times and appropriate rest breaks; maximum leaden
weight and any medical needs of the driver.

Liability for driving rests with the driver.
Preparing Pupils

Equal Opportunities

Every effort should be made to ensure that school journeys and activities are available and accessible to all
who wish to participate irrespective of special educational or medical needs, ethnic origin, sex, religion, ability
to pay, etc. Reasonable adjustments must be made for pupils who are disabled.

Information to Pupils
Pupils should understand:
e The aims and objectives of the visit/activity;
e The background information about the place to be visited;
e Basic foreign culture and customs;
e How to avoid specific dangers and why they should follow rules;
e Why safety precautions are in place;
e Why special safety precautions are in place for anyone with disabilities;
e What standard of behaviour is expected from pupils;
e Appropriate and inappropriate personal and social conduct;
e Who is responsible for the group;
e What not to bring back, either within the UK or from abroad etc;
e What to do if approached by anyone from outside the group;
e Procedures for assembling or meeting before during or after the trip;
e What to do if separated from the group.



Preparing Parents/Guardians

Communicating with Parents/Guardians
a) Before residential visits, or when the pupils are to travel abroad or engage in adventure activities,
parents/guardians should be encouraged to attend a briefing meeting where written details of the
proposed visit should also be provided. There should be alternative arrangements for
parents/guardians who cannot attend or who have difficulty with communication in English.

b) Parents/guardians need to be aware that the teachers and other adult supervisors on the visit will be
exercising the same care that a prudent parent/guardian would. Letters to Parents/guardians advising
of Non-Residential Off-Site Activities must include the following information (Appendix B):

e Date of visit.

e Expected times of departure and return.

e Venue.

e Means of transport (including reference to seating, if applicable).

e Group Leader and total number of supervising adults.

e Purpose of visit and proposed activities.

e Requirements of food/ drink / clothing / spending money (if any).

e Costs and statements about voluntary contributions including need to cancel insufficiently
supported visits.

e Deadline for application/consent.

e Details for emergency contact during the visit (applicable for residential visits).

e Consent form.

Parental Consent

Parental consent on the relevant form must be obtained from the parent or guardian of each pupil taking part
in any visit. Regular, routine off-site activities (E.g. the use of off-site facilities for PE identified as such in the
school prospectus) or those occurring during the school day do not require such permission.

Safeguarding of pupils

Insurance

All participants in Type Il and Il visits must be insured through the school’s visit and journeys insurance policy
or through special insurances related to the activity or linked to a company delivering the activity. This must
be submitted with the proposal where applicable.

Staffing ratios
The following ratio is a recommended guide ratio for all visits. This ratio is also dependent on the trip type and
also the level of risk assessed based age, needs and genders of the pupils attending as fewer adults can be
assigned for older pupils.

e Nursery - 1:4 or better

e Reception, Years 1, 2 and 3 - 1:6 or better

e Years4,5and6—1:8or better

Whenever possible the Group Leader will not supervise a group (this will be dependent upon numbers of
parents volunteering to attend). There must always be a supervisor who is excluded from the ratios above.



For all types of visit, and when a minibus is used for a long journey, a teacher and a second adult should
accompany the party. Where pupils of both sexes are taking part in an overnight visit, there should be a
member of staff of both sexes accompanying the visit where possible.

Reception will only use public transport for short, simple journeys. For trams and trains the party will be
distributed to use different doors but always two groups together to enable one adult to be first on/off and
the other last on/off. Supervising adults will endeavour to negotiate seats, shared if necessary, for all children
who, once seated, must then remain seated throughout the journey. Parents/guardians will be informed
before giving their consent, that public transport seating cannot be guaranteed.

First Aid
On every trip there must be a qualified teacher and first aider. For EYFS visits at least one person who has a
current paediatric first aid certificate must accompany children on outings.

Safety procedures
For residential visits, all group members should carry the address and telephone number of the
accommodation in case an individual becomes separated.

Where visits involve multiple activities with differing requirements each activity will need to be assessed and
separate information provided. Pupils should be aware of who is responsible in any instances where the group
leader has delegated responsibility to another member of staff or instructor.

Emergency Arrangements
In the event of an emergency the following steps must be followed (See Appendix C for further information):
e Group Leader to assess dangers and ensure that all pupils are safe
e Group leader to contact EVC and relate concerns. Detailed account of situation and contingency plans
to be discussed
e EVC to contact the Principal and Business Manager to discuss next steps
e EVC to liaison with group leader regularly for updates and to feedback decision from discussion with
Principal
e  Principal to inform CEO and Chair of Local Board
e Contact with parents/guardians will be done by the Principal and Business Manager
e Detailed report to be written by the group leader and passed to EVC
e EVC will report outcomes and findings to the Principal for consideration
Report will be shared with Principal, CEO and Chair of Local Board, along with a time line for all
recommendations made.

Staff time

Trips and visits are very important for our children and young people, and we very much appreciate the time
and commitment given by staff to organise and be part of them. Many trips and visits take place during the
working week and school day.

We do also run trips which extend beyond the normal day and / or are residential. For these trips, staff
leading or supporting do so voluntarily. All meals, accommodation and expenses required by the trip will be
paid for by the school. Staff involved will not be paid overtime, but the school will offer reasonable time off
in lieu, if it is possible to do so, or will look for opportunities to enable those staff involved to gain some



additional non-contact time. This will be dependent on the demands of the school. Any such arrangements
will be agreed before the trip takes place.

This approach does not apply to staff taking part in holiday revision classes or intervention residentials,
supporting pupils as part of their public examination preparations. The process for these is shared
separately.

Visits Abroad

An overview of all type 2 and 3 trips undertaken in the past academic year and planned trips for the year ahead
should be shared with governors at the end of the academic year to review impact and ensure accessibility
and equity. Visits abroad should include as far as possible at least one adult with the ability to speak and read
the language of the visited country. This may be the tour guide from the tour operator.

Passports

All students and staff on School visits abroad must hold a valid individual passport; the passport must have
at least one year before expiry at the time of travel. Parents and guardians are responsible for ensuring their
child has a valid passport.

The Group Leader should check the passport details of all adults and students to prevent the risk of anyone
being refused entry. Parents/guardians will also be required to provide a copy of their child’s birth
certificate.

Details for individual countries can be obtained by contacting the UK embassy or consulate of the relevant
country or the UK Passport Agency. Should colleagues need assistance in this matter, please see the
Educational Visits Coordinator (EVC).

Visa Exemption

Students who are not British nationals or nationals of an EU country will need to travel using their own
passport and will normally require a visa to travel to another EU country. British nationals may need a visa to
travel to some countries. Details can be found here. However, a school can apply for visa exemption on
behalf of the students. Details of visa exemption can be obtained from the Home Office or British Council.
Should colleagues need assistance in this matter please see the Educational Visits Coordinator (EVC).

Visas

When travelling to some countries, visas will be needed. Click here to check the gov.uk website for further
information. Most countries require passports to have at least one year before expiry at the time of travel.
The Group Leader and EVC should check for updates regularly, as visa requirements may change.

UK Global Health Insurance Card (UK GHIC)
For most people, the UK GHIC replaces the existing European Health Insurance Card (EHIC) for new
applications. Each individual teacher and student that are travelling will need a UK GHIC card.

Parents/guardians should apply on-line for an UK GHIC on behalf of their child/ren via the NHS website
available here. The Card is not valid indefinitely and Group Leaders should, therefore, check the expiry date
on the Card well in advance of departure.

Customs allowances and prohibited items
Information can be found here regarding customs allowances when travelling both within and outside the
EU. It also details prohibited and restricted goods.
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https://www.britishcouncil.org/school-resources/exchanges/travel-guidance
https://www.gov.uk/foreign-travel-advice
https://www.nhs.uk/using-the-nhs/healthcare-abroad/apply-for-a-free-uk-global-health-insurance-card-ghic/
https://www.gov.uk/bringing-goods-into-uk-personal-use/arriving-in-Great-Britain

Terrorism

Advice about terrorism is available from the Foreign and Commonwealth Development Office (FCDO) on
their website and from the Home Office here. A section is also included in the risk assessment database for
UK airports and UK ports. It must be remembered, however, that there are often exceptions in insurance
policies for claims under terrorism unless there is specific advice from the Foreign and Commonwealth Office
not to travel.

Travel advice

Travel advice about the safety in specific countries is available from the FCDO here. Once again, it must be
remembered that there are often exceptions in insurance policies for claims under refusal to travel unless
there is specific advice from the Foreign and Commonwealth Office not to travel.

Exchange visits
Student exchanges are encouraged, but the Principal is expected to ensure that rigorous checks are made as
far as is reasonably practicable.

Detailed guidance is available in a document by The Outdoor Education Advisers’ Panel entitled Young
People’s Exchange Visits. This document includes detailed advice and procedures including the need for

Disclosure and Barring Service (DBS) Disclosures and reciprocal checks. Relevant checks need to be carried
out on the families hosting the home stay. This means:

e DBS checks for British families. If there is a cost implication, since the measure is to protect British
students, it is not unreasonable to pass the cost of such a check to parents/guardians as part of their
contribution to the cost of the visit.

e Arelevant check for reciprocating families in the country to be visited. Where equivalent checks do
not exist, in general the head of the receiving establishment will be requested to verify that to the
best of their knowledge hosts are suitable. The Trust must be informed if this is the case.

e If satisfactory evidence cannot be ascertained or if hosts refuse to supply the information the visit
should not continue.

Note: Electronic checks may be carried out by the school. Please contact the EVC.
Additional forms will be required for visits abroad, including:

e Letter for border control.
e Parental permission to take child abroad.
e Parental permission consenting to medical treatment abroad.

Please contact the Central Trust team for further information.

Communication

This policy is available at all times on the school website and the staff intranet for stakeholders to view and
refer to.

This policy will be shared with staff at regular intervals through whole staff meetings and professional
learning sessions to ensure all staff are aware of their duties in relation to planning, leading and supporting
with any school trips and visits.

Students and parents/guardians will be notified of this policy as and when it becomes relevant to them.

11


https://www.gov.uk/guidance/reduce-your-risk-from-terrorism-while-abroad#terrorism-and-travel-advice
https://www.gov.uk/government/organisations/home-office#content
https://www.gov.uk/guidance/reduce-your-risk-from-terrorism-while-abroad#terrorism-and-travel-advice
https://oeapng.info/
https://oeapng.info/

Monitoring and Evaluation

The Local Governing Body will receive an annual report on school visits from the EVC in the summer of each
year. The report will outline the trips that have taken place in the year by year groups, and a clear indication
of whether these visits are Type |, Type Il or Type lll. The report will detail any problems that had occurred
during visits in the year. In addition to this, the reports for each School will also include a summary from the
other schools within the Trust to quality assure procedures and make any recommendations. This will be
shared at Local Governing Body meetings. The report will also contain a list of Type Il and Ill visits that have
been approved to take place in the following academic year. The Chairmen of the Local Governing Body will
have the right to request the full paperwork from any of the trips or visits referenced in the report for quality
assurance purposes.

Related documents

Appendices

e Appendix A: Driver’s Declaration

e Appendix B: Example Letter

e Appendix C: Guidance for adults accompanying pupils on off-site activities
o Appendix D: Guidelines for teachers in charge of off-site activities

e Appendix E: Proposed Off-Site Educational Visits Request Form & Checklist
e Appendix F: Checklist for final planning

o Appendix G: Evaluation

e Appendix H: Risk assessment information

e Appendix I: Risk assessment template
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Guidance and resources from other organisations

Outdoor Education Advisers Panel (OEAP)
e For trip leaders https://oeapng.info/visit-leader/
e For Educational Visits Coordinators https://oeapng.info/evc/

The Department for Education (DfE)

e Health & Safety on Educational visits https://www.gov.uk/government/publications/health-and-

safety-on-educational-visits/health-and-safety-on-educational-visits

The Royal Society for the Prevention of Accidents (RoSPA)

e Planning visits and adventurous activities https://www.rospa.com/rospaweb/docs/advice-

services/school-college-safety/school-visits-guide.pdf

The Key for School Leaders

e Educational Visits: planning checklists https://schoolleaders.thekeysupport.com/administration-and-

management/health-and-safety/transport-visits/residential-visits-checklists/

e School trips risk assessments: https://schoolleaders.thekeysupport.com/administration-and-

management/risk/trips-risk-assessments/educational-trips-risk-assessments/?marker=full-search-g-

school%20trips%20policy-result-1

e Staffing ratios for trips and visits: https://schoolleaders.thekeysupport.com/staff/staff-ratios-and-

qualification-requirements/staffing-ratios/staffing-ratios-for-trips-and-visits/

e Parents accompanying pupils on school trips Parents on school trips: guidance and templates | The Key

Leaders (thekeysupport.com)Parents on school trips: guidance and templates | The Key Leaders

(thekeysupport.com)

e Educational visits: do we need parental consent: https://schoolleaders.thekeysupport.com/pupils-

and-parents/engaging-parents-and-carers/parental-consent-and-responsibility/parental-consent-

special-school-visits/

e Taking medical information on trips https://schoolleaders.thekeysupport.com/administration-and-

management/record-keeping/information-collected-by-schools/taking-medical-information-

trips/?marker=full-search-g-school%20trips%20policy-result-10
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https://oeapng.info/visit-leader/
https://oeapng.info/evc/
https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
https://www.rospa.com/rospaweb/docs/advice-services/school-college-safety/school-visits-guide.pdf
https://www.rospa.com/rospaweb/docs/advice-services/school-college-safety/school-visits-guide.pdf
https://schoolleaders.thekeysupport.com/administration-and-management/health-and-safety/transport-visits/residential-visits-checklists/
https://schoolleaders.thekeysupport.com/administration-and-management/health-and-safety/transport-visits/residential-visits-checklists/
https://schoolleaders.thekeysupport.com/administration-and-management/risk/trips-risk-assessments/educational-trips-risk-assessments/?marker=full-search-q-school%20trips%20policy-result-1
https://schoolleaders.thekeysupport.com/administration-and-management/risk/trips-risk-assessments/educational-trips-risk-assessments/?marker=full-search-q-school%20trips%20policy-result-1
https://schoolleaders.thekeysupport.com/administration-and-management/risk/trips-risk-assessments/educational-trips-risk-assessments/?marker=full-search-q-school%20trips%20policy-result-1
https://schoolleaders.thekeysupport.com/staff/staff-ratios-and-qualification-requirements/staffing-ratios/staffing-ratios-for-trips-and-visits/
https://schoolleaders.thekeysupport.com/staff/staff-ratios-and-qualification-requirements/staffing-ratios/staffing-ratios-for-trips-and-visits/
https://schoolleaders.thekeysupport.com/pupils-and-parents/engaging-parents-and-carers/involving-parents-in-the-life-of-the-school/parents-on-school-trips-guidance-and-templates/?marker=full-search-q-parents%20on%20primary%20school%20trips%20-result-0
https://schoolleaders.thekeysupport.com/pupils-and-parents/engaging-parents-and-carers/involving-parents-in-the-life-of-the-school/parents-on-school-trips-guidance-and-templates/?marker=full-search-q-parents%20on%20primary%20school%20trips%20-result-0
https://schoolleaders.thekeysupport.com/pupils-and-parents/engaging-parents-and-carers/involving-parents-in-the-life-of-the-school/parents-on-school-trips-guidance-and-templates/?marker=full-search-q-parents%20on%20primary%20school%20trips%20-result-0
https://schoolleaders.thekeysupport.com/pupils-and-parents/engaging-parents-and-carers/parental-consent-and-responsibility/parental-consent-special-school-visits/
https://schoolleaders.thekeysupport.com/pupils-and-parents/engaging-parents-and-carers/parental-consent-and-responsibility/parental-consent-special-school-visits/
https://schoolleaders.thekeysupport.com/pupils-and-parents/engaging-parents-and-carers/parental-consent-and-responsibility/parental-consent-special-school-visits/
https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/information-collected-by-schools/taking-medical-information-trips/?marker=full-search-q-school%20trips%20policy-result-10
https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/information-collected-by-schools/taking-medical-information-trips/?marker=full-search-q-school%20trips%20policy-result-10
https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/information-collected-by-schools/taking-medical-information-trips/?marker=full-search-q-school%20trips%20policy-result-10

Appendix A

DRIVER’S DECLARATION

Academic Year

Name of Driver

Vehicle Make

Registration

Insured with

Policy number (copy of policy
attached)

I confirm that the above e Insured for carrying passengers for School Off-Site Activities.
vehicle is: e The MOT Certificate is valid.
e The vehicle is fitted with rear seat belts.

| have read the school’s

regulations for children

travelling by car.

Signed

Date

Drivers will be asked to renew their declaration each academic year. Please let the school office know if
there are any changes to the above details before the renewal date.

Please:

e Only carry pupils in the rear seats.

e Ensure seat belts are fastened before setting off and kept fastened throughout the journey.

e Ensure where necessary (when a child is below the minimum height of 150cms) that a booster
seat is provided and used together with a seat belt throughout the journey.

e Set childproof locks if available.

e Set pupils down on the pavement side only.

Thank you for helping. Have a safe journey.

School telephone number:
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Appendix B

EXAMPLE EMAIL / LETTER

Date:
Dear Parent/Guardian

Off-Site Activity to (e.g. Victoria & Albert Museum and Albert Memorial)

Arrangements have been made for the above visit to take place on (date). The purpose of the visit is to (e.g.

study the Victorian rooms and costumes in the museum and to see the Albert Hall and Memorial in
connection with this term’s history topic).

The Group Leader will be (name) and other adults will assist in supervising the children.

The children will travel by (e.g. coach fitted with lap seat belts). The children will leave the School at (time).
The estimated time of return to the School is (time).

The children will need a packed lunch and a non-fizzy drink. School uniform should be worn and a warm
waterproof coat if necessary. The cost of the visit will be (amount) per pupil and the School requires that
parents/guardians contribute this amount.

The assistance of some parents/guardians in supervising the children will be appreciated. Please contact the

Group Leader if you are available or indicate this on the consent form.

Please complete the Consent Form, together with your contribution to the cost of the visit, as soon as
possible and NO LATER THAN (date).

Yours sincerely,

Group Leader/and or Class Teacher
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Appendix C
GENERAL GUIDELINES FOR ADULTS ACCOMPANYING PUPILS ON OFF-SITE ACTIVITIES

Thank you for volunteering to accompany children during this activity. In this pack you will find details of the
arrangements for the day. Please read these carefully and bring your pack with you.

You will be expected to exercise the same degree of responsibility for your group as would any wise and
reasonable parent looking after his or her own children. This duty of care is continuous throughout the
activity. You are responsible to the Group Leader for the pupils assigned to you.

Please ensure that your group stays with you throughout the day. Count your group frequently and at every
moving-on stage. To avoid any confusion or misunderstanding do not take responsibility (unless mutually
agreed) for children from other groups beyond ensuring that they are safely returned to the designated
supervisor.

We expect a high standard of courtesy and good behaviour. Please let the Group Leader know as soon as
possible if any child in your group is disobedient or unruly.

Please be responsible for checking the seat belts for your group. Please do not smoke or drink alcohol during
the visit.

The Group Leader will brief you if any child needs medication, e.g. inhaler, during the day, which will be
administered by a trained First Aider.

Please ensure that the children spend their money on approved items only and do not buy them any extras.

Please do not give the children sweets. Enjoy your day!

Toilet Arrangements
Opportunities for all children to visit the toilets will be planned for —before leaving School, on arrival at

venue, lunchtime, before leaving. This will enable maximum supervision in toilet areas and outside, allowing
adults to cover for each other.

If all supervising adults are female, infant boys should be taken into the Ladies’ toilets. Junior boys should
use the Gents’ but never alone and a supervising adult must wait outside.

If a child needs the toilet at any other time during the visit, the group supervisor must take the whole group
and wait outside for those who need to use the toilet. No child must ever go alone.

Crossing Roads
If this is necessary the Group Leader will plan the best place to cross and the procedure to be followed and

will make the arrangements clear to you.

Emergency Arrangements
All supervising adults should ensure that they keep their groups within the vicinity of other groups or of the

staff in charge of the venue. This will enable them to summon help in the event of any accident or other
emergency. The first responsibility is to stay with the group and obtain help.
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The person responding to the summons will contact the Group Leader (and venue personnel) who will
decide appropriate action/give advice. Should it be necessary for a child to be taken to a first aid post or to
hospital the Group Leader will delegate one adult to accompany the child, taking over responsibility for that
adult’s group. As soon as possible, the Group Leader should arrange for the School to be contacted by
telephone and given details of the emergency and the action taken. The School will then contact
parents/guardians as appropriate.

Emergency Message —details to be relayed:

What has happened and when;
Injuries or damage;

Treatment or action;

Where participants are now;
Who is with whom;

What is going to happen next —any changes to itinerary, for example.

Keeping Records
The Group Leader should note the time of the incident and make written notes of events as soon as possible.

Any damaged equipment should be retained in an unaltered condition.
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Appendix D
GUIDELINES FOR GROUP LEADERS IN CHARGE OF OFF-SITE ACTIVITIES

Guidelines for Teachers-in-Charge of Off-Site Activities
Thank you for accepting responsibility for planning this activity.

By complying with the School policy and following the planning procedures you will know that the Head

Teacher (and where appropriate, the School Committee) have assessed and approved your arrangements.

Feedback and Retention of Record
Please complete the activity evaluation before placing this planning record in the Educational Visit
Coordinator’s file.

Further Advice
A copy of the Government’s own Policy and Guidelines is kept in the Educational Visit Coordinator’s file.

Planning Your Visit
Step 1: Carry out your preliminary visit or briefing.

Step 2: Complete Provisional Planning Sheet and hand to Educational Visit Coordinator.
Step 3: Complete Risk Assessment Sheet (appendices H and I).

Step 4: Obtain any relevant maps/guides.

Step 5: Submit your plans to the Educational Visit Coordinator for provisional approval.
Step 6-14: Carry out all steps which apply (see appendix F).

Step 15: Submit your plans to the Educational Visit Coordinator for final approval.

Step 16: Carry out what applies and the final check list.

18



Appendix E

PROPOSED OFF-SITE ACTIVITY EDUCATIONAL VISIT REQUEST FORM & CHECKLIST

MUST be given to the school office minimum 1 month prior to class/school trip; minimum 6 months for visits
abroad.

Part 1: Educational Visit Request

Group Leader

Class

Date of Visit

Venue

Full Address including
postcode

Contact telephone

Transport Outbound Mode Station/No Time
Journey
Please tick all modes of e.g. Bus e.g. Brom/353 | e.g. 9.30am
transport using for your trip
giving more details opposite: 1.
Walking 2.
Bus 3.
Train 4.
Tram Return Journey | Mode Station/No Time
Coach e.g. train e.g. Brom Sth e.g. 2.30pm
Boat 1.
Minibus 2.
3.
4,
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Planned departure time
from school

Planned departure time
from venue

Planned arrival back at
school

Admission Cost £

Details of activities/
workshops

Curriculum Area(s)

Additional adults attending

Ratio of staff to pupils

Visit approved by Principal

Date:

Part 2: To be completed by school office

Travel booked with

Total cost of travel f

Educational Visit Checklist

medical requirements obtained

Arranged staffing with SLT Yes/ No
First Aider Name(s)

First Aid kits obtained Yes/ No
Risk Assessment(s) completed Yes/ No
Parental consent received for all | Yes/ No
pupils

Pupil list with emergency Yes/ No
numbers obtained from office

Details of pupils with special Yes/ No
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Medication collect from school
office

Yes/ No

Briefed members of
accompanying staff on their
roles, responsibilities and
emergency procedures

Yes/ No

Group lists issued to staff for
registering and head counts

Yes/ No

Pupils briefed on our
expectations of them

Yes/ No

Contact number for group leader

Contact details for emergency
contact at school in case of
problems

School:

Named Contact:

Mobile Number:

Additional Information:

Total cost (Admission + Travel)

cost per child £

Notified kitchen/ ordered FSM

Letter sent to parents/guardians

Entered on school website/
calendar
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Appendix F
CHECK LIST FOR FINAL PLANNING

With the support of the School office, carry out all of the following steps which apply. Date and initial the
check list to confirm the required action.

As soon as possible:
Step 6: Prepare costings as per Policy.

Step 7: Confirm venue booking in writing.

Step 8: Confirm coach booking in writing.

Step 9: Arrange Special Risks insurance.

Step 10: Send information letter, consent form and requests for assistance to parents/guardians.

Step 11: Make any special arrangements identified in Risk Assessment (Provisional Planning).

2 weeks before activity:
Step 12: Collect monies and consent forms.

Step 13: Prepare nominal roll and group lists.
Step 14: Check all car drivers meet requirements.

Step 15: Obtain Principal’s (and LGB where relevant) final approval.

48 hours before activity:
Step 16: Provide supervisors with:

e Guidelines for Supervision — General Specific information for the day.
e Any required Special Needs information Worksheets (if any).
e Car Drivers’ Reminders slips (if necessary).

Final Check:
Don't forget to:

e Take First Aid/Medication (First Aider’s responsibilities).

e Take Group Leader Emergencies Pack.

e Take Entry Tickets/Parking Permits.

e Take Nominal Roll.

e Leave names of all children and adults taking part in the activity with the School office

Please keep copies of all letters and attach to this planning document.
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Appendix G
EVALUATION

Thank you again for arranging the visit. Please record any observations which will be helpful for arranging
further visits.

Venue

Year group

Quality of workshops (if any)

Transport arrangements

Supervision arrangements

Value for money

Any unexpected problems

Additional information

General comments
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Appendix H
RISK ASSESSMENT INFORMATION
What is risk assessment?

Hazard
Look for hazards which you could reasonably expect to result in significant harm under the activity you are

choosing to do (these are just examples):

e crossing roads

e open water

e vehicles -as passengers

e challenging behaviour (e.g. pupils)
e specific activities

People at Risk (Who may be harmed)
There is no need to list individuals by name -just think about the groups of young people and staff who are
taking part in the activity, for example:

e young people —including those with disabilities
o staff

Is the Risk Controlled?
Have precautions been taken against the risks from the hazards listed? For example, have the following been

provided?

e Adequate information
e Instruction or training
e Adequate systems or procedures

Do the precautions:

e Meet the standards set by legal requirement?

e Comply with a recognised industry standard?

e Represent good practice?

e Reduce the risk as far as reasonably practicable?

If so, the risks are adequately controlled, but there is a need to indicate the precautions in place, possibly
referring to procedure, manuals, company rules etc. giving this information.

Further Action to Control Risk
What more could reasonably have been done for those risks which were found to be not adequately
controlled?

There will be a need to give priority to those risks which affect significant numbers of people and/or could
result in serious harm. Apply the following principles when taking further action; if possible, in the following
order:
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remove the risk completely

try a less risky option

prevent access to the hazard e.g. by guarding

organise work and, if necessary, staff, to reduce exposure to the hazard

issue personal protective equipment

provide welfare facilities e.g. washing facilities for removal of contamination and first aid
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Haberdashers’
Academies Trust

South

Appendix I

Risk Assessment

Risk Assessments for Off Site Activities will be undertaken by the group leader and will relate to specific occasions. They will take account of the
site,the environment, transport, the group and the activity needs

RISK ASSESSMENT RECORD

Activity: Group Leader(s): Date of visit:

Visit details:

Assessment undertaken by: Date: Target date for review:

Approved by: Position: Principal Date:

Significant Hazards and Those who Control Measures (CMs): Additional CMs required? Residual

Associated Risks might be Controls, including relevant sources of guidance (e.g. If existing CMs cannot be met or Risk

Those hazards which may result in harmed Generic Risk Assessment, CSF Offsite Visits Manual, circumstances have changed Ratin g

i Guid from Provider, etc.). Specific CM's not included i

serious harm or affect several people | parsons at risk Ul ance. rom rrovi .er'.e c.) p§01 1c CM's notincluded in (L/M/H:
from the the generic RA (e.g. briefings, actions by leaders /
significant participants, qualifications / experience of supervisors) see Risk
hazards identified Matnx)
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Date of review:

Reviewed by:

Comments:

Date of review:

Reviewed by:

Comments:
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RISK MATRIX

Risk Matrix Potential consequence of harm
1 — Minor Injury 2 — Significant Injury (e.g. hazard can result in [3 - Major Injury
(e.g. hazard can cause illness, injury or |serious injury and/or illness, over 3 day (e.g. hazard capable of causing death or
equipment damage but the results absence) serious and life threatening injuries)
would not be expected to be serious)

1 — Unlikely Low Low Medium

(injury rare, though

possible)

2 — Possible Low Medium

(injury could occur

occasionally)

3 — Probable Medium

(injury likely to occur,

can be expected)

RISK EVALUATION

This is calculated by multiplying the likelihood against the consequence e.g. taking a likelihood of 1, which is classified as Unlikely and multiplying
this against a Potential Consequence of 2, which is classified as Significant Injury, would give you and overall Risk Rating of 2, which would result in
an overall evaluation as a low risk.

1to 2 = Low risk

Low risks are largely acceptable, monitor periodically to determine situation changes which may affect the risk, or after significant changes.

3to 4 = Medium risk

Medium risks at the upper end of this band should only be tolerated for the short-term and then only whilst further control measures to mitigate the
risk are being planned and introduced, within a defined time period. Risks on the lower end should be reduced if practicable.

5t0 6 = High risk

High risk activities should cease immediately until further control measures to mitigate the risk are introduced. The continued effectiveness of
control measures must be monitored periodically.

9 = Extreme Risk

Activities should not be started or continued until the risk has been mitigated. Immediate action is required to reduce exposure. A detailed mitigation
plan must be developed, implemented and monitored by senior management to reduce the risk before activity is allowed to commence.
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