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Educational Visits Policy
1.0 Introduction
1.1 The Governors at Warwick Independent Schools Foundation (“the Foundation”) recognise that school visits, trips and expeditions are an essential part of school life that greatly enhances the educational experience of the pupils at the Foundation Schools (Warwick School, King’s High School for Girls and Warwick Preparatory School – “the Schools”).
1.2 The Governors are aware that in order for these trips to take place, a clearly defined Policy detailing the requirements for planning, supervision, and risk assessment should be in place.

1.3 The Governors will ensure that there are sufficient numbers of training Educational Visits Co-Coordinators and that adequate resources are available to ensure appropriate planning and risk assessment.
2.0 Legislation
2.1 The Governors recognise and will uphold the requirement of the Health & Safety at Work Act 1974 and relevant regulations under the umbrella of this enabling act.
2.2 The Governors recognise and will uphold the requirements of the Management of Health and Safety at Work Regulations 1992 (Revised 1999) in ensuring suitable and sufficient risk assessments are in place.
3.0 Responsibilities
3.1 The Governors have appointed a Foundation Health & Safety Manager in order to assist them in the discharge of their duties.
3.2 The Head of each School will appoint at least one Educational Visits Co-ordinator who will attend formal training through Warwickshire County Council. This training will be refreshed every three years.
3.3 The Governors recognise that it is best practice for any member of staff who is arranging and leading a trip oversees to receive training, which will be arranged by the Foundation Health & Safety Manager. The Governors will ensure that adequate resources are made available to facilitate such training. This training will be refreshed every three years.
3.4 The Chairman of each School Management Committee has overall responsibility for Health, Safety and Welfare at that School.  

3.5 The Heads have ultimate responsibility for approving any school trip of visits and may call upon the schools Educational Visits Co-ordinator and the Foundation Health & Safety Manger for advice and guidance if required. 
3.6 The Governors recognise that a number of people play a role in and have responsibility for the success and safe conduct of each educational visit and these will vary between the three Schools.
4.0 Scope

4.1 The Governors recognise that each School has its own procedures, but this Policy gives a summary outline of the expectations required for each trip or visit.

5.0 Policy Requirements
5.1 A Party Leader should be identified for each visit.
5.2 Provisional approval must be obtained from the Head before detailed planning and organisation is undertaken.

5.3 A suitable and sufficient risk assessment (proportional to the trip) must be carried out for each visit and shared with any other adult accompanying the trip.  For regular trips that are repeated on further occasions, an update of the original risk assessment will suffice as long as procedures have not changed.  Numerous “model” risk assessments are available from the Foundation Health & Safety Manager to form a basis for assessing specific trips.  A specific Risk Assessment will need to be carried out to take account of any pupil with particular special needs and or medical conditions.
5.4 Full information must be provided to the parents in writing and if the trip is within the school day or after school or a sports fixture and costs less than £20.00 staff may find it is covered by blanket consent, this can be found out from the DHP and trip guidance information. In which case parents need to be informed and given the choice to opt out of the trip. For any additional trips, including evening, weekend, residential or higher risk trips a signed consent form must be received for each pupil taking part in the trip.

5.5 For visits involving an overnight stay, parents must provide specific medical and dietary requirements and asked to identify in advance any activities they do not want their child to participate in.

5.6 Each trip should have clearly defined Emergency Procedures and the Party Leader should have written details of who to contact in an emergency. During the school day, the School Office should be the first call. Out of school hours, the School’s Senior Management Team (School SMT) should be on duty for emergency calls at any time of the day or night.

5.7 The School SMT should have at all times hard copies of all the relevant documentation for the visit, including home and emergency telephone numbers and contact details for the Chair of Governors, the Foundation Secretary, the School’s solicitors and the School’s insurers. 
5.8 The School SMT should be familiar with the Emergency Procedures and be able to take action if required.
5.9 Appropriate levels of supervision must be in place, referring to the Department for Education (DfE) guidance on pupil ratios and Health & Safety on Educational Visits.

5.10 The trip organiser must ensure that adequate insurance is in place, particularly where trips include unusual activities, for example (but not limited to) bungee jumping, caving.
5.11 For weekend sporting fixtures, a list of all pupils expected and their contact details must be held by the Party Leader.  If a pupil does not arrive, the Party Leader must contact the parent/guardian – please refer to the Missing Child Policy for more details.

5.12 There must be at least one First Aider accompanying each residential trip, visit or expedition.  The Governors will ensure that adequate funding is made available to provide adequate training to meet this requirement.

5.13 The Governors recognise that, due to the complexity of some of the visits and the need for each School to have its own specific paperwork and processes, this Policy applies only in conjunction with the individual School’s full comprehensive policy.
6.0 Review
6.1 This Policy will be reviewed on an annual basis by the Foundation Health Safety Manager.
Signed by the 

Chair of Governors
            ……………………………………………………….

Countersigned by the

Head Teacher


……………………………………………………….

The King’s High School for Girls

Warwick
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Introduction

School visits are an important element of the educational experience at King’s High School. 

Most school visits are very successful and take place without incident or injury, but, sadly, several tragic incidents in recent years, involving British schoolchildren, have highlighted concerns about the safety of pupils when they are away from the School site. 

The School is aware that to have a clearly defined policy, designed to ensure pupils’ safety, is essential.

Aims and Objectives

· We believe that off-site visits provide a valuable opportunity, away from the formality of the classroom, to enhance the curricular, social and personal experiences of all our pupils. 

· We will endeavour to support and encourage a wide range of off-site opportunities for our pupils.

· The School recognises its responsibility to ensure that all off-site visits are organised and conducted in a manner that fulfils the school’s responsibilities under current legislation. 

· The School recognises that no amount of planning can guarantee that a visit will be incident free; but we aim to ensure that, as far as is practicable, every off-site visit will be organised, managed and conducted in a manner that ensures the safety and enjoyment of both pupils and staff. 

· We aim to ensure that this is achieved through the adoption of clear planning, management and safety procedures that will reduce any inherent risks to the absolute minimum.

· These procedures will apply to all educational visits. 

· The School will provide detailed written guidance that is available to all staff engaged, or considering the planning, organisation, leadership or supervision of an off-site visit.

· The procedures and guidelines that accompany this policy document aim to provide all the necessary information for the procedures, planning and administrative requirements of an off-site visit that is conducted safely. 

· The School will operate a Safety Management System for visits and will ensure that additional training for staff is provided when it is deemed to be necessary.

· The School will conduct an annual revision of the “Policy, Procedures and Guidance Document” and will ensure that any revision of this document will take careful account of:

a.  Recent amendments to Government legislation.

b. Recent amendments to the guidelines published by the DFES.  

(Ref: Health and Safety of Pupils on Educational Visits.   [HASPEV – DFES – 1998]

c. Recent amendments to guidelines published by the Warwickshire Local Education Authority.

The School will ensure that the “Policy, Procedures and Guidance Document” is reviewed, confirmed and approved every year by the Health & Safety Committee.

Acknowledgments

“The Policy, Procedures and Guidelines Document” of The King’s High School for Girls acknowledges and incorporates recent publications that provide relevant guidance and information. 

In particular we acknowledge the advice and guidelines from:

· Health and Safety of Pupils on Educational Visits. DFES  1998

· Croner    Head Teacher’s Special Report No 59.  15 July 2002

· Standards for LEAS - Educational Visits. DFES 2002

· A Handbook for Group Leaders. DFES 2002

· Legal Compliance & Practical Guidance for Independent Schools

Veale Wasborough 
1997 (revised 2002)

Roles and Responsibilities

The Headmistress has ultimate responsibility for the approval of School visits. 

The Headmistress may delegate this responsibility to the Deputy Head (Pastoral) or the Educational Visits Coordinator (EVC).

A large number of people, with specific roles and responsibilities, are engaged in the success and safe conduct of every educational visit, namely: 

· Governors

· Headmistress

· Educational Visits Co-ordinator

· Party Leader 

· Deputy Party Leader 

· Supervisory Staff

The roles and responsibilities of these key personnel are detailed in Appendix I.

Procedures for the Management of School Visits

(To be read in conjunction with the Day/Evening Trips Pack and the Residential Trips Pack)

· A Party Leader should be identified for every visit. 

· Provisional approval for the visit must be obtained from the Headmistress before detailed planning and organisation is undertaken.

· Risk Assessments must be made for every visit. Some may be assessed and: no significant risks recorded. 
· Full information must be provided, in writing, to the parents/guardians of all pupils to enable them to opt out of any low risk, daytime trip costing less than £20.00 or give informed consent to their daughter’s participation in high risk trip, evening, weekend or residential trips. 
· Parents/Guardians will be required to sign a consent form before their daughter is permitted to participate in any off-site visit. A pupil must not be allowed to participate on any off-site visit without a completed consent form. For some low risk, daytime activities costing less than £20.00 this may be covered by the blanket consent if given by parents / guardians. 
· For visits involving an overnight stay, details of specific medical or dietary requirements will be requested on the consent form. Parents/guardians will also be asked to identify any activities in which they do not wish their daughter to participate in. They will also be required to provide emergency contact details.

· Emergency procedures are clearly defined and should be advised to all supervisory staff. The Party Leader should always have written details to enable contact in the event of an emergency.

· During the school day, i.e. until 5pm, the contact point is the School Office.
    (01926 -494485) For visits that extend beyond the school day the Party Leader should appoint a Staff Home contact number. 

· The Staff Home Contact should have emergency contact details for a member of the Senior Management Team – plus a list of all the pupils on the trip. 

· For visits of 24 hours or more there will be an appointed member of the Senior Management team available for 24 hours telephone contact. 

· This Senior Management Contact should have, at all times, hard copies of all the relevant documentation for the visit, including a full list of participants together with the home and emergency contact telephone numbers for all the parents/guardians of the pupils on the visit. 

· The Senior Management Contact should be in a position to provide advice and, if necessary, put in place the defined Emergency Procedures.

· The Senior Management contact should be in possession of the School’s Emergency Procedures document and should also have current contact details for the Chairman of Governors, the Foundation Secretary, the School’s solicitors and the School’s insurers. 

Consent for a visit

· Preliminary consent should be obtained from the Headmistress before final decisions are made about the visit. 

· Preliminary consent is obtained by submitting Form V1 to the Headmistress, together with a draft copy of the initial information letter that will be sent to parents. Trips packs for Day/Evening and for Residential trips are available in the Upper Staff Room and on the staff shared area.
· The Headmistress may then wish to ask further questions regarding the suitability of the venture, the inherent risks involved, the experience and expertise of the Party Leader, the availability of suitably qualified staff to support the visit and any additional staff training needs.

· The Headmistress may wish to consult the Educational Visits Coordinator before granting provisional approval. For visits that are less routine, or where an increased level of risk is perceived, the Headmistress should also inform the governing body in order to secure their approval for the venture. In the absence of the Headmistress approval will be authorised by the Deputy Head (Pastoral) and/or the Educational Visits Co-ordinator.

· Once provisional approval has been granted, the Party Leader can proceed with detailed planning. 

· Final approval for the visit will be authorised by the Headmistress after the submission of Form V2.  The V2 Form should be submitted to the Headmistress no later than fourteen days before a short visit and at least twenty one days before a visit involving an overnight stay. The Headmistress will expect to have access to all documentation regarding the visit, including a comprehensive risk assessment. 

· The V2 and Risk Assessment forms will be supplied by the Educational Visits Co-ordinator who is available to talk through the process with the Party Leader if required. The DHP or EVC will also have a meeting with the Party Leader and any additional staff before all residential trips. 
· The Headmistress should be confident that the Party Leader, and all the supervisory staff, are familiar with the detailed guidelines provided in the DFES document: Health And Safety Of Pupils On Educational Visits (DFES 1998) A copy of this document is available in the blue file in the Staff Room.   

· On the completion of every visit involving an overnight stay, the Headmistress should receive a written report from the Party Leader. This report will normally be fairly brief and, more often than not, congratulating the staff for their hard work and applauding the girls for their conduct and behaviour. 

· A formal Accident/Incident Report should be completed if the visit is affected by something that is outside the normal expectation. Clear details must be given of the events and the actions taken by those involved. This report will be essential if insurance claims are involved.  It will also help to advise and warn for future ventures of a similar nature. Accident/Incident Report Forms can be supplied by the EVC.

· All letters must be completed in the appropriate style by the Staff Secretary.  The Staff Secretary will accept e-mails, word processed disks or scribbled notes. DO NOT TYPE AND PHOTOCOPY YOURSELF!! ALL LETTERS MUST BE AUTHORISED BEFORE THEY ARE SENT TO PARENTS         
· All the documentation for every trip is kept in a file in the School Office and the paperwork is retained on file for a period of ten years after the pupil has left school. 

GENERAL GUIDELINES FOR STAFF

Responsibilities for Visits

· One teacher, the Party Leader, has overall responsibility for the supervision and conduct of the visit and should have been approved by the Head. Where large numbers are involved it is appropriate to appoint a Deputy Leader. The Deputy Leader should be fully conversant with all aspects of the visit and able to take control should the Party Leader become indisposed.

· The Party Leader must provided detailed information to parents, pupils, Head, the Educational Visits Co-ordinator and staff regularly and notify all those concerned of any changes to arrangements as soon as possible.

· Every member of staff accompanying a school visit has a continuous duty of care.  At common law, teachers accompanying pupils on a School visit have ultimate responsibility for their safety and are said to be acting “in loco parentis.”  The law defines this duty as “being held to the same standard of care as would apply to any reasonable parent.” This duty of care starts at the beginning of the visit and ends when the children are collected at school by their parents. It is a duty that can never be rescinded.

Pupils with special medical needs or disabilities

· We aim to ensure that every pupil gains the full educational benefit from all the visits that enhance the curriculum.  No pupil should be excluded from any visit except in the most exceptional circumstances. 

· Consideration should always be made, in the planning process, to accommodate pupils with difficulties: their specific needs, first aid provision and the nature of the itinerary planned. If necessary, the itinerary should, whenever possible, be adapted to accommodate the problem. 

· Group leaders need to be aware of special needs at an early stage in the planning process. This may mean consideration of first aid provision, the disabled access and the nature of the activities planned. Is there access for the disabled?  What about luggage transfers and hotel lifts? 

· A child with special needs should never compromise the viability of a school trip to the detriment of the other pupils; nor should the demands of caring for that child place undue strain on the supervisory staff. If necessary, consideration should be made to allowing the inclusion of a parent or carer. Discussions and agreement with the parents of the child concerned are essential. 

Planning Off-site visits

· The Party Leader must ensure that any Tour Company that has been entrusted with the arrangements has a Safety Management System in place. The NST Travel group policy document, located in the blue trip box file in the staff room cupboard, can be used as a standard against which other tour companies should be checked.

· Wherever possible the party leader should carry out any exploratory visit. If this is not possible, then a letter should be sent to seek assurances that the venue is appropriate for the visiting group. If the Provider is within the UK they should hold a Quality Mark. 
· The Party Leader remains responsible for pupils even when not in direct contact with them and should ensure that pupils are adequately equipped to be unsupervised. The pupils should have the following information:

· Rendezvous details

· Basic Foreign words where appropriate (possibly written on a card).

· Relevant knowledge of customs and culture

· Telephone numbers and emergency contacts if lost

· Street maps and plans if necessary

· How to use local telephones

· How to call for help if in trouble

· Emergency procedures. 

Teacher/Pupil Ratios

· It is good practice for the Party Leader to appoint a deputy, especially if large numbers are involved. The Deputy Leader should be fully conversant with all aspects of the visit and be able to take control should the Party Leader become indisposed. 

· Staffing levels should be assessed on the basis of RISK. 

· The total number of staff required is dependent upon the age and ability level of pupils; and the activities they will be undertaking. 

· These are the guidelines, and flexibility is possible if an appropriate case is discussed with the Head and the EVC.   


Day Visits in the UK

1 :  12


Residential in the UK

1 :  10  (for pupils under 16)






1 : 15
(for pupils over 16)


Abroad 


1 :  10

· There should be two members of staff accompanying any visit and a female member of staff must be present. The Head may give consent for one member of staff to accompany a small group of girls if the risks of the visit are perceived to be low and the nature of supervision has been made clear to parents on the letter & consent form. The age, ability and aptitude of the pupils should be taken into account as well as the nature of the visit. 
· Sixth Formers may attend unaccompanied lectures provided that their parents have been informed and have given written consent.

· The Head may give permission for one member of staff to accompany a small group of girls if this has been made clear to the parents on the letter requesting their written consent. The age, ability and aptitude of the pupils should be taken into account as well as the nature of the visit.
· For overseas visits, one member of staff should, if possible, be fluent in the appropriate language.

First Aid 

· There must be a member of staff on all residential visits who holds a current First Aid qualification. This will most likely be the “Approved Person” qualification. The School will provide opportunities for this specific training. 

· For day visits within the U.K it is recommended that a qualified First Aider will accompany the group. This should be judged after completion of the risk assessment and it may not be essential. 

High Risk Activities
· Climbing, sailing, abseiling, canoeing and caving must always be supervised by experts who have appropriate up-to-date qualifications.

Adventure Activities

· If leading an adventure activity the Party Leader and other supervisors must be suitably qualified. If planning to use commercial adventure activity facilities the Party Leader should check whether the provider is licensable under law and, if so, whether the provider holds a licence.
· School staff will remain responsible for pupils even when they are under the instruction of a provider’s staff and they should intervene if there is concern that pupil safety may be at risk. 
Insurance

· The Governors of Warwick Independent Schools Foundation have a comprehensive travel insurance policy that covers all pupils and staff. It has few restrictions, world-wide coverage and there is no extra cost. Please talk to the Educational Visits Co-ordinator for further information.

· In certain circumstances, it might be more appropriate to accept the travel insurance that is built in to the cost of a particular package. Some tour companies include insurance and they have often made special arrangements with medical centres and trained representatives, e.g. in a ski resort. In these circumstances, it might be prudent to accept the alternative insurance. However check this insurance covers any aspect of your trip even if you stray from their itinerary. 
Communicating with parents

· Parents must be informed, in writing, of all the details of any visit. A briefing meeting with parents before any residential or overseas visit is also required.

Code of Conduct
The Party Leader should make it clear to pupils that they must adhere to high standards of behaviour. Enforcing this is the responsibility of the staff. Any annoyance to members of the public is inexcusable and could bring the school into disrepute. In residential accommodation, the girls should always behave quietly in bedrooms.

· Staff will have to exercise authority and it is thus important that the behaviour of staff is above reproach. At all times at least one member of staff must be designated on duty and as such should not consume any alcohol.

Risk Assessment

· A Risk Assessment must be completed before any visit. The Educational Visits Co-ordinator will supply the standard form and will discuss it with you if you wish. 

· It is common sense - not rocket science. You have probably already thought (at 5.00am in the morning!) of all the potential hazards that the pupils might get into on the visit. It all just needs to be written down for the record. 

· A risk assessment is an ongoing document and, during the visit, the circumstances could change. You may need to revise your assessment urgently. It won’t be on a piece of paper!
· Remember it should include facilities, equipment, procedures, routines, preparation and behaviour. 
· Use the Risk Assessment as a working document – it is there to be adapted and changed – on the hoof if necessary!

· Always review the Risk Assessment after the visit to underpin future visits.

Note from the EVC: On a recent ski trip I made the decision to stop a ski lesson and get the girls off the mountain as quickly as possible. I just knew, as the blizzard conditions developed, that they were cold and very scared. I pulled rank on the ESF Ski instructor; but he agreed and between us we got them to the nearest lift – and a hot chocolate!

I looked back at our Risk Assessment – and it covered every eventuality!

Safety Issues

· Pupils must be told about any potential dangers and how they should act to ensure their own and others’ safety. 
· Information to pupils should include:

· The aims/objectives of the visit

· Background information about the place.

· Basic foreign words where appropriate

· Relevant foreign customs and culture

· Why safety precautions are in place

· The standard of behaviour that is expected from pupils

· Who is responsible for the group

· What to do if separated from the group

· Emergency procedures

· Rendezvous procedures

PROCEDURES FOR ORGANISING A SCHOOL VISIT 

1) Decide on the destination, method of travel and activities to be undertaken on the trip. 

2) Discuss the proposal with HM/DH(P) and/or the EVC to obtain initial consent for the visit.

3) The Party Leader should read through “Handbook for Group Leaders”. 

4)  If appropriate, the Party Leader should also read “Standards for Adventure.” 

5) These DFES documents are kept in the blue file in the Staff Room and on the S drive. 
6) Calculate the cost of the visit (using the Planning Educational Visits sheet), including transport, parking, tips, entry fees, staff expenses, worksheets, accommodation, food and an allowance for unexpected expenditure.

7) Propose the intended date and complete Form V1 and submit to HM.
8) With HM’s approval – follow all the procedures set out in the trips packs: Day/Evening pack or Residential pack. A letter plus a consent form should be sent to parents for every trip. 

N.B. Pupils may only be taken on a trip if written parental consent is given. This may be in the form of blanket consent given by parents for daytime visits of low risk, costing under £20.00. Please see DHP for advice on this. 
9) A standard parental consent form is included in the packs but depending on the nature of the trip, it may be appropriate to write a specialised consent form in conjunction with the Educational Visits Co-ordinator. 

10) N.B.  Form V1 triggers the school’s safety management system. It is essential, to ensure records and files are kept, that these letters are typed and set in the house style by the Staff Secretary. Under no circumstances should you send  a letter that you have prepared yourself without the appropriate authorisation.
11) Pink slips for cover requests should be submitted to the Head at the earliest opportunity.

12) A list of staff and girls involved should be put on the staff room board and submitted to the school office at least one week in advance of the visit.

13) Form V2 and a Risk Assessment form should be completed no later than 21days before an residential visit and no later than 14 days before a day/evening visit. 

14) The risk assessment form should be returned to the Educational Visits Co-ordinator. Please arrange to meet the EVC is you would like to discuss the process.

15) For all day/evening visits, a member of staff should be designated as your emergency contact. In addition for residential visits, a member of the Senior Management Team, will be  designated as the emergency contact. These members of staff should have a copy of all the necessary details relating to the trip, including detailed itinerary and emergency contact numbers for the Tour Company and all pupils and staff as well as each other.  

16) The designated member of Senior Management will have full details of the visit plus copies of the “Emergency Procedures”, contact details for other members of SMT, the Chair of Governors, Foundation Secretary and the school’s legal advisor.

17) The Party Leader should, prior to departure, brief accompanying staff on duties, routines arrangements and expectations. A copy of any notes from this briefing should be passed to the Staff Secretary, or Educational Visits Co-ordinator, for inclusion in the file.

18) The Party Leader should, prior to departure, brief pupils on domestic arrangements, activities and the expectation of behaviour.

19) The Catering Manager should be informed of the date and number of pupils on trips, ideally a week in advance, so that she can adjust to number of lunches cooked, or provide packed lunches if appropriate. 

20) The Domestic Services Manager or his Deputy should be warned of any cars left on school premises outside normal working hours. If necessary, a key can be provided for the padlock to the Staff Car Park. Party Leaders should talk to the Office Manager and obtain school mobile telephones for use on trips. 

Joint Trips with Warwick School

With increasing collaboration between King’s High and Warwick School there will be opportunities for joint trips to be run together or for girls and boys to have the opportunity to join a trip run by either school.

For either situation it is important that permission is sought from the Head using the standard V1 form and providing details about the trip.  It is important to identify also which of the school’s will take the lead and ownership of the trip.  If this lead is taken for instance by Warwick School, then Warwick School’s trip documentation: the trip details, risk assessment and consent forms etc can be provided and submitted to the King’s High DH(P) and Educational Visits Co-ordinator for authorisation. This documentation would then be filed in the King’s High trip file and passed to the relevant King’s High staff and SMT for support during the trip (additional to Warwick School’s SMT support).

These procedures need to be followed for all off site joint visits and it is therefore important that relevant Hods effectively communicate about off site trip visits that may involve girls and boys, so that notification is given in good time and the safety of pupils is ensured.  
Guidelines on Joint Trips with other Foundation Schools

Planning for a joint trip should take place in four phases as follows:

Phase 1 - Informal Discussion 

Colleagues within the Foundation schools discuss a joint trip in outline and nominate a Trip Leader (and appoint a nominated person / liason from the other school/s). An initial proposal is then put forward to each Foundation school’s SMT for approval. The trip must meet Foundation Educational Visits Policy. DfEE polices and, in particular, BSI 8848 plus amendments should be referred to for overseas trips. 

Phase 2 - Outline Permission

A common EV form is sent to SMT of all the schools involved by the Trip Leader’s EV.  Once outline approval for the trip has been agreed the Trip Leader then takes on the responsibility of co-ordinating the trip using a common policy between all Foundation schools.  When organising overseas trips the Trip Leader must consult the Foreign Office Travel website to confirm that it is safe to travel, and also the Foundation insurance representatives to confirm full cover is in place for all the planned activities.

Phase 3 - Detailed Arrangements

The Trip Leader and nominated colleagues from the Foundation schools prepare letters and all arrangements relating to the trip. This should include staffing, evening meetings for parents, consent forms, medical declarations (including staff), costs, expected behaviour from pupils, on-site visits, Risk Assessments and all the relevant information in line with current polices for school trips. Staffing of a trip is to be in line with the documents listed in Phase 1.  Thought must be given to the number of staff which will be required and the gender balance of staff accompanying the trip, also the roles of different members of staff.

It would be considered good practice for the Trip Leader to keep the heads/DH of both schools well-informed about progress with arrangements and copies of any communication with parents should be sent to them.

Phase 4 – Emergency Contacts

The Trip Leader is to ensure that an SMT point of contact is nominated for emergencies in each of the schools and that they have each others contact numbers as well. A copy of the final arrangements, including itineraries and contact numbers are to be circulated to all schools involved in the trip.  

APPENDIX I

ROLES AND RESPONSIBILITIES

These roles and responsibilities are based on the guidelines for maintained schools as detailed in the DFES document: 

Health and Safety on Educational Visits  

(DFES, 1998).

As the principle current guideline document for all maintained schools, all the advice in this document is based upon its contents. This should therefore be consulted in conjunction with the King’s High School document.

A. The roles and responsibilities of the Governing body

As the governing body is the employer the governors’ role is deemed be the same as an LEA. 

1. To provide written guidance for governors, head teachers and teachers including advice on risk assessment. 

2. Assess proposals for certain types of visit especially those visits outside the UK or where there is a perceived significant risk factor.

3. Provide emergency telephone contact for the duration of the visit where necessary.

4. Ensure training needs have been met.

5. Provide access to named staff for advice.

6. Maintain appropriate insurance cover. 

7. Ensure that the visit has a specific and stated objective.

8. Ensure that the plans comply with regulations and guidelines, including the school’s health and safety policy.

9. Ensure that they are informed about less routine visits well in advance.

Although the employer is responsible for health and safety, decisions about visits are usually delegated to the head teacher. The head teacher’s agreement must be obtained before a visit takes place. 

B. The roles and responsibilities of the Head teacher

1. Head teachers should ensure that visits comply with regulations and guidelines provided by the governing body and the school’s own health and safety policy. 

2. Head teachers should ensure that the group leader is competent to monitor the risks throughout the visit. 

3. Head teachers should be clear about their role if taking part in the visit as a group member/supervisor. They should follow the instructions of the group leader who will have sole charge of the visit. 

C. Detailed responsibilities of the Head teacher

The Head teacher should ensure that:

1. Adequate child protection procedures are in place.

2. All necessary actions have been completed before the visit begins.

3. The risk assessment has been completed and appropriate safety measures are in place.

4. The training needs of staff have been assessed by a competent person and that the needs of the staff and pupils have been considered.

5. The group leader has experience in supervising the age groups going on the visit and will organise the group effectively.

6. 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.

7. Group leaders are allowed sufficient time to organise visits properly.

8. Non-teacher supervisors on the visit are appropriate people to supervise children;

9. The ratio of supervisors is appropriate.

10. The governing body has approved the visit, if appropriate

11. Parents have signed consent forms.

12. Arrangements have been made for the medical needs and special educational needs of all the pupils.

13. Adequate first-aid provision will be available.

14. The mode of travel is appropriate.

15. Travel times out and back are known including pick-up and drop-off points.

16. There is adequate and relevant insurance cover.

17. A school contact has been nominated (this may be the Head teacher) who has the address and telephone number of the visit’s venue and a contact name.

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

19. The group leader, supervisors and school contact have the names of all the adults and pupils travelling in the group, and the contact details for everyone’s next of kin.

20. There is a contingency for any delays including a late return home.

Additional guidelines for the conduct of educational visits were produced by the DFES in 2002 and later confirmed after consultation in 2003. These documents are intended to be a supplement, based on advice and good practice, on the 1998 DFES document. 

This document has taken full account of the additional recommendations provided in: 

i. STANDARDS FOR LEAS IN OVERSEEING EDUCATIONAL VISITS (DFES 2003)

ii. A HANDBOOK FOR GROUP LEADERS (DFES 2003)

The main recommendation of the supplementary guidelines was that every school should appoint an Educational Visits Co-ordinator, ideally a member of the Senior Management team, to oversee the safe conduct of all visits. This has now become mandatory. 

The Headmistress will always remain ultimately responsible for the safe conduct of all visits but it is expected that she will delegate many of the responsibilities outlined above (C 1-20) to the EVC. 

The Headmistress will ensure that the EVC has access to whatever training is deemed necessary and that the EVC has sufficient time to fulfil the necessary responsibilities. 

The detailed responsibilities of the Educational Visits Co-ordinator, as recommended by the DFES supplementary documents follow:

D. Roles and responsibilities of the Educational Visits Co-ordinator

1. Liaise with the employer to ensure that all educational visits meet the employer’s requirements including those of risk assessment.

2. Support the Head and governors with approval and other decisions.

3. Assign competent people to lead and supervise a visit.

4. Assess the competence of leaders and supervisors for a visit.

5. Organise the training of leaders and other adults on a visit.

6. Ensure adequate first aid provision on the visit.

7. Make sure that Criminal Records Bureau disclosures are in place. 

8. Work with the group leader to ensure that full information is given to parents beforehand so that parents can consent on an informed basis.

9. Organise the emergency arrangements and emergency contact for each visit.

10. Support the group leader in the completion of risk assessment documentation.

11. Ensure that all written documentation is completed and filed. 

12. Ensure that the emergency contact has access to the authority that can make significant decisions. 

13. Ensure accidents and incidents are fully reported and recorded.

E. Roles and responsibilities of the Group leader

One teacher 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 must have received prior approval from the Headmistress and/or the governing body.

The group leader must: 

1. Look after their own and others Health and Safety

2. Follow the governing body’s regulations, guidelines and policies.

3. Appoint a deputy, define each supervisor’s role and ensure that all essential tasks have been assigned.

4. Be able to control and lead pupils of the relevant age range.

5. Be competent to instruct pupils in an activity and be familiar with the location/centre where the activity will take place.

6. Be aware of child protection issues.

7. Ensure that adequate first aid provision is in place. 

8. Undertake and complete the planning and preparation of the visit including the briefing of pupils and their parents. 

9. Ensure sufficient Insurance is in place for the visit. 

10. Organise Visas if required.

11. Ensure you have access to emergency funds if required.

12. Find out if immunisations are required.

13. Ensure supervision is adequate and that accompanying staff will be fully briefed.

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

15. Ensure documentation is complete and that emergency procedures are in place.

16. Inform management of any serious and immediate risks or systemic faults in risk management. 

17. Ensure that all staff will be provided with a full list of all the members of the group. Ensure that all staff will be fully aware of pupil’s special or medical needs

Roles and responsibilities of accompanying staff:

1. Look after their own and others Health and Safety

2. Be confident in supervising a group of pupils. 

3. Make regular checks on your charges and ensure all are doing what they should be.

4. Ensure correct behaviour, discipline and dress of pupils

5. Be aware of child protection issues.

6. Consult with other staff or party Leader if you have any concerns.

7. Consider stopping the visit or activity if the risk to the health and safety of pupils is unacceptable; and discuss your concerns with other staff or he party Leader. 

8. Support the Party Leader. 
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