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Educational visits have traditionally been a means by which schools have extended their classrooms.  These visits take many forms and have the potential to deliver a range of educational objectives relating to learning, skill acquisition and cultural and personal development. 

School outings are an integral and valuable part of a child’s education and provide the opportunity to develop personal and social skills. They have given many children the opportunity to visit places or undertake activities, which otherwise they may never have the opportunity to experience.

 Educational visits can be used to bring a bit of adventure and excitement into a child’s life. They have often helped develop a child’s independence skills particularly on extended trips where the children are away from home for a period of time. Indeed they are often one of the most fondly remembered experiences of school.

“It has been estimated that in England there are 7-10 million pupil visits per year, which involves educational or recreational activity. The overwhelming majority of these visits are carried out safely and responsibly by teachers who take the time and effort to get things right. The benefit to children of these trips are immense”

(From : HSE Glenridding Beck –Investigation Report)

The Health and Safety of all members of a party on an educational visit however, must always have absolute priority. For the benefit of all concerned, it is essential that the LA’s Code of Practice on Educational Visits be complied with in all instances. The notes contained in the following pages are designed, as a reference for the school’s EVC when undertaking the organisation and management of educational visits and should always be read in conjunction with the LA’s Code of Practice for Educational Visits -  “Guidance notes on health and safety of pupils on educational visits.”

[image: image2.wmf]  Educational Visits Co-ordinator  (EVC)

It is considered good practice for each school to have a person appointed as an Educational Visits Co-ordinator  (EVC) – This may be the Headteacher but the role may be delegated to a specifically competent member of the school’s staff.  The level of the competence required relates to the size of the school and the type of educational visits proposed. Evidence of competency may be having qualifications or having the practical experience of leadership of outdoor education activities, trips and school journeys. 

“Headteachers and other senior managers should be best placed to consider whether a member of staff has appropriate leadership skills, experience and other personal qualities needed to run a particular visit.” (HSE Glenridding Beck – Investigation Report)

The EVC is involved in the planning and management of educational visits. These include adventure activities led by other school staff. The EVC will be the point of contact for all information relating to school trips and visits. The specific functions of the EVC are: -

· Liaise with the LEA (Health & Safety, Outdoor Education Advisor etc) to ensure that educational visits meet the needs of the LEA code of practice on Educational Visits. – Completion of School Visit forms, risk assessments etc.

· Support the heads and Governors with their decisions on approval and other related issues in regards to trips and visits.

· Assign competent persons to lead or otherwise supervise a visit.  
· Assess the competence of leaders and other adults proposed for a visit – this might include practical observation or verification of experience or qualifications. 

· Organise the training and induction of leaders and other adults going on visits – This will involve training in such things as first aid and hazard awareness.

· Make sure that the Criminal Record Bureau disclosures are in place as necessary. A list 99 check will suffice if a parent is used in a “one off” situation. Personnel are able to process this within 24 hours. An adult used on a regular basis should be subject of a full CRB check
· Work with group leaders to ensure that parents are fully informed in regards to details of any visit and that all necessary parental consent for the visits has been obtained.

· Ensure that all the necessary emergency arrangements are in place and function effectively.

· Maintain records of individual visits including reports of accidents and near miss accidents. (See LBE procedure for the reporting of accidents)

Categories of School Visit and School Visit Forms (SV)

“Health and safety of pupils on Educational Visits” (HASPEV) sets out principals of good practice but leaves it to the teacher’s professional and local judgement how to apply the principles.

School visits fall into three categories:

Category 1. 
Local visits (to a shopping centre, football field, Bunny Park, exhibition etc) generally, a local visit means any visit that is close by and the Head Teacher considers the activity to be of low risk. Includes curriculum activities such as KS2 Swimming, inter-school matches etc.

Category 2.
         Low risk day visits in the UK may involve travel via Transport for London (buses and tube) or coach and occupy most or all of day, e.g visit to a Museum, Cinema, Exhibition Centre, etc

Category 3.
       High risk visits (Where there is any significant chance of harm, as judged by Headteacher). This will include visits to a swimming pool (not curriculum), to farms and zoos, near water courses, skiing or skating visits, or visits involving an overnight stay, a trip abroad, a hazardous activity (including visits to an activity centre) or other activities judged to be high risk. 

(The forms listed in the table below and prefixed LOtC “SV” refer to the new school visit forms, examples of which, are given in the LEA’s Health and Safety Guidelines notes/Code of Practice. LOtC1/ SV1-Planning Form, LOtC2 /SV 4- Risk Assessment & LOtC3 / SV 7- Parental Permission being key forms. Schools my use their own alternative forms if they wish.)

	Category of Trip
	LOtC1SV 1 

Part 1
	LOtC1SV 1

Part 2
	LOtC2 SV 4
	SV 5
	SV 6
	LOtC3SV 7

 
	SV 8
	SV 9
	SV 10
	
	SV 12
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	School
	School
	
	School
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	only
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	Category 1
	
	
	
	
	
	
	
	
	
	
	

	Local Visits
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Category 2
	
	
	
	
	
	
	
	
	
	
	

	Low Risk day visits in UK
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Category 3
	
	
	
	
	
	
	
	
	
	
	

	High Risk, Over night, Abroad.
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	For Categories 1/2 Forms kept in school. Where a visit is repeated through the year, only one set of forms is required. Changes made as necessary during the year.

	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	For Categories 3 forms must be sent to the LEA 20 days prior to visit
	
	
	


Everyone welcomes children having the opportunity to enjoy outdoor activities they would not normally have the chance to enjoy. The commitment of teachers and other school staff who, every year, give millions of children such opportunities by providing well-planned educational visits should be applauded. However, many of the serious accidents to schoolchildren have occurred on visits not associated with the curriculum. Every visit should have clear educational objectives as well as providing enjoyment. 

Even if the visit has a very limited educational purpose, the leader still has the responsibility to organise that activity to the best of their professional ability. 

A visit can be lead by any person deemed competent by the Head teacher. It is essential that the person leading a visit has had appropriate training in organising and managing school trips and visits.

There can be no lower standard because it is a “fun trip”.

(Glenridding Beck – Investigation Report)

Procedure for Organising Trips & Visits – Category 1 –Local Visits
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Procedure for Organising  Category 1 Contd – Curriculum Swimming -Visit to off site Swimming Pool.
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Procedure for Organising Trips & Visits – Category 2 –Low Risk Day Visits in the UK.



















Procedure for Organising Trips & Visits – Category 3–Visit within the UK involving overnight stay. Trips Abroad and day visits with potentially hazardous activities.
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Ratio

A number of variations have to be taken into account when considering supervision levels. Some of the variables to be considered when setting supervision ratios are:

· sex, age and ability of the group;

· pupils with special educational or medical needs;

· nature of activities;

· experience of adults in off-site supervision;

· duration and nature of the journey;

· type of accommodation;

· competence of staff, both general and on specific activities;

· requirements of the organisation and location to be visited;

· competence and behaviour of pupils;

· first aid cover.

Identifying appropriate ratios is more than a simple numerical calculation. The risk assessment should identify the minimum skills and skill mix required for the safe delivery of each activity (including for dealing with emergencies) and the staffing and roles should be set accordingly. If an incident occurred, it is likely that as a minimum, a different competent person would be required for each of the following activities (a) dealing with the incident and any casualties (b) going for help (c) leading the rest of the party to safety. The risk assessment should also consider the implication of one of the leaders/helpers becoming incapacitated either before or during trip.

Headteachers may use the pupil ratios given below, as guidance as to the minimum levels of supervision required. The final decision as to the numbers will depend on the results of their risk assessment.
	Category 1 
	
	
	Minimum 

	Local Visits
	
	
	Supervision

	
	
	
	

	
	Foundation Children
	2 - 5 Years
	1 : 5

	
	
	
	

	
	Key Stage 1/2
	5 - 11 Years
	1 :10

	
	
	
	

	
	Key Stage 3/4
	12 - 16 Years
	1 :15

	
	
	
	

	
	Sixth Form
	
	1 :15

	
	
	
	

	Category 1 (Cont)
	
	
	Minimum 

	Visit to off site
	
	
	Supervision

	Swimming Pool
	
	
	

	
	Foundation Children
	2 - 5 Years
	1 : 5

	
	
	
	

	
	Key Stage 1
	5 - 7 Years
	Greater than 1:10

	
	
	
	

	
	Key Stage 2
	8 -11 Years
	1 :10

	
	
	
	

	
	Key Stage 3/4
	12 - 16 Years
	1 : 20

	
	
	
	

	
	Sixth Form
	
	1 : 20

	
	
	
	

	Category 2 
	
	
	Minimum 

	Low risk day outing
	
	
	Supervision

	within the UK
	
	
	

	
	Foundation Children
	2 - 5 Years
	1 : 5

	
	
	
	

	
	Key Stage 1/2
	5 - 11 Years
	1 :10

	
	
	
	

	
	Key Stage 3/4
	12 - 16 Years
	1 :15

	
	
	
	

	
	Sixth Form
	
	1 :15

	
	
	
	

	
	
	
	

	Category 3 
	
	
	Minimum 

	Visits within Uk 
	
	
	Supervision

	Involving overnight stay
	
	
	

	Trips abroad, and day
	Foundation Children
	
	

	visits to sites with 
	
	
	

	potentially hazardous 
	Key Stage 1/2
	
	

	activities
	
	
	

	
	Key Stage 3/4
	
	

	
	
	
	

	
	Sixth Form
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These levels can be increased if required depending on risk assessments. Gender mix of group must also be taken into consideration.

For outings involving an overnight stay there must be a minimum of two teachers and a pupil ratio of 1 : 10 for numbers over 10


For  coach travel to off site swimming pool, depending on composition of group in regards to its special needs or its behaviour profile, supervision ratio of 1:20  will normally suffice for the journey element of the activity. (At least two supervising staff per coach required.)
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Group leaders should ensure:

· That the coach company has completed form SV12.

· The coach has been physically inspected to ensure it meets the requirements before pupils are allowed to embark.

· That companies that use service providers over seas e.g. local coach company – need to be asked how the Health and Safety of the group would be ensured – details of insurance should be obtained and checked.

· Any coaches used are equipped with seat belts and that the pupils wear them.

· That extra care is taken when leaving a vehicle in a country that drives on the right as some doors may open onto the roadside.

· That there is adequate supervision at all times when travelling – at least two supervising staff required /coach- coach driver cannot be counted as a supervisor. (A driver cannot drive safely and supervise pupils at the same time.)
· That supervisors are allocated seats that allow them to supervise properly.

·  Evacuation procedures are clearly understood by all party members, luggage is securely stored and emergency exits are clearly marked and are kept clear.

· Ensure that drivers take adequate rest on long journeys. (2 drivers on long journeys)

· A head count is carried out when the group is getting off or on to the transport.

· Pupils are aware of the code of conduct required for embarkation/disembarkation.

[image: image7.wmf]  School Visits - Residential

When involved in educational visits which involves a residential element school staff have a constant duty of care to the pupils in their charge which applies 24 hours a day. Residential  trips are deemed  Cat 3
· A rota of duties should be established to ensure constant supervision throughout the day and night and to enable school staff to have adequate rest periods.

· School staff should satisfy themselves that the management of the venue have taken all possible fire precautions and that adequate evacuation procedures are in place.

· A fire drill should be practised on arrival or as soon as possible afterwards.

· All members of the party should be briefed to ensure they are familiar with accident and emergency procedures for fire and personal accident.

· Pupils should be made familiar with the layout of the building in which they are staying and the immediate surroundings as soon as possible on arrival.

· It is essential that school staff satisfy themselves with the security arrangements of the venue. 

· If school has sole use of the building or in the absence of 24 hour staffing at reception, then the outer doors should be locked and windows closed as necessary to prevent intrusion. Staff on duty must know what action to take in the event of an emergency.

The following night time procedures should be activated: -

· Ensure that teachers (of both genders where appropriate) have sleeping accommodation on the same floor immediately adjacent to the pupils’ accommodation. The bedrooms of the school staff should be strategically placed in relation to the student rooms and the entrance/exit points of the building.

· All staff and pupils know the emergency procedures/escape routes in the event of a fire. Where windows and doors are locked against intrusion at night, ensure that alternative escape routes are known to all members of the party and that all fire doors function properly.

· There is a School Staff member present on that floor whenever pupils are there.

· All students should be aware of the location of the staff’s bedrooms. 

· Child protection arrangements are in place to protect both pupils and staff.

· Ideally the pupils’ rooms should not be locked at night in case of the need for evacuation but where pupils/ doors are locked, staff should have immediate access, as necessary, to a master key.

· Students should be encouraged to report immediately any strangers seen in the residential building.
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These trips are deemed Cat 3

The organisation of educational visits abroad require particular care and attention and must be organised in such a way to ensure that the UK emergency requirements are met. When external agents or tour operators are used, school staff should ensure that they are reputable, that they meet relevant statutory requirements (financial bonding arrangements etc) and that they fully satisfy the school’s duty of care arrangements.

The Group leader needs to ensure that all the correct documentation is in place in regards to insurance, passports, visas (if required) and if appropriate, reciprocal health arrangements. Also needs to ensure that:

· An emergency action plan is in place.

· That all emergency contact numbers are on hand.

· That supervising staff are aware of any medical conditions pupils may be afflicted by and appropriate medication is available.

· Any special dietary requirements are catered for.

· Ensure that the first aid kit is properly stocked and accessible. 

· Ensure that drivers take adequate rest on long journeys. (2 /coach)

· Any coaches used are equipped with seat belts suitable for the age group concerned and that the pupils wear them.

· Ensure that extra care is taken when leaving a vehicle in a country that drives on the right as some doors may open onto the roadside.

· Evening briefings are held with supervisors to discuss issues for the next day.

· In warm climates, advise group members about the dangers of over-exertion and of dehydration. Sun block cream needs to be available - provided by parents or school.

· When abroad, be aware of the location of the nearest British Embassy or Consulate and their telephone numbers. (It may be appropriate for older students to also have this information.)
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            School Visits – Overseas Ventures.

   Documents Required
Passports: Some states will not allow entry to a traveller whose passport will expire within six (6) months of entry. The passports of all supervisors and pupils should be checked to obviate the risk of anyone being turned back from the borders.

Collective Passports: These can be held for an approved group of usually five to fifty British nationals under 18 years of age travelling abroad in the charge of a responsible leader. The leader and Deputy must be over 21 years of age and hold a valid standard United Kingdom Passport. Pupils who are not British Nationals cannot be named on the collective passport. Applications should be made 4 – 6 weeks before the passport is needed. And should be accompanied by a supporting letter from the Head, Chairman of Governors or the LEA.

Identity Cards: In many cases it is also necessary for each member of a group to have an identity card. The UK Passport Service (UKPS) issue blank identity cards with the collective passport. Identity cards are required for all children who will be 16 years of age and over when re-entering the UK. Many countries require all children to have identity cards. Pupils and staff should be easily identifiable. E.g. badge, hat, bag.

(For a collective passport application form, accompanying guidance notes and, if applicable, blank Identity Cards please telephone the advice line on 0870 5210410)

Visa: Pupils who are not British Nationals will normally need a visa to travel to another EU member state unless Visa Exemption has been secured for them. 

(Contact the Home Office on 020 8760 8773 or the British Council on 020 7389 4004)

NB. For visits to the USA, Staff and pupils must have a machine readable passport (has two lines of characters across the bottom of the photograph page) If a visitor does not have such a passport then a visa is required.
Reciprocal Health Insurance Arrangements: In Europe, UK citizens require a European Health Insurance Card (EHIC) – available at post offices, by phone (0845 606 2030) or on line at www.ehic.org.uk.
[image: image10.wmf]  Learning Activities – Water Margins
This guidance sheet is aimed at covering learning activities that might take place near or in water  - such as walking along a riverbank or seashore, collecting samples from ponds and streams or paddling or walking in gentle, shallow water. It does not cover swimming and other activities that require water safety or rescue qualifications and equipment, or water going craft.

On this type of visit one should always have a “Plan B.” This is an alternative – not an emergency procedure. You may need to change you plan for any number of reasons. Plan B might mean doing the same activity at a different location, or a different activity altogether. You may have identified cut-off criteria – signs that circumstances have changed such that you need to move to plan B. Such circumstances might be the tide or river rising above a certain point.

· Undertake an exploratory visit – if this is not possible seek information from other sources. – On the visit look for the hazards – how likely is it, that someone will fall in? If they do, could you get them out by reaching with a towel, a stick, a piece of clothing or any public safety equipment that is available? Could you wade in to get them without putting yourself in danger? If not, then you should move to plan B

· When on site, carry out an appropriate risk assessment.

· Ensure that supervision levels (staff/pupil ratios) are appropriate.

· Ensure the appropriate consent has been obtained from the pupils’ parents.

· All party members should be briefed in advance on the purpose and plans for the visit. The environment they are visiting and any hazards it presents.

· Consider whether entering the water is appropriate to the purpose of the visit, and what you expect your group to be doing in the water. On the day of the visit, consider weather conditions any change  in site conditions etc.

· If you plan to enter the water you must ensure the group is able to get in and out easily. Find some gradually sloping land and check that the bank is not slippery, and that there is no deep mud or vegetation.

·  Be aware of particularly cold water conditions.

· Check, with the aid of a colleague, there are no underwater hazards (such as rocks or roots that can trap feet, rusty cans or wire which can cut, or strong currents)

· Check carefully your surroundings – are there cliffs above you from which stones could fall, or cliffs below you – how close to the edge are you? Is there livestock near by that could enter your work area?

· Obtain a weather forecast before you go and be sure you understand how it might affect your location and planned activities. You may need to change to plan “B”

(Heavy or persistent rainfall can alter situations vastly – even when falling elsewhere. River banks will become slippery, and streams and rivers can rise quickly and flow faster.)

· If you are working near the sea or an estuary, check tidal conditions with the coastguard, so you know when high tide is, how high it will reach, and whether there are any strong local currents. Could your work area be cut –off or submerged by a sudden wave or quick rise in the tide level? (The tide may advance more quickly than your group can retreat.)

There are dangers on the coast quite apart from those incurred in swimming and the group leader will want to bear the following points in mind when assessing the risks of a coastal activity:
· Tides, rip tides and sandbanks are potential hazards; timings and exit routes should be checked.
· Group members should be aware of warning signs and flags.
· Establish a base on the beach to which members of the group may return if separated.
· Look out for hazards such as glass, barbed wire and sewage outflows etc.
· Some of a group’s time on a beach may be recreational.  Group leaders should consider which areas of the terrain are out of bounds, and whether the risk assessment allows swimming in the sea.
· Cliff tops can be highly dangerous for school groups even during daylight.  The group should keep to a safe distance from the cliff edge at all times – a “buffer zone” between the pupils and the hazard.  Be aware that cliff falls can mean that cliff paths stop abruptly at the cliff edge.
· Group leaders should not normally allow pupils to ride mountain bikes on any route that is near a sheer drop e.g. coastal path or canal towpath.  If the risk assessment indicates that the risk could be managed adequately, then there should be a small known group of skilled and experienced riders accompanied by appropriately qualified staff.
· The local coastguard, harbour master, lifeguard or tourist information office can provide information and advice on the nature and location of hazards.

Acknowledgement:
 Adapted from A Good Practice Guide (HASPEV)
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Swimming and paddling or otherwise entering the waters of river, canal, sea or lake should never be allowed as an impromptu activity. The pleas of children to be allowed to bathe – because it is hot weather, for example, or after a kayaking exercise - should be resisted where the bathing has not been prepared for.  In-water activities should take place only when a proper risk assessment has been completed and proper measures put in to control the risks. The activities should be formal and supervised.  

It is good practice that, wherever possible, group leaders seek out recognised bathing areas that have official surveillance i.e. qualified lifeguard cover.  But, even then, group leaders should be aware that pupils might mingle with members of the public and be lost to view.  Pupils should always be in sight and reasonable reach of their supervisors.  
The group leader should:
· Be aware that many children who drown are strong swimmers.
· Ascertain for themselves the level of the pupils’ swimming ability.
· Check the weather.
· Be aware of the local conditions – such as currents, weeds, rip tides, a shelving, uneven or unstable bottom – using local information from the lifeguard, coastguard, harbourmaster, police or tourist information office.
· Beware of rocks, breakwaters and other potential hazards.
· Look out for warning signs and flags: a red flag means it is unsafe to swim; yellow flags mean that lifeguards are on patrol in the area between the flags; a black and white flag means it is an area used by surfers and not suitable for swimming.
· Designate a safe area of water for use by the group. 
· Brief the group about the limits of the swimming area.
· Avoid crowded beaches where it is harder to see pupils.
· Be aware of the dangerous effects of sudden immersion in cold water.
· Be aware of the dangers of paddling especially for young pupils.
· Ensure that pupils have not eaten (at least half an hour) before swimming.
· Ensure the activity is suitable for the pupils, especially any with special needs or disabilities.
· Adopt and explain the signals of distress and recall.
· Ensure that buoyancy aids, lifejackets etc. are used where appropriate.
· Carry out regular head counts.
· Be aware that it is not always possible to tell when someone is in difficulties.
Supervisors should
· Have clear roles – at least one supervisor should always stay out of the water for better surveillance, even where lifeguards are on duty.
· Take up a best position from which to exercise a constant vigilance.
· Divide their careful watching between staff who stand in the sea and look landward towards the group and staff who stay on land and watch the group from that vantage point.
· Give the children their full, undivided attention.
· Always follow the advice or directions of a lifeguard.
· Never swim themselves unless it is to help a child in distress.
· Not join in any of the children’s games.
· Ensure that no child is allowed to wade out or swim further than his or her waist height.
· Nevertheless, be aware that it is possible to drown in one’s own depth, and to act immediately when a child appears to be in difficulties.
· Ensure that children leave the water immediately if they get too cold, especially if toes and fingers look blue or feel numb - could suggest the onset of hypothermia.
· Recognise that a child in difficulty is unlikely to wave or shout – all of their energies will be in trying to keep afloat.
It is good practice for the group leader, or another designated adult in the group, to hold a relevant life saving award, especially where lifeguard cover may not be available.  

For further advice contact the: The Royal Lifesaving Society UK, River House, High St, Broom, Warwickshire B50 4HN (Tel: 01789 773994) http://www.lifesavers.org.uk/
All trips involving swimming or water activity apart from Curriculum Swimming are Cat 3 trips

Acknowledgement:
 Adapted From A Good Practice Guide (HASPEV)
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When visiting farms one encounters the obvious potential dangers of farm machinery, animals and facilities such as slurry pits, storage tanks etc. But there is an additional concern regarding the notable seasonal increase in the number of cases of E.coli 0157 infection, and the link between farm visits and infection of young children. To reduce this risk, a number of simple precautions should be taken. The Group leaders should check the provision at the farm to ensure that:

· Eating areas for students are separated from those where there is contact with animals.

· There are adequate clean and well-maintained washing facilities available for visitors to use.

· There is clear information for visitors on the risks and precautions to take and that their party members are informed of these.

The group leader should ensure that:

· There is adequate trained adult supervision wherever children can come into contact with animals.

· All members of the party wash their hands thoroughly immediately after touching animals and before any eating or drinking.

· Footware is cleaned and hands washed on leaving the farm.

Pupils should never be allowed to:

· Place their faces against the animals.

· Put their hands in their own mouths after touching or feeding the animals.

· Eat or drink while going around the farm.

· Sample any animal foodstuffs.

· Drink from farm taps other than in designated public facilities.

· Touch animal droppings (should immediately wash their hands if they do)

· Ride on tractors or other machines.

· Play in the farm area, or in other areas that are out of bounds such as grain storage tanks, slurry pits etc.

As a guide, supervision should not be less that one adult for eight children between the ages of five and eight.  (please familiarise yourself with LA’s Code of Practice for Farm Visits. Farm visits are deemed Cat 3)
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   Activities

Activities such as plunge pooling and ghyll scrambling, gorge walking, canyoning (ascending or descending a mountain stream) are known as “combined water/rock activities”. They are part of a growing number of “hybrid” activities, so called because they require more than one outdoor skill. (Trips involving such activities are deemed Cat 3)
There are National Governing Bodies (NGBs) for Sports/activities such as mountaineering, caving and canoeing. They have structured programmes for the training and assessment of instructors. There are no such programmes in respect of hybrid activities, mainly because of the range of possible combinations of activity.

In the absence of formal qualifications for hybrid activities, it is good practice for leaders to hold qualifications in closely related activities. For instance, for plunge pooling or gorge walking, qualifications in caving (a gorge is a cave without a roof) or mountaineering plus white water canoeing may be appropriate.

The variability of the environment and the lack of formal qualifications and standards for Hybrid activities means that the leader requires a high degree of skill and judgement. Headteachers need to consider whether the school should provide water/rock activities and, if so, whether it has the resources to provide them safely in–house or whether they should approach a licensed provider. If such activities are to be provided by school staff, the Headteacher should seek independent verification of the suitability of the venue and the technical competence of the proposed leader(s) to provide the activity at that venue. The fact that someone has led an activity before does not, in itself, mean that they are competent.

There should be proper risk assessments for proposed new activities, including assessment of the skills, competence and, where appropriate qualifications required by leaders and helpers, Headteachers should seek expert advice if new activities are proposed, and check qualifications.
Given the nature of the competencies required, many schools will use licensed Outdoor Centres.

[image: image14.wmf]Outdoor Centres (Adventure activities)

Adventure and challenge are important elements in the development of the young person, but just as important is the young person learning to be responsible for themselves and others. Whilst recognising this, however, it is vital that young people should not be exposed to unnecessary danger and any risk associated with an activity should be commensurate with age, experience and ability. 

Outdoor Centres

An extensive range of Outdoor centres exist. These vary considerably from small specialist centres to large organisations that offer a wide range of activities. The choice of centre will depend on the aims of the visits, the activities one wishes to experience, the location and the cost. Other factors such as the experience of the centre’s staff and existing accreditations they may hold should also be considered when choosing a centre. When selecting a centre the leader of the visit should be satisfied that: 

· It is adequately insured.

· It has written accident and emergency procedures.

· It has qualified first-aiders who are available at the activity location and at the centre.

· It has up to date risk assessments for all activities available.

· It holds valid AALA licences for all activities that fall within the legislation (This covers most adventure activities; for full list see: www.aala.org) – see note below
· It has staff who are sufficiently experienced, qualified or trained.

(Staff need to be retrained once in very 5 years on the activities)

· It maintains written operating procedures for activities it offers.

· It guarantees that all equipment used or provided meets recognised safety standards and is fit for the purpose intended. 

· Its standard of accommodation is suitable and particularly for people with special needs.
The Adventure Activities Licensing Authority (AALA)
The Adventure Activities Licensing Authority is an independent, cross-departmental public authority, funded by the Department of Education and Skills, and operating under the written guidance of the Health and Safety Commission. In effect it is an independent watchdog on the delivery of outdoor adventure activities for young people.

The aim of the licensing scheme is to provide assurances to the public about the safety of those activity providers who have been granted a licence. In this way it is hoped that young people can continue to enjoy exciting and stimulating activities outdoors without being exposed to avoidable risks of death or disabling injury.

A licence indicates that the provider has been inspected by the Authority, with particular attention being paid to their safety management systems, and been able to demonstrate compliance with nationally accepted standards of good practice in the delivery of adventure activities to young people.

It is a legal requirement for commercial organisations offering certain adventure activities to people under the age of 18 to hold an AALA licence for all the adventure activities they provide that are covered by the legislation. Where a centre holds an up-to-date license covering all the activities in which the party will take part, it is unnecessary to check their operating procedures, risk assessments, staff qualifications and equipment. To hold an AALA licence, experts in all these areas must regularly inspect the centre.

The licensable activities include the following:

CLIMBING

WATERSPORTS
     TREKKING
   CAVING

Rock climbing  
 Canoeing

      Hillwalking
    Caving
Abseiling

 Kayaking

      Mountaineering         Pot-holing
Ice climbing

 Dragon Boating
      Fell Running           Mine exploration
Gorge walking
            Wave  Skiing

     Orienteering


Ghyll scrambling
 White-water rafting
      Pony trekking
Sea level traversing
 Improvised rafting
      Off road Cycling





 Sailing

      Off-piste skiing




 Sailboarding




 Windsurfing
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Educational Visits

It is good practice for schools to agree a code of conduct with parents and pupils before pupils participate in educational visits. All pupils should:

· Observe normal school rules.

· Cooperate fully with leaders at all times.

· Fulfil any tasks or duties set prior to and during the visit.

· Participate fully in all activities and sessions during the visit.

· Be punctual at all times.

· Not leave group sessions or accommodation without permission.

· Always return to the meeting point or accommodation at agreed times.

· Be in a group of not less than three pupils if granted indirectly supervised time.

· Avoid behaviour, which may inconvenience others and be considerate to others at all times.

· Respect all requests made by school staff and accompanying adults.

· Behave at all times in a manner, which reflects positively on themselves, the party and the school.

· Abide by the laws, rules and regulations of the countries and places visited.

· Comply with customs and duty-free regulations.

· Not purchase or consume alcohol, tobacco products or purchase dangerous articles such as explosives and knives.

· Consult with school staff if in doubt about any issues.

· Accept that a full written report of any misconduct will be forwarded to the Educational Visits Coordinator/Headteacher and their parents.
[image: image16.wmf]       Risk Assessment

Risk assessment and risk management are legal requirements. For educational visits they involve the careful examination of what could cause harm during the visit and whether enough precautions have been taken or whether more should be done. They aim to make sure no one gets hurt or becomes ill. Whether, overtly adventurous or not, tragedies can happen on ordinary visits where the risk, such as those presented by road traffic are not obvious. Routine educational visits may seem safe but the requirement of good risk assessment and management remains.

Risk assessment for educational visits can be usefully considered as having three levels:

· Generic activity risk assessment

· Visit/site specific risk assessment

· Ongoing risk assessment – i.e. reassessment of risks as visit takes place – normally consists of judgement and decisions made as need arise – normally not usually recorded until after the visit and should be reviewed to inform future planning.
Centres licensed under the Adventure Activities Licensing Regulations 1996 can be considered safe in the leading, instructing and equipping of the activities stipulated on the licence – These will have been inspected.

LEA would wish to assess other aspects of the school planning for a visit   - e.g. accommodation, catering, and transport – activities not stipulated on the licence.

For adventure activities which are not licensed. Proof of competence from NGB (National Governing Body) award or assessment by a technical advisor may be sufficient.

Companies that use service providers over seas e.g. local coach company – need to be asked how the Health and Safety of the group would be ensured – details of insurance should be obtained and checked.


[image: image17.wmf]Exploratory Visit
Exploratory visit should be made by any teacher who is to lead a group abroad or on a residential visit or is to instruct or lead the group in an outdoor activity such as trekking in a location that is not familiar to them.

The advantage of an exploratory visit is that it enables one to gain first hand knowledge of the area and route the experience of which will inform risk assessment and aid pre-planning.

Exploratory visit will give the group leader greater confidence in his/her ability to supervise pupils and concentrate on needs of the group rather than the unexpected demands of the environment.

If it is not possible to visit the site beforehand the LA’s OEA will want to be satisfied that alternative arrangements are sufficient for an assessment to be made. This might involve: -

· Obtaining advice from those with experience gained from previous visits.

· Heeding reports of previous visits.

· Reconnaissance of site/venue by group leader on arrival.

(Please note that “free” family holidays taken as pre visits may be an inducement to use a company. Costs tend to be loaded into the package – might infringe staff rules and conditions of service.)

[image: image18.wmf]         School Visits – Concerns
The recent tragic deaths of children on school visits have brought the whole topic into focus and therefore it is essential that certain guidelines must be followed in order to safeguard all concerned. Common law and statute law imposes duties on individuals and bodies. A breach of law may give rise to a claim for damages (compensation) or, sometimes, to criminal penalties. Where statute law requires certain action to be taken, it is the duty of school staff to meet those requirements. 

The immense responsibility of the member of staff responsible for students on a school trip has been recognised. In a negligence case involving a teacher employed by Lancaster County Council, the judge agreed with the LEA’s solicitor who pointed out “ that the law does not expect party leaders to be 100% right 100% of the time but provided that they act in good faith they will not be prosecuted.”

Incidents and injuries do occur, but some are foreseeable. School staffs have a legal duty to work within a system that anticipates and reduces foreseeable risks. Head teachers must ensure that such a system is operable. The law does not expect perfection; however, it does impose on those involved a duty of care to take reasonable practicable steps to reduce any foreseeable risk to an acceptable level. 

When involved in educational visits (including residential visits and ventures abroad) the school staff has a constant duty of care to the pupils involved (i.e. 24 hours a day, seven days a week). Duty of care cannot be diluted or removed by any association of the words holiday, abroad, weekend or similar terms. This does not mean that school staff should be on duty for 24 hours each day. A rota of duties should be established to enable school staff to have rest periods.

Ealing has published its own code of conduct for school visits entitled “Guidance Notes on Health and Safety of Pupils on Educational Visits.” The information provided in these guidance notes is intended as a briefing and a reminder of the good practice that must be followed.

Common Law  - law based on judicial decision and custom

Statute Law – law prescribed by parliament

     [image: image19.wmf]   Head Teachers Responsibility
· Decide which tasks are delegated to the EVC.

· Agree procedure for the approval of visits at school level.

· Decide who will submit details of any school visit that may require approval by the LA.

· Adapt model school visit forms as appropriate.

· Ensure arrangements are in place for Governing Body to be made aware of visits so questions can be asked as necessary.

· Ensure that educational objectives of a visit are appropriate and all relevant parties are aware of them.

· Be aware of the need to obtain best value.

· Ensure that issues identified by exploratory visits have been satisfactorily resolved within the risk assessment.

· Ensure that the accreditation or verification of providers has been checked.

· Ensure that visits are evaluated.

· Ensure that the EVC keeps the Head informed of the progress of the visit and that the information is relayed to the Governors (and to parents if necessary).

· Ensure that the EVC has designated an appropriate competent group leader. (OEA normally would assess teacher’s competence in a specific activity. EVC will be able to assess a teachers supervising ability). Headteacher makes judgement on a member of staffs competence and suitability to lead visit.

· For less active visits ensure EVC can obtain advice from an appropriate technical advisor as necessary.

· If appropriate ensure a contingency plan (plan B) covering implications of staff illness and the need to change routes or activities during the visit is available. – Consent form should indicate that school reserves the right to change arrangements according to local circumstances. 
· Make time available for the EVC to arrange for induction and training of staff or volunteers and ensure they receive the induction and training they need before the visit.

· Allocate sufficient resources to meet identified training needs.

· Arrange for the recording of accidents.

· Help to ensure that serious incidents, accidents and near accidents are investigated.

· Ensure teachers are made aware of and understand LA guidance on emergency planning and procedures.

· Ensure that the school has emergency procedures in place in case of a major incident on an educational visit.

· Ensure that the school emergency contact has the authority to make a significant decision. He or she should be available for the duration of the visit 24 hours a day.

· Ensure that the EVC briefs leaders and supervisors about the emergency procedures as part of the risk assessment briefing.

· Ensure that the EVC has parent contact numbers, which enable parents to be contacted in cases of emergency.

· Establish procedures to ensure that parents are informed quickly about incident details through the school contact rather than the media or pupils.

· Recognise that support must be provided by the LA’s public relations unit when dealing with press enquiries.

· Check that contractors have adequate emergency support procedures and that these will link to schools and LA emergency procedures.

[image: image20.wmf]  Role of the Governing Body
· Ensure that the guidance is available to inform school’s policy, practice and procedure relating to the Health & Safety of pupils on education visits. These should include measures to obtain parental consent on a basis of full information, to investigate parental complaints and to discuss review procedures including incident and emergency management systems.

· Ensure that the Headteacher and the EVC are supported in matters relating to educational visits and those they have the appropriate time and expertise to fulfil their responsibilities.

· Ascertain which governors’ training is available and relevant to their needs.

· Agree the types of visits they should be informed about.

· Ask questions about a visit’s educational objectives and how they will be met – are the objectives appropriate to the age and ability of the pupils group. The governors should challenge the nature of the venture when the educational objectives are not clear or where the means to meet them do not appear to be realistic – they are not expected to get directly involved in risk assessment or related matters.

(HASPEV states that Governing Bodies should ensure that the visit has a specific and stated objective). 

· Ensure that the LEA approves the visits as necessary before bookings are confirmed.

· Help to ensure that early planning and pre visits can take place.

· Ensure that bookings are not completed until external providers have met all the necessary assurances – also ensure that specific items in the risk management – for example overnight security are checked prior to departure. 

· Ensure that the head teacher and the EVC have taken all reasonable and practicable measures to include pupils with special educational needs or medical needs on a visit.
Further reference: http://www.teachernet.gov.uk/wholeschool/healthandsafety/visits/

[image: image21.wmf]       General Notes

(From supplement: “Standard’s for LA’s in Over Seeing Educational Visits.”)

Health and Safety of pupils on educational visits – HASPEV sets out principles of good practice but leaves it to the teacher’s professional and local judgement how to apply the principles.

The DfES sent “Health & Safety: Responsibilities and Powers” to all schools and LAs’ in 2001. It sets out the responsibilities under Health & Safety law that employers and employees must meet and the power under education law, which helps employers to ensure compliance.

Community and Voluntary controlled schools should follow LA guidance as a first recourse – guidance should not be taken as an authoritive interpretation of the law – that is for the courts.

Legal note:

“Health and Safety: Responsibilities and Powers” applies to all education visits from Community, Community Special and voluntary Controlled Schools. The same principles apply for governors or proprietors as employers of staff in Foundation, Foundation Special, Voluntary Aided or Independent Schools. (LA has no legal responsibility for the health and safety of pupils in Foundation, Foundation Special, Voluntary Aided or Independent Schools.

     [image: image22.wmf]  Useful References/Web Sites

DfES publications:- 

“Health and Safety of Pupils on Educational Visits” (HASPEV)

available on :-
http://www.teachernet.gov.uk/wholeschool/healthandsafety/visits.

A three-part supplement to the good practice guide was produced in 2002, and is available on the same site:

“Standards for LEAs in Overseeing Educational Visits”.

“Standards for Adventure”.

“A Handbook for Group Leaders”

also available on this site:

“Group Safety at Water Margins”.

“Educational Visits to new EU Member States”.
http://www.hse.gov.uk.

http://www.lifesavers.org.uk
OFSTED publication : “Outdoor Education: Aspects of Good Practice”

OFSTED paper on the personal development aspects of outdoor education is at   http://www.ofsted.gov.uk.

Adventure Activities Licensing Authority (AALA) http://www.aala.org.uk
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1 Group leader and 1 approved escort.





Discuss visit and its objectives with school’s EVC – Staffing requirements – First aid etc.








Age Range of Pupils





Recommended minimum supervision





Suggested Supervision Range for party of  30





At least 1 Foundation Stage Teacher, 1 ancillary staff member and the other 4 may be made up of approved escorts.
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2 – 5 Years





16+ Years
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1 Group leader and 1 approved escort.























14 – 16 Years
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1 Group leader and 1 approved escort.





5 – 7 Years
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1 Group leader, 1 ancillary staff member and 1 approved escort.





8 – 11 Years
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1 Group leader, 1 ancillary staff member and 1 approved escort.





12 – 14 Years





The staff/pupil ratio for these activities will be higher) i.e. more supervisors per pupil than those recommended for low risk assessment. The appropriate ratio can only be set following risk assessment for the activity.





Staff/Student Ratios





Advisable to have a mobile phone available on all visits.





Forms Required


Visits to off site pool





Visit Form  LOtC1 SV1, Risk Assessment LOtC 4 SV4, Parental Consent LOtC 7  SV7. For frequent  (curriculum led) visits to same venue, the forms are required only once/year.





Forms for category 2 visits are retained in school








Visit information to parents should contain details of: Dates, any charges, itinerary, equipment, clothing, money, food required, timings – leaving and return, any special risks etc – check any medical needs.








If coach transport is used-physically /visually check coach (seat belts etc) before start of journey.








Meet with pupils to brief them on visit- behaviour too and from pool. In the changing room, at the poolside etc.





If possible undertake exploratory visit to venue – you may however, already be familiar if local facility.





Forms Required


Local Visits


Visit Form  LOtC 1 SV1, Risk Assessment LOtC 4 SV4, Parental Consent LOtC 7 SV7 For frequent visits to same venue the forms are required only once/year.





Forms for category 1 visits are retained in school





Advisable to have a mobile phone available on all visits/trips





Produce evaluation of trip/visit. SV 5 if appropriate.





If transport is used-physically /visually check coach (seat belts etc) before start of journey.





Brief pupils on expectations/code of behaviour etc. (Pupils to complete SV6 if school wishes)





Brief staff/volunteers on details of visit including emergency provision (plan B)





Produce list of pupils and staff on visit/trip with emergency contact numbers and give to School Emergency Contact person.





Visit information to parents should contain details of: Dates, any charges, itinerary, equipment, clothing, money, food required, timings – leaving and return, any special risks etc – check any medical needs.





Advise parents of visit. Parental consent form LOtC 7 SV 7(or school’s alternative) to be completed. If frequent visits to same venue are to be made by same pupil – permission slip to be used to cover all visits





Book any transport requirements. Coach Company must have completed SV12





Arrange staffing as per supervision ratios. (e.g. if walking 1:15 - Base staffing on risk assessment of route) –Undertake CRB checks - if required - on “volunteers” 





Complete Risk Assessment 





Discuss visit and its objectives with school’s EVC








Fill out school visit  planning form SV1 (Part 1) and submit form to Headteacher/EVC. If visit/trip agreed, Headteacher or designated person (EVC) completes (Part 2) of form SV1.





Brief staff/volunteers on details of visit including emergency provision (plan B)








Produce list of pupils and staff on visit/trip with emergency contact numbers and give to School Emergency Contact person.








Distribute visit information sheet to parents with combined Parental Consent / Swimming Permission form LOtC 7 SV7 – all sections to be completed by parents/Carers.





Book any transport requirements. Coach Company must have completed SV12.





Complete Risk Assessment form LOtC 4 SV4 and /or obtain generic risk assessment from centre to be visited.





Ensure that pool to be used has completed SV 10 –Borough Health & Safety Officer can advise.





Fill out school visit  planning form LOtC 1 SV1 (Part 1) and submit form to Headteacher/EVC. If visit/trip agreed, Headteacher or designated person (EVC) completes (Part 2) of form.














Discuss visit and its objectives with school’s EVC – Staffing requirements – First aid etc.








Fill out school visit  planning form LOtC 1 SV1 (Part 1) and submit form to Headteacher/EVC. If visit/trip agreed, Headteacher or designated person (EVC) completes (Part 2) of form .

















Complete Risk Assessment form LOTC 4 SV4 


With frequently visited venues generic risk assessment of venue may be on file with OEA





Arrange staffing as per supervision ratios. Undertake CRB checks - if required - on “volunteers”





Book any transport requirements. Coach Company must have completed SV12.








Advise parent/carers of visit. Parental Consent form LOtC 1 SV7 to be completed





Produce list of pupils and staff on visit/trip with emergency contact numbers and give to School Emergency Contact person.








Brief staff/volunteers on details of visit including emergency provision (plan B)








Brief pupils on expectations/code of behaviour etc. (Pupils to complete SV6 if school wishes)








If coach transport is used-physically /visually check coach (seat belts etc) before start of journey.








Produce evaluation of trip/visit. SV 5 if appropriate.








Visit information to parents should contain details of: Dates, any charges, itinerary, equipment, clothing, money, food required, timings – leaving and return, any special risks etc – check any medical needs.








If possible, undertake exploratory visit to venue.





Forms Required


Low Risk UK Visits





Category 2 outings may involve coach or rail travel and occupy most of the day. Forms required are:- Visit Form LOtC 1 SV1, Risk Assessment LOtC 4 SV4, Parental Consent  LOtC 7 SV7,  SV12 (Coach company)


Note: Forms for category 2 visits DO NOT have to be must be submitted to the Education Safety Office 





Advisable to have a mobile phone available on all visits.








Discuss visit and its objectives with school’s EVC.








Fill out school visit  planning form LOtC1 SV1 (Part 1) and submit form to Headteacher/EVC. If visit/trip agreed, Headteacher or designated person (EVC) completes (Part 2) of form SV1.


.











Complete Risk Assessment form LOtC 4 SV4 With frequently visited venues generic risk assessment of venue may be on file with OEA.








Arrange staffing minimum 1 teacher, teacher /pupil ratio 1: 10. For numbers over  10. One member of team must be current qualified First Aider. Male  & female staff must always accompany mixed groups. Undertake CRB checks - if required - on “volunteers.” 








Book any transport requirements. Coach Company must have completed SV12.





Distribute visit information sheet to parents (If water sports involved ensure detailed information is given) with Parental Consent form LOtC 7 SV7. All sections to be completed by Parents/Carers. Organise Parents/Carers meeting – provide information on itinerary, Emergency plans etc.








Produce list of pupils and staff on visit/trip with emergency contact numbers and give to School Emergency Contact person.








Brief staff/volunteers on details of visit including emergency provision (plan B).











Brief pupils on expectations/code of behaviour, potential risks etc. (Pupils to complete SV6 if school wishes)








If coach transport is used-physically /visually check coach (seat belts etc) before start of journey.








Produce evaluation of trip/visit. SV 5 if appropriate.








Visit information to parents should contain details of: Dates, any charges, itinerary, equipment, clothing, money, food required, timings – leaving and return, any special risks etc – check any medical needs.








It is strongly advised, that if it is at all possible, that an Exploratory visit to the venue be undertaken.





Forms Required


Category 3  outings:  LOtC 1 SV1, Risk Assessment LOtC 4 SV4, Parental Consent form  LOtC 7 SV7 & SV12 (Coach company)


Note: Forms for category 3 visits must be submitted to the Education Safety Office 20 working days in advance of trip.








Advisable to have a mobile phone available on all visits.











Theme Parks, Activities Centres, Skiing, Canoeing, rock Climbing. Fun Fairs, Canals or waterways etc, require higher teacher/pupil ratios.
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