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Southwood Infant School

Off Site Activities and Educational Visits Policy

The purpose of this policy is to ensure safe practice during educational visits and off site activities. It is based on the procedures recommended in the following documents:

- 
National Guidance produced by the Outdoor Education Advisors Panel (OEAP)
- 
HCC Outdoor Education Supplementary Guidance
We believe that Outdoor Education Activities:

1. Offer exciting and motivating opportunities, which raise achievement in children of all abilities.

2. Reinforce and ‘bring to life’ the topics the children are studying in school

3. Stimulate and reinforce a positive attitude towards education.

4. Focus on personal and social education and develop key skills.

5. Develop confidence whether the children are working alone or with others.

6. Develop children’s awareness and understanding of the issues of sustainability.

We believe that if we are to challenge children through educational visits and off site activities it is essential that:

1. We assess and manage the risks involved.

2. We define the roles and responsibilities of all the adults involved.

Educational Visits Coordinator (EVC):

This is the Headteacher or Assistant Headteacher. The EVC must be aware of the contents of the National Guidance produced by the OEAP and HCC Outdoor Education Supplementary Guidance and attend training updates where necessary.
Other staff members may lead off site activities- this responsibility will be delegated by the Headteacher or Assistant Headteacher. 
It is good practice that all staff leading visits hold a current Open Country Leader Qualification or Educational Visit Coordinator Qualification but not essential unless these trips are abroad or residential.  
We follow the same procedures for all trips, including those around the local area and those that do not require coach travel.

The Role of the Governing Body

· The Chair of Governors will be the Assigned Educational Visit Officer who will be responsible for approving those offsite activities that take place beyond the local area.

· To ask about transport arrangements.

· To check inclusion arrangements.

· To check that risk arrangements are in place and are appropriate.

· To check that the overall cost represents value for money.

· To ask for feedback from visits and the monitoring arrangements are in place.

· Ensure that staff are up to date with any training requirements and attend briefings where necessary. 

The Leader of any Off Site activities will

· Ensure that all visits are approved by the Governing Body 

· Ensure that guidance and regulations are followed.

· ALL trips and visits are entered on to EVOLVE at the latest 10 days before trip takes place. Assistant head will check the details and send to headteacher for authorisation.

· Work with the Leadership Team to ensure that the aims of the visit are achievable.

· Check staff qualifications including accompanying staff and volunteers.

· Confirm that risk assessments have been carried out and where possible and arrange a pre - visit for all teaching staff involved in the visit. 

· Share the risk assessments with all adults on the trip.

· Ensure that the school’s Behaviour Policy is workable offsite.

· Ensure that the school complies with the Council requirements for reporting incidents and accidents including near misses.

· Ensure that the school has robust emergency procedures in place and knows how to liaise with the LA team should an emergency occur.

· Use and apply suitable record practices for both children and young people, and leaders off site. Ensure these practices are shared with all adults involved including volunteers.

· Learn from previous experience, recording successful practice and contacts, and be able to use them and move on in particular where staff personnel change.

· Monitor and review what is going on, establishing a clear picture of current practice. Report on successes and set targets for improvement. Be ready to intervene where practice is incorrect or unsatisfactory.

· Add the required paperwork to the Trips & Visits file held in the school office.  See below for required contents of this file.

· To ensure that all group leaders on the day of the trip have access to a mobile phone – including volunteers. All adults on the trip to be aware that their phones are for emergency use only. Volunteers to be aware that they should not take photos.
· Decide on an appropriate adult /child ratio for the visit. 
We use a ratio of 1 adult to every 6 children for all children under 5. We have a ratio of 1 adult to every 8 children for children over 5. Where trips involve a ‘higher risk’ activity- such as close to deep water- we will maintain a ratio of 1 adult to 6 children for all Year Groups. This complies with the HCC Outdoor Education Supplementary Guidance. 
· Inform all adults, including any parents, as to the arrangements for the day including behaviour management, first aid and an understanding of their duty of care.

· To ensure all adults accompanying the trip are DBS checked.

· To produce detailed coach lists for all trips and to assign coach leaders and ensure they are aware of their specific responsibilities for example ensuring seat belts are worn and arm rests are in place.
· Ensure each group leader has a group list showing the names of the children in their group and any specific medical/dietary arrangements for those children.

Group Leaders
· Where possible group leaders will only be members of staff employed by the school.
· In the event that it is necessary to take parents, a parent will not be in charge of a group containing their child.
· The trip leader or their representative will hold a briefing for any group leaders who are unfamiliar with school trips and visits. In particular, this will highlight behaviour management expectations, conduct, road safety issues, first aid and understanding their duty of care.
Risk Assessments 

· Must be completed for all visits and entered into EVOLVE.
· Must contain contact phone numbers for all those adults on the trip

· Must contain emergency contact numbers for the next of kin for all adults on the trip, including volunteers. 

· Should indicate the name of the trip leader

· Must contain emergency contact names and numbers for the school base

· Must contain any key arrangements linked to behavioural management ensuring all adults involved are aware of the plan for individual children with specific behavioural needs.

· Must contain details of First Aid arrangements. 

The Off Site Activities and Educational Visits File 
(Kept in the School Office and information is collated by the school Admin Officer)

This should contain:

· Details of the coach booking

· Group List indicating group leaders and children assigned to them

· Coach list if more than one coach being used

· Outline of the trip/timetable/objectives

· Copy of the letter to parents which also outlines the cost of the trip
· A copy of the complete risk assessment

Involvement of Parents

The school will not be asking for individual consent for each off-site activity.  Instead, parents will be asked to complete a one-off annual consent form which will cover all activities for the period of attendance at our school.  This will be issued to ‘new’ children in their induction pack.
Parents will of course be advised when an activity is taking place and given full details of each trip. They will be asked to advise the school if there have been any significant change in the information held, for example medical and emergency contact information. 
Travel by Coach

The school must hire coaches fitted with seat belts. 

Mini - Bus Travel

· There must be a second adult in the vehicle apart from the driver.

· The driver must hold the appropriate driving license and have insurance cover.

· A mini bus plan must be completed and must be left with the school office. 
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