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Organising an Educational Visit at Priory School
Outline Guidance on the School Off-Site Visits Policy 
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INTRODUCTION FROM THE HEAD:
The value of educational visits is widely recognised as a stimulant to pupils’ interest, fostering social and personal development and presenting opportunities for the demonstration of qualities of initiative, self-reliance and co-operation with others. Taking pupils out of school is, however, an onerous responsibility for teachers and meticulous planning and preparation are necessary to ensure that visits are conducted legally and safely. 
The law requires teachers to do everything reasonably practicable to ensure the safety of everyone in the party, and the leaders will use their skills and experience as adults and teachers to protect the health, safety and welfare of their pupils. In short this means that teacher leaders will act with the degree of care that any responsible parent would demonstrate for his/her children’s safety.
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, although it is not possible for anyone to guarantee 100% safety.  

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 pupils. 

The aim of this document 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 document must be read in conjunction with the accompanying document “Educational Visits – Detailed Guidance”, which provides more information to help you to plan and conduct a safe and successful educational visit.

This Policy is a living document and will be regularly reviewed by the Headmaster and/or School Members of the Governing Council. Its procedures will be monitored and reviewed annually, or sooner if necessary as a result of further guidance from the DfES or other relevant body.

A hard copy of this policy will be held in the School Office.  An electronic copy is available on the ‘Virtual Staffroom’ intranet.  
Jonathan Cramb
Headmaster 

THE ESSENTIALS FOR A SAFE AND SUCCESSFUL EDUCATIONAL VISIT
Use the checklists to guide you through the process

It is absolutely critical, for your own legal protection, that the School’s procedures and the appropriate forms are completed at the correct time for all out-of-school activities, (part-day, full day and residential visits, whether in school hours or out of school hours). 
With this in mind a checklist has been devised for external trips.  A sample checklist is contained in Appendix H –to the accompanying document “Educational Visits – Detailed Guidance”.  

Understand who is responsible for what

The responsibility for co-ordinating educational visits is shared as follows:

Headmaster – agrees all visits in principle

Deputy Head (DH) agrees date / cover etc.

Teacher in charge – responsible for completing documentation

Carol Paintin (Finance Assistant) - responsible for holding copies of all relevant documentation

Know where to look for detailed guidance on our Policies and Procedures

The School’s detailed Policies and Procedures in this area are contained in the accompanying document “Educational Visits – Detailed Guidance”.  That document contains all that you need to arrange a trip, including:
· Establishing the aims and objectives of the educational visit

· Background information on the legal requirements to be met
· Risk assessment guidance and the necessary forms to be completed
· Guidance for certain special types of trips
· Guidance on areas such as finance and insurance
· Emergency procedures and accident reporting
· The forms required at all stages  of arranging, conducting and evaluating the trip
· Hints and tips on how to handle the trip
Throughout this document reference is made to section headings in “Educational Visits – Detailed Guidance” and to the separate Appendices.
It is essential that the trip leader is familiar with the contents of the document “Educational Visits – Detailed Guidance”.  
Getting started

The first stage is to obtain approval for the trip.
	
	ACTION REQUIRED
	TIME FRAME
	AUTHORISED BY :

	Trip Leader decides to head an external trip or activity
	Complete and Submit Form 1 to Head
	Request for approval of an external trip must be submitted to the Head at least 15 working days before the intended date of a day trip and at least 2 months before a trip lasting longer than 24 hours otherwise the request will be automatically denied. 


	Head



	Head approves trip in principle
	Head signs Form 1 and submits to DH, who agrees date/release of involved staff etc.

	
	Deputy Head

	
	DH copies Form 1 to Finance Dept., then returns original to Trip Leader

	
	

	Trip Leader completes Form 2 and submits to Head
	The completed Form 2, accompanied by the visit aims and objectives, curriculum links, risk assessment, and an outline programme of the intended activities should be submitted to the Head who will then pass it on to the Finance Dept. for filing.


	- at least one week (5 working days) before an external trip lasting one day only

- at least one month (20 working days) before an external trip/visit/exchange lasting more than 24 hours.   


	

	Head receives Form 2 
	Form 3, authorising Trip, is completed by the Head and returned to the Trip Leader.  Form 3 has a unique identification code.

	
	Head


Help is available in “Educational Visits – Detailed Guidance”:

· See “The notification process”

Working out the cost of the trip
The teacher in charge of co-ordinating the visit is responsible for calculating the cost of the trip and for charging and collecting all the relevant money.

Help is available in “Educational Visits – Detailed Guidance”:

· See “Calculating costs”; and

· See Appendix F for the relevant forms
Carrying out the essential risk assessments
Risk assessment and risk management are legal requirements.  The aim is to take all reasonable steps to make sure that no one gets hurt or becomes ill.

A written risk assessment must always be carried out before setting off on a visit or activity, whether residential, day or part day. This is normally undertaken by the Trip Leader. 
When carrying out a risk assessment, ask yourself this question – “Is what I am about to do such that I would do it if it was my own child?” Unless the answer is an immediate “Yes”, then don’t do it! 
Help is available in “Educational Visits – Detailed Guidance”:

· See “Risk Assessment”; and

· See Appendix C for the relevant forms
Should colleagues need further assistance in completing a risk assessment, please see John Sanders – the School’s Health & Safety Officer.

Carrying out an exploratory visit

An exploratory visit should be made by any teacher who is to lead a group abroad, on a residential visit or in a location that is not familiar to them, in order that they can gain first-hand knowledge of the area and its facilities.

Help is available in “Educational Visits – Detailed Guidance”:

· See “Exploratory visit”; and

· See Appendix H for accommodation and attraction checklists

Obtaining parental consent
A “Form of Consent” must be completed by parents for every pupil participating in an off-site visit. 
A similar form “Information for Adults” is also available. 

For off-site visits that occur frequently within the school academic year (e.g. swimming, sports fixtures), parents are requested to complete an Annual Form of Consent.  These will be sent out to parents, via pupils, at the start of the Autumn term. They should be returned to the School Office for collation and filing.   

Any member of staff requesting copies of the completed Annual Forms of Consent should see the School Office.

Help is available in “Educational Visits – Detailed Guidance”:

· See “Forms of Consent”; and

· See Appendix D for consent forms to be completed

· See Appendix E for the “Information for Adults” forms 
Roll Lists

A list of names, addresses, ages and brief medical history should always be carried by the Trip Leader. It is also advisable for all other adults to have copies of this information, within the considerations of some information being of a confidential nature.

Arranging insurance cover

The School’s insurance cover under the AIG Lifeline Plus Policy provides comprehensive personal accident and travel insurance cover for pupils and staff – please contact the Finance Office for further info.  

Please note that cover under the AIG Lifeline Plus policy operates worldwide.

If the educational visit is part of a package, organised through a travel company, it is possible that the package will include insurance. However, should this be the case, it is important to obtain a copy of the insurance policy and read it carefully in order to check the extent of the cover and to ensure that the Lifeline Plus policy covers any gaps in the package policy. 
In order that there can be no question of the degree of insurance cover, it is advisable that parents with personal travel insurance policies are not given the opportunity to opt out of the collective insurance cover, either as described above or as part of a package arranged through a travel company.

Help is available in “Educational Visits – Detailed Guidance”:

· See “Insurance considerations”

Managing the finances of the trip
All monies collected and spent must be carefully recorded and, after the visit, accounts must be audited. It is, therefore, imperative that all monies received for educational visits are paid to the School Finance Office. 

Help is available in “Educational Visits – Detailed Guidance”:

· See “Finances”; and

· See Appendix F for costing sheets and the School Trip Register

Organising a parents information evening

It is recommended that a Parents Information Evening be held for any residential visit. This allows parents to meet the Trip Leader and all other accompanying staff, including volunteer helpers.
Help is available in “Educational Visits – Detailed Guidance”:

· See “Parents Information Evening”; and

· See Appendix H for a Parents Evening Checklist
Safekeeping of all documents relating to the trip

We must have detailed information to hand in School for all participants in an educational visit. 

· For off-site visits during normal school hours the minimum information deposited in the School Office must be a list of the name and tutor group for each participating pupil, and a list of participating adults. 

· Better still and a must for all off-site visits that include time out of normal school hours, forms “Details of School Visit”, “Contact Information for Pupils” and “Contact Information for Adults” have been designed for this purpose and copies should be kept in the school office. 

· Samples of these forms are given in Appendix G. The forms should be completed before the party departs. They include the recording of vehicle registration numbers and a column (SYMBOL 252 \f "Wingdings") to indicate whether or not a person is present in the party, hence the reason for updating immediately before departure.

Help is available in “Educational Visits – Detailed Guidance”:

· See “Records of Information in School”
· See Appendix G for the School Visit Form, Contact Information for Adults and Contact Information for Pupils

Hints and tips for a safe and successful trip
“Educational Visits – Detailed Guidance” contains helpful tips in a number of areas relating to the conduct of the trip, including:

· Pupils’ use of mobile phones;

· Dealing with emergencies;
· Contact with senior management;

· The use of a “telephone tree”

· The use of portable electrical equipment;

· The use of video and DVD players;

· Pupil photographs;

Please see the section entitled “Hints and Tips”.
Complaints
All complaints are best dealt with as and when they arise. However, should the nature of your complaint be serious or such that you do not receive satisfaction, the best course of action would be to put your complaint in writing. The Headmaster must see such letters of complaint before being sent and copies should be given to the Headmaster and the Educational Visits Co-ordinator. Legally, the recipient should act upon all complaints received in writing. 

Upon return from an off-site visit
Upon return to School the Trip Leader should notify both the local contact and the Headmaster of a safe return. A short telephone call will fulfil this requirement.

Evaluation

Upon return to School a review and evaluation should be carried out as soon as possible.  A copy of the completed evaluation form should be given to the Headmaster within one week of your return to School.

Upon completion of a visit or activity a complete file of names, addresses, insurance arrangements, contacts, procedures, etc. is kept for at least three years in the School office.  This information would be required in the event of any future claim arising from any incident that may occur on the visit.

Help is available in “Educational Visits – Detailed Guidance”:

· See Appendix I for a sample Evaluation Form

Reviewed and Revised by GC January 2010


















































