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Introduction

Pupilscanderiveagooddealofeducationalbenefitfromtakingpartinvisitswiththeirschool.In
particular, they have the opportunity to undergo experiences not available in the classroom. Visits
help to develop a pupil’s investigative skills and longer visits encourage greater independence.

Requirements

The Disability Discrimination Act, as amended by the Special Education Needs and Disability Act
cameintoforcein September2002fordisabledpupils. Thefollowingpointsmustbetakeninto
consideration:-

disabled pupils must not be submitted to less favourable treatment and have reasonable
adjustments in education and associated activities. The new duties are anticipatory and will affect
all schools and centres and all procedures.

Key Responsibilities
The Headteacher is required to:-

o Ensurethat visits comply with the guidelines and regulations provided by Hackney
Education Health and Safety Manual, Chapter 23, Educational visits and New Wave
Federation’s Health and Safety Policy

e Ensurethatthe Educational Visit coordinator (EVC) is competent to oversee the coordination
of all off-site education, and supportthe EVCin attending relevant training courses

e Ensurethatthe EVCinforms the SLTof progress of the visit and that this information is
relayed to Governors and to parents as necessary
Check that the EVC has designated an appropriately competent group leader
Ensures that thereis a contingency plan covering events that may affect the party e.g. staff
illness, change of route

e Ensurethatinthe eventofamajorincident oraccident, Hackney Education guidelines are
adhered to in terms of informing, parents and staff
Ensure that serious incidents, accidents and near-accidents are investigated
Ensure that adequate child protection procedures are in place

e Ensurethatrisk assessments have been completed and appropriate safety measuresarein
place

The Educational Visits coordinator’s (EVC) role is to support the Headteacherin ensuring that all
visitsfollow Hackney Educationand New Wave Federation’sown regulationsand guidance.



The Educational Visits Co-ordinator is required to:-

Approve educational visits as agreed by the Headteacher

Provide adequate documentation to support planning of all trips and visits

Ensure all off-site visits are thoroughly planned using standardised whole-school
documentation including risk assessments

Assign competent staff members to lead a visit

Toensure visits have appropriate support ratios and adequate cover for health and safety,
first aid, medication and behaviour management
Workwiththevisitleadertoobtaintheconsentorrefusalofparentsandtoprovidefull
detailsofthevisitbeforehandsothatparentscanconsentorrefuseconsentonafully
informed basis

Ensure that the group leaders are familiar with the location

Organise the emergency arrangements and ensure there is an emergency contact for each
visit

Ensure that the Group Leader carries a complete nominal roll including participant’s names
and parent/guardian contact numbers

Keep records of individual visits including reports of accidents and ‘near- accidents’
Organise emergency arrangements and ensure that there is an emergency contact for each
visit
Arrangefortherecordingofaccidentsandthereportingofseriousinjuriesasrequired
Accidentand incident records should be reviewed regularly, and this information used to
inform future visits

To review systems and, on occasion, monitor practice

The Group Leader has full responsibility for the safe running of the activity including pre planning,
following guidance, conduct of the visit, regard to health and safety and ensuring all participants
are aware of their roles and responsibilities.

The Group Leader is required to:-

Check the office diary before provisionally booking a trip and then write all trips and events
in the office diary

Ensure and identify the educational purpose, clear aims and learning objectives for the visit
Complete visit documentation and obtain EVC approval for any visit off-site, no matter how
short itsduration

Have priorknowledge ofthe venue —-thevisitleadershould make anexploratory pre visit
Inform parentsand seek permission/consent, detailingthe nature, purposeand related
activities involved in the visit

Check that pupils have completed and returned the trip permission slip. No child is allowed
on a trip unless they have returned their permission slip

Understand child protection issues including those relating to medical, dietary and
healthcare

Undertake and complete all planning and preparation prior to the visit

Plan classroom activities that prepare for and/or follow up the learning experiences of each
visit

Review regularvisits and advise of any adjustments to safety measures as necessary
Be competent toinstruct activities and familiar with the location where the activity is being
undertaken



e Allocate supervisory responsibility to each adult for named pupils and ensure that
eachadultknowswhich pupilsthey areresponsibleforandensurethateach pupil
knowswhichadultisresponsibleforthem. Thiswillincludealistofpupilsforwhom
they areresponsible.

e Ensurethatall adults understand that they are responsible to the visit leader for the
supervision of the pupils assigned to them

e Ensurethatall adultsinvolved in supervising the visit are aware of the risk
assessments including ‘Plan B’ and the expected standards of behaviour

e Continuously monitorthe appropriateness of the activity, the physical and mental
condition and abilities of the group members and the suitability of the prevailing
conditions

o Ensurethatasuitable ratio of supervisors to children is maintained
Considerstoppingthevisitwhereaseriousrisktothehealthandsafety ofanyone
involved exists and have suitable procedures in place to cover this including how to
contact the school

¢ Ensurethatall supervisors are supplied with the school contact
Ensure that all supervisors are provided with details of pupil’s special educational or
medical needs

e Ensuresuitablefirstaid provisionsare madeincludingasthmainhalersand epi-pens
Ensure thatany medication being taken by the childrenis kept safe, stored correctly
and is administered at the correct times

e Ensurethatstaff do not administer medicine for which they have not been trained e.g.
the use of epi-pens

Planning

Thereshouldbeonepersonwhoisdesignatedasthe Group Leader. Thegroup leaderis
required to carry out a risk assessment before any visit can take place. The risk assessment
must address the following questions:-

What hazards may be encountered during the visit?

Who might be affected by the hazards encountered?

What control measures can be introduced to reduce theriskto anacceptable level?
Can the group leader put the control measures in place?

What steps are to be taken in the event of an emergency?

The group leadershould pass a written record of the risk assessmenttothe EVC. When
completedtheriskassessmentwillbe passedtotheHeadteachertosign. Ahardcopyofthe
risk assessment must be maintained in the Headteacher’s Office, with a copy being provided
to all adults involved in the visit.

All staff must use this template to complete their risk assessments.


https://docs.google.com/document/d/1LAmIpWBy_9890A4uaBImT5MBFAS1QpIpHe8h-4EWKB4/edit

The following points should be considered within the risk assessment:-

What type of visit/activity is being undertaken?

What level is the visit/activity being aimed at?

What age level/competence/fitness/temperamentis required and suitable for the task?
What ratio of adults: pupils is required?

What level of competence / qualification is required of supervisors?

Do any pupils have special educational or medical requirements?

Is suitable and safe equipment available for use during tasks?

Do seasonal conditions pose a significant risk?

Have emergency procedures been considered and written?
Whatprocedurewillbeusedtomanagepupilswhoareunableorunwillingto
continue?

e Whatlocation, routes and modes of transport are being used?

e What equipment should pupils bring to ensure their own safety?

Additional considerations to be made include;

What facilities and equipment are required for the visit?

What facilities and equipment will be provided at the venue?

What are the employee training requirements?

Who will be responsible for keeping records of the visit and carry accident forms and
additional documentation as required?

What transport arrangements are required?

What insurance arrangements are required?

What information should be provided to the provider of the visit?

What communication arrangements are required for the visit?

What contingency measures are in place for enforced changes or late return?
What information should be provided to the parents?

What arrangements are in place for sending pupils home early if required?

Whereavisitiscarried outonaregularbasis, agenericassessmentcanbe produced. This
should be reviewed on a regular basis or where a significant change occurs. Any risks should
be monitored throughout the visit with appropriate actions being taken where required. Risk
assessments must be obtained from any provider being used during the visit.

After completing the Risk assessment forms group leaders are to:-

Confirm details with, and obtain approval for the trip with the EVC

Ensure that all visits have been entered into the school diary

When the visit is organised, send letters to parents as necessary

Liaise with the EVC over any changes to the approved itinerary and arrangements. No
child will be allowed to go on a school visit without parental permission



The group leader should make a preliminary visit to the location of the visit/activity. This will
enable the group leader to review:-

The suitability of the venue in relation to the schools aims and objectives for the visit
Whether the location has been used by other schools or centres

Whether any hazards exist, and the level of risk posed

The suitability of catering facilities

The local area

Transportation, access and facilities for wheelchairs should be reviewed prior to any
education visitinvolving wheelchair users. Where wheelchair access is not provided, it
may be necessary to carry portable ramps

School Employees and Volunteers are required to:-

¢ Follow instructions from the group leader
e Consider stopping the visit and notifying the group leader where a serious risk to the
health and safety of anyone involved exists

Pupils are to ensure that:-

No unnecessary risks are taken

Any instruction given to them by a leader or supervisor is adhered to

Dress and behaviour are appropriate for the visit and the venue

Local codes and customs are adhered to where appropriate

Identify anything which may hurt orthreaten them or others, and inform the group leader
or supervisor about it

Where pupils’behaviourmaybeconsideredtobeadangertothemselvesorothers, orthey
have frequently diverted from New Wave Federation’s behaviour policy, the group leader may
request that the pupil remains at school and does not attend the visit.

It is the responsibility of the parent/guardian to:-

Make a decision as to whether their child should go on the visit

Ensure they have sufficient information about the visit

Ensure that they attend all briefing sessions as required

Make their children aware of the code of conduct

Agree an arrangement for sending a pupil home early

Provide the group leader with emergency contact details, a signed consent form and
information abouttheirchild’s emotional, psychologicaland physical health

Collection of Monies

Theorganisationofschooltripsistheclassroomteacher’sresponsibility; thisincludesthe
organisation of money. However, administration staff are happy to support teachers. When the
officehasbeennotified ofatrip, they willorganiseittoappearonParentPay and ensurethat
all children pay for the trip. Any non payers will then be notified to the class teacher.



Supervision
New Wave Federation follows Hackney Education guidelines on ratios for trips, and when
possible willaimto alower ratio thatrecommended, particularly when using public
transport.
¢ Additional supervisors will be required on visits where there are pupils with educational
and medical needs
e Wheremorethanoneclassisinvolved inthe visit/activity, an overall group leader must
be nominated
e Thegroupleadermustbethe personwiththe mostrelevantexperience Where
parent/guardians or volunteers are to act as supervisors, they must be well known to
both the schoolandthe pupilsand have beenrisk assessed and child protection
procedures have been carried out. Volunteers are unable to be supervisors
e Adults wishing to act as volunteers, but not as supervisors, should also undergo the
vetting process
e Allsupervisors mustbe given suitable and sufficient information, instruction and
training to allow them to conduct the visit or activity
e Regularheadcounts must be undertaken, in particular, before leaving a venue and
on/off transport
e Wherever possible and reasonable, measures should be in place to identify pupils
easily
e Pupils should not display personal identity, but may wear badges indicating the school
and emergency contact number

Parent/Carers

We ask that parents/carers come into school at 3.30pm the day before the trip to allow the
classroom teacher time to discuss the outline of the trip with them.

When parents/carers take part in a school trip we ask that they keep to the following
guidelines:

¢+  Whenonaschooltrip,youwill beseenasarolemodelforthechildren,
eg. demonstrating what good listening is and showing polite manners

¢+ Whentakingpartinaschooltrip you areresponsible forthe safety of a group of
children, and the school would therefore ask you not to bring younger siblings/babies
with you on the trip

¢+ Makesureyouknowthepurposeofthetripandwhereyouwillbegoingwhileonthe
trip

¢+ Makesureyou are aware of any special requirements the children in your group may
have.Pleasealsokeepwiththegroupofchildrenthatyouhavebeenassigned, this
may or may not include your own child/ren

¢+ Theclassroomteacherwillspeaktoyouaboutwaystodeal withapossible minor
behaviour problem, howeverinthe event of a more serious behaviourissue, please
refer this directly to the classroom teacher

¢+ Please ensure that you and the children in your group are safe at all times

¢+  Tomake sure that we are treating all children fairly, please do not buy any
gifts/sweets for the group of children you are with

o+ Ifyouneedtotakeagroupofchildrentothetoilet.Pleasedonotgointothetoilet
cubicles withthem
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