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Off-Site Educational Visits 
This document is intended to provide a structure for all staff leading off-site activity groups.  It is intended to provide support and we hope will give the staff the confidence to continue to take groups off-site.

In recent years there have been a number of high profile cases which have drawn attention to the need to review procedures for taking pupils off-site and to show the evidence that we have the procedures in place.

Legal requirements and responsibilities
Under the Health and Safety at Work etc Act 1974 employers are responsible for the health, safety and welfare at work of their employees.  Employers are also under a duty to ensure, so far as is reasonable and practicable, the health and safety of anyone else on the premises or anyone who may be affected by their activities.  This includes participants in off-site visits.  The Trustees are the employers in the Gregg and St Winifred’s Schools.

The Management of Health and Safety at Work Regulations Act 1992, made under the 1974 act, require employers to:

· Assess the risks of activities. In practice, risk assessments, which we are legally required to do, are usually carried out by the group leader.  An assessment should be completed well before the visit, and should be approved by the head teacher.  It need not be complex but it should be comprehensive.  It does not generally require technical formulae or professional health and safety expertise, but specialised information for some visits may be necessary.  It is the head teacher’s responsibility to ensure that the person assessing the risks is competent to do so.  Frequent visits to local venues such as swimming pools will not need a risk assessment every time, but should be done at the beginning of each academic year.  It is essential not to become complacent.

· Introduce measures to control those risks.

· Tell their employees about these measures.

Also under the Health and Safety legislation employees must:

· Take reasonable care of their own and others’ health and safety.

· Co-operate with their employers over safety matters.

· Carry out activities in accordance with training and instructions.

· Inform the employer of any serious risks.

These duties apply to all school visits.  Teachers and other staff in charge of pupils also have a common law duty to act as any reasonable prudent parent would do in the same circumstances.  Adult volunteers may not be left in sole charge of pupils except where they have CRB clearance and have been agreed as part of the risk assessment.

There is a constant need for review and much of the accompanying paperwork only formalises what was good practice in the past and demonstrates the good practice that exists in the planning of any trip.  The forms are a requirement for all off-site trips.  The Group Leader has overall responsibility for the supervision and conduct of the visit and should have regard to the health and safety of the group and may find it useful to consult more widely before undertaking a new venture.

Our sources of reference have been:

Hampshire County Council off-site activities folder.

DfEE Health and Safety of Pupils.

ATL Taking Students off-site.

Cromer Out of School Visits.

Procedure for the assessment of risk for off-site visits
	Steps to follow
	
	Paperwork to complete
	
	Copies/file

	
	
	
	
	

	1.Groups leader should read and familiarise themselves with the following guidance. 
	
	Read any prior post-trip evaluations.

Policy guidance booklet.

Additional sources if necessary.
	
	

	
	
	
	
	

	2. Obtain permission for the visit from the Head Teacher.
	
	Approval of Visit by Head Teacher.
	
	Original retained by Head teacher.

Copy retained by group leader

	
	
	
	
	

	3. Plan the trip – use checklists.
	
	Preparation for visits.

Planning for safety.
	
	Collate and file associated paperwork.

	
	
	
	
	

	4. Consult parents by:

a. letter

b. meeting if applicable.
	
	Information for Parents.
	
	Copy to head teacher.

Copy for file.

	
	
	
	
	

	5. Medical information.
	
	Medical Consent Form.
	
	Copy for file.

	
	
	
	
	

	6. Complete risk assessment.
	
	Risk Assessment form.
	
	Copy to head teacher.

Copy for file.

Copies for all accompanying adults.

	
	
	
	
	

	7. Re-visit planning procedures as in (3). 
	
	Preparation for visits.

Planning for safety.

Appendix A & B (as applicable).
	
	Additional information to head teacher and to file.

	
	
	
	
	

	8. Post-visit evaluation.
	
	Evaluation of Visit by Group Leader.

Evaluation of Visit by Accompanying Adults.
	
	Copy to head teacher.

Copy to applicable staff.

Copy to file.


Approval of visit
Not all sections will be relevant to every proposed visit.  Numbers 8 & 9 need only to be completed if activity is entirely organised by the school (They need not be completed for activities such as summer camp):

	Name of group:
	


The group leader should complete this form as preparation and handed to the head teacher when completed for approval.    When approval is given, one copy should be retained by the head teacher and another by the group leader.  The head teacher should be informed of any subsequent changes in planning, organisation or staffing.

	1.  Purpose of visit and specific educational objectives:

	
	

	
	

	
	

	
	

	2.  Places to be visited:

	
	

	
	

	
	

	3.   Date of departure:
	
	Date of return:
	

	      Time of departure:
	
	Time of return:
	

	
	
	
	

	4.  Transport arrangements: Include the name of the transport company and vehicle registration  number(s).

	

	

	5.  Organising company/agency (if any): Include licence reference number if the body is registered with the Adventure Activities Licensing Authority and a copy of their risk assessment.

	      Name:
	
	Address:
	
	

	
	
	
	

	      Tel No:
	
	Licence No if registered:
	

	
	
	
	

	6.  Proposed cost and financial arrangements following discussions with the Bursar:

	

	

	7.  Accommodation to be used:

	       Name:
	
	Telephone No:
	

	       Address:
	

	                Name of head of centre (if applicable)

	

	8.  Details of the programme of activities:
	

	

	


	9.  Details of any hazardous activity and the associated planning, organisation and staffing:

	

	

	

	

	10.  Names, relevant experience, qualifications and specific responsibilities of staff accompanying the party:

	

	

	

	11.   Names of other adults accompanying the party:

	

	

	12.  Existing knowledge of places to be visited and whether an exploratory visit is intended (using previous evaluation forms and comments made):

	

	

	

	13.  Age range:
	
	Adult:pupil ratio (using formula in information to parents form):

	

	14.  Names of pupils with special education or medical needs:

	

	

	

	Signed:
	
	Date:
	

	

	Groups leader’s full name:
	

	

	


To the group leader:

I have studied this application and am satisfied with all aspects including the planning, organisation and staffing of this visit.  Approval is given.

Please ensure that I have all relevant information including a final list of group members, details on parental consent and a detailed itinerary at least seven days before the party is due to leave.

Your report and evaluation of the visit including details of any incidents should be with me as soon as possible but no later than 14 days after the party returns.

	Signed:
	
	Date:
	

	Head teacher’s full name:
	
	
	


A copy of the completed application form and details of any subsequent changes should be retained by the head teacher.

	Preparation for visits

	Prior to trip
	

	1. Check that any sites to be visited are still going to be open on the date of your visit.
	(

	2. Confirm transport.
	(

	3. Confirm pupils have all paid, returned their consent slips and returned their medical forms.
	(

	4. Brief/train all accompanying adults who are included in the adult/pupil ratios.
	(

	5. Complete Risk Assessment.  The person carrying out the risk assessment should record it and give copies to all teachers and supervisors on the visit, with details of the measures they should take to avoid or reduce the risks using previous evaluation forms and comments made.
	(

	6. Ensure that copies of paperwork have been given to the Head, the school office and the Group Organiser.
	(

	Specific preparation with the pupils and accompanying adults

	1. The pupils need to be thoroughly prepared in relation to purpose, background, work to be covered, method of supervision, conduct and expectations (see Appendix A – suggested code of conduct).  This may take a number of sessions if this is to form part of a curricular program.
	(

	2. There should be separate sessions for accompanying adults and pupils regarding any special safety considerations.  For example industrial visits, farm visits, mine/quarries, coastal areas, unfenced canals, derelict buildings etc.
	(

	3. Any pupils whose behaviour may be considered to be a danger to themselves or to the group may be stopped from going on the visit.  This measure should be taken only in the most extreme circumstances and must be sanctioned by senior management.  The curricular aims of the visit for these pupils should be fulfilled in other ways wherever possible.
	(

	On the day
	(

	1. Take group lists, telephone numbers and medical forms.
	(

	2. Provide a plan of the day giving estimated times for each activity and its location and give a list of all pupils and accompanying adults on the trip to the office just prior to departure.
	(

	3. Make sure each pupil knows which adult they report to.
	(

	4. Take spare cash
	(

	5. Take relevant equipment, work sheets, clip boards, and debrief forms for all accompanying adults.
	(

	6. Take first aid kit, sick bags and specific kit such as throw bags.
	(

	7. The group leader and other supervisors should monitor the risks throughout the visit and take appropriate action as necessary.
	(

	8. Make sure all pupils know who the first aider is.
	(

	9. Arrange a special place on transport for potential travelsick pupils or confirm that the appropriate parent-approved travelsick pills have been taken.
	(

	10. Call register and double check numbers on to transport and ensure that a copy of the register is accessible in the school office.
	(

	11. Ensure all pupils are present each time pupils leave and return to transport.
	(

	12. Call register and double check numbers on return to school at the end of the trip.
	(

	13. Collect debrief forms from accompanying adults.
	(

	14. Ensure that all pupils have left the school after return (if outside of normal hours) or that they have been collected if young children are involved or if it is late at night.
	(

	On arrival at the site
	

	Irrespective of whether a pre-visit was required, it is strongly recommended that, on arrival at the site, the party leader makes a quick preliminary inspection to confirm local conditions and limitations.

	After the trip

	1. Informal verbal report to head.
	(

	2. Make notes of points which you wish to remember for another occasion such as better way of arranging groups etc.
	(

	3. Send “thank you” letters where appropriate.
	(

	4. Finalise accounts.
	(

	5. Complete debrief form and have a debrief with the Head within 14 days.
	(


Planning for safety

The following considerations may well assist a successful venture:

	1. Read the Evaluation made following this trip the last time.
	(

	Discuss with pupils well in advance what your expectation is of their behaviour in a particular environment; e.g. especially near to risk areas; it may also be a thoroughly unfamiliar environment.
	(

	Set clear ideas of acceptable behavioural standard, the realistic sanctions for breaking these standards and  ensure all pupils and accompanying adults are aware of them.  (See Appendix B – party discipline code).
	(

	2. Take steps to protect young people from danger in the event of their behaviour being unsatisfactory.  This will depend upon maturity and age of group, etc.  

An example would be walking a coastal path close to sheer drop cliffs.  The party leader could plan ahead to ensure that groups are supervised in manageable units and that staff walk in between the group and the hazard, e.g. Using a buffer zone which only adults occupy. 
	(

	3. 
	(

	4. Do you have competent skills for your venture?
	(

	5. Appoint a Deputy Group Leader.
	(

	6. Are you able to staff with adults of appropriate knowledge/skill/experience?
	(

	7. Are they effective in the open situation?
	(

	8. Do you know they are effective in the open situation?  
	(

	9. How do you know they are effective in the open situation?  
	(

	10. Do you know/have you visited the location?
	(

	11. Do you need a weather forecast?
	(

	12. Do your party members need boots with tread and waterproof clothing? 
	(

	13. If they do but you can’t get them for everyone, do you still intend to go?
	(

	14. Establish resources first and arrange location accordingly.
	(

	15. Who is the designated first aider?
	(

	16. Do you need more than one person?
	(

	17. Do you carry a first aid kit when away?
	(

	18. Do you know the young people you are going to take away?
	(

	19. Can you recognise the clumsy, accident prone, unreliable, etc?
	(

	20. If the weather changes or fog comes down, do you have the equipment to navigate?
	(

	21. Do you know where the nearest emergency telephone is in the event of an accident, if mobile phones do not work?

	(

	22. Have you arranged a clear recall signal if your group is working away from you?
	(

	23. Have you practised the quick response?
	(

	24. If you are arranging a rendezvous for the group after a period of work, e.g. urban survey, arrange a clear landmark for them to find and ensure each group have a watch.

	(

	25. Practise a “lost procedure” so that any pupil getting separated from the group knows what to do.
	(

	26. Do you have a list of your party with you?
	(

	27. Make use of local knowledge where applicable.  E.g. coastguard
	(

	28. Explain the venture thoroughly to accompanying adults, clarifying your expectations and arranging training as necessary, in particular for unqualified adults.

	(

	29. Do accompanying adults have a written list of the pupils for whom they are responsible?
	(

	30. Discuss with pupils and accompanying adults the safe method of travel in the particular environment e.g. rail, minibus, water, service bus, if walking is it in pairs or small groups, may they run, procedure at all road crossings.

	(

	31. 
	(

	32. Check that the venture/task is appropriate for the age, ability and aptitude of this group.
	(

	33. Warn your groups in advance of hazards and arrange to supervise these areas particularly carefully.  E.g. In a rural survey area there may be a lake.  Arrange supervision to ensure that no youngster approaches.  This level of supervision will vary with the age/maturity of the group and will be at the discretion of the qualified adult.

	(

	34. If you are operating near water, whom is trained in and able to practise the appropriate water safety/life saving techniques and skills?
	(


Note:  Leadership
In the final analysis, in spite of Guidelines or regulations, the most important factor in safety is the quality of the leader in any given situation.  Checklists such as this can only act as an aid to the leader on the spot who has to analyse any situation and make the best judgement that he or she can.
Checklist of information to parents

	The list below gives the information that must be given to parents, either in writing or at a meeting, before obtaining their written consent for journeys abroad and residential visits in the UK.  Day visits require a shorter list but, if the return is after school hours and/or hazardous pursuits are included, most of the information below will be required. 

A copy of all correspondence must be shown to the Head before consulting parents.

	
	

	1. Dates


	2. Times of departure and return, including arrangements to inform parents of a late arrival.

	3. Method of travel including name of Travel Company, if any.

	4. Destination with full address and emergency telephone number where applicable.

	5. Emergency contact arrangements at home and at destination.

	6. Names of leader and accompanying pupils.  Names and status (e.g. parent) of other accompanying adults who will exercise some responsibility during the visit.

	7. Ratio of accompanying adults to pupils. 

For activities within a 60 mile radius of the school:

Under 5

A maximum of six children to one adult.

Under 8

Eight children to one adult.

8 to 16

A maximum of twenty children to one adult, depending on the activity.

Under 14

There must be at least two adults off site with groups of children Under 14 years off age.

For activities beyond a 60 mile radius of the school, including the Isle of Wight and overseas.

Under 16

Ten children to one adult with a minimum of two adults for all groups.

The basic priority should remain that there is one adult to care for the person who is unwell or injured and one to care for the rest of the party.  Staffing must anticipate a range of contingencies.  Experience shows that an isolated young person in need of individual care may be caused by:

a. Illness

b. Accident

c. Indiscipline, etc

Most situations make it impossible for a lone adult to cope.



	8. Aim of visit and activities planned (any activity involving special hazard must be clearly specified).

	9. Cost.

	10. Methods of payment and cancellation arrangements (E.g. non-refundable deposit).

	11. Advice on pocket money.

	12. Does the School’s insurance cover this activity?  A photocopy of insurance could be included in the final letter.

	13. Clothing/footwear and other items to be taken and items prohibited.

	14. Code of conduct: details relating to the standard of behaviour expected from the pupils during the visit, including rules on smoking, alcoholic drinks, knives and fireworks.

	15. Parents should complete a medical form for all except local visits and give their written consent for emergency medical treatment.

	16. The nature of the supervision must be made clear.  Parents should be aware if there are proposed times when their children will not be directly supervised.

	17. Advance information regarding any vaccinations required for visits abroad.


Off-site visits

Confidential medical questionnaire

	Name of trip:
	
	Date of trip:
	

	Name of child
	
	Date of birth
	

	Emergency contact for duration of the visit:
	name
	

	
	address
	

	
	Telephone No:
	Home
	
	Work
	

	Name and address of doctor
	

	

	Telephone no
	
	Pupil’s NHS number
	

	Has your child had any of the following?

	Asthma or bronchitis
	Yes
	No
	Allergies to any know medication
	Yes
	No

	Heart condition
	Yes
	No
	Other allergies e.g. food, plasters
	Yes
	No

	Fits, fainting or blackouts
	Yes
	No
	Other illness or disability
	Yes
	No

	Severe headaches
	Yes
	No
	Travel sickness
	Yes
	No

	Diabetes
	Yes
	No
	Regular medication
	Yes
	No

	If the answer to any of these questions is Yes, please give details:
	

	

	

	If it is considered necessary, do you agree to mild pain killers (e.g. Paracetamol) being administered?
	Yes
	No

	Has your child received vaccination against Tetanus in the last 10 years?
	Yes
	No

	Is your child receiving medical treatment of any kind from either your family doctor or hospital?
	Yes
	No

	If Yes, please details of:
	Condition:
	
	
	

	
	Medication and dosage:
	

	
	

	
	Is your child able administer his/her own medication:
	Yes
	No

	Has your child been given specific medical advice to follow in emergencies?
	Yes
	No

	If Yes, please details of:
	Condition:
	

	
	Medication and dosage:
	

	
	

	
	Is your child able administer his/her own medication:
	Yes
	No

	In the event of any illness or medical treatment occurring after the return of this form and prior to the activity, I undertake to inform the school.

	Signed:
	
	Date:
	

	
	Person with parental responsibility
	


Consent by person with parental responsibility

I confirm that I have parental responsibility for ​​​​​​​​​​​​​​​​​_____________________________________________________ .

He/she is in good health and I consider him/her capable of taking part in the activities detailed in your letter dated ​​​​​​​​​​​​​​​​​​_________ .  I consent to him/her taking part in the programme as detailed in your letter.

In the event of illness or accident, I consent to any necessary medical treatment, which might include the use of anaesthetics.

	Signed:
	
	Date:
	

	
	
	
	

	Address:
	
	
	

	
	
	
	

	
	
	
	


Risk Assessment 

Following the procedures set out below should help the group leader to determine whether a risk is acceptable.  These procedures must be considered and acted upon.  This should help the group leader to answer question from parents, accompanying adults and/or pupils. 

1. Identify the risk.

2. Calculate the severity.

3. If the severity is too high, decide on the controls and/or modifications required to reduce the risk to an acceptable level.
4. Record the controls or procedures to achieve the risk level required.

The following questions need to be honestly addressed:

1. What do I know about this group?

2. What do I know about this activity?

3. What do I know about this environment?

4. Where are the major areas of risk?

5. How can I manage them tightly?

6. If I cannot, should I remove this activity?

7. How much responsibility can I give these pupils?

8. How do I know?

Summary information
Decide on destination, year group & number of pupils, numbers of accompanying adults, mode of transport and departure & return times as outlined in Preparation for Visits.

Plan for the day
Provide a plan of the day giving estimated timings for each activity and its location. 

Overall control/mitigation for the day

Sub-divide the party into small working groups supervised by named accompanying adults, who should have a list of the pupils for whom they are responsible.  Complete risk assessment table overleaf, copying and attaching extra sheets if necessary.  An example of a risk assessment table is given below:

	Potential Hazard
	Risk
	Action required

	Coach journey
	Pupils standing up and moving around.

LOW/MED
	Verbal warning from staff.  

Students instructed to wear seatbelts.

	Disembarking from coach
	Possible road crossing out of car park.

LOW
	Staff to supervise small groups.

	Falling debris from cliffs
	May cause problem for pupils during data collection.

MED
	Students instructed to keep away from cliff base at al times.

Staff to supervise small groups.

	Slipping into water on downdrift side of breakwater
	Downdrift side likely to be steep drop, pupils could slip into the water.

MED
	Supervision in small groups.

Verbal warning given to students to keep away from edge.

	Landtrain journey back to coach
	Students standing up/moving around/falling out.

LOW/MED
	Supervision in small groups.

Verbal warnings.


	Potential Hazard
	Risk
	Action required

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Evaluation of visit 

To be completed by Group Leader as soon as possible after the visit

	Class/Group:
	

	Group leader:
	

	Number in group:
	Boys:
	Girls
	Adults:

	Date(s) of visit:
	

	Purpose(s) of visit:
	

	Venue:
	

	Commercial Organisation:
	

	Names of accompanying adults:




Please comment on the following features:

	
	Rating out of 10
	Comment

	1. The Centre’s pre-visit organisation:
	
	

	2. Travel arrangements:
	
	

	3. Content of education programme provided:
	
	

	4. Instruction:
	
	

	5. Equipment:
	
	

	6. Suitability of environment:
	
	

	7. Accommodation:
	
	

	8. Food:
	
	

	9. Evening activities:
	
	

	10. Courier/

      Representative:
	
	

	Other comments and site/student concerns including “close calls” not involving injury or damage, and the action taken:
	


	Signed:
	
	Date:
	


Please ensure evaluation forms are collected from all accompanying adults at the end of the trip and attach to this form.

Evaluation of visit 
To be completed by all accompanying adults on the day of the visit

	Venue:
	
	Date of visit:
	


Please comment on the following features:

	
	Rating out of 10
	Comment

	1. The Centre’s pre-visit organisation:
	
	

	2. Travel /timing arrangements:
	
	

	3. Content of education programme provided:
	
	

	4. Instruction:
	
	

	5. Equipment:
	
	

	6. Suitability of environment:
	
	

	7. Accommodation:
	
	

	8. Food:
	
	

	9. Evening activities:
	
	

	10. Courier/Representative:
	
	


To be completed by all accompanying adults and handed in to the groups leader immediately on return to school after a trip.  Please continue on reverse if necessary.

	Signed:
	
	Date:
	

	Group leader’s full name:
	

	Other comments and site/student concerns including “close calls” not involving injury or damage, and the action taken:
	


Appendix A 

Suggested Code of Conduct

You will all be guests in ………………………………………………… (insert Lake District, Italy, France etc as appropriate) and you will be representing your school, Southampton, Hampshire and your country.  Please behave well at all times, remember that others will be judged by your actions.

We will be living as a close-knit community in …………………………….. (insert name of resort).  For the benefit of everyone, cooperate by being helpful and sensible – show consideration to others at all times.

Course rules (for example)

1. Instructions by course leaders/teachers/youth workers must be followed without delay at all times.

2. Centre bedrooms are out-of-bounds at all times to those of the opposite sex.

3. Pupils/young people are not allowed to purchase cigarettes or to smoke.

4. Pupils/young people are not allowed to purchase or consume alcoholic drinks.

5. Agreed policy for radios, mobile phones etc.

6. Punctuality is essential – be ready and waiting for all programmed act ivies.

7. Bedtimes will be strictly observed.

Etc.


This may well be written personally to each participant for each school off-site visit or activity.  Where desirable it may be desirable to negotiate a similar code between the young person and the staff.  Please re-write this as applicable.

Appendix B

Suggested party discipline code 

Make rules few and simple and ensure that they are strictly enforced.

Ensure that all young people are well aware of the expected Code of conduct (Appendix A).
Staff should agree on a acceptable standard of behaviour and have a common approach to punishment and sanctions should these be necessary.

Discipline problems are likely to occur if young people have too much spare time on their hands. This problem can be minimised by having a well-planned programme that pays special attention to activities for young people.

Have a daily routine that combines the needs of the centre and your party programme and keep to it.

Will programmed evening entertainments be compulsory for all party members?  If no, what will those that opt out do and who will be responsible for their supervision?

Shoplifting is a major worry to shopkeepers abroad and, unfortunately, British school children have often been proved to be the culprits.  Young people should be warned of the consequences if the law of the land is broken.

Note
Whilst the matter of discipline should not be over-emphasised, it is clear that young people must be aware of what is expected of them.

*‘St Winifred's’ refers to and includes St Winifred's School, EYFS, April House Nursery, After School Care and Before School Care

November 2009


