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11

1.2

13

2.1

2.2

2.3

3.1

Aims
Thisis the Educational Visits Policy for pupils of Stuart Road Primary Academy.
The aims of this policy are as follows:

1.2.1 tosetoutthe Academy'sapproach to the planningandimplementation of
Educational Visitsin orderthat everyone involved understands their responsibilities
and can participate fully;

1.2.2 toestablishaframework for managingrisks and challenges to the health, safety and
welfare of pupils on Educational Visits thatis proportionate;

1.2.3 toactively promote the well-being of pupils;

1.2.4 to helptopromote a whole school culture of openness, safety, equality and
protection from all forms of harm and abuse.

This policy forms part of the Academy’s whole school approach to promoting child
safeguarding and wellbeing, which seeks to ensure that the bestinterests of pupils
underpinsandis at the heart of all decisions, systems, processes and policies.

Scope and application
This policy appliestothe whole Academy [including the Early Years Foundation Stage (EYFS).
This policy applies toall Educational Visits (as defined in paragraph 5.1.5 of this policy).

This policy shall also apply to pupils atall times and placesin circumstances where failing to
apply this policy may:

2.3.1 affectthe health, safety orwell-being of amember of the Academy's community or
a member of the public; or

2.3.2 bringthe Academyintodisrepute.

Regulatory framework

This policy has been prepared to meet the Academy's responsibilities under: [Statutory
framework forthe Early Years Foundation Stage (DfE, September 2023);]

3.1.1 Educationand Skills Act 2008;

3.1.2 Children Act 1989;

3.1.3 Childcare Act 2006;

3.1.4 Equality Act 2010;

3.1.5 Healthand Safetyat Work etc Act 1974;

3.1.6 Data Protection Act 2018 and UK General Data Protection Regulation 2018 (UK
GDPR);

3.1.7 SEND Code of practice: 0 to 25 years (DfE and Department of Health, May 2015)]

3.1.8 Package Travel and Linked Travel Arrangements Regulations 2018.
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3.2 This policy hasregard to the following guidance and advice:

3.21

3.2.2

3.2.3

3.24

3.25

3.2.6

3.2.7

3.2.8

3.2.9

3.2.10

Health and safety on educational visits (DfE, November 2018);
Keepingchildren safe in education (DfE, September 2023) (KCSIE);

National guidance forthe management of outdoorlearning, off-site visits and
learning outside the classroom (OEAP);

School and college security (DfE, November 2019);
Chargingfor school activities (DfE, May 2018);
Investigating Accidents and Incidents (HSE, HSG245 2004);

How to reporta seriousincidentinyourcharity (The Charity Commission, updated
June 2019);

Health protectionin education and childcare settings (UKHSA, July 2023);
Firstaid inschools, early years and furthereducation (DfE, February 2022); and

Emergency planningandresponse for education, childcare, and children’s social care
settings (DfE, May 2023).

3.3 The following Academy policies, procedures and resource materials are relevant to this

policy:

3.3.1

Health and safety policy;

3.3.2 Safeguardingand child protection policy and procedures;
3.3.3 Firstaid policy;
3.3.4 Transport / minibus use policy;
3.3.5 Policy onsmoking, alcohol and the misuse of drugs and substances;
3.3.6 Behaviourpolicy;
3.3.7 Schoolrules;
3.3.8 Special educational needs and disability policies;
3.3.9 Acceptable use policy for pupils;
3.3.10 Foreseeable crisis policy;
3.3.11 Riskassessmentpolicy for pupil welfare.
4 Publication and availability

41 This policyis published onthe Academy's website.

4.2 This policyis available in hard copy on request.

4.3 A copy of the policyisavailable forinspection from Office Administrator during the school

day.
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4.4

51

This policy can be made available inlarge print or otheraccessible formatif required.

Definitions and interpretation

Where the following words or phrases are used in this policy:

511

5.1.2

5.1.3

51.4

5.1.5

5.1.6

5.1.7

5.1.8

Referencestothe Proprietorare referencesto Stuart Road Primary, the Academy
Trust®.

References to school days mean Monday to Friday, when the Academyisopento
pupilsduringtermtime. The dates of terms are published onthe Academy's
website

Reference to Adventure Activities include butare not restricted to activities such as
wintersports, rock climbing, hill walking, mountaineering, skin or scuba diving,
white-water rafting, caving, climbing, trekking, water sports or activitiesin oraround
waterand Cadetand otheruniformed activities. Anactivity may be considered to
be adventurous not only due to the nature of the activityitselfbutalsothe
environmentinwhichitwill take place, toinclude but notrestricted to activitiesin
areas subjectto extremes of weather, temperature or environmental change, on or
nearcliffs or steep terrain, in ornear water or areas considered to be politically,
economically orsocially unstable.

Reference to Contingency Plan meansa Plan B inthe eventthe planned activity on
an Educational Visit cannot be undertaken safely.

Reference to Educational Visitincludes butis not restricted to the following
activities which are off-site and arranged orfacilitated by the Academy atany time:

(a) study and cultural visits;
(b) hazardous and Adventure Activities and expeditions; [or]
(c) overseas trips and residential trips.

Reference to Educational Visits Co-ordinator (EVC) means a member of staff to
whom the [Headteacher] delegates responsibility alongside theirmainrole, forthe
arrangingand the administration of an Educational Visitand the assessment and
management of any risks posed by that Educational Visit.? Inthe eventthatan EVC
isnot appointed the [Headteacher] will actas EVC.

Reference to Employee means anyone who works under a contract of employment
at the Academy.

Reference to External Provider means any person or organisation otherthanthe
Academy or an Employee of the Academy who provides aservice and or facilitates
an activity undera contract duringan Educational Visit e.g. an activity, field studies
or outdooreducation centre provideror an expedition company.

1 [Drafting note:Ifthe Proprietor of the Academy is not the employer of staff, the relevant definitions and health and safety
responsibilities in this policy will require further consideration.]

2There is no legal requirement for schools toappointan EVC. Howeverit is considered best practice. Schools may still wish to delegate
this role to a member of staff, otherwise the [Headteacher] will retain responsibility. We advise that the roleis assigned to an experienced
senior member of staff.
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5.1.9

5.1.10

5111

5.1.12

5.1.13

51.14

5.1.15

References to First Aiders are members of staff who have completed an approved
First Aid course and hold a valid certificate of competence in First Aid at Work,
Emergency first aid at Work, PaediatricFirst Aid3.

Reference to Group Leader means an Employee who has overall responsibility for
the planning, organising, supervision and conduct of the Educational Visit delegated
to them by the [Headteacher/EV(C].

Reference to Homestay means any arrangement where the Academy organises or
arranges, and has powerto terminate, the care and accommodation of a child in the
home of a host family to whomthe childis not related. Homestayincludes
arrangementsinthe UK or abroad, and situations where the Academy engagesa
company to make the arrangements.

Reference to HSE means the Health and Safety Executive.

Referencesto Licensed Activities means onlythose activities which are currently
licensableunderthe Activity Centres (Young Persons' Safety) Act 1995 and
Adventure Activities Licensing Regulations 2004 (S12004/1309) and include caving,
climbing, trekkingand water sports.

Referencesto Parent or Parents means the natural or adoptive Parents of the pupil
(irrespective of whetherthey are orhave ever been married, withwhom the pupil
lives, orwhetherthey have contact with the pupil) aswell as any person whois not
the natural or adoptive Parent of the pupil, but who has care of, or Parental
responsibility for, the pupil (e.g. foster carer / legal guardian).

Reference to Supervisor means anadult who has been approved by the EVCand
who has responsibilities and duties assigned to them during an Educational Visit by
the Academy (toinclude but not restricted to Employees, Parents, host Parents, and
volunteers).

6 Responsibility statement and allocation of tasks

6.1 The Proprietor has overall responsibility for all matters which are the subject of this policy.

6.2 The Proprietoris aware of its duties underthe Equality Act 2010 and the requirement under
s 149 of the Equality Act 2010 to meetthe PublicSector Equality Duty. Thismeansin
carryingout its functions, the Proprietoris required to have due regard to the need to:

6.2.1

6.2.2

6.2.3

eliminatediscrimination and otherconduct thatis prohibited by the Act;

advance equality of opportunity between people who share a protected
characteristicand people who do not share it; and

fostergood relations across all characteristics - between peoplewho share a
protected characteristicand people who do notshare it.

6.3 To ensure the efficient discharge of its responsibilities underthis policy, the Proprietor has
allocated the following tasks:

3 |n accordance withAnnexA of the Early Years Foundation Stage (Sept2021)
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Task

Allocated to When / frequency of review

Keepingthe policyuptodate | Headteacher As required, and atleast termly
and compliant with the law and
best practice

Monitoringthe Head teacher As required, and atleasttermly
implementation of the policy,
relevantrisk assessments and
any actiontakeninresponse
and evaluating effectiveness

Seekinginputfrominterested | EVClead As required, and atleast
groups (such as pupils, staff, annually

Parents) to consider
improvements to the
Academy's processes underthe

policy

Monitoringaccident/incident | Head teacher As required, and

reports and records createdin recommendedto be atleast
relationtothe policy and annually

identifyingany action to be
takeninresponse and
evaluating proportionality and
effectiveness

Formal annual review Proprietor Annually

Overall responsibility for Proprietor* As a minimum annually
contentand implementation

7.1

7.2

7.3

Legal requirements and responsibilities

The Headteacher: will ensure that Educational Visits comply with legislation, regulations
and guidance issued by the HSE, the Department for Education, togetherwith that provided
by the Proprietor and the Academy's own Health and safety policy.

The Headteacher has appointed Kate Medlicott as the Educational Visits Coordinator.
The Headteacher will ensure that:

7.3.1 the EVCissufficiently qualified, experienced and competent to arrange, administer
and monitor Educational Visits;>

7.3.2 theEVCisprovided with uptodate training, advice and guidance.

4 [Drafting note: Ofstedstated intheir commentary on summary evaluation of MATS that HMI will explore 'how polices are made,
implementedand reviewed andthe impactthey have & howthe MAT trustees work with MAT leadership'. It is therefore important to
acknowledge this within the policy.]

5 [ Drafting note: DfE guidance Health and safetyon educational visits states thatschools shouldappointan EVC, or the Principal / Head
teacher will have this duty wherethereis no coordinator.]
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OR

7.4 The Headteacher will act as Educational Visits Coordinator (EVC).

7.5 EVC Lead will:

7.5.1

7.5.2

7.5.3

7.5.4

7.5.5

7.5.6

be an experienced Educational Visits leader themselves;

have the status to be able to guide the working practices of others;

be confidentin assessingthe ability of othersto lead Educational Visits;
be confidentin assessing External Providers;

be able to advise the Proprietorand the Headteacherin approving Educational
Visits, where necessary;

have access to, and be aware of, appropriate training, guidance and advice .®

7.6 The EVC / Headteacher will ensure that:

7.6.1

7.6.2

7.6.3

7.6.4

7.6.5

7.6.6

7.6.7

7.6.8

7.6.9

a Group Leaderis appointed whois competent to plan, undertake and supervise
activities and to monitor / assess the risksin preparation for and throughout the
Educational Visit;

Educational Visits do not take place unlessapproval has been given by the
Proprietor, Headteacher, or another suitable member of the Senior Management
Team inadvance, as necessary;

there are adequate arrangementsin place to ensure the health, safety and welfare
of those onthe Educational Visit, including ensuring that there are appropriate risk
assessments and contingency and emergency plansin place;

thereisadequate insurance coverforEducational Visits;

any relevant qualifications claimed by the Group Leader or otherrelevant members
of the group have been checked and verified and are up to date;

Supervisors are properly assessed in accordance with the Academy's Safeguarding
and child protection policy and procedures, which will include barred list checks if
the Supervisoris likely to be left unsupervised or allowed to work inregulated
activity’;

adequate records are retained following the Educational Visit;

appropriate evaluation and monitoring takes place following visits including ensuring
that appropriate lessons are learned and risk assessments and procedures are
adapted where necessary;

The Academy has considered its requirements to report safeguarding incidents to
any otherregulatory body or organisation including, but not limited to:

6 EVCs can find detailed guidance for the management of outdoor learning, off-site visits and learning outside the classroom on the OEAP
website https://oeapng.info/guidance-documents/
7 See paragraph 304 of KCSIE 2023
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(a) Education and Skills Funding Agency (ESFA)

(b) Health and Safety Executive (HSE) (see also section below)
(c) Disclosure and Barring Service (DBS)

(d) Teaching Regulation Agency (TRA)

(e) Ofsted]?®

(f) Diocesan Safeguarding Officer

(g) Insurers.

Refertothe Stuart Road Primary Academy's Safeguarding and child protection policy and
procedures] formore information.]®

7.7

7.8

7.9

7.10

7.11

7.12

Group Leader:is responsible forthe planning, undertaking and supervision of the particular
Educational Visits delegated to them by the Headteacher.

The Group leader must follow legislation, regulations, guidance and this policy and other
applicable Academy policies relevant to Educational Visits.

Where necessary, the Group Leader should obtain specialist advice to enable Educational
Visitsto be undertaken safely.

Where required, the Group Leader will be appropriately qualified and will produce evidence
of such qualifications, upon request.

The Group Leader has overall responsibility for:

7.11.1 the preparation and planning of the Educational Visit, including obtaining approval
for the Educational Visitto take place);

7.11.2 carryingout risk assessment(s);

7.11.3 preparingandimplementing a Contingency Planin case the primary activity is
undeliverable;

7.11.4 thesupervisionand conduct of the Educational Visit;
7.11.5 the health, safety and welfare of the group during the Educational Visit;
7.11.6 the behaviouranddiscipline of pupils during the Educational Visit.

7.11.7 ensuringthatthe Academy's relevant emergency policies and procedures are
implemented inan emergency.

The Group Leaderwill also ensure that:

7.12.1 allthose attendingorinvolvedinthe Educational Visitknow whoisin charge at any
time and that all Supervisors and External Providers are aware of any identified risks
and understand theirrespective responsibilities;

8 Drafting note: For EYFS providers registered with Ofsted]
9 Drafting note: If the Academy has a VWV safeguarding and child protection policy]
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7.13

7.14

7.15

7.16

7.17

7.12.2 that everyone onthe Educational Visitis aware of emergency arrangements;
7.12.3 any insurance conditions are complied with;

7.12.4 thereissufficientfirstaid provision foreach Educational Visitand will be aware of
and adhere tothe Academy's policies onfirstaid and administration of medicineand
obtain relevant medicalinformation for pupils?®

The Group Leader has the full authority of the Headteacherand hasthe rightto returnany
pupil home if, after consideration of all relevant matters, they are of the opinion that such
actionis warranted. Extracosts arising out of any such eventwill be payable by the Parent.

Supervisor(s) will:

7.14.1 follow the terms of this policy, any applicable codes of conduct and the instructions
of the Group Leader;

7.14.2 help with control, behaviourand discipline of the group;

7.14.3 look aftertheirown health and safety and do theirbestto ensure the health and
safety of everyoneinthe group;

7.14.4 informthe Group Leaderimmediately if they suspectthereisarisk to the welfare,
health and safety of themselves or others during the Educational Visit;

7.14.5 be properly checked and assessed inaccordance withthe Academy's safeguarding
and child protection policies and procedures;

7.14.6 be aware of potential conflicts of interest, if theirown children are members of the
group.

Unlessthey are an Employee, Supervisors willnot normally be leftin sole charge of pupils
exceptwhereithasbeen previously agreed as part of the risk assessment. Underno
circumstances will aSupervisorinrespect of whom no barred list check has been obtained
be leftunsupervised orallowed towork in regulated activity.!

Pupils will:

7.16.1 follow theinstructions of the Group Leaderand Supervisor(s) during the Educational
Visitand comply with the School Rules/ Code of conduct / Policy on smoking,
alcohol and the misuse of drugs and substances/ Behaviour policy;

7.16.2 not behave inaway which putthemselvesorothersat riskorin breach of the
School rules and the Academy's Behaviour policy;

7.16.3 dressand behave appropriately and responsibly, using safety equipment
appropriately and asinstructed;

7.16.4 ifabroad, be sensitivetolocal codesand customs.

Parents will:

101f the trip includes EYFS pupils there will be at least one paediatric firstaider
11 See paragraph 304 of KCSIE 2023
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7.17.1

7.17.2

7.17.3

7.17.4

7.17.5

provide the Academy with clearand accurate up to date information on theirchild's
healthand/ or any special needs;

provide appropriate consents, including to the administration of first aid, medication
and medical treatment, and where necessary, providethe Academy with their child's
medication in advance of the trip;

ensure thattheirchild has had the necessary vaccinationsto enable themto safely
take part in the Educational Visit!?;

ensure thatthey provide up to date contact details or otherappropriate contact
detailsinthe eventthatthey will be unavailable;

ensure thattheir child understands the standard of behaviourand conduct expected
of pupils on the Educational Visit.

8 Planning and preparations

8.1 The Group Leader/ EVC will:

8.11

8.1.2

8.1.3

8.1.4

8.1.5

8.1.6

8.1.7

8.1.8

8.1.9

8.1.10

undertake and complete the planning of and preparation for the Educational Visit;

where necessary and reasonable undertake an exploratory visitto areasorin
respect of activities involving significant hazard, or they should obtain reliable
information concerning the nature of any hazards and means of avoidingor
minimisingrisk;

obtain approval forthe Educational Visit to take place fromthe EVC/
Principal / Headteacher].

undertake appropriate risk assessment(s) and completearisk assessmentform (see
paragraph 9 of this policy and Appendix 1);

ensure thatappropriate Parental consent has been obtained for the pupils (including
specificwritten consent to the trip where required) (see paragraph 11and Appendix
2);

ensure parents of pupils with health / medical needs attending the Educational Visit
have provided the appropriate medicines foradministration and that these are held
appropriately during the Educational Visit;

brief Supervisors, group members and Parents (where appropriate) particularlyin
advance of an Adventure Activity, an overnighttrip or visit outside the UK;

provide alist of attendees and emergency contact detailsforeach attendeeto the
Headteacher/School Office;

report back to the Headteacher/EVC;

retain appropriate records following the Educational Visit.

12 Information on recommended vaccinations on the National Travel Health Network and Centre (NaTHNaC)
https://travelhealthpro.org.uk/countries
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9.1

9.2

9.3

9.4

9.5

9.6

9.7

9.8

9.9

Risk assessment

The Academy endeavours to take a proportionate and sensible approach to Educational
Visitsandthe level of planning and preparation will be tailored in each case to the type of
trip and the particularrisksinvolved. Some Educational Visits may only requirealittle extra
planning beyond the educational aspect of the trip, whilst others may need detailed
planning and risk assessment and approval of the Headteacher.

The Academy will ensure that those who are conducting the risk assessments have the
necessary skills, status, competence and experience to do so.

The Academy adopts a common-sense and proportionate approach to health and safety on
Educational Visits with afocus on real risks, not those which are trivial and / or fanciful.

An assessment of the risks involved in the activity and the appropriate steps required to
counterthem will be carried out for every Educational Visit.

Genericriskassessments: If there isa genericrisk assessmentalready in place foraspecific
type of trip or activity, the Group Leader may (where appropriate) review the genericrisk
assessmentand check that s still suitable.

Specificrisk assessments: If there is no genericrisk assessmentforthe activity, orif the visit
involves one of the following factors (listed below) the Group Leader mustcarry out a
specificwritten risk assessment forthe Educational Visit:

9.6.1 activitiesrequiringahigherlevel of risk managementthanis normal duringroutine
activities;

9.6.2 Adventure Activities;*3

9.6.3 off-site activities that take place totally outside normal school hours including during
school holiday period or during weekends;

9.6.4 overnightandresidential stays;
9.6.5 visitsoutside the UK
Sample risk assessments can be found at Appendix 1.

If any riskis considered to be unacceptable by the Group Leader or Headteacher the
Educational Visitshall not go ahead, orshall be terminated if already in progress.

When conducting a risk assessment, the following factors should be considered,
notwithstanding any risk assessment that may be conducted or supplied by any external
provider:

9.9.1 thetype of activity;
9.9.2 theage /competence /fitness/usual standard of behaviourof the pupils;
9.9.3 any special educational / medical needs of any of the pupils;

9.9.4 anyimpactofindividual needsonthe groupasa whole;

13 [Drafting note: For boarding schools only: Required under NMS for Boarding. ]
14 [Drafting note:Recommended but not compulsory.]
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9.10

9.11

9.12

10

10.1

10.2

11

111

11.2

11.3

9.9.5 adult: pupil ratios;

9.9.6 the competence /experience / qualifications of the adults;

9.9.7 modesoftransport,journeyroutesand location(s) of visits;

9.9.8 emergency procedures;

9.9.9 publichealthadvice, such as hygiene and ventilation requirements; and

9.9.10 any otherrelevantfactorinrelationtothe specificcircumstances of the Educational
Visit.

Dynamic risk assessments: regardless of the type of the visit, the Group Leader must be
prepared tore-evaluate and / or reassess the risks and mitigate any risks where possible
whilst the visitis taking place takinginto account of any relevant changesin circumstances
or factors such as fatigue or changesinthe weather.

Contingency plan: the Group Leadershould also considerand assess a Contingency Planin
addition to the main activity, in case the main activity is undeliverable. Insome casesthis
may be as simple as returningto base, in other cases where there is a high probability that
the main activity may become undeliverable (e.g. if weather conditions require this)it may
be prudentto assess an alternative activity.

If the risks become unacceptablethe Educational Visit/ activity shall be terminated and / or
a Contingency Plan carried outinstead.

Charging

The Academy will comply with legislation and the Department of Education's advice on
chargingfor school activities, trips and visits.

The Academy's Charging and Remission Policy sets out the types of charges that will be
made and remissions that may be available to eligible Parents.

Consent

Written Parental consentis generally not required for routine Educational Visits which are a
normal part of the pupil's education atthe Academy and take place during the normal
school day.

[ Policy should be amended to reflect practice at the Academy. Select the appropriate
option below with reference to the Academy's preferred practice.]

General consent: The Academy obtains general written consent from Parents forall
Educational Visits which take place outside of the school day when the pupil enters the
Academy. This covers the whole time the pupil is atthe Academy.

This general consentincludes:

11.3.1 allvisits (including overnight or residential stays) which take place during the
holidays ora weekend?®;

15 [ Drafting note: Compulsory]
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11.4

11.5

11.6

12
12.1

12.2

12.3

12.4

12.5

13
13.1

13.2

11.3.2 non-routine off-site activities and sporting fixtures which extend beyond the normal
start and finish of the school day?®;

11.3.3 Adventure Activities at any time'’;
11.3.4 visitswhichrequire overseastravel?;

11.3.5 activitiesforwhichrisk assessment has shown ahigh level of risk managementis
required?®®.

The Academy provides sufficientinformation to parents eitherviaa specificcommunication
and / or termly calendar about each visit to enable them to opt out of specificvisits should
they wish todo so and of any extra safety measuresrequired.]

OR

Visit-specificconsent: Written consentis always obtained from atleastone Parent priorto
every Educational Visit.

If consentis refused by one orboth Parentsthe Academy reserves the right torefuse to
allow the pupil to take part inthe Educational Visit.]

Insurance
There shall be appropriate insurance coverin place for each Educational Visit.

The EVC and Group Leadershould have an awareness of any requirements set by the
Academy'sinsurers when planning an Educational Visit.

Parents should be informed of the insurance arrangements made by the Academy inclear
terms. Theyshould be told whichinsurances are arranged by the Academy and which are
arranged and payable by the Parents. Parents should be told of anyinsurances that have
not been verified, forexample, host parents abroad.

The Academy will consideravailableinsurance cover for an Educational Visitin orderto
understand the potential impact on cover of publichealth incidents as these are likely to
constitute asignificant factorin determining whether any visit can go aheadin the current
climate. Where the Academy arranges cover, it will be clear with parentsabout the
limitations to available insurance coverinthese circumstances.

The Academy cannot accept liability for the failure of insurance for reasons beyond the
control of the Academy orwhere the Academy has made reasonable enquiries and exercised
reasonable care.

Supervision and ratios
Supervision of pupils can be direct, indirect or remote but mustalways be 24 hours a day.

There must be an adequate ratio of adults to supervise pupils throughout Educational Visits.
This ratio should derive from the risk assessment(s) undertaken and the risk factors
identified.

16 [e Drafting note: Compulsory]

17 [e Drafting note: Compulsory]

18 [e Drafting note: Recommended but not compulsory.]

19 [e Drafting note: For boarding schools only: NMS Appendix B List of records]
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13.3

134

13.5

13.6

13.7

13.8

13.9

13.10

14

14.1

14.2

Where a Supervisorisalsoa Parentof a pupil onthe Educational Visit, the Academy should
take into account the risk of them being distracted by the needs of their own child rather
than lookingto the needs of the group. That Parentwill not usually countinthe ratio for the
group as a whole, unless the Academy can manage the risk of conflict by other meanse.g. by
not allocatingthat Parenta role with direct responsibility for their own child.

Where possible, there should be provision within the ratio fora different Supervisor, in the
eventof an emergencyorincident, to:

13.4.1 dealwithanyemergencyorincident;
13.4.2 seekemergencyand/or medical assistance;
13.4.3 supervise the remainder of the party.

For local low risk visits in normal circumstances and subject to any special considerations the
following ratios may be appropriate:2°

Class / Year Applicable ratio
Nursery and reception 1:4 (1:3 forundertwos)
Years oneto three 1:6

Years fourto six 1:10-15

Years seven onward 1:15-20

The ratio should become closerthe more complexorhazardous the activity.

For overnight stays, residential visits or visits outside of the UK, at least two of the adults will
be Employees.

Mixed sex groups should have atleast one male and one female Supervisor.2!]

The Group Leaderwill ensure that each pupil whois notunder direct supervisionis
accountedfor. This meansthe Group Leaderwill know the identity, whereabouts and
expected time and place of return of the pupil.

Where pupils are supervised remotely, the pupils must have the aptitude for, and be
appropriately trained, briefed and experienced forthe activity involved. Pupils must
howeverbe able to contact a Supervisorinthe event of an emergency.

Child protection

The Academy's Safeguarding and Child Protection policy and procedures] will apply at all
times during Educational Visits.

Anyincidentamountingto any report, allegation orsuspicion of abuse or safeguarding
concerns eveniftheyare considered notto meetthe harm threshold (so called low level
concerns) which occur whilst onthe Educational Visit will be dealt with appropriately atthe

20 [e Drafting note: Apart fromin EYFS settings there are no mandatory ratios. Academies should riskassess visits inorder toset their own

ratios.]

21 e Drafting note: Recommended butnot compulsory.]
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time and will be reported to the Academy's Designated Safeguarding Lead and Headteacher
inaccordance with the Safeguarding and Child Protection Policy and procedures. The
member of staff will then follow the instructions of the Designated Safeguarding Lead

and Headteacher].

14.3  Ifa childisinimmediate dangerorrisk of harm anyone can make a referral to the relevant
agency. Where an emergencyreferral is made, the DSLmust be informed assoonas
possible.

15 External providers and adventure activities

15.1  The Academy will ensure that any External Provider has in place the appropriate safety
standards and liability insurance.

15.2  Adventure Activities: the Academy will check that any External Provider providing
Adventure Activities has the adequate standards of safety, competence and experience in
the activities undertaken.

15.2.1 LOtC: Where possible, the Academy will use External Providers who hold a LOtC
Badge (see https://www.lotc.org.uk/lotc-accreditations/lotc-quality-badge/). 2

15.2.2 AALS: Where External Providers are required to have a licence to provide Licensed
Activities (caving, climbing, trekking and water sports) the Academy will check that
they eitherhave a LOtC badge, or if not, ensure that they hold a current AALS licence
at Adventure Activities Licensing.

15.2.3 Where the External Providerdoes not hold a LOtC badge and / or AALS licence, the
Academy will seek to check with the appropriate national governing bodies or
association forthe sportor activity concerned orotherrelevant federations or
associations. 3

15.2.4 Where no such body can be identified, the Academy will take otherreasonable steps
to ensure that any External Provideris the appropriate organisation to use?*. The
stepsrequired willdepend on the nature of the activity and the level of risk
involved, but will include checking:

(a) theirinsurance;

(b) they meetlegal requirements;

(c) theirhealth and safety and emergency policiesand / or risk assessments;
(d) staff competence;

(e) safeguardingarrangements;

() any sub-contracting arrangements they may have in place.

22 |f a provider holds a LOtC badge there is noneed toseekanyfurther assurances from the provider about the safety of provision as this
has beenexternally accredited.

23 Other accreditation schemes provide reassurances about providers and reduce the need for further questioning include Adventuremark
and National Governing Body centre approval schemes

24 Further guidance canalso be found on the Outdoor Education Advisers Panel (OEAP) website see https://oeapng.info/
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15.3

15.4

15.5

15.6

15.7

16

16.1

16.2

16.3

16.4

17

17.1

17.2

17.3

17.4

The Group Leader/ EVP will use the OEAP Provider Statement - see OEAP
https://oeapng.info/3204-revised-provider-statement/].2> Group Leaders will retain a
record of theirdue diligenceinvestigations, andif in doubt, should consult with the EVP.

Priorto commencement of any Adventure Activity the Group Leader should be fully satisfied
with arrangements for health and safety.

In the event that they are notsatisfied they will consider whetheritis appropriate toabort
the activity altogetherorwhetheritissafe and / or appropriate to undertake a Contingency
Plan.

There should be a clearagreementin place with External Providers aboutrespectiveroles
and responsibilities. Inany event, the Academy retains responsibility forthe well-being of
pupilsand during the activity at all times.

Pupils'views should always be taken into account. Pupils who are reluctantto undertake a
particularactivity should never be forced to participate in that activity.

Transport
Pupils will be properly supervised at all times whilst on academy-arranged transport.

The Group Leader, as part of the planningand risk assessment of an Educational Visit shall
considerthe transportrequirements, including contingency planning for cancellation, delay
or breakdown of the transport arrangements, safety and supervision arrangements including
those arising from publichealth incidents e.g. asignificantinfectious diseaseincident such as
coronavirus (COVID-19).

The Group Leaderwill ensure thatthe mode of transportis appropriate forthe Educational
Visitandthat thereisadequate insurance in place . Where required, the Academy willalso
ensure thatthe mode of transportis accessible forall participants e.g. wheelchair users.

The Group Leader must adhere tothe Academy's procedures on transport.

Trips abroad and off-site accommodation

The Academy understands that trips abroad and those which involve pupils being
accommodated off-site can have extrarisks and may need a higherlevelof risk assessment.

Package tours: Where the Academy is purchasing packagesfromtravel agents, tour
operators or other providers the Academy willensurethatthey are ABTA or ATOLbonded,
as appropriate.

If the Academy is self-organising a "package"?® which includes a combination of services
including transport, accommodation or tourist services, the EVP willensure that the
Academy complies with the relevant provisions of the Package Travel and Linked Travel
Arrangements Regulations 2018.

Off-site accommodation: The Academy will ensurethatall off-siteaccommodation
provided foruse by pupils on Educational Visitsis satisfactory and, where possible, has been
assessed by the Academy before use.

25 [e Drafting note: Not compulsory but helpful.]
26 As defined by the Package Travel and Linked Travel Arrangements Regulations 2018
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17.5

17.6

17.7

17.8

17.9

17.10

18

18.1

Where thisis not possible, forexample on tours and expeditions arranged through external
tour operators or organisations, the Academy will obtain appropriateassurances thatthe
accommodation provided is of asatisfactory standard, for example by seeking references
from otherschools.

The Academy will keep records of all assessments of lodgings arranged by the Academy or
off-site accommodation used by the Academy.?’

BS8848: 2014: If the trip involvessignificantrisks such as challenging terrain, goingto
remote places or extreme climates, the Academy will use the British Standard BS8848: 2014
for adventurous activities outside the UK?8 as the basis for planningthe visitand toinformiits
risk assessments and, where possible, ensure that any External Provider also follows this
standard.

Response to publichealth incidents and / or otheroutbreaks or pandemics: The Academy
understands thatthe current COVID-19 pandemicand / or any furtheroutbreaks or
pandemics are likely to affectits Educational Visits programme. The Academy will consult
up to date guidance inrelation to educational visits when planning and, where necessary,
before commencing an educationalvisit, particularly whereitinvolves an overnight stay or
visitabroad.

Testing, vaccination and quarantine arrangements: The Group Leaderwill check the
testing, vaccination and quarantine arrangements forthe destination and forarrivals from
that destination tothe UK, well in advance of trip and ensure that the Headteacher /EVCand
Parents are aware of the currentrequirements and the risks of those requirements changing
once the trip has commenced. The Academy willensure that appropriate contingency plans
are inplace. However, parents will be responsible foradditional costs as a result of any
contingencies forexamplerelatingtotestingand quarantine.

Foreign and Commonwealth Office: The Group Leader will also consultthe FCO guidancein
advance of any trip abroad to ensure that they are aware of any up to date safety and
securityissues, entry requirements, travel warnings and health requirements .

Exchange visits
Academy-arranged Homestays

18.1.1 Where the Academy arranges a Homestay, the Academy will ensure that
appropriate intelligence is gathered, and that appropriate checks are carried out, in
relation to the suitability of the relevant adultsin the host family.

(a) For Homestaysinthe UK, this will include obtaininga DBS enhanced
certificate with barredlistinformationinrelation to each adultlivinginthe
home of the host family and recording the checkinthe Academy’ssingle
central register. This mayalsoinclude obtaining a DBS enhanced certificate
inrespect of anyone aged 16 or overinthe household where the child will
be staying.

(b) Where the Homestayis abroad, it is not possible forthe Academy to carry
out DBS checks, in which case the Academy will liaise with partnerschools

27 [e Drafting note: For boarding schools only: See Appendix B to NMS for Boarding.]

28 [e Drafting note: Strongly recommended]

29 See https://www.gov.uk/foreign-travel-advice and https://www.gov.uk/guidance/safer-adventure-travel-and-volunteering-overseasand
https://www.gov.uk/guidance/travel-aware-teachers-pack
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abroad to establish ashared understanding of and agreements for the
arrangements so that we can be assured of the suitability of the
arrangements. This mayinclude contactingthe relevant foreign embassy or
High Commission of the countryin question. The Academy willkeepa
record of all intelligence gathered as aresult Parents will be made aware of
the agreed arrangement.

18.1.2 Pupilsand parentsshould be made aware of the emergency contact arrangements
in advance of the Homestay and of the arrangements forwho pupils should contact
if a situation arises which makes pupils feeluncomfortable, during the visit.

18.1.3 Wherethe tripinvolves an extended stay for 28 days or more, for a child aged under
16 years of age (or under 18 years of age if the child has disabilities), the Academy
will ensure thatit has notified the local authority as this may amountto private
fostering.

18.1.4 Where the Academy arrange for a visiting child to be provided with care and
accommodationinthe UK (including where they engage acompany to make those
arrangements) the Academy will have the power to terminate the homestay.

18.2  Private arrangements: Inrelationto care and accommodation notarranged by the
Academy, orwhere the Academy does not have the powerto terminate, the Academy will
make it clearto parentsthat any arrangements made by them will be an private
arrangement with the host family and that the parents will be entirely responsible for
ensuring that they are satisfied with the arrangements.

19 First aid and medical arrangements

19.1 The Group Leaderwill have regard to the Academy's first aid and administration of medicine
policiesand proceduresand will ensure thatthere isadequate first aid provision on each
Educational Visit.

19.2  The minimumrequirements for Educational Visits are:
19.2.1 asuitablystocked firstaid container3?;
19.2.2 atleastone appointed personto take charge of firstaid arrangements / First Aider;

19.2.3 inEarly Years settings atleastone person who has a current paediatricfirstaid
certificate must attend the Educational Visit].

19.2.4 the Group Leaderwill:

(a) check that parental consent has been obtained forthe treatmentand/or
administration of medicines for pupils with health / medical needs attending
the Educational Visit;

(b) ensure parents of pupils with health / medical needs attending the
Educational Visithave provided the appropriate medicines for
administration and that these are held appropriately during the Educational
Visit.

30 Firstaid inschools, earlyyears and further education contains guidance on whatshould be included ina travelling firstaid kit.
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20

20.1

20.2

20.3

20.4

20.5

20.6

20.7

20.8

Emergencies

The Group Leadershould be fully conversant with the Academy's communications and
emergency response plans forincidents which take place away from school and on
Educational Visits.

They are responsible forensuring thatall members of the Educational Visit are aware of the
actionthat they should take inthe event of an emergency, particularly wherethere isarisk
of death, personal injury, damage to property orinvolve ment with the police.

In the event of an emergency all members of the group should:

20.3.1 remaincalm;

20.3.2 assessthe nature and extent of the emergency; and

20.3.3 take immediate action to safeguard themselves and other members of the group.

The Group Leaderor Supervisor (inthe event that the Group Leaderis unable to carry out
thisrole) should:

20.4.1 summonemergency assistance and / or medical assistance and / or inform the
police, ifappropriate;

20.4.2 seekassistance fromaFirst Aider, if appropriate;

20.4.3 ifthere are casualties ensurethattheyare accompanied and that the remainder of
the group isadequately supervised;

20.4.4 seektostabilise the situation and then contactthe Designated emergency contact /
Headteacher/EVC] for emergency assistance;

20.4.5 followthe instructions of the Designated emergency contact/ Headteacher/EVC
and the terms of the Academy's emergency response plan.

The Group Leader will liaise with the Designated emergency contact Headteacher/EVCand
will make arrangements to inform Parents of any accidents orinjuries and first aid
treatment3!] affecting their child as soon as practicable.

The Group Leadershould ensure that the incidentis properly recorded and consider with
the Designated emergency contact / Principal / Headteacher] / EVC] whetherthe accident
should be reported to any external agencies, including the police orthe HSE pursuantto the
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (S12013/1471)
(RIDDOR).

Under no circumstances should anyone make astatementto the pressor any admission.

Where a claim might be brought following theft or otherloss, the local police mustbe
informed.

31 e Drafting note: Mandatory for EYFS see 3.51 of the Statutory framework for the early years foundation stage 2021]
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21 Incidents involving the police

21.1 Intheeventofan incidentoccurringduringan Educational Visitin which the pupil(s)
become involved with the police the Group Leadershould:

21.1.1 informthe Headteacher/EVCimmediately, orassoon as practicable and ask that
the Academy's lawyers be notified so advice regarding the handling of the matter
can be sought;

21.1.2 informthe Parent(s) of the pupil(s) involved immediately, oras soon as practicable
unless prevented from doing so by local police for legal reasons;

21.1.3 iflocal police have asked thatthe Parents of the pupil(s)involved are not made
aware of theirchild'sinvolvement with the police the Group Leadershould do all
thatisreasonably required to satisfy themselves that the reason givenis for
legitimate legal reasons;

21.1.4 if considered necessary, the Academy may make arrangements forlegal
representation forthe Pupil to be funded at the Parents' expense.

21.1.5 instructa seniormember of staff of the Educational Visitto act as appropriate adult
where necessary unless the Parents request otherwise.

22 Training

22.1 The Academy ensuresthatregular guidance andtrainingisarranged oninduction and at
regularintervals thereafter so that staff and volunteers understand whatis expected of
them by this policy and have the necessary knowledge and skills to carry out theirroles.

22.2  Thelevelandfrequency of training depends onrole of the individual member of staff.

22.3  The Academy maintains written records of all staff training.

23 Record keeping and data protection

23.1  Allrecords createdinaccordance with this policy are managedinaccordance with the
Academy's policies thatapply to the retention and destruction of records.

23.2  Theinformation createdin connection with this policy may contain personal data. The
Academy's use of this personal datawill be in accordance with data protectionlaw. The
Academy has published privacy notices on its website which explain how the Academy will
use personal data.

24 Version control

Date of adoption of this policy October2023
Date of last review of this policy October2023
Date fornextreview of this policy October 2024
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Appendix1 Sample risk assessment forms

Educational Visit risk assessment form

Educational Visit

Date and time of departure andreturn

A: Place / site(s) to be visited

B: Group constitution

Including details of persons with an Individual
Risk Assessment

C: Equipmentand substancesto be used (if any)

D: Planned activities (including Contingency Plan)

E: Additional considerations fortrips abroad

e.g.vaccination and entry requirements;
(destination and upon returnto UK), whether
countryis on UK amberor greenlist, FCO
guidance;insurance etc

Risk assessments should be considered for each of the factors listedin Ato D above asa minimum.

Some risk assessments may be genericin which case they should be regularly reviewed and a copy attached to the risk assessme nt specificto the Educational
Visit.
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| believethisrisk assessmentto be suitable and sufficient. Should the risk be acceptable and the Educational Visitapproved, | agree to adopt the control
measures/ precautions above, but will implement additional measures if required.

SIZNEA e ettt ae st aeteaen

DAt e et e e s ba s e st e s abe e e e bareeraeesanaees

Date
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Appendix 2 Consent form for a specific visit

*Please ensure thatyou update usif these details change

Consent of Parent to the Educational Visit

Pupil's surname
Pupil's first name
Date of birth

Age on [e date]

Sex

Name of Parent / Guardian

Home telephone*

Reg - academies - educational visits policy - 2023-09-07
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Pupil's home address (home)

25

Thisform must be returnedto [® same of member of staff] by midday on [® 00 month year]
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Daytime telephone® e

Emergency contact details for the duration of the visit (if different to above)
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Please signthe Parental declaration below if you agree to your child to taking part in the proposed
Educational Visitto [ place] on [e date].
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Medical consents:

First aid: | / We consentto appropriately trained and qualified members of the Academy staff to
administerfirstaid to my/ourchild where appropriate.

Medical treatment: | / We hereby give my consentforthe Academy to act on my / our behalf as
necessary formy child's welfare if he /she requires amedical examination, medical testingor
minor medical treatment such as attendance ata local GP, doctor or optician.

Emergency medical treatment: | / We give my/ our consentfor Academy staff to act on my / our
behalfto authorise emergency medical treatmentas necessary formy child's welfarein the event
I/we cannotbe contactedin time.

The administration of medicines: |/ We hereby give my/our consent forappropriately qualified
members of the Academy staff to administer prescription medication as listed in the medication
and treatment section of the medical information form oras subsequently notified to the Academy
and / or non-prescription medication such as paracetamol, ibuprofen, simple cough linctus,
indigestion remedies and other over-the-counter remedies under protocols fromthe Academy
Doctor for treating minor ailments.

Ifthere is any medication orremediesyou would prefer your child notto receive please i ndicate
these below:

Visits abroad

| certify that the pupil hasa current passportand (if applicable) all necessary visa(s) and satisfies
the entry requirements of the country to be visited.

My child's pasSpOrt EXPIireS 0N ......ccccveerieveeeereeeee e

| confirm that the pupil has had the necessary vaccinations /inoculations for the country to be
visited.

Parent(s) / Guardian(s) declaration

Name of Parent / Guardian

SIBNEA et

Relationship to pupil

Date

32 [* Drafting note: Only necessary if Academy has not already obtained this at outset or if the Academy wishes to seek specific consent for this trip]
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Name of Parent / Guardian ..
SIBNEA ettt s sae
Relationshipto pupil e

Date e
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Appendix 3  Pupil'sagreement (optional)

Pupils agreement: | promise to observe the rules governing behaviour on Educational Visits and
alsothe Academy rules and / or code of conduct (where applicable). | will do my bestto ensure
the safety of myself and other members of the party. | will atall times act with courtesy and
consideration forothersand do my bestto uphold the name of the Academy.

Signed (by PUPIl) ettt st erenes
NAME e e n s

DAt e b
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