Fosse Bank School

Off Site Educational Visits and Health and Safety on Educational Visits Policy
The Governors, Head and staff recognise their responsibility to have regard  to DCSF Guidance Health and Safety of Pupils on Educational Visits (HASPEV).

This document should be studied carefully by all the adults involved before departure.  
1. The Head Teacher’s agreement must be obtained before a visit takes place.

2. The visit should comply with regulations and guidelines by the school’s own Health and Safety Policy.

3. All members of the group (e.g. includes Head Teacher if a part of the group) has to follow the instructions of the group leader.

Planning Visits and Preliminary Arrangements

All visits will be seen as an enrichment to the curriculum and whenever possible located at a time where maximum returns can be gained for the learning process.  In the Early Years and Key Stage 1, most visits will be within the local area, involving only a short journey.  In Key Stage 2, visits will be arranged that require the children to travel further distances including, in Years 5 and 6, a residential trip to a location elsewhere in Britain and in France in alternate years.

The school policy recognises that every pupil should have full access to each visit that is appropriate to their class, age or special educational needs.  

The venue for a visit will usually have been inspected by staff (unless the site has been recommended by another school) before the visit takes place to ensure its suitability or the needs of the proposed pupils.

Permission will be sought from the Head prior to the preliminary planning. The school will require that there is a suitable pupil/teacher ratio of 1:10 for Key Stage 2 pupils; 1:6 for Key Stage 1 pupils; 1:4 for Reception pupils; 1:2 for Pre-school pupils, and a suitable pupil/ adult ratio depending on the nature of the visit and the age of the pupils.  A risk assessment will also be completed on Form 1 & 2 (to be found in the Educational Visits file).  Vetting checks (for example, CRB checks for volunteers on overnight stays) will also be completed.
Once the trip is organised, permission will be sought from the parents who sign the parental consent slips sent to them at least 10 days before the trip is due to take place.  These slips also give medical consent.  Parents have to agree to the pupils receiving emergency treatment including anaesthetic or blood transfusion as considered necessary by the medical authorities.  If consent is not given the child is withdrawn from the visit.  Parental consent is also required for the transporting of pupils in a private vehicle of a non-teacher adult.  The ‘Educational Visits Form’ available form the School Office will also be completed by the organiser of the trip at least 2 weeks before departure and the ‘feedback’ page completed on return form the trip.  This will be signed by the Head and placed in the ‘Educational Visits’ file in the office.  The Health and Safety Policy of the School and the Health and Safety on Educational Visits Policy are adhered to at all times with the additional features referred to in this Policy.
Further details see Appendix 1   - Activity Management and Staffing

Travel and Insurance Arrangements 
· If cars are used the school insurance is put into effect. Pupils must travel in the rear passenger seats and under the legal height, on a booster seat. 
· If coaches are hired to provide transport they will comply with all school bus regulations. A reputable travel company will be used for coaches and questions in Appendix 2 asked.

· Seat belts should always be provided and the school requires that the driver and staff in the vehicle ensure that the belts are worn.

· Any Mini-bus that is available for use will be fitted with seat-belts.  Drivers of those mini-buses must have completed a one-day MIDAS Driving Course for Mini-bus Drivers.  Drivers will have held a full licence for at least 5 years and be aged 21 years or over.  Drivers must only embark on a journey if they are fully fit and not taking any medication that could impede their reflexes.  Drivers must not drink any alcohol before or during journeys.  Nor may Drivers smoke in the mini-bus.
· For trips abroad, parents are required to provide passports and EHIC for their child.  The school will ensure that adequate and appropriate insurance for each child and staff member is included in the cost of the trip.
Medical and Behavioural Aspects
The group leader will have the overall responsibility for the supervision and conduct of the group including pupils’ behaviour.

Before departure the party leader will be fully aware of medical and special needs information relating to all pupils within the party.  A medical information form must be completed for each pupil and the party leader must check and adhere to the requirements for any specific special needs of any child in the group with the school SENCo and parents.  

A member of staff will be designated to be responsible for medical matters and will take a First Aid pack with them on the trip.  

If the need arises during a visit or journey to administer First Aid to a pupil the following guidelines should be adhered to:

· Use equipment from the first aid box that appears to be appropriate for dealing with the injury.

· At all times apply "common-sense" actions to the incident.

· Ensure that a qualified person is consulted about any injuries.
· With more serious injuries insist that an X-ray of the injury is taken.

· At all times staff should be acting as a reasonable parent.

There is a code of behaviour/expectations of pupils within the procedure literature.  Pupils will be made aware of the expectations staff will have of them and the sanctions that will be imposed if they are not adhered to. The School Discipline Policy will be adhered to in all circumstances. This is an essential point.
Pupils will only be returned to school with the agreement of the Head. Should a child be considered to pose a risk after a thorough risk assessment to themselves or other children they will not go on the visit.

Any other persons, except staff, who wish to help transport pupils to matches etc., in their cars can only do so with the permission of the Head.
All party leaders will have with them the parental consent slips with parents contact phone numbers of pupils going on the visit, and also the contact phone number of the school and one senior member of staff, in case of any emergency.  Details of the trip will be kept in the Educational Visits File. (see preliminary arrangements).

Further details see Appendix 3 – Emergency Procedures

Parents can refuse to allow their child to participate for religious or personal reasons without jeopardising the visit.  If the child stays at school they are put in the nearest age-group class for that day.

Risk Assessment
Risk Assessment Form (available from the School Office) MUST be completed before any outing and signed by the Head.  For residential visits a comprehensive pack is required for pupils, parents, staff on the visit and staff back at school.   The pack should include:

1. details of travel arrangements

2. risk assessment

3. general information

4. phone tree

5. groupings of pupils

6. parental consent forms for any additional activity i.e. swimming

7. timetable

8. details of physical activities to be undertaken

9. details of accommodation and security procedures in place.

To enable clarity of information, all parties involved in a residential visit should meet so that all aspects of the visit can be discussed. This meeting should take place several weeks before the visit is due to take place.

Health and Safety

Head Teachers should ensure:

a) adequate child protection procedures are in place

b) the risk assessment has been completed

c) the group leader has experience in supervising the age groups going on the visit

d) group leaders are given sufficient time to organise visits properly

e) ratio of supervisors to pupils is appropriate

f) parents have signed the consent form

g) arrangements have been made for medical needs and first aid

h) mode of transport is appropriate

i) travel times out and back are known including pick up and drop off points

j) there is relevant insurance cover

k) they have the address and phone number of the visit’s venue and have a contact name

l) a school contact has been nominated ( this may be the Head) and that the group leader has details

m) the group leader has a copy of the emergency procedures

n) the group leader has the names of all pupils and adults travelling in the group and the contact details of parents and the teachers’ next of kin.

o) there is a contingency plan for any delays

Group Leader

The group leader will have the overall responsibility for the supervision and conduct of the group including pupils’ behaviour.

The group leader should:

a) obtain the permission of the head teacher for the visit

b) appoint a deputy

c) clearly define each group supervisor’s role and ensure all tasks have been assigned

d) undertake and complete the planning of the visit including briefing of supervisors and parents

e) undertake a complete and comprehensive risk assessment

f) ensure that all adults are fully aware of what the proposed visit involves

g) consider stopping the visit if the risk to health and safety of the pupils is unacceptable

h) ensure that the group’s teachers have details of pupil’s special needs

Teachers

Teachers must do their best to ensure the health safety of everyone in the group and act as any reasonable parent would do. They should:

a) follow the instructions of the group leader

b) help to maintain control and discipline consider stopping an activity if they feel the health and safety of the pupils is unacceptable.

Responsibilities of the pupils

The group leader should make it clear to the pupils that they must:

a) not take unnecessary risks

b) follow the instructions of the leader and teachers including those at the venues

c) behave sensibly and responsibly

d) look out for anything that might hurt themselves or any one else in the group and inform the group leader

Parents

Parents should be able to make an informed decision on whether their child should go on the visit.

Parents will need to:

a) provide the group leader with emergency telephone numbers

b) sign the consent form

d) give the group leader information about their child’s emotional, psychological and physical health which might be relevant to the visit

Transport

The group leader must give due thought to:

a) length of journey, type of journey, traffic conditions and arrangements in case of breakdown/emergency

b) stopping points for a long journey

c) level of supervision (to be included in risk assessment)

d) that all seat belts are in working order

e) safety when crossing roads as part of the journey

f) safety on buses, trains, ferries and boats (misbehaviour is a main cause of accidents on such means of transport)

Risk Assessments

The risk assessment should be based on the following considerations:

a) what are the hazards?

b) who might be affected by them?

c) what safety measures need to be in place

d) can the group leader put the measures in place?

e) the person carrying out the risk assessment should record it and give copies to all

f) an exploratory visit should be made

g) which should ensure that the venue is suitable

h) check with other schools who have visited the venue

Frequent visits to swimming pools and playing fields and other local venues may not need a risk assessment every time. A generic assessment should be made regularly and careful monitoring should take place.

First Aid

First aid should form part of the risk assessment. The level of first aid should be discussed with the Head and Group Leader. The Group Leader should have a working knowledge of first aid. For adventurous activities one of the group should be a fully trained first-aider.

The minimum first aid provision for a visit is:

a) a suitably stocked first-aid box.

b) a person appointed to be in charge

c) consider the numbers in the group

d) consider the likely injuries

e) consider the distance of the nearest hospital

Monitoring and Review

It is the responsibility of the Governors to agree and then monitor the school Educational Visits Policy.

Signed……………………………………….  Chair of Governors

Date…………………………………………

Appendix 1
Activity Management and Staffing
This refers to those activities to be undertaken at a recognised activity centre

Procedures for the management and staffing of adventure activities have the most direct bearing on safety.  Assurances should be sought on the following points:

· The centre shall operate a policy for staff recruitment, training and assessment which ensures that all staff with a responsibility for the safety and welfare of participants are competent to undertake the duties to which they are assigned. Staff competence include personal qualities and communication skills, as well as appropriate technical skills, experience and qualifications in the activities which they supervise or instruct.

· Providers shall take all reasonable steps to check all staff for relevant criminal history.

· The centre shall maintain a clearly defined authority and chain of responsibility for each programme of activity, and have in place a well understood system of reporting and accountability, which must be set out in writing or in diagrammatic form.

· The centre shall clearly identify in the chain of management responsibility the key person or persons responsible for the supervision of staff leading activities. Staff identified as having any level of management responsibility for a particular programme must possess the competencies, qualifications and/or experience required for the discharge of this responsibility.

· The centre shall maintain written local operating procedures for each programme or activity offered.  These should be appropriate to the site or range of sites used and the level at which activities are undertaken.  Operating procedures should define the competencies, qualifications and/or experience required of staff undertaking different levels of responsibility within the programme.  Operating procedures should conform to NGB guidelines where these are relevant to the safe conduct of the activity at the level being undertaken.

· Centre staff competencies shall be confirmed by possession of NGB qualifications, where appropriate.  In the absence of NGB qualifications, staff competence in activities within the remit of a recognised NGB should have been assessed to the satisfaction of persons appropriately qualified with the  NGB to undertake this role.

· The centre shall guarantee that, whilst in their care, all groups of participants are accompanied by, or have ready access to, at least one responsible person with a current nationally recognised First Aid qualification.  Where groups are unaccompanied in the field, a member of each group should be trained in emergency procedures and carry appropriate equipment.

· A full list of the centre's staff, with ages and qualifications, shall be requested. Any serious misdemeanour by staff at the centre will be reported back to the school.

Equipment

Assurances should be sought that:

The centre guarantees that sufficient equipment is used in all activities and that it is safe, appropriate, correctly sized and fit for the purpose intended.  Where applicable the centre will ensure that equipment meets the appropriate UIAA, BSI, EMIF, CEN or other equivalent nationally accepted safety standards.

The centre guarantees that equipment use and condition will be subjected to frequent check and the results recorded in an equipment log. Equipment will be checked to ensure that it is safe prior to use.

Health Safety and Emergency Policy

Organisers of visits should require confirmation that:

The centre maintains written accident and emergency procedures, including procedures for contacting next of kin.  On site written records will be kept available at all times, containing details of emergency telephone numbers and addresses of participants.  All staff will be practised and competent in accident/emergency procedures.

Insurance

Confirmation should also be sought that providers have public liability, product and third party insurance cover or recognised, adequate, alternative provision.  Details of copies of current certificates will be requested.

Accommodation

It is recognised that not all establishments will provide residential accommodation and that on many occasions activities will include overnighting in outdoor area, mountain huts, bunk houses, under canvas, bivouacs etc.  However where permanent accommodation is provided at a centre, or where providers use other organisations/establishments on a sub-contract basis to provide residential accommodation, activity organisers from the school should ensure that the following are satisfied.

*
There is adequate provision for the storage of clothes, rucksacks and other outdoor equipment.

*
There are washbasins (with H & C) with mirror for every 10 participants in close proximity to sleeping areas.

*
Centres have adequate heating.

*
Sleeping areas have at least one external window providing adequate 
ventilation.

*
All bedroom and bathroom windows have opaque blinds, curtains or the equivalent.

*
Sleeping areas are adequately lit.

*
The centre has provision for luggage storage.

*
A separate room is available for the storage of special clothing and equipment and that there is provision for drying clothes.

*
There is adequate provision for sick/infirm participants.

*
There is one bath or shower (with H & C) for every 15 people and one WC for every 10 people in close proximity to sleeping areas.

*
There is at least 30" between each set of bunks and adequate circulation space to allow for easy access to all facilities in the room. 

Appendix 2
Coaches Used On Visits
(This is not meant as an exhaustive list, but as issues to consider).

1.
How long has the contractor been trading - a more established company may offer greater security, safety and reliability.

2.
Can the company give references that can be checked?

3.
Does the company have experience in transporting children/young people?

4.
Are seat belts/lap belts fitted to vehicles?  Most coaches will not have these facilities at present, although the most reputable will have plans to fit belts.

5.
Does the company permit more than one child to a seat?   This is not 
acceptable. 

6.
What is the level of the company's third party insurance? 

7.
What is the age of the bus and when was it last serviced, both in time and  mileage?   Coaches should be serviced every 6,000 miles or 6 months, whichever is soonest and should have been checked recently by a Ministry of Transport approved mechanic.

8.
Are coaches cleaned thoroughly inside on a daily basis?  Ministry Inspectors insist for safety reasons that the interiors of vehicles are thoroughly cleaned.

9.
Is the bus fitted with a speed limiter and if so, what speed is set - 60 m.p.h. the absolute maximum.

10.
What policies does the company have on the following:

10.1
Driver employment including police checks, maximum driving hours, alcohol, smoking, driving offences and regular medicals;


10.2
Health and Safety including first-aid training and facilities.

11.
Has the company an established driving force - how long has the coach driver been employed with the company? 

Appendix 3
Emergency Procedures
Framework for party leaders

Despite good planning and organisation there may be accidents and emergencies which will require an on the spot response by the leaders.  These cannot be comprehensively defined but range from temporarily lost children, minor injuries and food poisonings to more serious injury or fatality.  A recommended framework of procedures to be followed in the event of an incident resulting in serious or fatal injury is provided below.

Activity centres shall have their own emergency procedures.  Organisers shall request a copy of these in advance of the visit and compare them with the recommended framework.   If the centre procedures are significantly different or are deficient by comparison, before the visit gets under way, organisers shall agree with the centre management exactly what procedures will be followed.  

Centre staff and school  staff  supervising  the party should  be made fully aware of what is agreed. 

If there is any doubt about the safety of the arrangements, the trip shall not take place.

The recommended procedures are:

· Establish the nature and extent of the emergency;

· Make sure all other members of the party are accounted for and are safe;

· If there are injuries, immediately establish their extent, so far as possible, and administer appropriate first aid;

· Establish the name(s) of the injured and call whichever emergency services are required.

· Advise other party staff of the incident and that the emergency procedures are in operation;

· Ensure that an adult from the party accompanies casualties to hospital;

· Ensure that the remainder of the party are adequately supervised throughout and arrange for their early return to base;

· Arrange for one adult to remain at the incident site to liaise with emergency services until the incident is over and all children are accounted for;

· Control access to telephones until contact is made with the head teacher, emergency contact point or designated senior member of staff and until he or she has had time to contact those directly involved.  Give full details of the incident, i.e:



Name


Nature, date and time of incident


Location of incident


Details of injuries


Names and telephone numbers of those involved


Action taken so far


Telephone numbers for future communication.  
For serious incidents where the media may be involved, try to identify alternative 'phone numbers at "home" and "off-site base" as other lines will quickly become jammed;  It is not for the party leader or other party members to discuss matters with the media, procedures for this are given below. Under no circumstances should the name of any casualty be divulged to the media.
· The Head will operate the School Disaster Plan
· The party leader shall write down all relevant details while they are still fresh in the memory.  Other party staff members might also be asked to do so.

· A record should be kept of names and addresses of any witnesses.  Any associated equipment should be kept in its original condition;

· Legal liability should not be discussed or admitted;

· Complete all accident forms and contact insurers and the Health and Safety Executive or local authority inspectors if appropriate.
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