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ORGANISING AN EDUCATIONAL VISIT

The value of educational visits is widely recognised as a stimulant to students’ interest, fostering
social and personal development and presenting opportunities for the demonstration of qualities of
initiative, self-reliance and co-operation with others. Taking students out of school is, however, an
onerous responsibility for teachers and meticulous planning and preparation are necessary to ensure
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that visits are conducted legally and safely. To put this into context, it is estimated that there are no
fewer than 10 million educational visits undertaken by UK schools each year. These

result, on average, in one death. Educational visits are, therefore, safer than any other activity
including those in school, and statistics can be used to support this. It must also be remembered that
many educational visits are carried out voluntarily and rely solely upon the goodwill of staff. There is
no harm in pointing this out to parents and students.

The aim of this policy is to draw your attention to certain facts and procedures relating to the
successful planning and execution of educational visits. The term “Educational” or “Off-site” visit
applies to any activity outside the school grounds. The information is not intended to intimidate you
or to insult your intelligence but is intended to outline some points of information that you may not
have thought about or be aware of. In addition to representing School policy, we would like to think
of this as being a working document.

This Policy supersedes all previous versions. It must be read in conjunction with the Department for
Education and Skills (DfES) Guidance “Health and Safety of Pupils on Educational Visits (HASPEV)”,
and its supplements. However, no guidance should be taken as an authoritative

interpretation of the law. That is for the courts.

HEALTH & SAFETY: RESPONSIBILITIES AND POWERS

These regulations set out the legal framework, under health and safety law, in which employers and
employees work and the powers, under education law, which help employers and employees to
ensure compliance. They apply to all educational visits. The employer retains overall

responsibility for health, safety and welfare. In other words, Argyle House Holdings Limited is
legally responsible for the health and safety of educational visits. Employees also have significant
responsibilities as follows:

. Take reasonable care of their own and others health and safety.
. Co-operate with their employers.

. Carry out activities in accordance with training and instructions.
. Inform the employer of any serious risks.

A teacher has a Common Law Duty of Care. This means that:

. A teacher has a duty of care for young people under their supervision.
. A higher duty is expected of teachers as a result of their specialised knowledge.
. The age of the young person and the nature and location of the activity help to determine

the degree of supervision required.

With reference to any civil claims of negligence made against a teacher, an injury or damage that
may not be reasonably foreseeable is deemed to be an accident. Foreseeable is defined as
something that has happened in the past of which the supervisor has knowledge or something that
one can visualise happening. Negligence may arise from the lack of due care. The questions likely to

7



be asked in a court of law are:

. Was there a duty of care?
. Was there a breach of that duty?
. Did harm result directly from the failure to exercise reasonable care?

Should the answer to all three questions be “Yes”, then most probably negligence did occur.
HEALTH AND SAFETY OF PUPILS ON EDUCATIONAL VISITS (HASPEV) & ITS SUPPLEMENTS

Health and Safety of Pupils on Educational Visits (HASPEV) is a Good Practice Guide published by the
Department for Education and Skills (DfES) in 1998. A three-part supplement to HASPEV was
published in 2002 and sets out to clarify some of the points raised as a result of recent changes to
legislation. Along with HASPEV, it sets out principles of good practice, leaving it to teachers’
professional and local judgement how to apply those principles. HASPEV does not seek to replace
local or other professional guidance or regulations. Copies of both HASPEV and its supplements are
available to all staff from School Reception or the Educational Visits Co-ordinator. (Mrs Andrea
Robinson

Educational Visits Co-ordinator (EVC)

It is also recommended that every school appoint an Educational Visits Co-ordinator (EVC) and this
has been adopted as policy in many LEA’s. The EVC will be appointed by and act on behalf of the
Governor and is therefore responsible to Argyle House Holdings Ltd for overseeing all off-site visits.

The EVC appointed for this school is Mrs Andrea Robinson.

The functions of the EVC are to:

. Ensure educational visits meet employers” and schools’ requirements.

. Support the Head Teacher and Governor with approval and other decisions.

. Assess competence of prospective leaders and staff in terms of qualifications and/or
experience.

. Ensure risk assessments meet requirements.

. Organise training and induction.

. Ensure that DBS disclosures are in place as necessary.

. Ensure parents are informed and give consent.

. Organise emergency arrangements.

. Keep records of visits, incidents and near accidents (sometimes called near misses).



. Review systems and maonitor practice.
Policies and Procedures

Policies and Procedures should be backed up by the provision of forms for:

. Risk assessment.

. The approval of visits.

. The check-listing of group-leader tasks.
. Parental consent.

. Emergency procedures.

. Accident reporting.

CHARGES FOR SCHOOL VISITS

Certain information must be made available to parents at the time the visit is first advertised. It is,
however, permissible to ask parents to contribute more than the minimum amount in order to
subsidise those students whose parents have not contributed. In the last resort, the visit may have
to be cancelled if the shortfall cannot be made up.

Should your proposed activity be organised by a travel company, it is vitally important that you
understand the implications of such an arrangement and that its implications are made known to
the parents, staff and Governor involved.

Many of the Professional Associations have produced their own interpretations of The Education
Reform Act 1988 in respect of charging for school activities, as have various school travel

specialists. These may help you to clarify the legislation. The Quick Guide publication “Charging for
Education: Points of Law” sets out very clearly when you can and cannot make charges. For a copy of
this document or further advice and clarification please see the Educational Visits Co-ordinator.

THE PACKAGE TRAVEL, PACKAGE HOLIDAYS AND PACKAGE TOURS REGULATIONS 1992

The EC Directive on Package Travel, Package Holidays and Package Tours 1990 has been
implemented in the UK by means of The Package Travel, Package Holidays and Package Tours
Regulations 1992. The general purpose of these Regulations is to give additional p rotection to the
consumer by tightening the requirements imposed on those who sell travel and holiday packages.
Amongst other matters, they deal with the need for accuracy in brochures, limitations on
surcharges, protection of prepayments, insurance and bonding. They cover voluntary as well as
commercial organisers.

The implementation of the 1992 Regulations has changed the rules for many school visits very
significantly. The Regulations impose significant new obligations on organisers and retailers of trips
and holidays where:

. A ‘package’ is involved; and



. The package is being ‘sold or offered for sale’ at an inclusive price.

If the school visit lasts more than 24 hours or includes overnight accommodation, a package is
created if two or more of the following elements are involved and sold together:

. Transport
. Accommodation
. Other tourist services not ancillary to transport or accommodation and accounting for a

significant proportion of the package.

It is, therefore, most likely that the majority of residential visits will be considered to be packages
that are effectively ‘sold or offered for sale’. For an educational visit to fall outside the scope of the
Regulations it must be part of the course being followed and not merely a voluntary activity
undertaken by some students.

To be an ‘organiser’ the teacher or school must purchase the services that make up a package (e.g.
transport, accommodation, admission tickets) direct from the service-provider. A teacher or school
who books a package through a professional travel agent or tour company is not an organiser. In this
case the teacher or school is the ‘consumer’ and not therefore subject to the requirements of the
Regulations.

The effects of these Regulations on schools is, therefore, as follows:

. Where schools are purchasing the services that make up a package, they are subject to the
requirements of the Regulations.

. Where schools are purchasing a package arrangement from another organiser, whether
commercial or voluntary, the school, as consumer, benefits from the additional
protection that the Regulations provide.

. This will not be true if the organiser operates only on an occasional basis. The EC

Directive does not define “occasional”, but the Department of Trade and Industry (DTI) would regard
once or twice a year as occasional. However, trips that are organised on a regular but infrequent
basis are not, in fact, ‘occasional’ and are therefore subject to the requirements of the Regulations.

. In addition to ‘occasional’ organisers, the Regulations also exclude groups of people who, in
the words of the DTI Guidance Notes, “come together to share the cost of the

package they have decided mutually to undertake and to organise themselves.” Because this is not
being “sold or offered for sale”, the Regulations do not apply.

. The DTl advises that packages organised as part of a course of education are “unlikely to be
sold in the normal sense of the word and will probably therefore not fall within the scope of the
Directive.”

If organising an educational visit that is part of a package organised through a travel company, to
minimise risk it is advisable to use only reputable companies. Ideally use companies who are
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members of SAGTA (School and Group Travel Association), ABTA (Association of British Travel
Agents), AITO (Association of Independent Tour Operators) or ATOL (Air Travel Organisers’
Licensing). In the event of collapse of the company the protection will then be met automatically.
For further details of the requirements of the Regulations please see the Educational Visits
Coordinator.

CHOOSING A TOUR OPERATOR

When choosing a tour operator the Trip Leader should consider the following points:

. The reliability of the company.

. Financial security.

. Availability.

. The programme offered and staffing arrangements.
. Transport arrangements.

. The suitability of accommodation.

. Catering arrangements.

. Insurance arrangements.

. Safety Management Systems, i.e. risk assessments.
. Costs - what is included and what is not.

. Booking terms and conditions.

. Support — what is available before and during the visit.
. Arrangements for an exploratory visit.

This is not necessarily an exhaustive list. There may be other considerations not mentioned. Advice
can be sought from the Educational Visits Co-ordinator. A checklist “Choosing a Tour

Operator” is shown in appendix H. Copies are available from School Reception or the Educational
Visits Co-ordinator.

THE TOUR OPERATORS MARGIN SCHEME

Where the School acts as an agent, i.e. the School is the “travel company”, you must be aware of the
implications of the Tour Operators Margin Scheme in relation to VAT charges.

LEA CODE OF PRACTICE No. 11 — GUIDANCE FOR THE CONDUCT OF EDUCATIONAL VISITS AND
ADVENTUROUS ACTIVITIES
This Guidance was updated with effect from 16th July 2005 and replaces all earlier versions including
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Administrative Memorandum 32.

The intention of this advice is to contribute to the continued provision of high quality, safe
educational experiences for young people at Argyle House School. Aspects of good practice are
provided and attention is drawn to the important processes of planning and preparation. The
management and organisation is examined and the importance of review and evaluation identified.
Particular attention needs to be given to the notification/authorisation procedures for certain visits
and activities, which need to be provided in writing in advance of the visits and activities taking
place. Following the procedures and advice in this document will aid those

responsible for providing activities and visits to ensure that provision is as safe as it can be, as well
as reassuring parents and others, that the welfare of their children is paramount to those planning
such activities.

You should, therefore, read this Guidance and ensure that its requirements are met in order to be
covered by the Education Authority. Reference copies are available from the Educational Visits
Coordinator.

The Code of Practice clearly defines the responsibilities of key personnel, as outlined below.
RESPONSIBILITIES OF A_H.S (Holdings) Ltd

Argyle House Holdings Ltd has overall responsibility for the health and safety on all off-site visits.

This is a responsibility that it cannot devolve but elements can be delegated to individual
establishments. Argyle House Holdings Ltd responsibilities can be summarised as:

. The health, safety and welfare of staff.

. The health and safety of young people both in establishments and on off-site visits.

. The health and safety of visitors to establishments, and volunteers involved in any offsite
activity.

. Appointment or identification of an Outdoor Education Adviser.

. Providing written guidelines for Governors, Head Teachers and staff including advice on risk
assessments.

. Assess proposals for certain types of visit and authorize certain types of venture.

. Provide emergency telephone contact for the duration of the visit where necessary.

. Ensure training needs have been addressed.

. Provide relevant training to those engaged in running ventures.

. Provide access to named staff for advice.

. Maintain appropriate insurance cover.

. Have in place procedures to monitor and review safety during off-site visits and activities.
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RESPONSIBILITIES OF THE HEADTEACHER AND/OR EDUCATIONAL VISITS CO-ORDINATOR (EVC)

Responsibility within a school for the approval of visits remains with the Head Teacher and Governor
but, the Head Teacher may delegate these tasks to the Educational Visits Co-ordinator.

The Head Teacher should be clear about their role if taking part in the visit as a group
member/supervisor. They should follow the instructions of the group leader who will have sole
charge of the visit.

The responsibilities of the Head Teacher (and/or Educational Visits Co-ordinator if tasks are so
delegated) can be summarised as ensuring that:

. Visits comply with regulations and guidelines provided and the establishment’s own health
and safety policy.

. The group leader is competent to monitor the risks throughout the visit.

. Adequate child protection procedures are in place.

. All necessary actions have been completed before the visit begins.

. A risk assessment has been completed and appropriate safety measures are in place.

. Training needs have been assessed by a competent person and the needs of the staff and

students have been considered.

. The group leader has experience in supervising the age groups going on the visit and will
organise the group effectively.

. The group leader or another supervisor are suitably competent to instruct the activity and is
familiar with the location/centre where the activity will take place (see Schoolled Adventure
Activities).

. Group leaders are allowed sufficient time to organise properly.

. Volunteer staff on the visit are appropriate people to supervise children.

. The ratio of young people to supervisors is appropriate.

. Parents have signed consent forms.

. Arrangements have been made for the medical and special educational needs of the young
people.

. Adequate first-aid provision will be available.

. The mode of travel is appropriate.

. Travel times out and back are known including pick-up and drop-off points.
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. There is adequate and relevant insurance cover.

. They have the addresses and phone number of the visit’s venue(s) and have contact names.
. A Home-Based Contact has been nominated and the group leader has details.
. The group leader, group supervisors and Home-Based Contact have copies of agreed

emergency procedures.
. The group leader, group supervisors and Home-Based Contact have the names of all adults
and young people travelling in the group, and the contact details of parents and the teachers’ and

other supervisors’ next of kin.

. There is a contingency plan for any delays including a late return home.

In addition, the Head Teacher should:
. Agree the procedure for the approval of a visit at school level.

. Ensure that arrangements are in place for the governor/proprietor to be made aware of
visits so questions can be asked as necessary.

. Ensure that arrangements are in place for the educational objectives of a visit to be
inclusive, to be stated in the pre-visit documentation, and to be made known to all relevant parties.

. Be aware of the need to obtain best value. Appropriate consideration must be given to
financial management, choice of contractors, and contractual relationships.

. 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 to inform both the operation of future visits and to inform
training needs. Further staff training should be made available where a need is identified.

. Ensure that there is a contingency plan (plan B), covering for example the implications of
staff illness and the need to change routes or activities during the visit (see below).

. Arrange for the recording of accidents and the reporting of death or disabling injuries as
required. Accident and incident records should be reviewed regularly, and this information used to
inform future visits.

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

. Ensure teachers are made aware of and understand guidance on emergency planning and
procedures. Training and briefing sessions must be provided for staff.

. Ensure that the establishment has emergency procedures in place in case of a major incident

14



on ventures. These should be discussed and reviewed by staff. Ensure that young people, parents,
group supervisors and others are given written details of these procedures.

. Ensure that the Home-Based Contact has the authority to make significant decisions. He or
she should be contactable and available for the full duration of the visit 24 hours a

day. He or she should be able to respond immediately at the establishment base to the demands of
an emergency and should have a back-up person or number.

. Establish a procedure to ensure that parents are informed quickly about incident details
through the Home-based contact, rather than through the media or pupils.
. Recognise that support must be provided by I1SC’s public relations unit when dealing with

media enquiries.

. Check that contractors have adequate emergency support procedures, and that these will
link to the establishment’s emergency procedures.

. Be aware of the responsibility to the SEN and Disability Act namely that there is a legal
requirement not to discriminate on the grounds of disability and there is a duty of planning for all

school activities which includes off site visits.

Where an EVC is identified or appointed, the Head Teacher should also:

. Delegate tasks to the EVC, having regard to the duties of the EVC suggested earlier in this
part of this document.
. Ensure that the EVC keeps them informed of the progress of any visit and that this

information is relayed to the Governor/Proprietor (and to parents as necessary). For less routine
visits, the Head Teacher will need to ensure that the EVC can obtain advice from an appropriate
technical adviser as necessary.

. Make time available for the EVC to arrange for the induction and training of staff and
volunteers and ensure that staff receive the induction and training that they need before the visit.

. Ensure that the EVC briefs the leader and supervisors about the emergency procedures as
part of the risk assessment briefing and that the leader and supervisors have ready access to them
during the visit.

. Ensure that the EVC impresses upon parents the importance of providing their own contact
numbers, more than one, which will enable the parents to be contacted in case of emergency.

RESPONSIBILITIES OF THE GOVERNING BODY/PROPRIETOR

The governing body/proprietor must be made aware of all off-site visits and must, in some instances,
approve them. It is for the governing body/proprietor, in conjunction with the Head Teacher, to
arrange for the most appropriate method of the communicatio n for this. It is the

responsibility of the Governor/Proprietor to ensure that:

. The off-site activity or visit is appropriate and relevant.

. The establishment can be run efficiently in the absence of staff engaged in the activity or
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visit.

In addition, it is good practice for all governing bodies to:

. Ensure that the visit has a specific and stated objective.

. Ensure that the Head Teacher/group leader shows how their plans comply with

regulations and guidelines, including the school’s health and safety policy documents. Also, the Head
Teacher or group leader reports back after the visit.

. Ensure that they are informed of less routine visits well in advance.

. Assess proposals for certain types of visit, which should include visits involving overnight
stay, foreign travel or hazardous activities.

. Ensure that guidance is available (e.g. from the DfE and/or LEA as appropriate) to inform the

establishment’s policy, practices and procedures relating to the health and safety of young people
on educational visits. These should include measures to obtain parental consent on a basis of full
information, to investigate parental complaints, and to discuss and review procedures including
incident and emergency management systems.

. Ensure that the Head Teacher and the EVC are supported in matters relating to educational
visits and that they have the appropriate time and expertise to fulfill their responsibilities.

. Agree on the types of visit 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 abilities of the young people? The Governor/Proprietor 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. It is not expected that Governor/Proprietor
should become directly involved in risk assessment and related matters unless they have an
appropriate competence.

. 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, room and floor plans - are checked prior to departure.

. Ensure that the Head Teacher and the EVC have taken all reasonable and practicable
measures to include young people with special educational needs or medical needs on a visit.

EDUCATIONAL VISITS CO-ORDINATOR (EVC)

All establishments must have an Educational Visits Co-ordinator (EVC). The EVC will be appointed by
and act on behalf of the Head Teacher. If the existing EVC leaves the establishment, a

replacement must attend the next available course. If an establishment has no trained EVC, all visits
may be prohibited until the situation is rectified.

The functions of the EVC are to:

. Liaise with the employer to ensure that educational visits meet the employer’s requirements
including those of risk assessment.
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. Support the Head with approval and other decisions.

. Assist with the assessment of the competence of leaders and other adults proposed for a
visit. This will commonly be done with reference to accreditation from an awarding body. It may
include practical observation or verification of experience.

. Organise the training of leaders and other adults going on a visit. This will commonly involve
training such as first aid, hazard awareness, etc.

. Organise thorough induction of leaders and other adults taking pupils on a specific visit.
. Make sure that DBS disclosures are in place as necessary.
. Work with the group leader to obtain the consent or refusal of parents and to provide full

details of the visit beforehand so parents can consent or refuse consent on a fully informed basis.

. Ensure that group leaders are aware of the emergency arrangements and ensure there is an
emergency contact for each visit.
. Keep records of individual visits including reports of accidents and ‘near-accidents’

(sometimes known as ‘near misses’). Review systems and, on occasion, monitor practice.
COMPETENCE OF THE EDUCATIONAL VISITS CO-ORDINATOR

The member of staff designated as the EVC should be specifically competent. Evidence of
competence may be through qualification and/or the experience of practical leadership over many
years of outdoor education.

LEADERS

Leaders have the responsibility to oversee the preparation and execution of the visit and to ensure
that safety is the prime concern. The leader in charge of any visit is the responsible adult who needs
to plan and prepare for the activity, and to prepare any emergency and contingency plans which, as
official records, should be left with the Establishment. The leader is also responsible for briefing all
accompanying staff, supervisors, parents and helpers.

One person, the group leader, must have overall responsibility for the supervision and conduct of
the visit and should have regard to the health and safety of the group. The group leader should be
approved by the head.

The group leader should:

. Obtain the Head Teacher’s prior agreement before any off-site visit takes place.
. Appoint a deputy.
. Wherever possible at least one formal briefing meeting should be arranged for the whole

adult team prior to the visit whereby the leader should ensure that everyone is familiar with and
supports the visit's objectives.
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. Conduct an exploratory visit in order to undertake a proper risk assessment.
. Clearly define each group supervisor’s role and ensure all tasks have been assigned. Ensure
that everyone is aware of and accepts the nature of the particular responsibilities and roles they will

assume and that they are advised of their position with regard to personal responsibility.

Be able to control and lead pupils of the relevant age range.

. Be suitably competent to instruct pupils in an activity and be familiar with the
location/centre where the activity will take place (see School-led Adventure Activities).

. Ensure that adequate first-aid provision will be available.

. Undertake and complete the planning and preparation of the visit including the briefing of
group members and parents.

. Undertake and complete a comprehensive risk assessment for aspects of the trip for which
they have responsibility. Ensure all accompanying adults have copies of relevant risk assessments.

. Review regularly undertaken visits/activities and advise the Head Teacher where
adjustments may be necessary.

. Ensure that teachers and other supervisors are fully aware of what the proposed visit
involves.
. Have enough information on the pupils proposed for the visit to assess their suitability or be

satisfied that their suitability has been assessed and confirmed.
. Ensure the ratio of supervisors to pupils is appropriate for the needs of the group.

. Consider stopping the visit if the risk to the health or safety of the pupils is unacceptable and
have in place procedures for such an eventuality.

. Ensure that group supervisors have details of the home-based contact.

. Ensure that group supervisors and the home-based contact have a copy of the emergency
procedures.

. Ensure that the group’s staff and other supervisors have the details of young people’s

special educational or medical needs which will be necessary for them to carry out their tasks
effectively.

. Wherever possible on a visit or activity, rendezvous arrangements with an appropriate place
and time are agreed should the party become separated. These would be best made on arrival at
particular locations where possible so that suitable locations can be identified.

. An additional recommended safety precaution is to ensure that every member of the group
knows in advance the course of action to follow if they get lost. Depending on
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.
the nature of the journey or activity the course of action may be to stay still, make their way back
home or to a base, seek appropriate help or directions, or return to a particular rendezvous spot
identified previously.

The leader must brief all the young persons about their tasks, arrangements,
organisation, and the behaviour that is expected of them during the time of the visit.

. The party leader should ensure that all accompanying adults are familiar with the School’s
Safeguarding Policy and Procedures. For further guidance consult Staff Handbook.

. During the visit a brief daily staff meeting at the start of the day is strongly recommended.

. Securing at all times the safety and welfare of the young persons in their charge.

. Planning and organising the activity as appropriate.

. Having a “plan B” fully risk assessed and organised as a back-up if leading activities.

. Establishing regulations and procedures for safe practice of the visit.

. Communicating information to all interested parties both on, during and after the visit.

. Ensuring that other assistants and adults carry out their duties and responsibilities safely and
responsibly.

Whenever a party is to be subdivided, or the leader is to be absent for any reason, the party leader
should make a clear delegation of responsibility to another adult. If a party leader delegates
responsibility for the supervision of some, or all of the young persons, at various times to other
members of the staff team, they must satisfy themselves that this individual to whom they are
delegating responsibility:

. Is competent to take charge of the group of young persons’ undertaking the particular
activity in this locality.

. Has been fully and properly briefed as to their role and responsibilities.

. Is aware of the next meeting place and time and is fully conversant with the procedure to
adopt in the event of an accident, or emergency arising within the party.

The party leader must ensure that at all times during the visit or activity, each member of staff
knows exactly for which young persons’ they have a responsibility and where those young persons
are at all times and that each young person knows who is the leader of their particular group.
ADULT VOLUNTEERS

Non-School employed adults on the visit should be clear about their roles and responsibilities during

the visit.
Non-School employed adults acting, as supervisors must:
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. Do their best to ensure the health and safety of everyone in the group.

Not be left in sole charge of young people except where it has been previously agreed as part of the

risk assessment.

. Follow the instructions of the group leader and School employed staff and help with control

and discipline.

. Speak to the group leader or School employed staff if concerned about the health or safety

of young people at any time during the visit.

. Never supervise a party of more than 10.
. Never be in sole charge of the young persons’ for more than half a day.
. Never be in a situation remote from the support of the leaders or other appropriate

members of staff.
ACTIVITY WEEK

Although the Educational Visits Co-ordinator will oversee all off-site visits, the co-ordination of
Activity Week courses and course allocations is not their responsibility, but that of the Head
Teacher’s.

AIMS AND OBJECTIVES

Every educational visit should have clear aims and objectives. The Schools’ general aims and
objectives for educational visits are to:

. Learn a variety of new skills.

. Develop self-confidence, self-reliance, maturity, awareness and a sense of responsibility.
. Work cooperatively with others.

. Provide experiences outside the scope of the normal curriculum.

. Promote the achievement of short-term goals.

. Reinforce the development of social and personal skills in new situations.

. Encourage self-assessment.

In addition, a residential experience may also provide the opportunity to:

. Encourage corporate spirit.
. Promote and improve personal physical ability.
. Visit a foreign country and encourage students to use a foreign language.
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. Experience foreign culture.

CURRICULUM LINKS

Every educational visit should also have clear curriculum links, identifiable in the various National
Curriculum documents.

APPROVAL BY THE SCHOOL GOVERNOR/PROPRIETOR

The School Governor/Proprietor must formally approve any off-site visit on behalf of the Head
Teacher before it is advertised to students. This includes those that form part of or are associated
with the timetabled curriculum, e.g. swimming, sports fixtures, for which annual approval can be
sought. The Governor/Proprietor has the authority to do this in conjunction with the Head Teacher
and Educational Visits Co-ordinator. A self-duplicating form has been devised for this purpose and is
available from the Educational Visits Co-ordinator. A copy of this form is shown in appendix B.

It would be advantageous to all parties if as much notice as possible could be given.

CALCULATING COSTS

In addition to the obvious factors, e.g. travel, accommodation, admission costs etc., unless the visit is
part of a travel package including insurance, the cost of insurance must be included. If the visit or
any part of it occurs within school hours, the costs of supply teacher cover also need to be included.
Administration costs, including reprographics, must be included too. It is also acceptable to include
an element of cost as a contingency fund in order to cover incidental expenditure. For Activity Week
fee-paying courses, an administration charged will be levied. The amount to be

levied will be reviewed annually in July.

The accounts for any one trip will be closed immediately after the trip has taken place. It is,
therefore, imperative that the School Finance Officer is informed of any outstanding debts at this
time. For visits that are repeated year after year it is imperative that costs are recalculated every
time the visit is planned rather than simply increasing the costs by a predetermined percentage.

In order to facilitate costing of an activity two sheets are available, “Costing Sheet — Activity Week”
and “Costing Sheet — School Trip”. Samples of both sheets are shown in appendix F of this document.
ROLE OF THE TRIP LEADER

In the light of recent court cases, in terms of Health and Safety and legal responsibility the role of the
Trip Leader and his/her decisions are sacrosanct. However, although the Trip Leader carries out

delegated tasks on behalf of the School, the employer retains ultimate responsibility. Please refer to
the previous section which defines the responsibilities of Leaders.

The Trip Leader must be a teacher. He/she has overall responsibility for the supervision and conduct
of the visit including direct responsibility for the students’” health, safety and welfare. The Trip
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Leader is the person exercising an enhanced duty of care throughout the venture. In other words,
the Trip Leader is always in charge and, where the Trip Leader’s knowledge of the group is superior
to that of an activity leader, the Trip Leader must be willing to challenge or intervene to prompt a
change of plan, including stopping an activity, if the safety of the group is compromised.

In the event of serious misbehaviour before a school visit, the Head Teacher will make the decision
as to whether or not a student will be allowed to participate in consultation with the Trip Leader.
During a school visit, the decisions of the Trip Leader as to whether or not a student participates
shall be final. In the event of serious misbehaviour during the visit it may become necessary for the
student to return home prematurely. Should this be so, the parents of the student concerned should
be contacted and requested to collect their son/daughter from the visit venue at their own expense.
The Head Teacher should also be advised, without delay, of this sanction. Should a student be
excluded from all or part of a school visit, all monies paid in respect of the visit will be forfeited. If a
student is excluded before the visit takes place and another student can fill the vacancy, monies will
be refunded wherever possible except for the non-returnable deposits.

With this in mind the Argyle House School “Form of Consent”, for both visits in the UK and abroad,
contains an appropriate clause about the authority of the Trip Leader and sanctions in the event of
serious misbehaviour.

Every educational visit should also have a named Deputy Leader. The Deputy Leader must work
alongside the Trip Leader throughout the planning stages and be conversant with all arrangements
made in order that he/she can deputise in the event of the Trip Lea der becoming ill or unable to
lead the visit for other reasons.

CODES OF CONDUCT

A Student “Code of Conduct for all Out of School Activities” has been formally adopted by the
School. Parents and students should be asked to complete the Code of Conduct accordingly. A
sample of this form is shown in appendix D of this document.

The Governor/Proprietor have also formally adopted the following “Staff Code of Conduct for
Residential Visits:

“The Governing Body/Proprietor of Argyle House School expects that all adults acting in loco
parentis on any school trip be mindful of responsible and proper behaviour, so that they are able to
exercise their professional judgement at all times”.

It is perfectly acceptable for members of staff to consume alcohol during an off-site visit provided
that this is within reason. Excessive drinking at any time is unacceptable. However, at least one
member of staff should not be drinking.

SUPERVISION
Duty of Care
All adults connected with a visit or activity owe a duty of care to the young people they accompany

in common law. Teachers taking a group away from the school have a higher duty of care. The duty
of care expected is that of a reasonable, prudent and careful parent applying his or her mind to the
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school situation. The duty is continuous during the whole period of the visit and cannot be
delegated to anyone else. Because teachers are trained, professional people, courts in the UK have
tended to expect them to exercise a higher standard of care than that which is expected from the
general public.

Responsibility

The Trip Leader is responsible overall for the group at all times. They may, however, delegate
supervisory roles to other adults in the group.

When delegating supervisory roles to other adults the Trip Leader should:
. Allocate supervisory responsibility to each adult for named students and ensure that all

adults understand that they are responsible to the Trip Leader for the supervision of the students
assigned to them.

. Ensure that each adult knows which students they are responsible for.

. Ensure that each student knows which adult is responsible for them.

. Ensure that each adult has the means to contact the Trip Leader and/or other supervisors.
. Ensure that each adult has knowledge of and clearly understands the Schools’ agreed

emergency procedures policy.

Supervision can be close or remote but is always 24 hours, including home-stay visits, but
supervisors are not expected to stay awake for 24 hours each day! In order that each adult
supervisor gets quality rest and recuperation a duty roster should be arranged. It is essential that
everyone involved in the visit understands the supervision arrangements and expectations.

Close Supervision

Close supervision occurs when the group remain within sight and contact of the supervisor. Close
supervision normally means that all supervisors:

. Have prior knowledge of the students including any special educational needs, medical
needs and disabilities.

. Carry a list/register of all group members.

. Regularly check that the entire group is present.

. Have appropriate access to first aid.

. Ensure that each student knows what to do if they become separated from the group.

Remote Supervision

Remote supervision occurs when, as part of planned activities, a group of students work away from
the supervisor but is subject to stated controls as recorded in the risk assessment. The supervisor is
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present but not necessarily near or in sight. The Trip Leader still remains responsible for students
during this time even though they are not in direct contact with them. When supervision is
remote:

. Groups must be sufficiently trained and competent for the level of activity to be undertaken,
including how to deal with emergencies.

. Students should understand and accept the expected standards of behaviour.

. Students will be familiar with the environment or similar environments and have details of
rendezvous points and times.

. Clear and understandable boundaries must be set.

. There must be clear lines of communication between the students, the supervisor and the
School.

. The students should know the whereabouts of the Trip Leader/supervisor and should have a

means of contacting them.

. A student should never be on their own. It is advisable that they be in a minimum group of
at least three students.

. The supervisor should monitor the group’s progress at appropriate intervals.

. The supervisor will be in the activity area and able to reach the group reasonably quickly
should the group need support in an emergency.

. There should be a recognisable point at which the remote supervision is completed.

Remote supervision will apply to the times during home-stay visits when students are with their host
families.

Night Time

In residential situations, during night time the security of the group is of paramount importance the
Trip Leader should ensure that, as far as is reasonably practicable:

. Teachers (of both genders where appropriate) have sleeping accommodation on the same
floor and as near as possible to the students’ accommodation.

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

. Where hotel/hostel reception is not manned 24 hours a day, security arrangements are in
force to stop unauthorised visits.

. In the absence of 24 hour staffing of reception, external doors should be made secure
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against intrusion and windows closed as necessary to prevent intrusion.

. Where possible, internal doors should be lockable, but staff should have reasonable access
to student accommodation at all times.

. All staff and students know the emergency procedures/escape routes in the event of a fire
or emergency evacuation.

Travel by bus or coach

The Trip Leader should ensure that:

. Transport by road has seat belts and that students wear them at all times whilst the vehicle
is moving. Failure to do so will result in a “severe clause” under the Discipline for Learning system.

. Supervisors are reserved seats that allow them to supervise properly. If a double-deck bus or
coach is utilised there must be at least one supervisor on each deck.

. Students are supervised when boarding and alighting. A head count should be made on each
occasion.
. Extra care is taken when alighting from a right-hand drive vehicle in a country that drives on

the right as it is most likely that some doors will open onto the roadside opposed to the kerb side.

. Evacuation procedures, the locations of the first aid kit and fire extinguisher are known and
understood by everyone, luggage is securely stored and emergency exits are kept clear.

Travel by air

Airlines often have a Young Persons’ Liaison Officer who will be able to coordinate the activities of a
school group whilst in the departure airport terminal and make any necessary in -flight
arrangements.

The Trip Leader should ensure that:

. A base is established in the airport terminal whilst awaiting departure and upon arrival
whilst awaiting delivery of the luggage.

. Luggage for the whole group is kept together.

. The airline crew are aware that the school group is on board. Some airlines request that
students are readily identifiable, e.g. by means of a badge. However, for personal safety reasons,
badges should not bear the students’ names.

. Supervisors are reserved seats that allow them to supervise properly.

. Students are supervised when boarding and alighting. A head count should be made on each
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occasion.

. Emergency procedures are known and understood by everyone, hand luggage is securely
stored and emergency exits are kept clear.

Travel by boat/ferry

Should the group be travelling as foot passengers, ferry companies will often make available a
member of their staff to coordinate the activities of a school group whilst in the departure ferry
terminal and make any necessary on-board arrangements.

The Trip Leader should ensure that:

. When travelling as foot passengers, a base is established in the ferry terminal whilst awaiting
departure and upon arrival whilst awaiting delivery of the luggage.

. Luggage for the whole group is kept together.

. When travelling by vehicle, everyone should know the location of the coach, e.g. vehicle
deck number and colour zone.

. Whether on foot or by vehicle, students are supervised when boarding and alighting. A head
count should be made on each occasion.

. A base is established on board the boat/ferry.
. The ships’ crew are aware that the school group is on board. Some ferry companies request
that students are readily identifiable, e.g. by means of a badge. However, for personal safety

reasons, badges should not bear the students’ names.

. Emergency procedures are known and understood by everyone, hand luggage is securely
stored and gangways are kept clear.

Travel by train

Railway companies will often make available a member of their staff to coordinate the activities of a
school group whilst at the departure railway station and make any necessary in -travel
arrangements, e.g. change of trains. It is possible for school groups to reserve seats free of charge on
most main line trains.

The Trip Leader should ensure that:

. A base is established at the railway station whilst awaiting the arrival of the train and upon
arrival whilst awaiting delivery of the luggage.

. Luggage for the whole group is kept together. Arrangements can be made for luggage to be
loaded into the Train Managers’ (ex Guards) Compartment of the train.

. Students are supervised when boarding and alighting. A head count should be made on each
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occasion. At least one member of staff should always be last to leave the platform or train.

. Supervisors are reserved seats that allow them to supervise properly. If the group is divided
between more than one carriage there must be at least one supervisor in each carriage.

. The Train Manager (ex Guard) is aware that the school group is on board and what the travel
arrangements are.

. Emergency procedures are known and understood by everyone, hand luggage is securely
stored and gangways are kept clear.

Staffing Ratios

When considering staffing of an activity or visit, it is essential to recognise that the following
guidance represents the minimum level of staffing only and in reality will be determined by the risk
assessment.

Adequate consideration must be given for the maintenance and welfare of the whole party in the
event of one or more adults having to leave the group for any length of time. The following points
need to be taken into account:

. The leader of any off-site visit or activity should be a teacher.

. There should always be a minimum of two adults with any party engaged in an off-site visit
or activity.

. The gender balance of the group.

. The needs of individual students within the group including those with special educational or

medical needs.
. Adventurous activities will usually require a higher staff : young person ratio.

. All residential visits should be accompanied by at least two adults. Where the group
population is of mixed sex then both male and female adults should be present. This also applies to
home-stay visits.

. For visits abroad, all groups of young people below sixth form level should be accompanied
by at least two members of staff.

. The following ratios, for the Foundation Stage, Infants and Juniors: Day or Part Day:
EYFS (Foundation Stage) 1: No more than 3

Infants: 1: No more than 5

Juniors: 1: No more than 9

The following ratios, for young persons in Year 7 or above, should be followed for off-site visits:

Type of Visit Leader : Young Person Ratio
Day or Part Day 1: no more than 15
Residential (UK or abroad) 1: no more than 10
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Young People with Special Needs

Where students are identified as having particular special needs this must be reflected in a higher
staffing ratio, which must not be less than that which applies in school and in most cases will need to
be higher. Staff would need to take into account the terms of the SEN and Disability

Discrimination Act. All reasonable steps must be taken to include young people covered by the act.

The SEN and Disability Act 2001 is now law. First, it places a duty on schools to plan in order to
ensure that their schools are made more accessible to students with disabilities. The plan needs to
include improving accessibility in terms of:

. The environment
. The curriculum
. Information.

Second, it places a duty on schools not to discriminate against a disabled student either intentionally
or unintentionally where such discrimination can be prevented by taking “reasonable measures”.

There is considerable overlap between the definition of disability within the SEN Disability Act and
the definition of students with special educational needs. The definition of a disability under the
legislation is as follows:

“A disabled person is someone who has a physical or mental disability which has an effect on his or

her ability to carry out normal day to day activities”.

The effect of this disability must be:

. Substantial (i.e. more than minor or trivial)
. Adverse
. Long term (has lasted or is likely to last for at least a year or for the rest of the person’s life).

Discrimination is defined as “treating disabled students less favourably and not making reasonable
adjustments to avoid putting disabled students at a substantial disadvantage”.

Both aspects of the Act need to be considered when planning an off-site visit or activity where
disabled students are involved. The assumption needs to be that disabled students are to be
included in all off-site visits. Where their inclusion appears to require special adjustments a risk
assessment should be undertaken, first in terms of the whole visit or activity and then a second risk
assessment in relation to the inclusion of the individual student. The risk assessment should include
details of any special aids and equipment that the student may need and, in particular, details of any
such items to be brought from home or obtained prior to the visit. At this point a decision should be
made as to whether the measures required to include the student are

reasonable or not.
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