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Educational Visit Policy
Policy or procedure reference number:  006           

Issue number :  1                      

Date: 09/10

Review date: 09/12                              

Responsibility for review:  Premises                                                 

Related policies:  Health and Safety.                                                                  
What are educational visits?

Educational visits are any activity arranged by or on behalf of the school, which take place outside the school boundaries.  This includes weekly activities such as swimming lessons and taking part in community events within the locality.  
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Why should we go on visits?

Educational visits

· Enable, support and complement the work of the national curriculum

· Stimulate and reinforce a positive attitude towards learning

· Raise achievements by boosting self-esteem and motivation

· Help develop team work, communication and organisational skills

· Develop friendships and improve relationships

Visit Categories

Educational visits are categorised into three groups which all require different levels of authorisation and minimum planning time:

	Category
	Activities
	Approval required from
	Notification time

	 A
	· Low risk activities in the community (those that present no significant risk e.g. walking in parks)
	Headteacher
	1 week

	B
	· Off site visits to educational establishments.
	Headteacher
	1 month

	 C
	· Walking in non remote country

· Cycling on or off road terrain

· Low level initiative challenge
	Headteacher, LA
	2 months

	 D
	· All water borne activities

· Any activity which would

     require an AALA Licence –  

     climbing, caving, trekking

· All visits near water – canal 

     trips, gorge walking, rafting etc

· All residential visits
	Headteacher, LA and Governing Body
	3 months

(6 months for an overseas visit)  
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Procedures, guidelines and legislation

All educational visits must follow Oakhurst Community Primary School’s Educational Visits Procedures, meet with the LA and DCSF guidelines and comply with legislation.  Our procedures are designed to provide a framework in which educational visits can be enjoyed and enhance the learning experience.  It is the responsibility of all those involved in educational visits to make themselves familiar with these documents.  

The legal implications of taking children on school visits

Under the Health and Safety at Work etc Act 1974 employers are responsible for the health, safety and welfare at work of their employees, they are also under a duty to ensure, so far as is reasonably practicable, the health and safety of anyone else on their premises or anyone who may be affected by their activities, this includes participants on educational visits.  

Most statutory duties are placed on the employer which for Oakhurst as a voluntary controlled school is the LA.  On a day-to-day basis it is the responsibility of the Headteacher and Governors to ensure activities of the school fall within the set guidelines.  But there is a role to be played by everyone in the health and safety of off-site visits from the Headteacher to the children taking part, each role is interactive and complementary to each other.  School staff have a delegated responsibility to co-operate with, and implement the LA’s policies and procedures and they must therefore ensure they are thoroughly familiar with all the guidelines and procedures available to them.  

Under Health and Safety legislation all employees must:

· Take reasonable care of their own and other’s health and safety

· Co-operate with their employers over safety matters

· Carry out activities in accordance with training and instruction

· Inform employers of any serious risks

Teaching staff:

· Are said to be acting in loco parentis - a common law Duty of Care to take the same care as a prudent parent would and do everything within your capabilities to make the visit as safe as possible

These obligations are met through meticulous planning and preparation, which includes the completion of risk assessments and following of guidelines and procedures available to you.  The management of and attitude towards health and safety are equally important as the sets of rules and regulations which govern practice.  

No individual employee would face being sued personally unless wilful neglect was involved.

The Management of Health and Safety at Work Regulations 1999 require that a risk assessment is undertaken before the start of any visit.

How do we plan an educational visit?

Every educational visit must have a Group Leader who has overall responsibility for the visit and must:

1. Apply for ‘permission in principle’ from the Headteacher to run a school visit giving the educational objective, location and suggested date

2. Undertake a preliminary visit for all Category B, C and D visits or whenever the venue is unfamiliar to the Group Leader
3. Complete a ‘Proposed School Visit Form’ (Appendix 1) and pass to the School Bursar who as the Educational Visits Co-ordinator will review the visit and pass to the Headteacher for formal approval.

4. Complete a risk assessment (Appendices  5-8) – this responsibility cannot be delegated
5. Arrange the booking of the venue and an approved coach operator 

6. Prepare a letter to parents informing them of the proposed visit and costs involved and obtain their parental authorisation (Appendix 9).  This letter must be approved by the Educational Visits Co-ordinator 

7. Arrange adult support for the visit (all helpers should have undergone a CRB check if they are ever to be left on their own with children)
8. Ensure adult helpers are adequately briefed before the visit 

9. Ensure the children are adequately briefed prior to the visit

10. Complete a Educational Visits Information Form (Appendix 2) and hand to school office before departure

11. On return discuss any problems with the Educational Visits Co-ordinator or the Headteacher and complete an evaluation form (Appendix 3) 

The initial administration of educational visits can be delegated to the class teaching assistant e.g. booking the venue and coach, the exception to this is the completion of the initial risk assessment. An educational visits checklist is illustrated in Appendix 4.

In the event of the Group Leader being unable to accompany the visit the Headteacher will make the decision as to whether or not the visit will go ahead.

Administrative staff will be responsible for collecting monies and settling invoices received prior to and after the visit.  It is the responsibility of the Group Leader to arrange for a cheque to be prepared by the school office if payment is required on the day and for medical lists and contact numbers to be produced.  
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                 Preliminary Visits

Preliminary visits are required for all Category B, C and D visits and are recommended for any venue that the Group Leader is unfamiliar with.  The visit will inform the risk assessment and allow the Group Leader to concentrate on the needs of group rather than the unexpected demands of the environment whilst the visit is in progress.  Consideration should be given to:

· Is the venue suitable to meet the aims and objectives of the school visit and for the age of the children

· Assessing of potential risks

· Obtaining names of other schools who have visited the venue

· Becoming familiar with the area – most suitable place to park safely, cross roads, have lunch
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                    Why do risk assessments?

Risk assessment and risk management are legal requirements for educational visits (Reg. 3 The Management of Health and Safety at Work Regulations 1999).  Risk assessments are a process not just a document.  It is not the completion of the risk assessment that is important but the actions that are taken because of it.  This involves careful examination of what could cause harm and whether precautions (the controls) in place are adequate.  Where foreseeable hazards are intrinsic to the very purpose of the activity then the control measures must reduce the risk to an acceptable low level.  There are three different types of risk assessment applicable to educational visits:

1. Generic risk assessments outline common hazards associated with educational visits, which are likely whenever/wherever they take place.  Risk assessments should be completed by the Group Leader before the visit and shared with all adults and appropriately with all children.  Weekly visits to local venues, such as swimming pools may not need a risk assessment every visit but it is important not to become complacent.  An initial assessment must be undertaken and revised if any details change.  A generic risk assessment can be found in Appendix 5
2. Site specific:  before undertaking the activity the Group Leader must also make an assessment of any special risks which are specific to their particular visit, venue or pupils.  Produced by the Group Leader before the visit and shared with all adults and appropriately with all children.  Appendix 8 provides a blank risk assessment form. 
3. On-going – reassessing the risk while the visit is taking place and might take into account illness, change of staff, weather etc.  Ongoing risk assessment consists of judgement decisions made as the need arises.  They are not usually recorded until after the visit and should be reviewed to inform future planning.  The Group Leader and other supervisors should monitor the risks throughout the visit and take appropriate action as necessary.

The risk assessment should be simple, suitable, sufficient and manageable.  Assessment of risk is simply carrying out a careful examination of what could cause harm to people or the environment.  Only significant hazards need to be recorded and assessed.  The Group Leader’s professional judgement determines the level of risk.  The basic steps to follow are:

· Identify the hazard – what has the potential to cause harm

· Decide who might be harmed and how – includes pupil, staff, helpers and members of the public  - don’t forget those with specific needs

· Evaluate the risk - how likely is the hazard to cause harm

· Decide what measures are required to reduce the risk to an acceptable level

· Record the findings

· Review assessment making revisions

The risk assessment should take into account:

· The location and type of activity

· Transport

· The competence, experience and qualifications of the staff both from school and venue

· The age, competence, experience and ability of pupils

· Adult:pupil ratio

· Safety equipment

· Seasonal conditions such as weather which may affect the activity

Consider who needs to be informed of the findings and identify the means of communicating the key safety measures to staff, helpers and pupils.
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Parents must be provided with sufficient information to be able make an informed decision as to whether to give or withhold their consent for their child to participate in the visit.  This includes being informed of any significant risks identified in the risk assessment.  The Group Leader is responsible for informing parents of the proposed visit.  A generic letter, Appendix 9 , can be adapted for all visits.  The letter must outline:

· Objectives




· Date and time

· Location 

· Departure/arrival times

· Cost of visit (don’t forget to include any supply costs and insurance)

· Method of payment and cancellation arrangements 

· Accommodation (if applicable)

· Clothing

· Spending money

· Insurance details

· Transport arrangements

· Name of Group Leader
· Access to Risk Assessment findings

· Emergency contact number during visit
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   Farm Visits

Farm visits have added complications due to the potentially hazardous equipment material, vehicles, animals and health risk etc.  All animals naturally carry a range of micro-organisms some of which can be transmitted to humans causing ill health.  Some infections that may be contracted on farms present a serious risk to health e.g. E.Coli 0157.

While the hazard from infection resulting from a farm visit is real, the risks are readily controlled by familiar measures that should be an everyday part of life.  The following sensible steps will help make you visit safe, healthy and enjoyable

Preparation

· A pre site visit is essential to ensure the farm is well managed.  Check  

· Grounds and public areas appear clean 

· Farm has suitable first aid arrangements

· No animals in picnic area

· Washing facilities with running water and soap with disposable towels or driers

· Drinking water must be available and clearly labelled

· Restricted areas must be well signed and easily identified

· Set a ratio of pupils to adults to provide adequate supervision taking into account age/development of children

· Female visitors should be warned of the possible risk of disease being transmitted to pregnant women during lambing time

· Discuss with children rules peculiar to farm visits

· Importance of following rules – shutting gates

· Not eating outside the picnic area

· Importance of washing hands after touching animals, before eating and before leaving the farm

· Dangers posed by farm machinery and chemicals used on the farm

· Inform parents/children of appropriate clothing, including sturdy outdoor shoes (not sandals) or Wellington boots (stress advantages of wearing footwear which can easily be cleaned)

· All adults should be made aware of the peculiar risks associated with farm visits and their controls

During the visit 

· Check that cuts, grazes etc on children’s hands are covered with waterproof dressings 

· Children should not place their faces against animal or put their hands in their own mouths

· Ensure children do not kiss animals 

· Ensure children do not suck fingers, or put hands, pens, pencils or crayons etc in mouths 

· Do not climb on walls or animal pens

· Listen carefully and follow the instructions and information given by the farm staff

· Approach and handle animals quietly and gently

· Do not allow children to chase, frighten or torment animals

· All hands must be washed and dried after contact with animals.  Young children must be supervised washing their hands.

· Do not allow eating or drinking while touring the farm because of the risk of infection and risk of contact with toxic pesticides and other chemicals

· Meals breaks must be taken away from animals in designated areas.  No food which had fallen to the ground should be eaten

· Ensure no one consumes unpasteurised produce

· Manure and slurry present a particular risk of infection.  No one should touch it.  Hands must be washed immediately if this happens

· Do not taste animal foods, ie eat only food that they have brought with them or food for human consumption they have bought on the farm

· Everyone must wash hands before leaving the farm

· Clean or change their footwear before leaving remembering to wash their hands after any contact with animal faeces on their footwear

Advise parents if their child shows signs of illness (e.g. sickness or diarrhoea) after a visit, to immediately contact their doctor and explain that their child has had recent contact with animals.
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                     Residential Visits

For all residential visits a meeting with parents must be held.  The meeting must take place after the preliminary visits and completion of the risk assessment.  Appendix 10 provides a checklist for discussion.  
For all residential educational visits it is essential that a Detailed Medical and Consent form is signed by the parent (Appendix 11).

In addition pupils should be informed:

· The implications of communal living in terms of tolerance, chores, conduct towards others

· The purpose and aims of the visit

· The nature of any specific work to be undertaken

· Work/training which is necessary before going

· How spare time might be used

· Expectations of conduct

· Sanctions

Pupils, or if more appropriate the parent, should sign a  ‘Pupil Conduct Form’ agreeing to abide to the school’s code of conduct (Appendix 12).
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     Booking Adventurous Outdoor Centres

All companies who provide Outdoor Adventurous Activities need an AALA License (Adventurous Activities Licensing Authority), which demonstrates the appropriate safety measures, are in place.  A visit to the venue is still required.
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The Group Leader is responsible for the booking of transport in accordance with the School’s ‘Selecting a Contractor’ procedures.  All coaches must have fitted seat belts and every passenger must have their own seat.  Supervisory staff must ensure seat belts are worn at all times.

Parents must be informed if private cars are to be used to transport children and their authorisation obtained.  The Group Leader must ensure that the driver of the car holds appropriate insurance, a valid road fund licence and an MOT certificate where necessary.  This requires the physical checking of documentary evidence.

Insurance 

Travel insurance is taken out for all educational visits.  Please ensure the cost of cover is included in the overall cost of the visit to parents.
Accident and Emergency Procedures

All accidents and incidents, including near misses, must be recorded in accordance with the school’s ‘Accident and Incident Procedures’.  All accidents, incidents and near misses must be reported to the school office on return.     The school’s ‘Head Injuries Procedures’ must also be followed.  A copy of the school’s ‘Critical Incident Procedures’ (Appendix 13) must be given to all accompanying adults.  In the event of an emergency these procedures must be implemented.

First Aid

First aid should form part of the risk assessment to ensure that first aid equipment taken on the visit is suitable for the venue, activities, group, likely injuries and remoteness of the visit.  The contents of the first aid kit should follow LA guidelines.  
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Adult to pupil ratio guidelines outlined in the School’s ‘Educational Visits Procedures’ must be followed.  A higher ratio must be implemented if the risk assessment has indicated the need - the higher the risk the more supervisory staff required.  

No adult must have unsupervised contact with a child unless they have undergone a Criminal Record Bureau check.

All adult helpers must be clear about their roles and responsibilities and understand

· The educational objective of the visit

· The itinerary 

· Who is the Group Leader
· Who is the first-aider (if applicable)

· The children who they have special responsibility for

· Expected standards of behaviour

· Risk assessment findings

· Emergency Procedures

· Requirement for close supervision and regular headcounts

· Unless they have undergone a CRB check should not be left with a child on their own

· The requirement to safe guard the health and safety of all group members

Children attending the visit

Ensure children understand:

· The itinerary

· The educational objective of the visit

· The adult who has special responsibility for them

· Expected standards of behaviour

· Who is the Group Leader
· What to do if they are separated from the party

· Not to take risks

· Emergency Procedures
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· The itinerary 

· A list of pupils and adults on the visit

· A contact number for all participants, venue, coach company and school

· A copy of the school’s critical incident procedures (Appendix 13)

· Method of payment if applicable

· First Aid Kit

· Medical List

· Resources

· Guides/maps

· Signed authorisation forms

On the visit:

· Avoid leaving any helper alone with children

· Continue to monitor for hazards and be prepared to stop any activity which causes concern

On return to school:

· Thank support staff and volunteers 

· Report your return to the school office

· Brief Headteacher on any issues arising

· Complete an Evaluation Form and hand to Educational Visits Co-ordinator

Appendix 1                         PROPOSED SCHOOL VISITS FORM
Please complete and hand to the Administrative Officer for booking of venue, transport, costing and arranging insurance cover.

	Educational aim of the visit
	

	Proposed Venue
	

	Venue address/telephone number
	

	Venue covered by Public Liability Insurance
	YES/NO

	Name of workshop
	

	Preliminary visit 
	YES/NO  If NO does Group Leader possess recent knowledge of venue/location                      YES/NO

	Proposed Date of Visit
	1st choice
	2nd choice



	Duration of visit
	

	Depart from school
	
	Arrive at venue

	Depart from venue
	
	Arrive at school

	Description of activities proposed
	

	Number in party
	Children

	Group Leader
	

	First Aider (if any)
	

	Staff with supervisory duties
	

	Number of other Adults
	

	Means of transport
	

	Information required from venue (lunch arrangement length of workshops)
	

	Any special arrangements required for SEN children
	

	Risk Assessment attached
	YES/NO

	Cost of entry to venue
	           @          per head

           @          per head
	Total

Total

	Cost of transport
	           @          per coach

           @          per coach  
	Total

Total

	Cost of insurance
	           @          per head
	Total



	Any other cost e.g. supply
	
	

	Total 
	Children (a)
	Cost (b)

	Costing per child
	A/B 

	Authorisation of Headteacher
	
	Date


Appendix 2  

EDUCATIONAL VISITS INFORMATION FORM 
To be completed by Group Leader and handed to the school office before departure together with an itinerary and a copy of the risk assessment

	Visit to
	

	Address
	

	Date
	
	Telephone number 

	Group Leader
	
	Mobile Phone number



	Teaching Staff accompanying visit
	
	Mobile Phone number

	
	
	Mobile Phone number

	Non Teaching Staff accompanying visit
	
	Mobile Phone number



	
	
	Mobile Phone number

	
	
	Mobile Phone number

	Other adults accompanying visit
	

	Total number of children in party
	
	From class



	
	
	From class



	Children in class(es) NOT going on visit
	

	Coach Company
	
	Telephone number

	Departure from school
	
	Anticipated arrival at venue

	Departure from venue
	
	Anticipated arrival at school

	If you are likely to arrive more than a quarter of an hour before or after this time please contact either the Headteacher or Administrative Officer

	CHECKLIST
	First Aid Kit
	Medical List
	Contact numbers
	School Phone number

	
	Resources
	Guides/Maps
	Money/cheques
	Emergency Procedures


Appendix 3 

Evaluation of Educational Visits Form
	Venue – include contact number
	

	Purpose of visit
	

	Date of visit
	

	Children attending
	Class(es)

	Adult helpers


	

	Group Leader

	

	Coach company used


	


Please comment on the following features

	
	Rating out of 10
	Comment



	Travel arrangements – coach punctuality, safety, cleanliness, luggage storage etc.
	
	

	Venue 
	
	

	Content of education programme provided
	
	

	Venue staff
	
	

	Venue equipment
	
	

	Food/facilities
	
	

	Accommodation 
	
	

	Recommendations for future risk assessments
	

	Other comments including close calls not involving injury or damage
	

	Would you recommend this venue 
	


Signed:  ___________________________________________________

Date:  _____________________________________________________

Appendix 4     CHECKLIST FOR EDUCATIONAL OFF-SITE VISITS 

	Has an experienced Group Leader been identified
	

	Have the educational objectives for the visit been identified
	

	Has ‘approval in principle’ for the visit been sought from the Headteacher 
	

	Preliminary site visit – has a preliminary site visit been undertaken to assess suitability of venue/location (travel time, facilities, equipment, recreational facilities for residential stays, staff, programmes of work, potential health and safety issues, security, accommodation, contingency arrangements)
	

	If not has Group Leader sufficient previous experience of the venue to assess suitability and identify potential hazards
	

	Risk Assessment – has a risk assessment been completed
	

	Has a ‘Proposed Visits Form’ been completed and approval for the visit gained from the Headteacher.   
	

	Has the authorised ‘proposed visits form’ and risk assessment been given to the class TA to book the venue, transport and obtain authorisation for Category B, C or D visits from the LA/Governors and complete letter to parents
	

	Staff/Pupil Ratio: does the ratio fall into the suggested guidelines 
	

	For residential visit does staffing include male and female supervision
	

	For residential visits has a meeting been arranged for parents
	

	Have any specific medical or educational needs been considered
	

	Have pupils been briefed on the aim of the visit, health and safety, grouping, expected standards of behaviour and emergency procedures
	

	Have accompanying adults been briefed on aims of visits, responsibilities, findings of risk assessments, standards of behaviour, head counting, emergency procedures and contingency plans
	

	Has the completed itinerary visit form been given to school office together with a copy of the risk assessment
	

	Are parental consent forms, medical details and contact details ready for taking on visit and cheque for venue if required
	

	Are there are least two mobile phone numbers available for ease of contact
	

	Have all adults a copy of the Critical Incident Procedures
	

	Has safe return been reported to school office and any issues arising discussed with Headteacher or Educational Visits Co-ordinator
	

	Has an evaluation form been completed
	


Appendix 5  GENERIC RISK ASSESSMENT – ALL EDUCATIONAL VISITS

	HAZARD
	RISK
	PERSONS AT RISK
	CONTROL MEASURES
	RESIDUAL RISK RATING
	ADDITIONAL CONTROLS REQUIRED/IS RISK ACCEPTABLE 

	Venue
	Unsuitable venue
	Pupils, staff, helpers
	Headteacher given approval for visit

Approval of venue obtained from the LA for 

category b and c visits

Preliminary visit to venue made by Group

Leader or venue is already known to Group 

Leader 

Venue and activities are appropriate for the 

age and experience of all children

Venue has Public Liability Insurance
	Low
	YES/NO

	Venue, slips trips and falls, personal injury
	Injury
	Pupils, staff helpers
	LA approval for visit obtained

Venue’s risk assessment has been obtained Preliminary visit made/venue known to Group Leader

First Aid kit taken on visit

First Aider accompanying visit

Protective clothing and equipment will be provided by venue

Venue holds appropriate licence (AALA)

First Aid facilities available at venue
	M
	YES/NO

	Outdoor activities
	Injury/ death
	Pupils staff helpers
	All the above  

The Group Leader has previous experience of activities 

Centre’s supervision levels are adequate

Centre is licensed under the AALA 


	M
	YES/NO

	Lack of communication
	Unable to summon assistance or keep in touch with school 
	Pupils, staff,   Helpers
	School office holds telephone number of venue

At least one member of staff has mobile phone and school office holds number

Mobile phones all fully charged

Mobile phones with a variety of networks available to increase likelihood of signal

Reception good or will be checked before relying on it

Facilities available to recharge phone
	Low
	YES/NO

	Adverse weather conditions which may affect travel, venue, outdoor visits etc
	Injury, sun burn, dehydration, breakdown 
	Pupils, Staff, Helpers
	Weather forecast will be monitored

Suitable clothing recommended to

parents e.g. waterproofs and stout shoes 

Visits near water will be reassessed in bad or deteriorating weather conditions 

Any proposed visit where there is a possibility of falling objects in high winds will be reassessed

Exposure to the sun – use of sun cream recommended to parents
	Med
	YES/NO

Comments:  Postpone or return from visit early if weather conditions indicate 



	Exposure to weather
	Cold injury, heat injury, over exposure to sun
	Pupils, staff, helpers
	Consider weather conditions and plan appropriate programme, clothing and equipment

Check pupils are suitably dressed before departure

Check weather forecast and continue to monitor if deemed necessary

Use of sun cream recommended


	Low
	YES/NO



	Pupil lost or separated from group
	Injury

Death
	Pupils
	Supervising staff understand their roles

Staff vigilant throughout day

Supervisory groups planned prior to departure

Ratios in line with LA policy

Headcounts taken at strategic points

Pupils briefed what to do if become separated from the group 

Discuss itinerary with adults and pupils

Assign small groups of children to named adult

Pupils will all wear school uniform for ease of identification

Experienced personnel will be responsible for children who need closer supervision – not volunteers

Critical Incidents Procedures will be implemented if required
	Medium
	YES/NO

COMMENTS:  Member of staff will be identified to remain behind at the venue if transport leaves before the pupil is found.

Transport will be arranged for the remaining member of staff once pupil found



	Illness or injury of pupils
	Illness

Injury
	Pupils
	Pre-existing medical conditions and required medication are known, checked and communicated to supervising adults

Mobile phones carried

First Aid kit carried

Contact number for parents and school held 
Critical Incident Procedures are known and will be put into implemented if necessary

Medication required by children checked prior to departure


	Low
	YES/NO

	Illness or injury of staff
	Illness 

Inadequate supervisory levels 
	Staff Pupils
	Supervision of pupils will immediately be reorganised

School contacted – critical Incident Procedures implemented if necessary

Request for replacement member of staff to maintain supervision levels if necessary or

Group will return home is supervision levels fall below level for safety to be maintained
	Low
	YES/NO

	Special needs of specific pupils – medical, behavioural educational
	Injury 

Death
	Pupils
	Pupils requiring medication have been identified and consent for administering medication obtained

Adult:pupil ratio has been increased

Advice taken from SENCO

The special needs, abilities and dietary requirements of all participants have been taken into account

Adults are aware of children with special needs
	Low
	YES/NO

	Animals – ecoli  and other sicknesses related to animals, bites and kicking
	Injury, sickness
	Pupils
	Adequate staff:pupil ratio 

Parents advised sturdy footwear not sandals 

Cuts will be covered with a waterproof dressing

Eating will be restricted to picnic/dining area 

Children will wash hands before eating and leaving the farm

Explanation will be given to pupils re the need for personal hygiene e.g.not to kiss animals, not to taste animals food etc

Children will be told to approach animals quietly and not to chase, torment animals

Children will not be allowed to climb on walls 

Footwear will be cleaned on leaving the farm

Parents will be notified that if child shows signs of illness (sickness, diarrhoea after the visit to notify their doctor that the child has had recent contact with animals
	
	YES/NO

	Water
	Drowning Death
	Pupils 
	Parents alerted to hazard when requesting consent

Adequate supervision adult:pupil ratio

Pupils instructed of dangers of water in advance

Staff to take mobile phones in case of emergency

Waterside visits during high winds will be cancelled

Rescue equipment is available on site

Safety equipment will be worn by children

Qualified instructors taking activity

Advice of the local Coastguard sought about local tidal conditions and prevailing weather conditions

Training has been provided to pupils and teachers in water safety and rescue skills
	
	YES/NO

Comment:  In all hazardous activities responsibility lies with accompanying adults to step in and curtail an activity if they feel it is dangerous or hazardous for the children to continue.  This curtailment must then be reported to the centre leader, the Group Leader and the Headteacher



	Swimming
	Drowning death 
	Pupils
	Pupils will have not eaten for at least ½ hour prior to swimming

Pupils have a level of swimming ability appropriate to the lesson/activity

Infections, suppurating sores etc – pupils will be excluded from water activities
	
	YES/NO

	Inadequate equipment
	
	
	Staff have relevant literature, worksheets, clipboards, first aid kits, sick bags etc
	
	YES/NO


Assessment carried out by:  _____________________________   Signed: ____________________   Date: ___________________

This is a generic risk assessment, which identifies the common hazards and risks associated with educational visits.  Before undertaking the activity Group Leaders must also make an assessment of any special risk which are specific to their particular visit.

Appendix 6 GENERIC RISK ASSESSMENT – TRAVEL ON EDUCATIONAL VISITS          VISIT TO:  

	HAZARD
	RISK
	PERSONS AT RISK
	CONTROL MEASURES
	RESIDUAL RISK RATING
	COMMENTS/

ACTIONS
	RISK ACCEPTABLE

	Coach/ travel
	Injury, death, separation
	Pupils staff
	Booking of coach follows School’s ‘Selecting a Contractor’ procedure

Experienced driver who has undergone CRB check

Appropriate breaks in travel have been arranged

Each passenger has their own seat

Coaches have seat belts, staff check their use

Supervision in accordance with LA ratios

Access/egress will be from/to safe location (coach park, pavement etc)

Supervision during travel and headcounts before/after embarkation

Critical Incident Procedures known to adults and pupils
	Low
	Check Selecting a Contractor procedure
	

	Use of private vehicle 
	Injury

Death
	Pupils

Staff
	Evidence that car owner is insured to transport children

Seatbelts worn at all times

Permission obtained from parents

Method only used as a last resort
	Low
	Group Leader checked insurance of all drivers
	

	Breaks in journey
	Injury, death, separation from group
	Pupils
	Children supervised at all times

Headcount before departure

Only CRB checked adults supervise toilet visits
	Low
	Adults/pupils understand responsibilities 
	

	Road

Traffic
	Injury, death
	Pupils, staff helpers
	Children will not have to cross road to get onto coach

Adult:children  ratio levels have taken into account level of supervision required to safety escort children

Access and egress will be from/on to a pavement or safe location

	Medium
	
	

	Breakdown of vehicle
	Injury, road traffic accident
	Pupils Staff 
	Adult:pupil ratio adequate to cover supervision in the event of vehicle breakdown

Two members of staff have a mobile phone 
	
	
	

	On foot
	Slips/trips/ Road accident resulting in injury/death

Separation from group
	Pupils staff
	Ratio adult:pupils in accordance with LA policy

Pupils are briefed re hazards and behaviour required

Close supervision – frequent headcounts 

Crossing roads to be carried out at a predetermined location 

Preliminary visit considered safety of route

Staff/Helpers all briefed on procedures

Critical Incidents Procedures known to adults
	Low
	Planning
	


Assessment carried out by:  _____________________________   Signed: ____________________   Date: ___________________

This is a generic risk assessment, which identifies the common hazards and risks associated with educational visits.  Before undertaking the activity Group Leaders must also make an assessment of any special risk which are specific to their particular visit.

Appendix 7 GENERIC RISK ASSESSMENT – RESIDENTIAL EDUCATIONAL VISITS

	HAZARD
	RISK
	PERSONS AT RISK
	CONTROL MEASURES
	RESIDUAL RISK RATING
	COMMENTS/

ACTIONS
	ACCEPTABLE RISKICK IF IN PLACE

	Fire
	Death
	Pupils

Staff
	Check accommodation meets national standards i.e. meets fire officer’s recommendations or has fire certificate

Preliminary visit considered inspection of fire escapes, alarms, equipment, meeting point and procedures

Group Leader will brief all adults and pupils on fire evacuation procedures

On arrival fire procedures will be explained to all members of the group to ensure:

All are aware of their nearest fire exit

All are aware of the assembly points

All know what to do in the event of a fire e.g. use stairs not lifts, not to return to the building until instructed to do so

Obvious hazards ie. Bare wires, faulty heaters will be reported immediately 


	Low
	Pre-visit check

On arrival take up any issues such as locked fire doors
	

	Child Protection
	Injury

Death
	Pupils

Staff
	School has exclusive use of sleeping accommodation

Staff accommodation adjacent and same floor as pupils

External doors and windows secure against intrusion

If pupil rooms have keys staff have access to a master key

Pupils can easily contact staff throughout the night

Pupils are checked into rooms at ‘lights out’
	Low
	Pre-visit check
	

	Hygiene
	Illness
	Pupils Staff
	Visual inspection of washing facilities, lighting, heating, ventilation, catering
	Low
	Pre-visit check 
	

	Slips, trips domestic hazards
	Injury 

Death
	Pupils 

Staff
	Visual inspection of balconies, stairways, electrical fittings, hazards in grounds or immediate surroundings

Pupils briefed on slippery floors, steps, balconies, wearing appropriate footwear

On arrival staff and pupils to report any faulty items found in rooms
	Low
	Pre-visit check
	

	Night time tendencies
	Injury

Death
	Pupils
	Information gained from parents re pupils illnesses, sleepwalking etc

Suitable supervision arranged to meet the needs of pupils

Pupils briefed on how to contact staff during night
	Low
	Use recommended parental consent form
	

	Special needs
	Injury
	Pupils Staff
	Accommodation meets any special needs of anyone in the group
	Low
	Pre-visit check
	


Assessment carried out by:  _____________________________   Signed: ____________________   Date: ___________________

This is a generic risk assessment, which identifies the common hazards and risks associated with educational visits.  Before undertaking the activity Group Leaders must also make an assessment of any special risk which are specific to their particular visit.
Appendix 8  Event Specific Risk Assessment Form
	Visit to
	Date
	Group
	Age

	Leader
	Other Staff

	Educational Objects



	Hazard
	How to manage it
	Who to be informed

	To whom and likelihood,  Site – Group – Activity - Transport
	What procedures will be in place (control measures)
	Parents
	Staff
	Pupils

	
	
	
	
	


Assessed by Group Leader:________________  Signed: __________________        Date:  ______________________

	Reference to Generic Risk Assessment/Policies/Procedures



	Alternative Plans:



	Review:




Appendix 9
	PARENTAL CONSENT FORM FOR ONE DAY EDUCATIONAL VISITS

	Dear Parent/Guardian

The following educational visit has been arranged for your child’s class.

	Venue and purpose of visit
	

	Description of main activities
	A detailed programme is available on request

	Date of visit
	

	Children on visit
	

	Departure time
	

	Return time
	

	Transport
	

	Voluntary Contributions
	Parents who find it difficult to pay should talk in confidence with the headteacher.  The school’s policy on charging and remissions states that parents in receipt of Income Support, Income Based Job Seekers Allowance, or Child Tax Credit, but not entitled to Working Tax Credit and with an annual income below government guidelines will not be expected to make a contribution.  

If insufficient contributions are received to make the visit viable money paid will be refunded.  The cost has been calculated on all eligible children attending.  If after making your payment your child is unable to attend we cannot guarantee a refund.

	Cost of visit
	Payment should be sent to the office marked with your child’s name and the venue.  Cheques should be made payable to Oakhurst Community Primary School.  Total cost of the visit is £



	Risk Assessment
	The school has undertaken a Risk Assessment.  A copy is available on request.

	Suggested spending money
	

	Clothing/

equipment
	School Uniform should be worn

	Packed lunch
	A packed lunch will/will not be required.  Please remember no glass bottles, cans or fizzy drinks

	Teacher in charge
	

	Other teachers
	

	Number of helpers
	

	Medical
	If your child normally takes travel sickness tablets we advise one is given before leaving home for the outward journey.  Another tab let can be given to the class teacher in an envelope marked with your child’s name and any instructions, for the return journey.  Your child must not hold tablets for the return journey.  

	Any other information
	

	Yours sincerely




Please cut along the dotted line, and return the form below to the school

------------------------------------------------------------------------------------------

	Education Visit to: _____________________________________

I/we give permission for ________________________________ 

Class ______________ to go on the educational visit to ___________________________________________________ on 

____________________  

*I/we enclosed the voluntary contribution of £________________

*I/we meet the criteria for the school to fund my child’s place and will provide supporting documentation if requested

Please note any circumstances we should be aware of (e.g. travel sickness, medication, allergies including asthma) ______________________________

Any prescribed medication your child will need on the visit.  For medicines other than asthma inhalers and travel sickness tablets an Administering of Medication Consent Form, available from the school office, must be completed.

I give permission for my child to be given a travel sickness tablet for the return journey.  I will provide the tablet in an envelope clearly marked with my child’s name and class and any instructions

Signed ________________________   Date: ________________




CONFIDENTIAL

Data Protection Act:  the information being collected on this form will only be used for the purpose of school administration of visits and journeys.  The data will not be disclosed to any external sources other than in an emergency or to the Local Education Authority, without your written consent.

Appendix 10
RESIDENTIAL VISITS – INITIAL MEETING WITH PARENTS
	Reason and purpose

	Explain why you are organising the visit  What is the educational aim

	Centre

	Show location of centre

Description of town/village/centre

Address and telephone number of venue

	Accommodation
	Description of the situation   

Bedrooms – shared/dorm

Recreation facilities

Dining facilities

	Travel
	Outline mode of travel including name of coach company 

	Staff
	Staff and other adults accompanying party

The roles, duties and expectations of accompanying staff and helpers

Centre staff 

Criminal Records Bureau checks

	Emergency Procedures
	Arrangements for communicating with parents in case of emergency

	Itinerary
	Date of departure

Journey route and mode of travel

Activities planned

Date of return

	Clothing
	Special clothing required

Options for hiring

Luggage type and labelling

	Code of Conduct
	Expectations of behaviour

Sanctions

Signing of conduct form

	Cost
	Cost – including essential extras

Payment of deposit (non-returnable) with dates

Payment of balance with dates

Date of final payment 

School’s policy of charging and remission

Pocket money and arrangements for distribution

	Arrangements
	Arriving at point of departure

Collection on return from the journey

	Commitment
	Payment of first deposit

	Slides or films
	Of a previous visit showing the area to be visited

	Insurance
	Details of insurance over

	First aid
	Medical arrangements at centre


Appendix 11  Detailed Medical Consent Form for Residential Visits

CONFIDENTIAL - PARENTAL/GUARDIAN CONSENT FORM

Pupil Name: _____________________   Date of Birth: ______________

Proposed visit and activity(ies) _________________________________

Dates of visit: ______________________________________________

Please indicate your son’s/daughter’s swimming distance ability

Non swimmer


10 metres


25 metres




50 metres


Over 50 – please state _______________

Health Details:

Does your son/daughter suffer from any condition requiring medical treatment or special arrangements? (asthma, travel sickness, anxiety)

__________________________________________________________

__________________________________________________________

Is your son/daughter allergic to any medication (e.g. penicillin), stings, dressings, food ingredients or the like?  Please supply full details __________________

____________________________________________________________

Please given details of any recent illness, treatment, possible contact with contagious or infectious diseases or other health matters of which we should be aware ______________________________________________________

___________________________________________________________ 

Please give details of any treatment required, for example medicines, the dose(s) and frequency of dose/use _______________________________


__________________________________________________________

When did your son/daughter last receive a tetanus injection?  

_________________________________________________________ 

Dietary requirements:  Does your son/daughter have any special dietary requirements?  If so, please specify what these are.  __________________________________________________________

Is there are other relevant information of which the Group Leader should be aware or given advice on, for example vertigo, claustrophobia, agoraphobia, colour blindness, panic attacks etc?

__________________________________________________________


__________________________________________________________ 

I declare that the above information is a complete resume of my son’s/daughter’s current health status.

Signed:  _______________________  Date: _________________________

Name (please print) _________________________________________________________________

I have read the proposed itinerary, activities, financial and general information for this visit and agree to my son/daughter named above attending and participating fully in the proposed activities.  

I agree to inform the School of any changes in my son’s/daughter’s medical or other condition(s) or any other relevant circumstances before the start of the visit.

I agree to my son/daughter receiving any and all  emergency medical treatment, including anaesthetic and/or blood transfusion, as may be considered necessary by the medical authorities in attendance.

I understand the extend and limitations of the insurance cover provided.

Signed:  _______________________________   Date:  ______________

Name (Please print) ____________________________________________

I can be contacted at:

Home Address





Work Address

________________________                                
__________________________

________________________


__________________________

Tel No ___________________


_________________________

Mobile No. ________________ 

Appendix 12 Pupil Conduct Form

Your health, safety and welfare on this visit is important to the school.  This agreed code of conduct will help ensure our visit is successful and you enjoy it.

You must

· Not take unnecessary risks

· Follow the instructions of the Group Leaders and other supervisors

· Dress and behave sensibly and responsibly at all times

· Show courtesy at all time

· Look out for anything that might hurt and threaten you or anyone in the group and tell the Group Leader or supervisor as soon as possible

· Be punctual at all times

· Always wear a seat belt on the coach and ensure that bags do not obstruct aisles

· Do not leave the group you are in

If there is any significant breaking of the school rules, the Group Leader may decide to send the pupil responsible home, at their parents’ expense.

The aim of this Code of Conduct is to try to ensure that your trip is enjoyable and trouble-free.

Pupil code of conduct

I have read the Code of Conduct for the school visit to _____________ and agree to abide by it at all times

Signed:  _________________________________ pupil

Signed __________________________________ parents

Appendix 13       Critical Incident Procedures – Dealing with a Crisis

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     







Attend to casualties and inform adults if critical incident procedures are in operation





Inform the emergency services.  Give first aid if possible








If abroad contact the British Embassy and travel organisers 





Keep those at the accident scene informed and in a safe place





Safeguard all members of the group and advise adults in the party of the situation








Assess the situation – establish nature and extent of incident








 Establish the   


 names of the 


 injured and 


 the extent of 


 their injuries








 Account for 


 all members of 


 the group – 


 take a roll call





 Send 


 casualties to 


 hospital with 


 an 


 accompanying 


 adult they know





On return to school or first available opportunity complete accident report








Keep a written account of event including witness details, times and contacts 





 Contact the headteacher/ Chair of Governors – pass on details of injured and action taken





Do not allow children to ring home until you have given permission and whenever possible ensure a responsible adult speaks first to ensure accuracy of information passed on








Refer all media enquiries to the Head/Chair and/or LA.  Do not speak to the press.  Do not discuss legal liabilities





Oakhurst Community Primary School  - Telephone No. 01793 734754


For support in the event of a critical incident procedure call: Dale Burr 07771994426 
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