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1. Aims and scope

Educational visits are activities arranged by, or on behalf of, our school, which require pupils to leave the
school premises, having been authorised to do so by the Head Teacher and Educational Visit Coordinator
(EVC).

Educational visits are a valuable way to continue to supplement a broad curriculum which is conceptually rich,
relevant, and balanced providing a challenging educational journey. They allow pupils an opportunity to
experience enriching social and cultural experiences, teaches life skills and promotes independent learning,
providing a foundation for lifelong learning. Finally, they form an integral part of our approach to furthering our
pupils’ education and personal growth.

This policy sets out our approach to planning and operating educational visits, to ensure the health and safety
of our pupils and staff, and to make sure that our visits are available to all pupils. It sets out the roles and
responsibilities of staff, pupils and volunteers when it comes to visits.

This policy applies to activities taking place within and outside of normal school hours, including weekends
and holiday periods. This includes (but is not limited to):

> Visits to places of interest in the local area
> Day visits to places such as museums and other cultural and educational institutions

> Sporting activities

Page | 2



> Adventurous and recreational activities

> Residential visits organised by the school

Any visit that leaves the school grounds is covered by this policy. All the visits undertaken need to be subject to
certain conditions:

> Visits must be relevant to the children, their age and their level of development
> The visits should relate directly to the curriculum

> Allvisits must be planned with clear educational objectives. Some visits, for instance to a theatre or
exhibition, may be regarded as one off with relevance to a broad and balanced curriculum

> Visits should not be seen in isolation, but should have adequate preparation and follow up.

2. Legislation and guidance

This policy is based on the Department for Education’s guidance on health and safety on educational visits,
and the following legislation and statutory guidance:

? Equality Act 2010
? SEND Code of Practice
> Keeping Children Safe in Education 2023

This policy also complies with our funding agreement and articles of association, as well as following our
Charging, Remissions and Voluntary Contributions Policy.

In addition to this Educational Visits Policy, Lindley Junior School :

1. Uses the Local Authority’s (LA) document: ‘Kirklees Council Guidance for Outdoor Learning, Offsite Visits
and Adventurous Activities’ (accessed via EVOLVE).

2. Adopts National Guidance www.oeapng.info (as recommended by the LA). This guidance can be found online
and located on the staff-shared network in the ‘visits’ folder.

3. Uses EVOLVE, the web-based planning, notification, approval, monitoring and communication system for off-
site activities.

3. Roles and responsibilities

All staff are required to plan and execute visits in line with this school policy, Local Authority policy, and National
Guidelines. Staff are particularly directed to be familiar with the roles and responsibilities outlined within the guidance.

3.1Head Teacher
The headteacher is responsible for:

> Approving staff requests for educational visits, including having final authority to approve any
educational visit of less than 24 hours on EVOLVE

> Submitting those that are overseas, residential, or adventurous to the Local Authority for approval
> Making sure staff, including the educational visits co-ordinator, have received any necessary training

> Working with the governing body to approve residential visits of more than 24 hours
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1.2The educational visits co-ordinator (EVC)

Their role is to:

> Oversee and guide other staff in arranging and organising educational visits
> Support and challenge colleagues when arranging visits and learning outside the classroom (LOtC)
activities
> Assess the ability of other staff to lead visits and agree suitable visit lead for each visit
> Feedback to the headteacher and governing body when approving visits on EVOLVE
> Access the necessary training, advice and guidance
> Evaluate all visits once complete, from planning to the visit itself, and use this to improve future
arrangements on EVOLVE
> The EVC sets up and manages the staff accounts and uploads generic school documents on
EVOLVE.
3.2 Visit lead
Every educational visit will have 1 member of staff designated as the visit lead. The visit lead will:
> Obtain permission for a visit from the Head Teacher and EVC prior to planning and before making any
commitments.
> Plan the proposed visit, taking into account the health and safety risks to pupils, staff and volunteers

on EVOLVE.

> Ensure that their visits will comply with all relevant guidance and requirements and should seek advice
from the EVC where necessary.

>

Assign staff and volunteer roles, as needed ensuring there are sufficient adults to meet the needs to
the pupils being taken.

Make sure the school has accurate and up-to-date information about the destination, to be used in
risk assessments that have been uploaded to EVOLVE

Make sure the needs of everyone taking part are considered, including co-ordinating any additional
support needed

Ensure a parent, carer or legal guardian has given consent for each pupil

Make sure parents and carers are given accurate information about educational visits, including any
costs or necessary equipment not supplied by the school or a third party

Communicate key details about the visit and all locations to staff, pupils and parents/carers, including
roles and responsibilities and expected behaviour

> Make sure staff are capable and able to fulfil their roles at all times while responsible for pupils and others

3.3 Staff

Staff have a responsibility to make sure all pupils and staff who take part in visits are kept safe and
understand the proper way to prepare for visits, as well as how to act while taking part. Staff will:

>

vV VvV VvV VvV Vv

Seek and obtain approval for all educational visits from the headteacher and EVC

Read and carry out any required risk assessments and work with the visit lead or EVC
Communicate with parents and carers and ensure visits are inclusive of all pupils’ needs
Look out for the health and safety of themselves and those around them

Help manage pupil behaviour and discipline as required while on the visit

Share any concerns or worries with the visit lead and others, as appropriate
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3.4 Parents and carers
By agreeing that pupils can take part in educational visits, parents/carers agree that they will:

> Provide all information required, such as emergency contact details and health/medicine information if
applicable

> Give consent and return any other documentation required in a timely manner via School PING or via
letters sent home

> Share any concerns or information about their child(ren) that may affect or impact their ability to safely
take part in the visit.

3.5 Volunteers
Volunteers attending school visits, including parent volunteers, agree to:
> Follow the directions of staff and act accordingly
> Behave appropriately and model good behaviour for pupils
> Report any concerns to the visit lead or other staff present as soon as possible
>

Make sure pupils under their supervision are acting safely and appropriately, and raise any issues
with staff as soon as possible

3.6 Pupils

Our school behaviour policy also applies to all educational visits. This includes the expectation that pupils will:
> Follow instructions given to them while on the visit
> Dress and behave as expected for the length of the visit

> Take responsibility for their own safety and the safety of others, reporting any concerns to a staff member
or visit supervisor

Pupils will always be reminded of our behaviour expectations before going off-site for a visit, and will be
expected to uphold the school’s behaviour policy at all times.

3.7 Governors

The Governing Body role is that of a ‘critical friend'.
> To question the purpose of the visit
> The Chair of Governors to be given ‘read-only’ access to EVOLVE to view the planning of visits

> To approve any visit that involves activities for more than 24 hours, an overnight stay and/or travel
overseas,

3.8 Local Authority

The Local Authority is responsible for the final approval (via EVOLVE) of all visits that are either overseas,
residential, and/or involve an adventurous activity.

4. Types of Visits and Approval

There are three ‘types’ of visit:
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. Visits/activities within the local area which form part of the curriculum and take place during the normal school
day. This type of visit carries no more than an everyday level of risk and the local area visit module on
Evolve may be used for the planning. This will be reviewed by the EVC and Head Teacher.

. Other non-residential visits within the UK that do not involve an adventurous activity. E.g. visits to museums,
farms, theme parks, theatres, etc. These are entered on EVOLVE by the Visit Leader and submitted to the
EVC for checking. The EVC then submits to the Head Teacher for approval.

. Visits that are overseas, residential, or involve an adventurous activity. These follow point 2. above, but the
Head Teacher then submits the visit to the Local Authority for approval on EVOLVE.

The table below lists the three types of visits, and the approval chain.

Visit Type Further Information Approval Chain

Local area A visit that takes place within define the small Visit Leader

visit geographical boundary (See Appendix 5). Visits may EVC
include visits to the local swimming pool, church, or Head Teacher
library.

Lower risk A visit that does not include an adventurous activity, Visit Leader

visit and/or is not a residential, and/or does not take place EVC
overseas. Adventurous activities are listed in the Head Teacher

Kirklees Council Guidance for Outdoor Learning, Off-Site
Visits and Adventurous Activities (available in the
Resources section of Evolve).

Higher risk A visit that includes an adventurous activity, and/or oris | Visit Leader
visit a residential, and/or takes place overseas. Adventurous | EVC
activities are listed in the Kirklees Council Guidance for Head Teacher
Outdoor Learning, Off-Site Visits and Adventurous Inform LA

Activities (available in the Resources section of Evolve).

5. Planning and preparation

The decision on whether or not a visit will take place will be made by the Head Teacher and EVC, based on
factors including:

> Cost (including any potential cost to parents/carers)
Timing in the school year and any potential clashes
Educational purpose and value

Disruption to the normal running of the school

Health and safety considerations

v VvV VvV Vv v

Staff-to-pupil ratio

As part of the planning stage, information will be gathered by staff proposing the visit, including:
Location and travel distance

Travel plans or options

Full cost breakdown, including multiple options where available

Resources, including staffing, volunteer, and physical supplies

Accommodation options, where needed

vV VvV VvV VvV VvV Vv

Insurance detailed, where needed — ensuring Public Liability Insurance (PLI) exceeds £10,000,000
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> Risk assessment plans and first aid provision

> What safety measures can be put in place in order to reduce any risks

An initial conversation with the Head Teacher and the EVC should take place before any planning and
commitments are made. Then, once the initial agreement has been made to explore the visit, all subsequent
planning should be completed through EVOLVE.

In cases where a visit involves activities for more than 24 hours, an overnight stay and/or travel overseas, the
Head Teacher will seek approval of the governing body via an EV1 form and inform the Local Authority via
Evolve.

Once the risk assessment has been approved by the headteacher, and the governing body where relevant,
staff will communicate with parents/carers and provide visit information.

5.1. Consent

Parental consent will be required for visits that take place outside of normal school hours, and for any visits
requiring a higher-than-normal level of risk assessment. For these visits, sufficient information must be made
available to parents (via letters, meetings, etc.) so that consent is given on a ‘fully informed’ basis. This will be
given either virtually via Parent Pay or in written form.

Consent is not required for activities within the School Environment that are part of the curriculum during normal
school time, as well as visits within the Local Area (Appendix 5). In these cases, parents will be notified when the
visit will take place and any information relating to the visit.

The school obtains blanket consent for School Swimming before pupils begin their lessons.

We will evaluate each visit after its conclusion, from the planning through to the visit itself, to continually
improve the planning and experience of our future visits.

5.2. Inclusion

All pupils, regardless of background or abilities, should be able to take part in every aspect of our school life,
including visits. The Equality Act 2010 is followed.

If a pupil with a disability, or an education health and care (EHC) plan, or any other specific needs (e.g.
medical conditions including allergies) is participating in the visit, they will have the same support that is
available to them during the school day.

We will adjust the visit programme where necessary, working with parents/carers to provide additional
support, making reasonable adjustments to itineraries, providing additional support staff, and other
adjustments as appropriate.

Additional risk assessments may be carried out to ensure the safety of all staff and pupils.

6. Risk assessment
We will carry out a full risk assessment at least 2 weeks before the start of all visits.

This will be completed using the school’s risk assessment template found on EVOLVE and Staff Shared >
Risk Assessment and in appendix 1, and approved by the Head Teacher and EVC. In some cases, where the
visit is a residential, overseas, involves Adventurous Activities or is a joint Visit/Activity involving
participants from another Establishment, it will require approval from the Local Authority through EVOLVE.
Existing risk assessments located on Staff Shared> Risk Assessments or those provided by the destination
itself might also be used to support this process.

The risk assessment will include any specific medical issues and allergies (for staff and pupils), the role of
additional support on the visit, specified activities to be carried out, as well as risks associated with transport
to and from the destination.
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Where practical, staff may make a preliminary visit to the destination as part of the planning and risk
assessment process, but this is not mandatory.

Visit leads will raise any concerns or questions about potential risks and safety measures with the Head
Teacher and EVC and, where appropriate, third party vendors.

Every risk assessment will be approved by the headteacher, and a copy taken on the visit and another copy
left with the EVC.

Every member of staff must follow the risk assessment approved during the visit and deviation from this
should not take place.

In exceptional circumstances, where excessive risk is presented, staff should carry out a dynamic risk
assessment. This should be annotated on the original risk assessment with a rational as to why this decision
was made. This should be done as soon as it is safe to do so.

6.1 Staff ratios and first aid

Risk assessments for each visit will ascertain the safe level of supervision required. On all educational visits,
we will make sure:

>  Where possible, 1 male and 1 female supervising adult will be present (for mixed pupil groups)
> Atleast 1 supervising adult able to administer first aid is present on all visits

>  Where possible (due to not having any EYFS pupils), at least 1 qualified paediatric first aider is
present on visits

> Appropriate first aid equipment will be take on all visits, in accordance with the school’s first aid and
health and safety policies. These can be found from the School Office and medical cupboard. It is the
first aiders responsibility to check all first aid equipment to ensure everything is sufficiently stocked
and in working order.

> All supervising adults will be made aware of any medical issues or allergies at the start of the visit
> Adults without a DBS check will not be left alone with pupils at any time
> The visit lead, along with all staff, will take regular headcounts and/or rollcalls

See Appendix 2 for Kirklees recommended staffing ratios.

6.2 Transport

Transportation for visits will be organised by the school, in line with our safety procedures. We will make sure
pupils, staff and volunteers are transported safely and efficiently, with the required first aid provision available.

Trusted coach companies are used which have seatbelts for every seat. The coach company should be listed
on EVOLVE from Kirklees list of approved coach companies.

When children get on the coach, staff are required to check all children are seated and fastened in. The Visit
Lead to conduct a head count before the coach leaves. Expectations on behaviour should be explained before
the coach leaves.

Unless previously agreed with parents, transport for visits will leave from, and return to, the school site.

On occasions where pupils will be transported in staff's own cars, the following needs to be checked by the
EVC or Head Teacher:
> Driver deemed competent by senior member of staff to drive young people on behalf of the school.

> Seatbelts or appropriate child seat worn (where applicable)

> Qualified driver. Minimum age 21

> Caris roadworthy, has a valid MOT and taxed
Staff are covered by an insurance policy held by school to allow them to transport pupils in their own cars.
Policy Number: RNN743094/34099473
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Expiry Date: 31st January 2026

6.3 Use of external organisations

As part of the risk assessment process, we will check that any external organisations providing an activity
have appropriate safety standards and liability insurance.

This includes checking that organisations hold the Learning Outside the Classroom (LOtC) Quality Badge,
which can be checked through EVOLVE using the Kaddi search. Where an organisation does not, we will
check additional details as outlined in the DfE’s guidance on health and safety on educational visits to make
sure it's an appropriate organisation to use.

7. Staff Competence

We recognise that staff competence is the single most important factor in the safe management of visits and
so we support staff in developing their competence in the following ways:

> Arole shadowing system where staff new to visits assist and work alongside experienced Visit
Leaders before taking on a leadership role.

> Supervision by senior staff on some educational visits.

> Support for staff to attend training courses relevant to their role, where necessary.

In deciding whether a member of staff is competent to be a Visit Leader, the Head Teacher will consider the
following factors:

Relevant experience.

Previous relevant training.

The prospective leader’s ability to make dynamic risk management judgements and take charge in the
event of an emergency.

Knowledge of the pupils, the venue and the activities to be undertaken.

\%4 vvVvv

8. Volunteers

Where appropriate, parents and carers may be asked to volunteer to attend and supervise pupils alongside
staff members on visits. Where more parents/carers volunteer than required on the visit, those invited to
attend will be selected as fairly and transparently as possible, whilst taking into consideration:

> The needs of the pupils going on the visit
> The setting and circumstances of the visit
> Volunteers’ skills, attitude and past behaviour, including previous volunteer experience

Parents/carers selected to volunteer will be informed at least 2 weeks ahead of the visit, and asked to confirm
their attendance in writing. Visit leader will be responsible for explaining the expected behaviours the
volunteer should follow.

Volunteers will receive a full briefing from staff members on the day of the visit, prior to departure, including on
their responsibilities, expected behaviour, the process for raising concerns, emergency procedures and
contact details, and the expected timetable of the visit.

All volunteers will be added onto EVOLVE under the section on Volunteers.

Where practical and as required by the nature of visits (i.e. when volunteers may be left with children without
staff members present), volunteers may be asked or required to undergo safeguarding checks, including DBS
checks.

At no point will volunteers for whom no safeguarding checks have been carried out be left alone with pupils or
given sole responsibility for the care of a pupil.
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9. Communication and consent

We will contact the parents and carers of pupils invited to take part in an educational visit at least 2 weeks
before the proposed date of the visit. Communication will be via letter sent out via School Ping, and
information provided will include the date, travel times, destination, purpose of the visit, and the size of the
group attending.

We will also communicate:

> Times and details of travel, including drop-off and pick-up times and location

> Pupil-to-staff ratios and staff qualifications, where relevant

> Clothing and equipment required, and whether this is provided by the school

> Expected behaviour and consequences of pupils’ failure to meet these standards where relevant
Where required, parents/carers will be asked to provide consent by ‘checking’ a box on Parent Pay.

Because most visits during the school day will be part of the curriculum, we will not always need written
consent. However, we will always inform parents/carers as above about any off-site visits, and give an
opportunity for them to withdraw their child.

Parents/carers will also be asked to provide current and relevant medical information and dietary
requirements, as well as emergency contact numbers where they can be reached. This is stored securely on
RM Integris and paper copies of relevant contact information will be taken by staff and securely destroyed at
the end of the visit.

In the case of overseas visits, they will be asked to provide passport information and European Health
Insurance Card or UK Global Health Insurance Card information, if available.

Whilst on the visit, the Visit Lead should notify the Head Teacher, or designated contact if the Head Teacher is
not available or on the visit, when they arrive and when they leave as a minimum. If there is an emergency
during the visit, the Visit Lead should immediately contact the Head Teacher or designated contact.

Whilst on residential visits, the Visit Lead is expected to be in frequent contact with the Head Teacher or
designated contact. This must include contact in the morning, on waking, before bed and in case of an
emergency. There is no limit to the number of times a visit lead can contact the Head Teacher or designated
contact for advice or to pass on important information about the visit.

10. Emergency procedures and incident reporting

A critical incident is any incident where events go beyond the normal coping mechanisms and experience of the
Visit Leadership Team.

Generally, emergency planning will be defined as planning for:

> Serious and unexpected risk

> Serious and life-threatening injury

> Individuals going missing

> Aserious breach of safeguarding expectations
The visit leader will be familiar with these plans (Appendix 3) for each visit and it is tested regularly.
It is updated based on learning from tests and following any major staffing changes.

In the case of an emergency, the visit leader or other supervising adult will contact the school office. The
school office will then contact parents/carers as required, and inform them of changes to plans or
cancellations of visits and/or alternative travel plans. This will form part of a wider communication plan that
covers how routine communications should be handled in such situations.
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1 member of staff will always accompany a pupil seeking medical treatment.

In a case of a pupil being unaccounted for, staff will follow ‘Party Leader Response To The Disappearance Of
A Child’ (Appendix 4). The visit leader will search the area while another member of staff remains in charge of
other pupils. In the unlikely event that a pupil cannot be found within 30 minutes, the visit leader will contact
the school office who will notify the parents/carers. The visit leader will then contact the police and provide
them with the relevant information so they can take over the search, staying with them to comfort the pupil
when found. The remaining staff and adults will return to the school with the rest of the pupils.

All incidents and accidents will be reported in line with our health and safety policy, including required
reporting to Ofsted and the Health and Safety Executive (HSE).

Should someone have a serious injury or need support from the emergency services, Incident Report form (a
IRO1) needs to be completed

Smaller incidents, accidents or near misses that do not require external reporting will still be covered by an
internal report, to include steps that can be taken in the future to avoid similar incidents.

If any first aid has been issued whilst on a visit or residential visit, the adult who provided first aid needs to fill
in the school accident form as soon as possible. If on a residential, the school’s pro-forma should be taken
and filled in and any accident forms produced by the Provider must be stored alongside.

The same process should be applied if medication has been given whilst on a visit. The time and dosage
needs to be recorded on the school’s pro-forma as soon as possible. If on a residential, a copy of this form
should be taken and filled in when medication is given.

There will also be a clear process for evaluating all visits and visits once they have been concluded from the
planning through to the visit itself. This will help with evaluating whether planning worked and to learn from
any incidents that took place.

For activities that take place during normal school hours, the visit lead will be aware of any relevant medical
information for all participants, including staff.

For activities that take place outside normal school hours, the visit lead will be aware of any relevant medical
information and emergency contact information for all participants, including staff.

If an incident is serious and the school requires extra help and support in managing the situation and media
interest, Emergency Planning can be contacted.

11. Charging and insurance

We will follow our school’s charging and remissions policy at all times. Charges are not made for activities that
take place during school hours. These activities include:

> All aspects of the Curriculum

> The provision of books, equipment, materials or transport in relation to any activity that cannot itself
be charged for. However, parents may be asked to contribute voluntarily towards the costs of
materials or ingredients where the finished product will then be owned by the pupil.

> Non-residential school visits and visits that take place substantially (50% or more) during school
hours. A contribution towards the costs will be requested but parents are under no obligation to
contribute.

Parents/carers will not be asked to pay for any educational visit that takes place during school hours. They will
not be asked to pay for any educational visit that takes place outside of school hours if it is part of the National
Curriculum, a syllabus for a prescribed public examination, or religious education.

Where necessary, we may ask for a voluntary contribution to the costs of educational visits, but this will be
entirely optional (except for residential visits) and will not affect pupils’ ability to take part fully in the visit.

We will make sure adequate insurance is in place for all visits, including, but not limited to: cancellation
insurance for contracts with external providers, travel insurance, accident and medical cover, and loss of
luggage and other personal items covered by Risk Protection Arrangement (RPA) for academy trusts.

Our current insurance policy details are:
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Membership Number: RNN743094/34099473
Expiry Date: 31st January 2026

10. Residential visits

The Head Teacher, together with the governing body and the Local Authority, will approve all residential visits
longer than 24 hours.

The planning and preparation laid out in this policy will apply to residential visits as well as 1-day visits. In
addition, the visit lead will make sure:

> Staff have received any necessary training
> All necessary permissions and medical forms are obtained at least 3 weeks before the start of the visit

> All adults, including volunteers, have had adequate safeguarding checks. Where appropriate — e.g. if
the volunteer will be in direct unsupervised contact with pupils — this will include relevant DBS checks

Parents and carers will be given information about the visit and asked for permission at least 2 months before
the first day of the visit. Information shared with parents will include:

> The dates and time of departure and return to school
> The full address and contact details of the destination
> Planned activities and options
>

Costs and optional charges, including deposits and the date by which this must be received, in line
with our charging and remissions policy (this will include information about exemptions)

> Clothing and equipment provided, and what pupils must bring themselves
> Public health requirements, including any required vaccinations
> Accommodation options and arrangements

For visits abroad, we will make sure that any organisation providing activities hold the LOtC Quality badge or
similar local accreditation.

6.1 Alcohol Consumption during Residential Visits

During a visit, staff have a responsibility to safeguard the children and adults alike. As alcohol affects
judgement and decision-making ability, participants should always be supervised by a minimum of 2 members
of staff who are alcohol-free. If staff members choose to drink alcohol:

> There should be sufficient leaders to allow some to be ‘off duty’ without adversely affecting
supervision levels or the ability to deal with an emergency, including the possible need to drive;

> Those who do drink should do so in moderation and be fit to return to duty at the appropriate time
(note that the body will take up to three hours to process the alcohol in one large glass of wine or a
pint of strong beer);

> The duty rota should not unfairly penalise any leaders who choose not to drink.

11. Swimming Lessons

Weekly swimming lessons take place for Year 4 pupils. This involves pupils leaving the school site, travelling
in the school’s minibus to Salendine Nook High School and then walking the short distance to the Swimming
Pool.

For this, consent is not required from parents, as parents are informed of the details at the start of the
sessions.
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Swimming lessons can only take place if a qualified lifeguard is present and first aiders must be present on
the minibus and at the swimming pool.

One risk assessment a year needs to be created and uploaded to EVOLVE. However, should there be any
change to risks, an additional risk assessment needs to be created.

12. Data Protection (GDPR)

Almost all off-site visits will involve the processing of personal data. The term ‘processing’ includes the
collection, recording, storing, adapting, retrieving, consulting, using, disclosing, and deleting of personal
data. Personal data may include, but is not limited to emergency contact details, medical and dietary
information, care plans and information about the attitude or behaviour of an individual.

All data will be processed in accordance with the Data Protection Act (2018), which includes the General
Data Protection Regulation (GDPR).

For some visits, personal data will need to be shared with providers that are not affiliated with the school.
Where this occurs, the Visit Leader should obtain assurances that the provider is compliant with the Data
Protection Act (2018) in advance of any sharing.

13. Review

This policy will be reviewed annually by the Head Teacher and EVC. At every review, the policy will be shared
with the full governing body.

14. Links with other policies

This policy links with the following policies and procedures:
Y Health and safety policy

Charging and remissions policy

Behaviour policy

Safe Guarding & Child protection policy

vV VvV Vv Vv

First aid policy
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Appendix 1: Risk Assessment Template

Generic Risk Assessment for all Off-Site Visits

This risk assessment identifies the generic hazards that are appropriate to all off-site visits.

Schools and academies should personalise the risk assessment by amending or deleting the generic control measures (if
appropriate) and adding additional specific controls relevant to them and the planned visit.

Schools and academies should ensure that the hazards and controls documented in this risk assessment are communicated
to all adults attending the visit.

The Visit Leader has overall responsibility for ensuring that risk assessments are followed during visits.

Schools and academies should create specific risk assessments for visits with additional risks.

HAZARD GENERIC CONTROL MEASURES SPECIFIC CONTROL MEASURES
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Appendix 2: Staffing Ratios

The law expects “effective supervision”

The nature and location of the activity, the competence and experience of staff, together with
the age and ability of the young person, determine the degree of supervision required.

Visit Type Recommended Kirklees Council
Staff:Pupil Ratio
Visit where risks are normal (cathedral visit, local church, 1:15
local study).
Any visit where adventurous activities are undertaken. 1:10
OR

Residential (including overseas) visits where school or
academy staff are not leading activities and are providing
pastoral care only.

Residential visits where school or academy staff are leading 1:8
activities.
Visits involving children under the age of 8. 1:6

These are the recommended ratios and the smaller the ratio the better.
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Appendix 3: Emergency Procedure

The school’'s emergency response to an incident is based on the following key factors:

1.  There is always a nominated emergency base contact for any visit (during school hours this is the
office).

2. This nominated base contact will either be an experienced member of the senior management team
or will always be able to contact an experienced senior manager.

3. For activities that take place during normal school hours, the Visit Leadership Team will be aware of
any relevant medical information for all participants, including staff.

4.  For activities that take place outside normal school hours, the Visit Leadership Team and the
emergency contact/s will be aware of any relevant medical information and emergency contact
information for all participants, including staff.

5. The Visit Leader/s and the base contact/s know to request support from the Local Authority in the
event that an incident overwhelms the establishment’s emergency response capability, involves
serious injury or fatality, or where it is likely to attract media attention.
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Appendix 4: Party Leader Response To The Disappearance Of A Child

The following are suggested INITIAL procedures for adults in charge of groups taking part in off-site
visits.

This advice applies when a member of the group fails to appear at an agreed time, or is believed to
be missing.

The police would prefer a call earlier rather than later and should be contacted after 30 minutes so
that they can put things in motion should they deem it necessary.
1 Ask members of the party for any relevant information.

2 Had the missing person said or done anything that could be linked to their
disappearance?

3 Where was this person last seen by anyone?
4 Keep the remainder of the party together.
5 Ensure that other party members do not use their mobile phones thoughtlessly to

share information.

6 Allocate any necessary jobs or responsibilities.

7 Phone the person on their mobile phone.

8 Return to the site of the last sighting.

9 Check any nearby first aid or missing person’s stations.

10 Check toilets.

11 Check food outlets.

12 Check with the venue staff and pursue any of their procedures.

13 Phone the establishment/base contact to inform them of the situation.

14 Phone the local police to inform them there is concern over a missing person.
15 Try to plan contingencies if situation is not quickly resolved.

These procedures could take up to 2 hours, but special circumstances or needs of the
participants may affect the urgency of the situation, which will need to be assessed by the
party leader at the time.
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