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1. Introduction

1.1 This document has been produced to assist staff when planning off-site educational visits.  It is based upon the local authority’s Safety Policy and Guidance for Visits, Journeys and Related Activities within the Education Service (September 2000 Issue 02) and also the National Association of Headteachers’ guidance Off-Site Educational Visits (PM037 April 1999).
P. Harty
29th June 2001

1.2 Experiences gained by students through off-site educational opportunities should not be seen as isolated opportunities but as a vital part of the progression of a student's education. That they have a profound effect on students is an indication of their relevance within a broad and balanced curriculum. The experience provided can be determined within a number of specific categories.

1.2.1 Personal and Social Education. These skills are developed through such activities as problem solving, decision-making and teamwork. Working and playing together, particularly in a residential situation, affords plenty of opportunity for development in these particular areas.

1.2.2 Residential Experiences. This situation provides an opportunity for development of social skills through living and working together.

1.2.3 Environmental Awareness. The cross-curricular theme of environmental education is catered for specifically when pursuing off-site activities. A rich variety of environments, both natural and man made can be experienced by students of all ages.

1.2.4 Aesthetic and Creative Development. Project and topic work related to the vast range of activities available, give rise to a multiplicity of opportunities related to creative and aesthetic interpretation.

1.3 The Range of Activities

1.3.1 There are many ways of analysing and sorting the types of off-site activities that are undertaken by schools, including:

· adventurous activities using licensed providers;

· adventurous activities not involving a licensed provider;

· residential activities during school time;

· residential activities in holiday or weekend periods;

· overseas residential visits;

· exchange visits;

· day visits to the Continent;

· day or part-day visits using transport;

· day or part-day visits on foot;

· after school sporting activities;

· swimming pool visits;

· farm visits;

· field studies.

2. The Legal Framework

2.1 Two major pieces of legislation bear on all activities taking place off the school site. The terms and conditions of employment of staff and health and safety at work requirements must be taken into consideration whenever an activity is being planned.

2.2 Terms and Conditions of Employment. Many activities will fall within the ‘normal’ school day and will therefore be included in ‘directed’ time. However, where an activity falls partly or solely outside the school day, there are implications for employment. Staff cannot be required to undertake activities out of their normal working time, nor might there be appropriate insurance cover for other activities. It is therefore crucial to ensure that staff have volunteered their services for out of school hours activities and that full indemnity is available for all those taking part in such activities.

2.3 Under the Health and 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 of care to ensure, so far as is reasonably practicable, the health and safety of anyone else on the premises or anyone who may be affected by their activities. This duty of care extends to the students in school and includes participants in off-site visits. 

2.4 The Management of Health and Safety at Work Regulations 1992 requires the employer to assess the risks of activities, to introduce measures to control those risks and to tell employees about the measures taken. Responsibility also falls to the employee to take reasonable care of their own and others' health and safety: to co-operate with their employer over safety matters: to carry out activities in accordance with the instructions and training they have received and to inform the employer of any serious risks they encounter. 

2.5 Teachers also have a common law duty to act ‘in loco parentis’ (as a reasonable parent), as indeed would any other employee involved in an off-site activity.

3. Responsibility for off-site visits

3.1 Employers are responsible for the health, safety and welfare of all their employees and all those who use their premises (see paragraph 3). This responsibility, made under the Health and Safety at Work, etc. Act 1974, extends to employees working off site. Enshrined within the terms and conditions of employment of all teaching staff is the requirement for a duty of care to be demonstrated to the students. This is stated in the ‘School Teachers' Pay and Conditions Document’ at paragraph 43.7, ‘Discipline, health and safety: maintaining good order and discipline among the students and safeguarding their health and safety both when they are authorised to be on the school premises and when they are engaged in authorised school activities elsewhere.’

3.2 The headteacher’s responsibility will necessitate full compliance with any regulations and guidelines provided by the Governing Body. The headteacher must also ensure that the activity leader is competent to undertake the activity and understands the nature of the responsibilities related to that activity. Where the headteacher accompanies a visit and is not the activity leader, the headteacher must follow the instructions of the activity leader.

3.3 The activity leader has full responsibility for the safe running of the activity including prior agreement for the activity to take place, following guidance laid down and ensuring that all participants are aware of their roles.

3.4 Teachers, volunteers, students and parents all have responsibilities during the course of any off-site activity in which they are participating.

4. Risk Assessment

4.1 The underlying basis of health and safety care is to control risks. This is effectively achieved through risk assessment. When planning an off site visit all the potential risks to the students and adults undertaking that visit should be assessed and, where it is ‘reasonably practicable’, elimination or alleviation of those risks achieved. This should be undertaken before the visit is started. A record must be kept of the risks identified.

4.2 The five major considerations for risk assessment are:

· identification of hazards;

· who might be affected;

· how can risks be reduced to an acceptable level;

· can these measures be implemented;

· what contingency plans can be put into place if all else fails.

4.2.1 In order to undertake a full and comprehensive assessment of risks, it will be essential in some cases to undertake a pre-visit. Even where the visit is made regularly, risks should be reassessed from time to time. When undertaking risk assessment, a number of variables need to be taken into account:

· the number of students involved;

· the age of the students, their sex, ability and general behaviour;

· the previous experience of the group in undertaking off-site visits;

· the time of the day and the time of year;

· the travel arrangements;

· the hazards of the environment being visited;

· the numbers, experience and quality of accompanying staff and volunteers;

· the nature of the activity.

5. Voluntary help

5.1 The success of an educational visit often relies upon the good services and willingness of volunteers to accompany the trip. Volunteer helpers are often used to great effect. The role of volunteers must be very carefully considered and their legal responsibilities clearly understood. To offer help voluntarily does not negate legal responsibilities.

5.2 The school should always make the final decision as to which volunteers accompany a visit, not all volunteers are suitable.

5.3 Every volunteer accompanying the visit should know precisely what their role is and understand that they have a responsibility to ensure they carry out that role.

5.4 Where the school has been able to identify volunteers well in advance of a visit, opportunities should be found for those volunteers to meet the students and get to know their names.

5.5 Volunteers must understand that they have a responsibility to follow the instructions of the group leader.

6. Records

6.1 Records of a visit can provide a very useful and informative way of demonstrating the accountability of the school towards the students. When risk assessment is undertaken before a visit, a record should be kept of the outcomes. In a similar way, a report on the visit (after it has taken place) should be kept for future use. When an incident occurs during the visit, details should be recorded.

7. Communications
7.1 Parents should always be made aware when their children are leaving the school premises. In certain circumstances, parents may wish to exercise their right to refuse to allow their child to take part in a visit. Under such circumstances, the school must make alternative arrangements to ensure that the National Curriculum work that was being developed during the visit is made available in another form to the student in school. The refusal of the parent to allow the child to take part does not offer the opportunity for a day off!
8. First-aid
8.1 In all cases it would be appropriate to ensure a first-aid box is readily available during the course of an off site activity. The provision of an appropriate person to administer first-aid may be more problematic. It is sensible to have at least one trained first-aider on every occasion, however this may not always be possible. Where only one first-aider is available, there must be adequate cover for the other students when that individual is attending to a case.

9. Supervision

9.1 There are no legally enforceable ratios of students to adults accompanying a visit. The factors that should be considered when deciding on appropriate levels of supervision include:

· the sex, age and ability of the group;

· the special educational and medical needs of the students;

· the type of activity being undertaken;

· the experience and competence of all the adults accompanying the activity;

· duration of the activity;

· the type of accommodation when it is a residential activity;

· competence and behaviour of the students;

· first-aid cover available.

9.2 The level of supervision will always depend upon the type of visit being made, the numbers and abilities of the students and other variables such as the weather, the time of day and the age of the students. 

9.3 The ratio of participants to staff should be such as to ensure adequate control and safe conduct during all phases of the activity or event. The risk assessment may indicate that a short journey to a nearby venue can be adequately covered by 1 adult when appropriate emergency procedures have been previously arranged.

9.4 A ratio of 1 member of staff to 15 participants should not be exceeded, unless a formal risk assessment is carried out and indicates that a higher ratio is adequate to provide the appropriate level of supervision and safety cover. This should include a Backup during journeys to and from the event probably from the home base. B Adequate supervision of all party members in the event of an emergency.  This may involve the prior arranged support of staff at the host venue.

9.5 A minimum of 2 adults, 1 of whom should be a member of staff should accompany each event unless a formal risk assessment is carried out and indicates that 1 adult is adequate to provide the appropriate level of supervision and safety cover. If a minibus is involved, an assessment of the ability of the adult to both drive the vehicle and supervise its passengers. Advice on risk assessment is provided in the document entitled (County Personnel Department (Health and Safety): Guidance on Risk Assessments (issued December 1993).

9.6 The activity leader should always ensure that a group is adequately supervised. It is recognised that the staff/participant ratio will need to be varied according to the age and temperament of participants and the type of visit undertaken. Other than exceptional circumstances approved by the headteacher, mixed groups should be accompanied by both male and female staff.

9.7 At the planning stage of an event and after consideration of all relevant factors, the Deputy Headteacher (Curriculum) must ensure that an appropriate staff/participant ratio is defined and recorded.

9.8 It is essential that all accompanying adults have been checked by the Police under the procedures for disclosure of criminal backgrounds of those with access to children. There is no doubt that most educational visits or journeys provide the opportunity for ‘substantial unsupervised access’ to children.

10. Insurance

10.1 When a trip is undertaken as a part of the normal school curriculum, even though it is conducted off the school premises, the insurance arrangements for the school will prevail. However, if a school visit includes time out of normal school hours, there may be a requirement for addition insurance cover in all types of school. The school should always check to ensure that appropriate insurance cover is provided before a trip is undertaken. The school policy should indicate the need for the activity leader to make such a check. There are many types of insurance that it might be necessary to acquire depending on the type of activity to be undertaken:

· public liability;

· employers liability;

· personal accident cover for all adults including teachers;

· medical treatment costs;

· specialised activity risks;

· evacuation for medical reasons when abroad;

· loss or damage of hired equipment;

· emergency costs including accommodation and transport;

· compensation against cancellation or delay, loss of personal possessions, baggage and money;

· legal assistance in the recovery of claims;

· failure or bankruptcy of an agent or travel company;

· travel abroad.

10.2 Where a tour operator is used the type and extent of the insurance provided must be ascertained.

11. Discipline

11.1 Out of school activities undertaken during school time, or largely during school time, will always be conducted according to the school's disciplinary policy. The need to ensure appropriate behaviour during an activity will be assisted by thorough preparation of the students, staff and volunteer adults taking part in the visit. Clear standards should be identified and adhered to. The legal responsibility of teachers towards the students (duty of care) is in no way diminished because the activity is taking place off the school premises. Because of the increased risks likely to be encountered in a different environment, the opportunity for inappropriate behaviour may be increased.

12. Students with Special Medical Needs

12.1 If a student requiring specific medical needs is to take part in an off site activity, the school should ensure that any protocol established between the school, the parents and the student's GP extends to the differing circumstances of that activity. For example, it may not always be possible to ensure that the adult responsible for administering the medication is on hand during the activity. If it is not possible to ensure adequate risk protection for the student concerned, the school must give careful and serious consideration to the student being included in the activity. 

12.2 When the school is undertaking a residential visit, parents should be asked to give their authorisation to the leader of the party to act for their child should the need arise for emergency medical treatment during the course of the visit. If parents are unable to give this authorisation, head teachers may decide that the resultant risk to that child precludes them from taking part. If a student is included in the party where parents have not given authorisation, a clear unequivocal protocol should be supplied by the parent including appropriate enforceable notification to any medical practitioner that may find themselves looking after the student's medical or surgical needs.

13. Licensed Activities

13.1 The Activity Centres (Young Persons Safety) Act 1995 and the associated Adventure Activities Licensing Regulations (1996) require certain activities to be licensed when commercial companies sell them or where Local Authorities provide them with or without charge. The activities that require a licence are:

· caving (including exploration of disused mines, cave diving and potholing);

· climbing, which includes abseiling, but does not include activities undertaken on a purpose built wall or tower

· trekking, including mountain biking, off-piste skiing and horseback riding when this is undertaken in a remote area (more than 30 minutes from the nearest road or refuge) of moorland or mountain country;

· watersports such as canoeing, rafting and sailing undertaken on the sea, in tidal waters or where water is more than 100 metres across or is known to be turbulent.

13.2 A licence holder has demonstrated that the Licensing Authority are satisfied that appropriate safety measures have been taken for the provision of the activity licensed. The presence of a licence does not indicate any standard of accommodation or catering. Before undertaking an activity that falls into the licensing category, head teachers should ensure that the provider is licensed (see Appendix 11 for address of Licensing Authority). The school staff (and designated volunteers) accompanying the activity retain overall responsibility for the students throughout the visit even when the students are being instructed by a member of the provider's staff. The Licensing Authority is only required to licence those activities that come under the auspices of the Act. Not holding a licence does not mean the activities offered by a provider are unsafe. However, where a provider is being used that does not require a licence, the school should be satisfied that the safety standards are appropriate and that where specialist staff are used they have appropriate experience and qualifications. In these circumstances, it is vital that a pre-visit is made to ensure that the safety standards are appropriate.

14. Voluntary Contributions

14.1 Charging for School Activities (ERA 1988). The basic principle underlying the charging provisions of the 1988 Act is that education provided by any maintained school for its registered students should be free of charge if it takes place wholly or mainly during school hours. Whilst this provision applies to any school activity, it has particular importance in relation to off-site education. The school's adopted charging policy will indicate precisely how voluntary contributions should be treated. 

14.2 Charges can be made for visits that occupy more than 50% of the time out of normal school hours. This includes travelling time. However, where more than 50% of the visit takes place during school hours, no charge can be made. There is an exception to this rule when residential accommodation is involved, as charges can be made for that accommodation. Where the 50% rule is applied to residential visits, calculations are based on "sessions." Sessions are defined as from 00.00 to 12.00 and 12.00 to 24.00. If the number of sessions outside school hours exceeds the number of sessions inside school hours, charges can be made. For example, a visit taking place from Friday (a full school day) through to Sunday evening, would involve two sessions in school hours and four out of school hours. Charges can therefore be made. 

14.3 Most schools still wish to continue with the important work and experience derived from an off-site visit. In order to overcome the financial difficulties that exist, voluntary contributions can be requested for any visit taking place during school hours. Activity leaders can suggest to parents an appropriate amount for a voluntary contribution but cannot insist that amount is paid, nor can a student be prevented from taking part in the visit if a contribution is not forthcoming or has been insufficient to cover the individual cost for that student. 

14.4 In the circumstances where insufficient money has been contributed collectively to cover the cost of the visit, the school may cancel the visit and return all the contributions made. 

14.5 Where contributions are made in excess of the required sums for a particular visit, a clear determination must be made to all parents about the disposal of the surplus money. Generally schools would indicate that such money will be put into a school visits' fund to support other off-site opportunities at a future date. When the activity is more than 50% outside school time and a charge is being made, that charge cannot exceed the actual costs to be incurred. 

14.6 Costs can be calculated against:

· transport;

· board and lodging;

· admission costs;

· costs of appropriate non-teaching staff;

· incidental costs of staff;

· materials and equipment required for the visit;

· insurance costs for the visit.

14.7 Contingency money can be included for emergency situations. Where after the visit has been concluded, there is a financial surplus, money should be shared evenly between contributors unless written agreement has been received to the contrary.
14.8 All accounts must be kept accurately and where money is collected at cost for an activity (for example a residential visit or holiday), the accounts must be made available for inspection by the parents who have contributed. In these circumstances, a separate account should be opened dealing only with the one activity. 

15. Visits Organised by a Third Party

15.1 Package deals are often a very attractive option for schools when intending to undertake an off site activity. This particularly applies when visits abroad are to be made. 

15.2 Activity leaders must be sure that the package is appropriate to the needs of the school and that insurance cover is sufficient. If necessary, additional insurance should be bought. Parents should always be informed of the amount of insurance cover available through the agent. The option to purchase additional cover might be made available by the agency. 

15.3 Activity leaders should ensure that where the journey is abroad the company is able to refund costs of repatriation in the event of insolvency and to provide for the return of advance payments. Agencies with an "The Air Travel Organisers' Licence" (ATOL) will be so covered. The Schools and Group Travel Association (SAGTA) is an independent association complying to a members' code of good practice and safety rules. The Association of British travel Agents is a bonded association insuring against insolvency.

16. Transport

16.1 In many instances transport will be needed for the off-site visit. There are many different ways in which this can be achieved. Parents should always be informed of the type of transport it is intended to use. Where there is particular objection, the school should make every reasonably practicable effort to accommodate the wishes of the parents. Under some circumstances, it may be impossible to fulfil the parents' requirements, leaving no alternative but to find another appropriate activity for the student concerned.

16.2 Hired Transport. Only reputable companies should be used. Seat belts should be provided on all seats. The driver of the coach has no responsibility for the conduct and behaviour of the students on the transport. The school must provide sufficient supervisory staff to ensure the health, safety and welfare of the students required under the school's duty of care.

16.3 School mini-bus. Where the school mini-bus is being used the requirements of the school policy should be closely adhered to. The driver of the bus cannot reasonably be expected to supervise the passengers whilst travelling, nor would it be reasonable to expect emergencies to be dealt with effectively if the driver is the only adult on board.

16.4 Public transport. When public transport is to be used, close supervision of the students must be ensured. Students should be prepared in advance concerning expectations of their behaviour. Where it is considered inappropriate to include a particular student because there is serious doubt about their ability to behave, it is appropriate to find a suitable alternative occupation for that student on the occasion of the visit.

16.5 Private use of cars. Extreme caution should be exercised over the use of private cars, both of parents and staff. Where such transport is to be used Activity Leaders should be confident that vehicles and drivers are legal. The following details need to be current:

· valid driving licence;

· vehicle road fund licence and MOT certificate;

· vehicle insurance valid for carrying passengers on a school off-site visit.
16.6 Volunteer drivers should be asked to sign a declaration indicating that all these requirements are in place. This declaration needs to be kept up to date. Where teachers offer their services, they must ensure that they have appropriate insurance cover for conveying students during the course of their professional duties. When further insurance cover is required, it may be considered appropriate for the school to pay for any additional premium costs.

16.7 Schools should not reimburse parents or teachers for the use of their vehicles as this will invalidate insurance cover unless the vehicle is specifically insured as a taxi. Parents must always be informed that it is intended to use private transport to convey their children. If an objection is raised, suitable alternative transport should be provided where it is reasonable practicable to do so. In extreme cases, a student may have to be found a suitable alternative activity in school if a parent does not wish their child to be conveyed in a private vehicle.

17. Planning

17.1 The Deputy Headteacher (Curriculum) should be satisfied that there is a declared and valid reason for the event.

17.2 The Deputy Headteacher (Curriculum) must ensure that the Activity Leader has previous relevant experience and is competent to lead the group within defined limits. Leaders should always work within the limits of their qualifications and competence.  It is essential that activities are agreed and boundaries are set at the point of planning and therefore the defined limits are known.

17.3 Leaders accompanying a group of young people are "in loco parentis" and are responsible for the safety and well being of those young people at all times.  The leader's duty is to take such responsible care of them as a careful parent would exercise.  Other supervising adults will also have a duty of care, but the Activity Leader retains overall responsibility. It is the duty of care of the Activity Leader to ensure that the competence of each member of staff is appropriate to their role.  When using a third party e.g. specialist instructors or centres or drivers of vehicles to deliver any aspect of the event it must be remembered that the principal duty of the care remains with the Activity Leader.

17.4 Before the event a preliminary visit is highly desirable. The reason for a preliminary visit is to ensure that the Leader has sufficient local knowledge so that the event can be conducted in as safe a manner as possible.  It will also improve the quality of the event. If an event is repeated it may not be necessary for a preliminary visit to take place. Particular consideration should be given to security of the young people in the group, taking into account possible intruders (e.g. think of the case of the schoolgirl murdered in France).  Is accommodation secure, locks adequate, staff in adjacent quarters, accommodation area discreet to the group, etc.  Plans should include arrangements for continuous supervision during the day and evening, and for action at night in the event of need.

17.5 The Deputy Headteacher (Curriculum) has the responsibility to ensure that all reasonable steps are taken to ensure the safety and well being of all those participating in the event. Leaders should refer to the Education Department Health and Safety Guidelines. Whilst it is not essential for each group to be accompanied by a qualified First Aider, it is an aspect that should be considered at the planning stage of each event.  The DFEE publication "Health & Safety of Students on Educational Visits (1998)" should be referred to for further guidance.

17.6 The Activity Leader should submit in writing to the Manager full details of the planned event for approval.  This should include a statement of the ratio of participants to staff. This must happen in every case.
17.7 Where an event includes an Outdoor Education activity it must be properly supervised in accordance with published guidance specific to the activity undertaken. When a provider, external to the guidelines produced by the Hertfordshire establishment or organisation, is to be used to deliver an activity which requires a licence under the Adventure Activities Licensing Regulations 1996, the provider must be licenced within the terms of these regulations. When a school or youth group engages in an activity for which an outside provider would require a licence under the regulations implementing the Activity Centres (Young Persons' Safety) Act 1995, the qualifications of leaders should be the same as those which are required of an outside provider. Many outdoor activities have national governing bodies who produce their own guidelines.  These should be used.  The list in Appendix 11 provides useful references but is not exhaustive. Any group engaged in Duke of Edinburgh's Award activities must follow the published guidelines produced by the Hertfordshire Duke of Edinburgh's Award Operating Authority. Further advice can be obtained from the County Adviser for Physical Education. (see County Directory for telephone numbers) BAALPE's "Safe Practice in Physical Education" gives useful guidance.

17.8 All participants should be assessed as being fit, as far as reasonably practicable, for the proposed activity.

17.9 The Activity Leader should provide participants and parents with full detailed written information concerning the event. Where appropriate, the written information should be supplemented by a meeting with parents of the children involved in the event.

17.10 It is important to obtain the parents written consent before young people take part in events whether an overnight stay is involved or not.  In case of short visits to local venues it would be impractical to seek parental consent in writing on each and every occasion.  To cover these situations it is suggested that parents are asked to sign a general consent form when the young person first joins the establishment. For a visit abroad parents' agreement must be obtained in advance to the provision of emergency medical treatment should it prove necessary. Other departments and agencies will have their own specific guidelines which may differ from the above. If the day to day care of a young person is by any other than the natural parent, consent must be obtained from that person.  If such consent cannot be obtained and the Activity Leader wishes to proceed, the Deputy Headteacher (Curriculum) must be contacted for advice.
17.11 In every event the Activity Leader must appoint a designated emergency contact person and ensure that their duties, which will include strategic emergency plans, are agreed and understood. The Designated Contact Person will:

· provide the link between the event party and the home community.

· hold and have available 24 hours a day, all relevant information including a full list of all people involved in the event. Note that there is no requirement to pass a list to the LEA.

17.12 Parents and other appropriate persons must be informed of the name and contact number of the designated emergency contact person. It is essential that all staff hold details of the Emergency Contact Person at all times.

17.13 Appropriate personal accident insurance must be taken out for all members of the group.

18. Organisation

18.1 The Deputy Headteacher (Curriculum) is responsible for ensuring that the school policy and guidance for educational visits, journeys and related activities is provided to and understood by the instructor or leader involved.

18.2 The Activity Leader is responsible for ensuring that arrangements for travel and transport are appropriate and conform with local guidelines, national regulations and legal requirements.

18.3 Prior to commencement of the activity.  Information should be made available to each participant (or parent or guardian in the case of minors) about the safety policy, procedure and practice relating to the event.

18.4 The Activity Leader and other staff must be adequately trained and experienced for the task and deployed within the limitations of their training.

18.5 Participants must be informed of qualifications and experience of the Activity Leader and other staff deployed.  When using outside agencies, prior to the commencement of the event, a full list of the specialist instructors should be obtained from the provider. The Activity Leader should ensure that the named staff are deployed on the activity specified and where substitutions are necessary for whatever reason, their qualifications are appropriate to the activity.

19. Procedures

19.1 The Activity Leader (AL) must ensure that the date for the proposed trip has been placed in the school calendar. The Deputy Headteacher (Curriculum) (DHC) will place the date in the calendar on the basis of a request from the AL once the educational value and implications for the management of the school have been assessed.

19.2 Once the date for the trip has been approved the AL will complete the School Trip Information sheet (Appendix 1) and return to the DHC at least 15 school days prior to the date of the trip.

19.3 The AL will send a letter home to the parent/guardians of all invited participants supplying information regarding the trip. The letter will include the dates for information meetings and the consent form for completion.

19.4 The AL will ensure that there is a completed Consent Form (Appendices 2 and 3) for all students participating in the trip at least 3 school days prior to the date of the trip. 

19.5 For a short trip to a local venue the AL will ensure that the participating students have a completed Consent Form for Young People Participating in Short Visits to Local Venues form (Appendix 4) which is stored in the Main Office.

19.6 The AL will ensure that the Medical Consent Form for Adults (Appendix 5) is completed by all adults acting in a supervisory capacity at least 3 school days prior to the date of the trip.

19.7 The AL will ensure that the Emergency Contact Information sheet (Appendix 6) is completed at least 3 school days prior to the trip. The AL will supply copies of the Emergency Contact Information to the Emergency Contact and on the Staff Room notice board at least 3 school days prior to the date of the trip.

19.8 The AL will ensure that insurance arrangements for the trip are adequate.

19.9 The AL will ensure that adults assisting with supervision on the trip have completed the Volunteer Agreement form (Appendix 7) at least 3 school days prior to the date of the trip.

19.10 The AL will carry out a risk assessment of the trip by completing the Risk Assessment form (Appendix 8). The AL should only go ahead with planning the trip if s/he is satisfied that the risks are adequately controlled.

19.11 The AL will explain to any volunteers accompanying the trip the role to be fulfilled during the trip.

19.12 The AL will ensure that they have passed the completed the Pre-Trip Checklist (Appendix 9) to DHC at least 3 days prior to the day of the trip.

19.13 The AL will complete a Post-Trip Report (Appendix 10) within 10 school days of the trip completion.

Appendix 1 - School Trip Information

For any event which is planned the following information, as a minimum, should be submitted to the Deputy Headteacher (Curriculum) at least 15 school days in advance of the proposed trip date for approval: -

	Activity Leader
	

	Purpose of event
	

	Date of event
	

	Duration of event
	

	Date of preliminary visit if required
	

	Date of meeting with parents if required
	

	Date of final preparation meeting with participants
	

	Number of participants
	

	Minimum number of staff required
	

	Ratio of adults to students
	

	Names of staff members proposed to accompany trip 
	

	Special supervision requirements
	

	Time of departure
	

	Journey route plan
	

	Length of journey
	

	Method of transport
	

	Drivers of minibuses etc.
	

	Event venue
	

	Activities involved
	

	Competence of instructors
	

	Time of return departure
	

	Estimated time of arrival
	

	Emergency contact person
	


Appendix 2 - Consent Form for Those Under 18 Years of Age

	Event: 

	Venue
	Activity Leader: 

	From (date): 
	To (date): 

	Student Name:
	Date of Birth:

	I give consent for the student named above to be allowed to take part in the above mentioned event and, having read the letter dated ………………… agree to his/her taking part in the activities described.

	Address


	Telephone Number:

	He/she does not suffer from any pre-existing medical condition requiring treatment (delete if inappropriate).

	He/she suffers from the following condition, which may require treatment during the event.



	He/she suffers from the following condition, which may affect his/her taking part in the activities during the event.



	Known allergies to drugs or other medication e.g. antibiotic and plasters
	

	If known, date of last immunisation against tetanus
	

	His/her National Health Service Card Number


	


I undertake to inform the Activity Leader if the young person named above or any member of their family, or other person with whom they have had close contact, is known to have or contracts any infectious disease within 21 days prior to the event.

If, within two days prior to departure the named young person above becomes ill, he/she should be seen by a doctor and the Activity Leader informed if necessary.

I consent to any emergency medical treatment, including the use of anaesthetics, the transfusion of blood and blood components and the administration of non-blood volume expanders (such as saline, dextran, Haemaccel, hetastarch and Ringer’s solution), necessary during the course of the event.

Please delete any part of this paragraph as required.

	Signed:

(Mother/Father/Guardian) (Please indicate)
	Date:


Appendix 3 - Consent Form for Those 18 Years of Age and Above

	Event: 

	Venue
	Activity Leader: 

	From (date): 
	To (date): 

	Student Name:
	Date of Birth:

	I wish to take part in the above mentioned event and having read the letter dated ………………… agree to take part in the activities described.

	Address


	Telephone Number:

	I do not suffer from any pre-existing medical condition requiring treatment (delete if inappropriate).

	I suffer from the following condition, which may require treatment during the event.



	I suffer from the following condition, which may affect his/her taking part in the activities during the event.



	Known allergies to drugs or other medication e.g. antibiotic and plasters
	

	If known, date of last immunisation against tetanus
	

	National Health Service Card Number


	


I undertake to inform the Activity Leader if I contract any infectious disease within 21 days prior to the event.

If, within two days prior to departure I becomes ill, I will be seen by a doctor and the Activity Leader informed if necessary.

I consent to any emergency medical treatment, including the use of anaesthetics, the transfusion of blood and blood components and the administration of non-blood volume expanders (such as saline, dextran, Haemaccel, hetastarch and Ringer’s solution), necessary during the course of the event.

Please delete any part of this paragraph as required.

	Signed:


	Date:


Appendix 4 - Consent Form for Young People Participating in Short Visits to Local Venues

Since it would be impractical to seek parental consent in writing each and every time a young person was to participate in a local event managers are advised to arrange for parents or guardians to sign a general consent form when the young person first joins an establishment or organisation.  Completing such a form would become part of the standard procedures for admitting new entrants.  A sample form is set out below.

If there is a change of legal guardian the agreement of the new guardian must be obtained.

From time to time opportunities will be given to participate in local visits and you are asked to give your permission by completing the form below.

	Signature:
	Date:

	Head of Year
	

	I agree that …………………………….. (name of young person) may take part in any short visits to local venues which may be arranged by the above establishment.

	Signed:

(Mother/Father/Guardian) (Please indicate)
	Date:


	Student Name:
	Form:

	Date of Birth:
	Head of Year:

	I agree that the above named student may take part in any short visits to local venues, which may be arranged by the school.

	He/she does not suffer from any pre-existing medical condition requiring treatment (delete if inappropriate).

	He/she suffers from the following condition, which may require treatment during events.



	He/she suffers from the following condition, which may affect his/her taking part in the activities during events.



	Known allergies to drugs or other medication e.g. antibiotic and plasters
	

	If known, date of last immunisation against tetanus
	

	His/her National Health Service Card Number


	

	I consent to any emergency medical treatment, including the use of anaesthetics, the transfusion of blood and blood components and the administration of non-blood volume expanders (such as saline, dextran, Haemaccel, hetastarch and Ringer’s solution), necessary during the course of the event.

Please delete any part of this paragraph as required.

	Signed:

(Mother/Father/Guardian) (Please indicate)
	Date:


Appendix 5 - Medical Consent Form for Adults

	Event: 

	Venue
	Activity Leader: 

	From (date): 
	To (date): 

	I wish to take part in the above mentioned event and having read the letter dated ………………… agree to take part in the activities described.

	Address


	Telephone Number:

	I do not suffer from any pre-existing medical condition requiring treatment (delete if inappropriate).

	I suffer from the following condition, which may require treatment during the event.



	I suffer from the following condition, which may affect his/her taking part in the activities during the event.



	Known allergies to drugs or other medication e.g. antibiotic and plasters
	

	If known, date of last immunisation against tetanus
	

	National Health Service Card Number


	


I undertake to inform the Activity Leader if I contract any infectious disease within 21 days prior to the event.

If, within two days prior to departure I becomes ill, I will be seen by a doctor and the Activity Leader informed if necessary.

I consent to any emergency medical treatment, including the use of anaesthetics, the transfusion of blood and blood components and the administration of non-blood volume expanders (such as saline, dextran, Haemaccel, hetastarch and Ringer’s solution), necessary during the course of the event.

Please delete any part of this paragraph as required.

	Signed:


	Date:


Appendix 6 - Emergency Contact Information

	Event: 
	Activity Leader: 

	From (date): 
	To (date): 

	Venue Address


	Venue Telephone No.

	Tel. No. (Staff):
	Tel. No. (Participants):

	Departure Date:
	Departure Time:

	Departure Location:

	Return Arrival Date:
	Return Arrival Time:

	Return Arrival Location:

	The Emergency Contact Persons for this event are listed below.  They should only be contacted in the event of a genuine emergency.

	Contact Person:
	Tel. No.:

	Contact Person:
	Tel. No.:

	No. Staff including Activity Leader:
	Number Students:

	Ratio of adults to students:

	Method of Transport:

(If more than one vehicle is used, list names separately on an extra sheet)
	Vehicle Registration Number if known:

	Brief details of route



	Staff Involved in the Event
	Telephone Number to contact in emergency
	Relevant Medical Information

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Student
	Telephone Number to contact in emergency
	Relevant Medical Information

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 7 - Volunteer Agreement

	Event: 
	Activity Leader: 

	From (date): 
	To (date): 


I agree to act as an adult voluntary helper for the purposes of this event.  I have been made familiar with the arrangements for the event and with the nature of the duties.

I understand that the group leader will be responsible for the event and I am willing to undertake any reasonable duties, which the group leader may ask me to perform.

	Signed:


	Date:


Appendix 8 - Risk Assessment

	Event: 
	Activity Leader: 

	From (date): 
	To (date): 


In order to undertake a full and comprehensive assessment of risks, it will be essential in some cases to undertake a pre-visit. Even where the visit is made regularly, risks should be reassessed from time to time. When undertaking risk assessment, a number of variables need to be taken into account:

· the number of students involved;

· the age of the students, their sex, ability and general behaviour;

· the previous experience of the group in undertaking off-site visits;

· the time of the day and the time of year;

· the travel arrangements;

· the hazards of the environment being visited;

· the numbers, experience and quality of accompanying staff and volunteers;

· the nature of the activity.

	Identification of hazards.
	Who might be affected?
	How can risks be reduced to an acceptable level?
	Can these measures be implemented?
	What contingency plans can be put into place if all else fails?

	
	
	
	
	

	
	
	
	
	


Appendix 9 - Pre-Trip Checklist

	Event: 
	Group Leader: 

	From (date): 
	To (date): 


Please complete this checklist and hand to the Deputy Headteacher (Curriculum) at least 3 school days prior to the date of departure. Each category should either be initialled on assigned N/A if not applicable.

Thank you.

	
	Signed

	I have read the school’s policies and procedures relating to off-site educational visits.
	

	I have completed the risk assessment and have judged that it is safe to proceed with the event.
	

	I have explained to adults the role that they are to play during the entire duration of the event.
	

	I have ensured that the first aid facilities are adequate for the duration of the event.
	

	I have ensured that there is a suitable ratio of students to adults adequate for control and safe conduct during all phases of the event.
	

	I have ensured that all adults accompanying the event have been checked by police under procedures for disclosure of criminal backgrounds of those with access to children.
	

	I have checked with the school bursar that insurance policies are adequate to cover the event.
	

	I have checked that the type and extent of insurance that is held by the tour operator is adequate for the event.
	

	I have described and explained appropriate behaviour and possible consequences to students, staff and other adults taking part in the event.
	

	I have ensured that and special medical needs amongst adults and students have been catered for.
	

	I have carried out a pre-visit.
	

	I have checked with the bursar that income matches projected expenditure.
	

	I have ensured that seat belts are provided on all hired transport.
	

	I have ensured that the charges set for the trip are in line with the school’s Charging Policy.
	

	I have ensured that the event will comply with the school’s Minibus Policy.
	

	I have placed the Emergency Contact Information on the school staff room notice board and provided a copy for the emergency contact person.
	

	I have ensured that any adults using their own vehicles comply with the requirements of the schools’ policy on off-site educational visits.
	


Appendix 10 - Post-Trip Report

	Event: 
	Group Leader: 

	From (date): 
	To (date): 


Please comment on the off-site educational visit under the headings below. This information will be made available to others planning future trips.

Thank you.

	Suitability of Event



	Suitability of Venue



	Suitability of Transport



	Students



	Staff and Volunteers



	Critical Incidents



	Any Other Items




Appendix 11 - Outdoor Education – List of National Governing Bodies

	British Canoe Union
	John Dudderidge House

Adbolton Lane

West Bridgford

Nottinghamshire

NG2 5AS

	National Caving Association
	45 Gwernyfed Avenue

Three Cocks

Brecon

Powys

LD3 0RT

	British Mountaineering Council
	Crawford House

Precinct Centre

Booth Street East

Manchester

M13 9RZ

	Adventure Activities Licensing Authority
	Tourism Quality Services Ltd

17 Lambourne Crescent

Cardiff Business Park

Llanishen

Cardiff

CF14 5GG

	Mountain Leader Training Board
	Crawford House

Precinct Centre

Booth Street East

Manchester

M13 9RZ

	British Safety Advisory Committee
	Dunworth House

Donhead St Mary

Shaftsbury

Dorset

SP7 9DG

	Royal Yachting Association
	RYA House

Romsey Road

Eastleigh

Hants

SO5 4YA
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