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ARCHBISHOP RUNCIE CE FIRST SCHOOL

EDUCATIONAL VISITS POLICY

Introduction

Archbishop Runcie First School is a Church of England Voluntary Aided School which caters for pupils between the ages of 3 and 9 years, drawing from a broad spectrum of society. 

In harmony with the Christian ethos of the school we offer all pupils the opportunity to experience the richness and diversity of God’s creation through the curriculum we offer. In this way they are encouraged to explore values and beliefs and to identify with and empathise with those of other cultures.

At Archbishop Runcie we place high value on the place and purpose of educational visits. We are committed to taking our children on educational visits so that they gain experience that can bring the curriculum alive; it is recognised that educational visits offer significant opportunities to build upon and enrich work undertaken within the taught curriculum. In addition we recognise the considerable contribution that such visits potentially bring to children and young people in terms of their social and personal development and their confidence in managing the safety and well being of themselves and others outside the confines of the school.  

Taking children off the school site brings additional risks so it is vital that each visit is planned and prepared for fully. The purpose of this policy is to set out clearly the procedures to be followed when organising a visit.

The Legal Framework 

Employers’ Responsibility

Under the Health & Safety at Work etc Act 1974 employers are responsible for the health, safety and welfare at work of their employees. Employers are also under a duty to ensure so far as is reasonably practicable the health & safety of anyone else on the premises or anyone who may be affected by their activities. This includes participants in off-site visits.

Education employers have duties to ensure, so far as is reasonably practicable:

· the health, safety  and welfare of teachers and other education staff;

· the health & safety of pupils in-school and on off-site visits;


and

· the health & safety of visitors to schools, and volunteers involved in any school activity.

At Archbishop Runcie First School the Governing Body is the employer and ultimately shoulders the responsibility should any criminal action be taken against the school. It therefore has a duty to ensure that procedures to ensure health & safety are in place and are followed. 

Employees’ Responsibility

Employees also have a responsibility under the Health & Safety at Work etc Act 1974 and the Management of Health & Safety at Work Regulations 1999.

Employees must:

· take reasonable care of their own and others’ health & safety;

· co-operate with their employers;

· carry out activities in accordance with training and instructions;

and

· inform the employer of any serious risks.

These duties apply to all school visits. 

‘Teachers and other staff in charge of pupils also have a common law duty to act as any reasonably prudent parent would do in the same circumstances’ (HASPEV 1998).
Relevant Legislation

Health and Safety at Work etc Act 1974
The Management of Health and Safety at Work Regulations 1992/99
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)
Activity Centres ( Young Persons' Safety Act ) 1995
The Adventure Activities Licensing Regulations 1996
Health and Safety. First Aid at Work regulations 1992

   Other Sources of Guidance
Any local site instructions and advice relevant to particular sites being used must be adhered to and additional advice and guidance can be obtained from Newcastle LEA. 

This should be used in conjunction with the DfES publication 'Health and Safety of Pupils on Educational Visits' (HASPEV) 1998 and the 3 part supplement to HASPEV issued July 2002 (1.Standards for LEA's in Overseeing Educational Visits, 2. Standards for Adventure, and 3. A handbook for Group Leaders) found on the Teachernet website.

Roles

There are different roles that staff must be aware of regarding educational visits. They are outlined as follows:

Governing Body:

Agree a written policy for the planning and conduct of educational visits

Assess proposals for certain types of visits.

Ensure training needs have been addressed.

Have in place procedures to monitor and review safety during off-site visits and activities.

Headteacher: 


Ensure the proper management of all educational visits in accordance with the school policy and LEA guidelines

Educational Visits Coordinator:


Ensure the proper and safe organisation of all educational visits.

Advise and support group leaders in the organisation of educational visits.

Monitor the implementation of the Educational Visits policy.

Group Leaders:

Ensure the educational visit is planned in accordance with the policy.

Be the designated ‘teacher in charge’ during the visit.

Other Staff:

 Work closely with and under the supervision of the group leader before and during the visit.

Non-teacher adults on a visit must:

do their best to ensure the health & safety of everyone in the group;

not be left in sole charge of pupils except where it has been  previously agreed as part of the risk assessment;

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

inform the group leader of any concerns about health & safety of pupils.

Approval for Visits

As the body responsible for health & safety the Governing Body has agreed that visits of the following types may be undertaken, subject to the requisite planning procedures being followed:

Category A (Low risk):
Local area e.g. library, shops, park, swimming pool (lessons), City visits etc.

Category B (Medium risk): 
Water margins, non-remote areas e.g. coast, farms, pond-dipping etc.

At present the school does not undertake any Category C visits i.e. residential or overseas.

The Governing Body has delegated responsibility for approving educational visits to the Headteacher, who is the Educational Visits Coordinator (EVC).

It is agreed policy that the Local Education Authority ‘Educational Visits & School Journeys Guidelines’ March 2005 be followed. Further advice on behalf of the LEA can be sought from the Outdoor Education Adviser, Marcus Tinsley (Broadwood Primary School).
Planning a Visit

Whatever the nature and destination of the visit, it is essential that formal planning takes place prior to the visit and that all relevant EV forms are completed well in advance of the visit and approved by the Headteacher and in the event of a Category B or C visit, the Outdoor Education Advisor (please see attached appendix). UPDATE WITH EVOLVE INFO  

Each visit must have:

** clearly defined educational aims and objectives. 

** a detailed risk assessment. It is the Group Leader’s responsibility to make detailed plans and have these approved by the Headteacher in advance of any visit. The Headteacher must be satisfied that the person planning the visit is competent and has the necessary experience to do so.

1) Risk Assessment
It is a legal requirement that a comprehensive risk assessment is carried out. This should be done by the Group Leader, well in advance of the visit, and approved by the Headteacher.

The aim of the risk assessment is to prevent or reduce the risks that might be met on an educational visit. Pupils must not be placed in situations which expose them to an unacceptable level of risk. Safety must always be the prime consideration. If the risk cannot be contained then the visit must not take place.

Risk assessments must be based on the following considerations:

· What are the hazards?

· Who might be affected by them?

· What safety measures need to be in place to reduce risks to an acceptable level?

· Can the group leader put the safety measures in place?

· What steps will be taken in an emergency?

A copy of the approved risk assessment should be given to all teachers/supervisors on the visit, with details of the measures they should take to avoid or reduce the risks.

Frequent (regular) visits to local venues (e.g. swimming lessons) do not need a new risk assessment each time. However it is important not to become complacent. A generic assessment of the risks should be made at termly intervals. A copy of the risk assessment should be available to any supply teacher accompanying the class.

The group leader should take the following factors into account when assessing the risks:

· The type of visit/activity;

· The location, routes and type of transport;

· The competence, experience and qualifications of supervisory staff;

· The ratio of teachers and supervisory staff to pupils;

· The age of the pupils involved as well as their competence, fitness and temperament in 
and the suitability of the activity:

· Any special educational or medical needs of the pupils involved;

· The quality and suitability of equipment available;

· Seasonal conditions, weather & timing;

· Emergency procedures;

· How to cope if a pupil becomes unable or unwilling to continue;

· The need to monitor risks throughout the visit.

2) Exploratory Visit

Wherever possible the group leader should make an exploratory visit as part of the planning process to:

· Ensure at first hand that the venue is suitable to meet the aims and objectives of the visit;

· Obtain advice from the education adviser/manager at the venue, including any risk assessments they may have;

· Assess potential areas and levels of risk;

· Ensure the venue can cater for the needs of the staff and pupils in the group;

· Become familiar with the area before taking pupils.

It may be relevant to obtain names of other schools who have used the venue to make further enquiries.

If an exploratory visit is not possible the group leader must consider how to complete a risk assessment. Suggestions include, obtaining specific information form the venue, form other schools who have recently used it and from local organisations e.g. tourist boards.

It is common practice to revisit the same location each year. The group leader must reassess the risks each time. One visit to a location each year for ten years is not ten year’s experience, but rather 10 days’ experience.

3) Charging for Visits

The group leader should ensure that parents have early written information about the cost of a visit and how much parents will be asked to contribute. In some instances parents may need time to prepare financially. The admin officer will seek quotes for transport and the group leader should ascertain admission charges as part of the planning process.

Parents should be made aware that the contribution is not compulsory and that children of parents who do not contribute will not be discriminated against. However, in the event of there being insufficient funds to cover the cost of the visit it will be cancelled. The admin officer can provide examples of letters to parents, if required.

4) First Aid
First Aid provision should form part of the risk assessment. The group leader should assess what level of first aid might be needed. On any visit the group leader should have a working knowledge of First Aid and an adequate First Aid Kit should be carried.

The minimum provision for First Aid is:

· a suitably stocked First Aid Kit

· a person nominated to be in charge of First Aid arrangements.

The Health & Safety Executive (HSE) recommends the following minimum contents for a travelling first aid kit where no special risk has been identified:

· a leaflet giving general advice on first aid;

· six individually wrapped sterile adhesive dressings;

· one large sterile unmedicated wound dressing approx 18  x 18 cm;

· two triangular bandages;

· two safety pins;

· individually wrapped moist cleaning wipes;

· one pair of disposable gloves.

The school based First Aider (Mrs N Marshall, Mrs J Ramsey, Mrs L Norman, Mrs A Armstrong) is responsible for checking and ensuring the contents of the First Aid Kits. They should be informed of the use of any items & need for them to be replaced.

Supervision
1) Ratios
It is important to have a high enough ratio of adult supervisors to pupils on any visit. In determining a ratio the following factors must be taken into account:
· gender, age and ability of group;

· pupils with special educational or medical needs;
· nature of the activities;

· experience of adults in off-site supervision;

· duration and nature of journey;

· competence of staff;

· requirements of organisation/location to be visited;

· competence and behaviour of pupils;

· first aid cover.

The minimum adult:pupil ratio for any off-site visit from Archbishop Runcie is as follows:

Foundation Stage: A minimum ratio of 1:4
	Number of children
	Minimum number of teachers
	Minimum number of other adults
	Minimum total number of accompanying adults

	30
	1
	7
	8

	52
	1
	12
	13


Key Stages 1 & 2 : A minimum ratio of 1:6

	Number of children
	Minimum number of teachers
	Minimum number of other adults
	Minimum total number of accompanying adults

	30
	1
	4
	5

	60
	2
	9
	10


In addition to the teacher in charge there should be enough supervisors to cope effectively with an emergency.
2) Parents & Volunteers

If there is more than one teacher a group leader should be appointed who has authority over the whole group.

Parents and other volunteers may be used to supplement the supervision ratio. They should be carefully selected, be well known to the school and the pupils and it is advisable that parents/ grandparents do not have responsibility for their own child/grandchild. They must have enhanced CRB clearance and be aware of this policy.
3) Supervisors’ Responsibilities

All adult supervisors, including staff and volunteers, must understand their roles at all times. It may be helpful to put these in writing, in conjunction with the planned itinerary, learning objectives and relevant risk assessment and EV forms. Ideally, the Teacher planning and leading the visit will meet with adult supervisors prior to the day of the visit to ensure clarity of the visit and optimum learning outcomes for the children. In particular, all supervisors should be aware of any pupils who may require closer supervision. Teachers should ensure that all supervisors have Teachers retain responsibility for the group at all times.

4) Supervisors’ Code of Conduct

It will be clear from the planning provided from the Teacher planning the visit the aims and objectives of the visit and the volunteer supervisor should ensure that they fulfil these objectives by supporting the children they are assigned to. They should ensure that they are attentive to and aware of the needs of their entire group. The use of mobile phones is not permitted during the visit unless in an emergency and they should ensure that they stay with their group at all times including meal times unless otherwise directed for the group leader (see appendix 16).  
5) Head Counts
Regular head counts should take place, particularly before moving to a different location or leaving a venue. All supervisors should have a list of all pupils and adults involved in the visit.

Pupils should wear school uniform (except on ‘themed’ visits) for ease of identification. Pupils should not wear name badges. The group leader should establish rendezvous points and tell pupils what to do if they become separated from the group.
Conclusion
Educational visits help to develop the importance and recognition of education outside of the school environment in action and in real life contexts. The whole school community at Archbishop Runcie First School is committed to aiming for the highest possible standard of educational experiences for each individual pupil.

This policy will be reviewed at least biannually by the staff 
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GENERAL RISK ASSESSMENT FORM

Form RA1 (from 2009)
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	Directorate/Organisation:
	Division:
	Employee Group / Function or Operation:

	
	
	

	Responsible Manager:
	Date Completed:
	Date Reviewed:
	Next Review:

	
	
	
	

	Supporting Health & Safety Advice (where required):
Reviewing Officer (for last complete review):

	Instructions:

Activity with Hazard Potential - Describe the work activity or process creating the significant risks.

Significant risks arising from the activity - Summarise the risks and identify who is at risk

Control Measures - Identify and summarise the measures for avoiding the risks or, where this is not possible, reducing them to an acceptable level

Date Section Amended:  - Where changes are made to specific sections separate to a review of the complete risk assessment, enter the section review date here.

Full guidance and advice on completing risk assessments is available on the corporate Health and Safety Management intranet site. Seek advice from the corporate health and safety section if required.

	1
	Activity with risk potential:
	Date Section Amended: 

	
	

	
	Significant risks arising from the activity: 

	
	

	
	Control Measures:



	2
	Activity with risk potential:
	Date Section Amended: 

	
	

	
	Significant risks arising from the activity: 

	
	

	
	Control Measures:



	3
	Activity with risk potential:
	Date Section Amended: 

	
	

	
	Significant risks arising from the activity: 

	
	

	
	Control Measures:



	4
	Activity with risk potential:
	Date Section Amended: 

	
	

	
	Significant risks arising from the activity: 

	
	

	
	Control Measures:




Appendix 2

MODEL FORMS- EVOLVE
The model forms are to be used by all school to support the planning and management of off site visits.  

Forms EV1 and EV2 and risk assessments recorded on forms EV3 and EV4 or other suitable format (e.g. LEA Health and Safety Dept’ model) should always be used for categories A – D.  Additionally EV7 or school alternative parental consent form is required for all off-site visits.  Where blocks of similar off site activities, such as swimming, are to be undertaken a single approval from parents and set of EV forms will suffice.

For Category A the forms should be held internally with the teacher responsible for school visits (EVC) offering advice, approving, recording and retaining the forms for monitoring and evaluation purposes.

Category B visits should be discussed with, approved and signed for internally by the head teacher or EVC and copies of EV1, EV2, EV10, the risk assessment and the itinerary forwarded to the Educational Visits Administrator. Schools should record and retain copies of all forms for monitoring and evaluation purposes.

Category C and D visits should be discussed with, approved and signed for internally by the head teacher or EVC and copies of EV1, EV2, EV10, the risk assessment and the itinerary forwarded to the Educational Visits Administrator. Return of form EV2 will constitute LEA support for the visit.  Schools should record and retain forms for monitoring and evaluation purposes.

Appendix 3
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	Educational Visit Application for Approval EV1

	Group

	Group Leader

	The group leader should complete this form as soon as possible once the arrangements have been discussed with EVC. The group leader should have already received approval of the proposed visit in principle and should have regularly updated the EVC on the progress of the preparations.  EV3 should not be given to parents and cover must not be requested until you have an EV2 confirmation form.  This must be at least seven days before the visit.

Proposed letters to parents and risk assessment form must be attached for approval.

The  EVC should be informed of any subsequent changes in planning, organisation and/or staffing.

	1 Purpose of the visit and specific educational objectives



	2 Places to be visited



	3 Dates and times

Date of Departure __________________________ Time _____________________

Date of Return
__________________________ Time _____________________



	4 Transport arrangements



	5 Organising company/agency (if any) include licence reference number if the body is registered with the Adventure Activities Licensing Authority. Attach EV10 if external activity provider used
Name
_______________________
Telephone
_____________________

Address
_______________________
Licence Number






If registered
_____________________


_______________________


_______________________

	6 Proposed cost and financial arrangements



	7 Accommodation to be used

Name
___________________________
Address
_____________________

Telephone Number
_________________

_____________________

Name of Head of Centre _______________

_____________________

(if applicable)


	8 Details of the programme of activities



	9 Details of any hazardous activity and the associated planning, organisation and staffing



	10 Names, relevant experience, qualifications and specific responsibilities of staff accompanying the party



	11 Names, relevant qualifications and specific responsibilities of other adults accompanying the party



	12 Name, address and telephone number of the contact person



	13 Size and composition of the group

Age range _______________ Number of boys _________ Number of girls _______

Adult to student ratio ___________________
Leader/participant ratio __________



	14 Information on parental consent

Please attach a copy of the letter and any information sheet/s to be sent to parents BEFORE approval is given.

Also attach a copy of the risk assessment form.



	15 Names of students with special educational or medical needs



	16 Please attach a copy of the risk assessment form




Signed __________________________
Date _______________________
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Please raise the appropriate insurance cover for this activity.

Hazardous activity
Non Hazardous activity


	Raised on  _________________

Signed 
_________________


Appendix 4
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4

	Confirmation for visit to go ahead EV2

	To be completed by the senior teacher responsible for school visits

	To the group leader
_________________________________________

I have studied this application and am satisfied with all aspects including the planning, organisation and staffing of this visit to __________________________.  School approval is given for this category A or B visit

1 Please ensure that I have all relevant information including a final list of group members, details on parental consent and a detailed itinerary at least seven days before your group is due to leave.

2 Please ensure arrangements are made for all students to be briefed prior to the visit and de-briefed on return.

3 Your report and evaluation of the visit including details of any incidents should be with me as soon as possible but no later than 14 days after your return.

4 Insurance has now been raised for this activity  (If applicable)

Signed __________________________
Date _______________________



	LEA must be informed of category B visits for recording and information purposes. Form EV1 should be copied to the LEA officer

Advice and signature to support the schools’ approval for category C and D visits must be obtained before plans are taken beyond a provisional stage. Form EV1 and school approval EV2 upper part should be completed and forwarded to the LEA officer for process and return.

Advice to support  school/governors  approval  of this category C or D visit   :-
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                          is granted       /      not granted       

Signed_________________________date____________
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	Steps to Follow when Assessing Risks

Guidelines/Examples for completing

Risk Assessment EV3

	Potential Hazards

	1
Place to be visited

	
Eg
Walking in city streets
Travelling by ferry



Loss of passport
Unsuitable hotel



	2 List groups of people who are especially at risk from the significant hazards you have identified



	
Eg
Pupils
Non-teaching staff



Students
Teachers



Group leader



	3
List existing controls or note where the information may be found

	
Eg
Ensure sufficient supervision
Know details of consulate



Clear guidance to students
Exploratory visit



	4
How will you cope with the hazards which are not currently or fully controlled under (3)?

	
List hazards and the measures taken to control them.



	5
Continual monitoring of hazards throughout visit

	
Adapt plans and then assess risk as necessary.




Appendix 6
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	Risk Assessment Action Plan EV4

	(to be attached to EV1)

	Activity/Situation/Hazardous
	Action Required
	Target Date

	…
	…
	

	
	
	

	
	…
	

	
	
	

	
	…
	

	
	
	

	…
	…
	

	
	
	

	
	…
	

	
	
	

	
	…
	

	
	
	

	…
	…
	

	
	
	

	
	…
	

	
	
	

	
	…
	

	
	
	

	…
	…
	

	
	
	

	
	…
	

	
	
	

	
	…
	

	
	
	

	Assessment and Action plan prepared by:
	Date:
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	Evaluation of the Visit EV5

	

	School/Youth Group:
	

	Group Leader:
	

	Number in Group:
	Boys:

Girls:

Supervisors:

	Date(s) of Visit:
	

	Purpose(s) of Visit:
	

	Venue:
	

	Commercial Organisation:
	


Please comment on the following features:

	
	Rating out of 10
	Comment



	1 The Centre’s pre-visit organisation:



	
	

	2 Travel arrangements:


	
	

	3 Content of education programme provided:


	
	

	4 Instruction:


	
	

	5 Equipment:


	
	

	6 Suitability of environment:


	
	

	
	Rating out of 10
	Comment

	7 Accommodation:


	
	

	8 Food:


	
	

	9 Evening activities:


	
	

	10 Courier/Representative:


	
	

	11 Other comments and evaluation including “close calls” not involving injury or damage:


	
	


Signed: _______________________________
Date: _____________________________

Group leader’s full name: ______________________________________________________

To be detached and completed after all ventures and logged in the school’s central records.

Appendix 8
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	Checklist for pupils going on a visit EV6

	

	
	ANSWER

	· Who is the group leader?
	

	· Where am I going to visit?
	

	· How can I contact my group leader?
	

	· How do I use the phone if help is required?
	

	· What will be done to keep me safe and secure on the visit?
	

	· What should I do if I get lost or into difficulties when not with the group leader?
	

	· What is written in the code of conduct for my visit?
	

	· What do I do to keep my money and valuables safe?
	

	FOR RESIDENTIAL VISITS AND EXCHANGES:

DO I KNOW:
	

	· The address(es) and telephone number(s) of the place(s) where I shall be staying? 
	

	· How should I behave (house rules) where I am staying?
	

	· Where am I to sleep and where am I to dress?
	

	· What do I do if I am worried/unhappy about anything when staying with a host family?
	


Appendix 9
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	Parental Consent for a School Visit EV7


(to be distributed with an information sheet giving full details of the visit)
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School/Group: ______________________________________________________________

1 Details of visit to: ______________________________________________________

From: ________ Date/Time: ____________ To: ____________ Date/Time: _________
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I agree to                                                             (name)                             (date of birth)

taking part in this visit and have read the information sheet.  I agree

to ______________’s participation in the activities described.  I acknowledge the need

for _____________ to behave responsibly.

and agree to meet the costs of early return should such an action be necessary as a result of                                          unacceptable behaviour  


2 Medical information about your child


Any conditions requiring medical treatment, including medication?
Yes/No


If Yes, please give brief details:


_________________________________________________________________


_________________________________________________________________


_________________________________________________________________

3
Dietary information about your child

     Please outline any special dietary requirements of your child and the type of pain/flu   

     relief medication your child may be given if necessary:


_________________________________________________________________


_________________________________________________________________



_________________________________________________________________

For residential visits and exchanges only

To the best of your knowledge, has your son/daughter been in contact with any contagious or infectious diseases or suffered from anything in the last four weeks that may be contagious or infectious?





Yes/No



If Yes, please give brief details:


_________________________________________________________________


_________________________________________________________________



_________________________________________________________________


Is your son/daughter allergic to any medication?
Yes/No



If YES, please specify:


_________________________________________________________________


_________________________________________________________________



_________________________________________________________________


When did your son/daughter last have a tetanus injection?


_________________________________________________________________

I will inform the Group Leader/Head Teacher as soon as possible of any changes in the medical or other circumstances between now and the commencement of the journey.

4
Declaration

I agree to my son/daughter receiving medication as instructed and any emergency dental, medical or surgical treatment, including anaesthetic or blood transfusion, as considered necessary by the medical authorities present.  Where applicable, I understand the extent and limitations of the insurance cover provided.

Contact telephone numbers:

Work: __________________________________
Home: ___________________________

Home address: 
_____________________________________________________________




_____________________________________________________________

Alternative emergency contact:

Name: _________________________________
Telephone number: _________________

Address: 
_________________________________________________________________



_________________________________________________________________

Name of family doctor: ____________________
Telephone number: _________________

Address: 
_________________________________________________________________



_________________________________________________________________

Signed: _______________________________
Date: ____________________________

Full name (capitals): _________________________________________________________

THIS FORM OR A COPY MUST BE TAKEN BY THE GROUP LEADER ON THE VISIT.  A COPY SHOULD BE RETAINED BY THE SCHOOL CONTACT

Appendix 10
	

	Summary of Information about pupils and adults participating in a visit EV8


	Surname
	Forename
	Date of Birth
	Address
	Next of Kin
	Contact phone number
	Relevant medical information

	
	
	
	
	
	
	


Appendix 11
	

	Emergency Contact Information EV9


To be completed before the visit.  Copies to be held by the group leader and school home contact.

1 School/group: ___________________________________________________________________________

2 Name of group leader: __________________________________ Home Phone No: ___________________

3 Visit departure date: ______________________________________________________________________

4 Return information:  Date: ____________ Time: ____________ Location: ___________________________

5 Group: Total Number: ____________ Adults: ________ Group Members: ___________________________

6 Do you have an emergency contact list for everyone in the Group?
Yes/No

(If no, obtain one.  If yes, attach it to this sheet).

7 Emergency contact information:

a
During school hours:


Head Teacher: ____________________________________ Tel: _____________________________


Deputy/other:   ____________________________________ Tel: _____________________________

b
Out of school hours:


Head Teacher: ____________________________________ Tel: _____________________________


Deputy/other:   ____________________________________ Tel: _____________________________

c
Travel Company:


Name/Address: ___________________________________ Tel: ______________ Fax: ____________


Insurance/Emergency/Assistance: ____________________ Tel: ______________ Fax: ____________


Hotel: _____________________________________________________________________________


Address: ___________________________________________________________________________


__________________________________________________________________________________


________________________________________________ Tel: ______________ Fax: ____________


Hotel contact (eg Rep/Manager): ________________________________________________________

d
Other emergency numbers: ____________________________________________________________


(eg telephone tree)
___________________________________________________________




___________________________________________________________

Appendix 12
	

	Educational Visit Application for Approval EV10


EDUCATIONAL USE OF EXTERNAL OUTDOOR ACTIVITIES PROVIDERS AND TOUR OPERATORS

When considering using commercial, charitable or private facilities or a tour company for the provision of outdoor activities, Newcastle Schools are required to seek assurances that the provision compiles with Newcastle City Council and DfES guidelines. This form is designed to assist schools in gaining written assurances from providers. The party leader must ensure that this form is completed as part of the planning and risk management process for their visit. Ideally, this form should be completed during a pre-visit.

The school is to complete Section 1. The provider must complete Sections A – D and sign the completed form at the time of making a provisional booking. On receipt of the completed form from the provider, the school should attach it to the Off-Site Visit Form (EV1) and forward both to Ms D Mulligan, Administrator for Educational Visits, Broadwood Primary School, Broadwood Road, NE15 7TB, marked for the attention of Marcus Tinsley, Outdoor Education Adviser, for notification and approval.  
SECTION 1

	ESTABLISHMENT:
	
	GROUP LEADER:
	

	DATE OF VISIT:
	
	PROVIDER/TOUR OPERATOR
	


The provider or tour operator providing services to the establishment named above is asked to give careful consideration to the statements below and sign in the space at the end of the form that the standard of service provided to the establishment will meet the conditions listed. Please tick all specifications you can meet. Indicate by a cross any you cannot meet. Write N/A against any specifications which do not apply to your provision.
Section A should be completed for all visits. Section B (adventure activities), Section B (tour operators) and Section D (expeditions) should also be completed, if applicable. 
Section A: ALL VISITS

Health, Safety and Emergency Policy

1.
The provider complies with relevant safety regulations including the Health and Safety 
at Work Act 1974 and associated regulations for visits taking place in the UK, and has 
a health and safety policy and recorded risk assessments which are available for inspection.

2.
Accident and emergency procedures are maintained and records are available for inspection.
Vehicles



3.
All vehicles and trailers are roadworthy and meet the relevant regulations in the country in which 
they are being used.
Staffing


4.
All reasonable steps are taken to check staff who have access to young people for relevant 
criminal history and suitability for working with young people.
5.
There are adequate and regular opportunities for liaison between establishment staff and 
the provider’s staff and sufficient flexibility to make radical changes to the programme if 

necessary and the reason for such changes will be made known to establishment staff.
Insurance

6.
The provider has public liability insurance to at least £5 million with a clause giving “indemnity 
to principal”.
Accommodation (if residential accommodation is provided)
7.
UK accommodation is covered by a current fire certificate or advice has been sought from a 
fire officer and implemented and a fire assessment has been completed.
8.
If abroad, the accommodation complies with the fire, health and safety regulations which 
apply in the country concerned.
9.
There are appropriate security arrangements to prevent unauthorised persons entering the 
accommodation.
10.
Separate male and female sleeping and washing facilities are provided, and staff 
accommodation is close to the young people’s accommodation.
SECTION B: ADVENTURE ACTIVITIES AND FIELD STUDIES IN OUTDOOR ENVIRONMENTS


11.
Adventure Activities Licensing Authority (AALA) Licence 
Yes

No
              N/A   
12.
AALA Reference Number
For all licensable activities in the UK, the specifications in this section are checked as part of an AALA inspection. However, providers registered with AALA are asked to consider these specifications with respect to any activities or aspects of their provision to the visiting establishment not covered by the licence.
Activity Management

13.
The provider operates a policy for staff recruitment, training and assessment which ensures 
that staff with a responsibility for participants are competent to undertake their duties.

14.
The provider maintains a written code of practice for activities which is consistent with 
relevant National Governing Body (NGB) guidelines and/or, if abroad, the relevant 
regulations of the country concerned.
15.
Staff competences are confirmed by possession of appropriate NGB qualifications for the 
activities to be undertaken, or staff have had their competences confirmed by an 
appropriately experienced and qualified technical adviser.

16.
Where there is no NGB for an activity, operating procedures and staff training and 
assessment requirements are explained in the provider’s code of practice.

17.
Participants will at all times have access to a person with a current first aid qualification. 
Staff are practised and competent in accident and emergency procedures.
18.
There is a clear definition of responsibilities between providers and visiting staff regarding 
supervision and welfare of participants.
19.
All equipment used in activities is suited to the task, adequately maintained in 
accordance with statutory requirements and current good practice, with records kept of 
maintenance checks where necessary.
SECTION C TOUR OPERATORS

Where a tour operator delivers services to schools/social services establishments using other providers e.g. ski schools, transport operators or accommodation, the tour operator must ensure that each provider meets the relevant specifications outlined in Sections A and B of this form and that these providers operate to standards which meet the relevant regulations which apply to the country of operation.
20.
Sections A and B of the form, as appropriate, have been completed to show that checks have 
been made, records of which are available for inspection.
21.
The Tour Operator complies with package travel Regulations, including bonding to safeguard 
customers’ monies.
22.
ATOL, ABTA or other name and numbers:
SECTION D EXPEDITIONS


23.
The provider has completed Sections A and B of this and agrees to provide additional written 
assurances which are specific to the expedition being proposed and which will be made clear 
to the provider by the LEA’s Outdoor Education Adviser.      
If any of the above specifications cannot be met or are not applicable please give details:   
Details of any other accreditation with National Governing Bodies, Tourist Boards etc:
Signed:  





   Date:

Name (Capitals)
Position in organisation:
Name and address of provider or tour operator:
Telephone:                                                            Fax:
E-mail:
Thank you for completing this form. Please return it to the Party Leader named in Section A and send a copy to:

Ms D Mulligan, Administrator for Educational Visits, Broadwood Primary School, Broadwood Road, Newcastle upon Tyne, NE15 7TB
Schools requiring advice on the interpretation of information given by providers on this form should contact 
Marcus Tinsley, Outdoor Education Adviser and Headteacher of Broadwood Primary School, on 0191 2741684

Appendix 13
	

	OFF-SITE SWIMMING POOL CHECKLIST EV11


	
	YES
	NO

	Is there regular testing of water quality?
	
	

	Are accurate signs displayed indicating the depth?
	
	

	Is the depth of the water less than 1.5metres? (if so diving should not be permitted)
	
	

	Is there a resuscitator? Are the lifeguards trained in its use?
	
	

	Is there poolside rescue equipment?
	
	

	Is there a poolside telephone and an alarm? 
	
	

	Is an emergency action plan displayed?
	
	

	Are normal operating procedures available? 
	
	

	Is there constant pool supervision?
	
	

	Is the swimming pool room, in the case of an indoor pool, locked when not in use?
	
	

	Do the supervisors have current National Pool Lifeguard Qualifications? 
	
	

	Is the number of pupils/students supervised by one qualified adult fewer than 20?
	
	

	Are the changing facilities in keeping with basic hygiene and personal safety?
	
	

	Do the  pupils/students know not to leave any group member alone at any time in the pool? 
	
	


Appendix 14
	

	CONSENT FORM FOR SWIMMING ACTIVITIES OR ACTIVITIES WHERE BEING ABLE TO SWIM IS ESSENTIAL 

EV12


Consent does not remove the need for group leaders to ascertain for themselves the level of the pupil’s swimming ability

SWIMMING ABILITY

Is your child able to swim 50 metres?






YES/NO

Is your child able to tread water for a minimum of two (2) minutes?



YES/NO

Is your child confident in a swimming pool which has deep water provision


YES/NO

(water to a depth greater than the height of your child)




 

Is your child confident in the sea or in open inland water?




YES/NO

(Applicable when children take part in activities where being able to swim

is essential)

Is your child safety conscious in water?






YES/NO

1.
I would like                                                                        (name) to take part in the specified visit and having read the information provided agree to him/her taking part in the activities described.

2.
I consent to any emergency medical treatment required by my child during the course of the visit.

3.
I confirm that my child is in good health and I consider him/her fit to participate.

Signed:








Date:

Full name of parent/guardian:

Telephone numbers:

Home:








Work:


My home address is:




Name, address and telephone number of family doctor:






THIS FORM OR A COPY SHOULD BE TAKEN BY THE GROUP LEADER ON THE VISIT. A COPY SHOULD BE RETAINED BY THE SCHOOL CONTACT.

Appendix 15


Educational Visits Check List

Requirements:- 

1 EV1

2 EV2


3 Comprehensive Itinerary


4 Risk Assessments associated with itinerary

 

5 Letters to Parents

6 EV10 if using external providers

7 School Name

8 School Fax Number 

Please make sure you provide hard copies by mail (faxes and emails are not accepted) in good time with regard to the LA guidance depending on category of visit.

APPENDIX 16- SELECTION OF PARENT HELPERS

At Archbishop Runcie C of E First School we encourage and enjoy parental support and help, especially on educational visits. 

On letters to parents, providing educational visit information, we ask for parents who have CRB clearance through school and who would be able and willing to help. 

When parents return the slip we prioritise parents who have been regular helpers throughout the year (and therefore know the children well) and then select other parents to help, with our professional judgement. As health and safety is paramount we will only take parents who we feel are competent and confident in supervising a group of children. 

If the situation arises where we have many competent CRB checked parents we select parent helpers by putting all names in a hat.

If there are insufficient parent volunteers for the visit we seek support from other adults, (for example Governors, trainee teachers and friends of the school) who have CRB clearance. These people should not be taken in place of parents of children in the class.

Parents who staff do not consider known or competent but are regular helpers may occasionally accompany educational visits as “additional parents” but will not have a group.

If is a mixed group of children there ought to be a male adult present, however they must satisfy the above criteria before being chosen (there does not have to be but this is preferable).

If staff feel that volunteers abilities are unknown or unsatisfactory we will seek to involve them in school based activities before they are offered a position to help on a trip.

N/B If Governors attend trips in addition to parents this is usually in an observational role and therefore they will not have a group of children.
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