

The school adopts the guidance and procedures issued in the County Council Education Service document Educational Visits and, where relevant, the DfES document Health and Safety of Pupils on Educational Visits (HASPEV).  This is to ensure consideration for the health and safety of all those involved and to maintain the educational quality of visits and value for money.

1.
Procedures

1.1 Staff wishing to plan and undertake a visit (prospective visit leaders) should apply verbally to the headteacher or educational visits co-ordinator (EVC) for permission to plan the visit.  Once granted they should submit the details on Form EV1, Application for the Approval of an Educational Visit, to the headteacher or EVC and receive outline permission to undertake the visit.

1.2 Outline permission will be granted when all the requirements identified in Educational Visits  have been considered, the visit can be accommodated within the school timetable and the ethos of the visit is one with which the school wishes to be associated.

1.3 When the visit involves additional or high risk activities, foreign travel or is a residential visit then details of the visit will also be sent to the County Council Educational Visits Adviser by the headteacher or EVC for approval that all the procedures have been satisfactorily completed.

1.4 Once outline permission, and any necessary county approval, has been received the visit leader can complete the planning organisation and bookings for the visit.  When all details are complete they must be submitted for final approval.  This should be a minimum of 7 days before the visit.

1.5 Regularly repeated visits may receive block annual approval subject to parents being made aware of every visit, especially any involving a return time outside the normal school day.

1.6 Following each visit the leader will undertake a review.  Any incidents or accidents will be reported in accordance with the reporting requirements.  Leaders of visits that have involved considerable time or financial resources, such as residential visits, will produce a short report evaluating the travel and transport, facilities, quality of any providers and the success and value of the visit and submit this to the headteacher or EVC.

1.7 All school staff will be made aware of the requirements of this policy and any changes that are made when the policy is reviewed.

Note:
Visits to the County Outdoor Education Service and School Swimming Service are self-approving and do not require further notification or action.  The Youth Service is the designated operating authority for The Duke of Edinburgh’s Award and should be liaised with in regard to relevant expeditions and activities.

2. Local Responsibilities
2.1 The headteacher is the responsible officer for ensuring visits are approved as necessary, that all visits approved can be accommodated within the timetable and that the ethos of each visit is one with which the school wishes to be associated.
2.2 The Educational Visit Co-ordinator is a staff member who has received relevant training and induction and is delegated with the following indicated tasks: -
To grant verbal permission that a leader may plan a visit after deciding that the timetabling and ethos of the visit are acceptable.

To receive EV1 forms and check all visit details are completed and to ensure the annual record of visits is maintained.

To check that all requirements for approving a visit, as identified in Educational Visits paragraph 33, have been undertaken.

To liaise with headteacher and grant outline permission for a visit to go ahead and signify this by signing form EV1.

To check that the further requirements for residential or foreign travel and additional or high risk activities have been undertaken. 
To liaise with the County Council on any visit involving residential or foreign travel and additional or high risk activities.

To grant final permission for a visit when all organization and planning are complete and to signify this by signing form EV1.


The school’s current EVC is

Note:
Any tasks not indicated in the above list remain that of the headteacher.
2.3 The designated visit leader is in overall charge of the group and remains responsible throughout the visit.

3. Emergency Procedures

3 The risk assessment for each visit will identify the relevant emergency procedures during the visit.  For visits extending beyond the school day this includes designating a home contact from the school who may be needed as a link between the party, the parents, the school and the County Council in the event of an emergency.

3 In the event of a delay (of more than 1 hour), or of an incident resulting in harm to any attending participant, staff member or volunteer, then the school must be contacted as soon as possible to inform the headteacher or designated deputy so that they can decide: -

A. If the incident is of a less serious nature then the next of kin or parents of those affected will be informed about what has happened (e.g. that the party will be returning late or that an incident has befallen a party member) and the action that has been taken so far.  In appropriate circumstances the visit leader will be designated to undertake this task.

B. However, if the incident is very serious (e.g. involves a disabling or life threatening accident, or a fatality) then the headteacher, deputy or the home contact will inform the designated senior officer of the Education Service (Director or Deputy Director) and the school will instigate its critical incident plan (as identified in Coping with a Crisis, produced by Pupil and Student Services).  Officers of the authority will be allocated to support the school with the immediate incident and any necessary follow up or inquiry.

3 In the event of a party being overdue and without contact by more than 1 hour, the school, or the home contact, must investigate the reason and may, where appropriate, need to involve the police.

The Governing Body

4.1 The governing body wishes to be informed about the following categories of visit prior to them taking place : -

Residential Trips.
4.2 The governing body will receive reports from the headteacher detailing the school visits that have taken place.
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The DfES recognises three categories of activity with increasing levels of potential or actual risk.  It should be recognised that all activities have some level of risk and that every visit or departure from the school premises requires approval, appropriate risk assessment and a system to deal with emergencies.

CATEGORY A ~ NORMAL RISK

These are activities that present no significant risk beyond those of everyday life.  Some of these activities still expose participants to appreciable risk and, for example, crossing a road or any activity near water will present risks to an inexperienced and unsupervised person. These activities are: -

· Visits to local places of religious worship, museums, open farms (see paragraphs 176 to 179), zoos, sports centres, towns or villages.

· Attractions that are specifically designed for use by groups and where the owners are responsible for the procedures and safety of those attending and accountable to the Health and Safety Executive. Examples include: theme parks and adventure playgrounds (see paragraphs 173 to175).

· Swimming pool visits under the auspices of the County Swimming Services or other qualified instructor, supervisor or lifeguard.

· Taking groups as passengers on any public transport including licensed passenger craft, ferries, aircraft, railways, buses or coaches.

· Inter-school sports matches and events (see paragraphs 171 and 172)

· Field studies in environments presenting no technical hazards including pond studies where the supervisor could effect a rescue from the bank or by wading and small streams where the depth is nowhere deeper than 15cm.

· Activities such as walking in a parkland or non-remote country area with no technical hazards.

CATEGORY B ~ ADDITIONAL RISK

These are activities or visits to locations with a higher risk.  Safe supervision will require the leader to have some specific knowledge and abilities that need to be assessed.  This will be by having additional qualifications and/or verifiable experience.  The current Approved Activities List is: -

· Walking or field studies in non-remote country where technical hazards exist.  In particular where there are cliffs or quarries of any height, areas of steeply sloping ground, or natural water features (rivers, ponds or lakes) that would present a significant hazard if a participant fell in.  In Staffordshire this would include walking on the Roaches Hill and areas of the White Peak with cliffs, such as Chrome Hill, and activities beside rivers such as the Trent or the Dove.

· Camping (see paragraphs 58 to 64).

· Cycling either on road, or off-road on gentle tracks and trails that can be safely accomplished by participants with limited personal skill.  This will include gently sloping tracks on Cannock Chase that do not twist through trees.

· Orienteering in areas that are open to the general public or have technical hazards such as steep banks, water features (ponds or rivers), dense woodland or are open to roads and vehicles.

· Canal studies and activities along canal banks and boating in a powered canal boat.

CATEGORY C ~ HIGH RISK

These are the highest risk activities.  They include all those included within the Adventure Activities Licensing Regulations 1996 (AALR) plus some other activities included in the current Approved Activities List shown below: -

· Walking and trekking activities on any open moor (at any altitude) or land above 600 metres where it is possible to become more than 30 minutes walking time from the nearest transport or refuge.

· Any activity on or in open water.  This includes canoeing and kayaking, sailing, windsurfing, rafting, rowing, powerboating and water skiing, sub-aqua, gorge walking and swimming in any open water including the sea, rivers, lakes or canals.  This also includes river study fieldwork where flowing rivers deeper than 15cm are practically investigated.

· Caving (except guided visits to public areas of show caves).

· Climbing including gorge walking with technical descents or ascents.

· High Ropes Courses.

· Skiing including supervising skiing sessions at ski resorts or at artificial ski slopes.

· Horse riding.

· Off road cycling on any open moor or land above 600metres, or where there are significant terrain hazard such as rocky ground, trees, steep slopes, drop offs or jumps where participant’s safety is dependent on their personal skill and ability (all terrain or mountain biking).  This will include challenging areas of Cannock Chase.


In deciding if a visit application meets approval the visit organizer must consider the following:

1. There are clear and justifiable reasons for the visit.

2. The visit leader is sufficiently responsible and capable of undertaking this type of activity.

3. Parental notification and consent have been given.

4. Participants are aware of their roles and responsibilities.

5. Travel arrangements have been adequately assessed.    
6. The venue is either known to the visit leader or information and advice have been sought from a reputable source. 

7. Written risk assessments and operating procedures must be produced and shared with all persons staffing the visit.

8. Providers of educational visits must have public liability insurance as well as suitable arrangements for participant’s welfare.

9. Consideration must be given to deciding whether contractual insurance is necessary.

10. The financing of the visit must be in line with current legislation and the Count’s financial procedures. 
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 Appendix 2 - CATEGORIES OF ACTIVITY RISK
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 Appendix 1 – APPROVAL AND ASSESSMENT OF SCHOOL VISITS.








 


