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Foreword

Learning beyond the classroom, experiencing different environments and cultures, outdoor education and residential experience all form important parts of a broad and balanced curriculum. Nottinghamshire LEA gives every encouragement to schools who seek to provide pupils with these life-enhancing opportunities.
All visits from schools should have an educational aim and purpose. A well-organised educational visit should be an enjoyable and valuable experience for both pupils and staff.  By providing guidance on key matters of health and safety, this policy aims to make this the case for every visit. All teachers and others leading visits from Nottinghamshire schools must make themselves familiar with this document and follow its procedures.

This policy is provided to assist schools in the planning, preparation and delivery of visits. Clearly, however, all concerned need to appreciate that no set of guidelines or rules could cover every possible set of circumstances. Safe educational experiences, both on and off the school site, rely, at all times, on teachers and leaders' constant assessment of every situation and level of risk, application of common sense and sound judgement, while working within their own level of experience and competence.

This policy has been written with reference to the DfES document, Health and Safety of Pupils on Educational Visits, and other more recent and supplementary advice from the DfES available on http://www.teachernet.gov.uk/visits. Hard copies can be ordered from dfes@prolog.uk.com tel: 0845 602 2260 fax: 0845 603 3360 quoting the relevant reference. The relevant documents are:

- Health and Safety of Pupils on Educational Visits (HSPV2)
- Health and Safety - Responsibilities and Powers (statutory guidance note sent to schools in December 2001 as DfES/0803/2001)

- Standards for LEAs in Overseeing Educational Visits (DfES/0564/2002)

- Standards for Adventure (DfES/0565/2002)

- A Handbook for Group Leaders (DfES/0566/202)

- Group Safety at the Water Margin

Schools are advised to refer, where appropriate, to these and other relevant sources of information cross-referenced throughout this booklet. 
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Councillor Michael Storey

Cabinet Member of Education
1
The legal situation

All the activities covered by this document take place in a legal framework.  The following sections describe the essential elements of that framework.

The use of the term “parent” in this document refers to a parent, guardian or carer who has the legal responsibility of a parent.
The Human Rights Act (1998)

Article 2 of the Human Rights Act provides that no person shall be denied the right to education. This does have potential implications for off-site educational visits, for example regarding the inclusion of pupils with special needs. See section 6.

Health and safety regulations

1.1 
Under the Health and Safety at Work etc Act 1974, the Local Education Authority (LEA), as an employer, is responsible for the implementation of safety on school visits. The LEA therefore issues policies and guidance documents on all matters of relevance. These include this document which forms the LEA’s policy for educational visits,  other relevant documents published by the  County Council,  for example the  County Council’s Safety Manual, or nationally produced documents published by, for example, the DfES or the Health and Safety Executive which the LEA circulates to schools. 

1.2
Whilst the LEA has primary responsibility for health and safety, all employees have a statutory duty while at work to take reasonable care for the health and safety of themselves and others. Individual head teachers, teachers and other employees have a delegated responsibility to co-operate with and implement the LEA's policies and procedures. Therefore those with responsibility for the care of pupils on visits must be thoroughly familiar with all aspects of the LEA's policies and procedures that may affect their visits. 

1.3
Under the Management of Health and Safety at Work Regulations 1992, made under the 1974 Act, employers are required to make assessments of the risks to which employees, pupils and others are exposed in order that appropriate measures are taken to protect their health and safety. Further information regarding risk assessment is contained in section 4. 

1.4
Any queries about the Education Department's health and safety policies and procedures can be addressed to the Safety Section in the Education Department.

1.5 In foundation and voluntary aided schools, the governing body is the employer of staff and therefore holds the employer’s responsibility for health and safety. Governors of these schools are however strongly advised to adopt this policy and use the LEA’s system for approval of visits. (If they do not adopt this policy, these schools will need to write their own policy and agree this with the recognised trade unions through their agreed consultation arrangements.)

.

The duty of care

1.6 In addition to the above duties, when teachers and other staff are responsible for the children of others they are said to be `in loco parentis'. This means that they have a common law duty to take the same care that a reasonably prudent parent would take in similar circumstances.

Foreign law

1.7 Pupils are, of course, generally responsible for their own criminal acts and particular problems may arise where civil or criminal offences are committed in a foreign country.  It is impossible to provide specific guidance here on relevant aspects of foreign law, which differs considerably from one country to another.  It is suggested, however, that teachers leading visits abroad should adopt as a minimum standard that which would be expected under English Law. They should make pupils aware of the very serious implications of any involvement in illegal drugs in many countries. Leaders should obtain information on basic legal 'dos and don'ts' from the Foreign and Commonwealth Office's Travel Advice website  (see appendix 10) and the appropriate embassy or high commission or the national tourist office of the country to be visited, recognizing that information provided will not be exhaustive. 

1.8
In the unfortunate event of the arrest of a pupil, the group leader is best advised to contact the British embassy or consulate for advice.  Except where a child is in the care of the Local Authority, it will be the responsibility of the parents or guardians to ensure that they are legally represented. The role of a teacher in such cases will normally be confined to that aspect of their position that relates to pastoral care, coupled of course with their legal duty to assist the police in the course of their enquiries.

1.9 
Leaders should decide if they need to obtain parental consent for specific activities if they would be contrary to English law but not to that of the country being visited.  For example, the age at which cigarettes may be purchased or alcohol consumed is lower in some other countries than the UK.

Legal liability

1.10
School visits, authorized by the LEA and head teacher, whether in term time or holiday time, will generally be regarded as an extension of the school situation and the same legal liability on the part of the head teacher, teachers and the local education authority to act 'in loco parentis' applies.

1.11
As in the school situation, a head teacher or teacher will be liable for damage resulting from their own negligence, but the education authority has a vicarious liability in those cases where the employee is acting in the proper course of their employment.

1.12 
In such cases it will normally be the authority that is sued because it has resources to pay any damages that may be awarded.  Most teachers will be aware of the type of incident which can give rise to a claim, the most common being lack of proper or adequate supervision.

1.13 
The County Council's Legal Services are prepared to give detailed advice on the legal implications before and after any visit, should further guidance be required. 

Pupils aged over 18

1.14 
With these pupils, the principle of 'in loco parentis' does not apply as such.  Nevertheless, teachers responsible for them should assume that the duty of care is the same as for younger pupils and that the recommendations within this document be applied. 

Other agencies

1.15
Where an activity involves the use of the resources or expertise of another organisation, the school should take reasonable steps to be sure that the agency involved is reputable, competent and the provision safe. Section 4 provides further advice regarding the assessment of safety standards.

1.16 For air travel, schools should book with an operator who holds an Air Travel Organisers Licence or ATOL. This licence provides security against a licence holder going out of business. 

1.17 When travelling abroad and using a travel agent, the school must check whether or not the whole package is covered under ATOL. If not, the school must check that the operator or agent has evidence of other forms of security to provide for the refund of payments and the costs of repatriation in the event of insolvency, usually in the form of a bond. There are currently seven bonding bodies approved by the Department of Trade and Industry:

· Association of British Travel Agents - ABTA
· Federation of Tour Operators Trust - FTOT
· Association of Independent Tour Operators Trust - AITOT
· Passenger Shipping Association - PSA
· The Confederation of Passenger Transport  - CPT

· Yacht Charter Association -YCA

· The Association of Bonded Travel Organisers Trust - ABTOT

The Package Travel, Package Holidays and Package Tours Regulations 1992

1.18 Under The Package Travel, Package Holidays and Package Tours Regulations 1992, schools may themselves become an "organizer" where they contract directly with hotels and apartments for accommodation and with an airline, coach or ferry company for transport and/or with others for excursions.  As an "organizer", the school would have to provide sufficient guarantee for the refund of money paid over and for the repatriation of the consumer in the event of insolvency.  The regulations should not apply for visits that have a clear educational aim and are part of the curriculum of the pupils. Schools should therefore clearly state the educational aim(s) of the visit on the EV1 form.

1.19
The package travel regulations are quite complex and schools unsure of their situation should contact the Outdoor Education Adviser (see appendix 10) in the first instance with any queries. The Department of Trade and Industry advise that school ski trips (which are voluntary activities undertaken by some pupils) fall within the regulations unless they are organised only occasionally. Schools should therefore organise ski trips through bonded tour operators. 
2.
Responsibilities for visits 

Role of the LEA

2.1
In managing health and safety of educational visits, the LEA has the following role:

· to provide a written policy for schools

· to provide access to specialist staff for advice 

· to provide generic risk assessments and to assess risk assessments completed by schools and other providers 

· to provide appropriate training and ongoing advice and guidance to schools’ educational visits coordinators (EVCs) 

· to  help EVCs ensure leaders of visits are competent to fulfill their role and to ensure training needs have been addressed

· to assess proposals for residential visits, those involving adventure activities and visits abroad and give approval

· to monitor schools’ practice in relation to educational visits

· to provide a 24-hour emergency telephone contact 

The LEA has an outdoor education adviser (contact details in Appendix 10) who fulfils or coordinates the above roles on behalf of the LEA.

Role of the Governing Body

2.2
In all schools were the LEA is employer of staff, governing bodies must use this policy as the school’s policy for educational visits. 

2.3 Where the governing body is the employer of staff (in foundation, voluntary-aided and foundation special schools), the governors’ role will be the same as that shown for LEA above. To fulfill this role, governors of these schools are strongly advised to adopt this policy (see section 1).

2.4
Governors need to be satisfied about the school's procedures and practice in relation to the policy. They should ensure that the policy is in place in school and is actively followed. They should ensure that the head and staff have the time and expertise to fulfill their responsibilities for educational visits. It is not necessary for governing bodies to approve each visit. However, head teachers should inform governing bodies, in advance where possible, of all non-routine visits, particularly those involving adventure activities, residential visits and visits abroad. This information can be included in the head teacher’s termly report to governors. It is good practice that governors consider the educational objectives and the appropriateness of proposed visits for the pupils involved.  In their monitoring role, governors can help ensure that all necessary checks and assurances are satisfactory. Training for governors in educational visits is available through the LEA’s governor training.

Role of the head teacher

2.5
Head teachers must ensure that staff involved in educational visits have access to and understand their responsibility to follow this policy.          

2.6
Head teachers must authorise all visits ensuring that staff are aware of the correct procedures and that every visit is adequately planned and prepared for by the teachers concerned. Head teachers are advised to appoint an educational visits coordinator and should agree with the EVC their specific duties in the school (see section 2.8)

2.7
For each visit, head teachers must ensure that:

· the visit has a sound educational objective

· the procedures laid out in this policy are and will be followed 

· that checks have been completed of locations and providers

· risk assessments (following LEA generic risk assessments) have been completed and appropriate safety measures are in place

· suitable supervision has been arranged and the group leader and other leaders have the necessary skills and experience to lead the visit 

· sufficient time is made available for the induction and training of leaders before the visit

· all leaders are aware of their roles and who is in overall charge

· that charging regulations and financial procedures will be correctly followed

· the governing body has been appropriately informed

· the head teacher has given written approval 

· for residential visits, visits involving adventure activities or hazardous outdoor environments or visits abroad, the LEA has been informed of the visit in advance and LEA approval obtained

· 24-hour emergency contact procedures will be in place 

. 

Role of the educational visits coordinator (EVC)

2.8 Each school should have an educational visits coordinator. In many cases this will be the head teacher, but may also be a teacher or other member of school staff who has sound experience of educational visits undertaken by the school. If there is no EVC, the duties pass by default to the head teacher.  The functions of the educational visits coordinator are to:

· liaise with the LEA Outdoor Education Adviser to ensure that educational visits meet the LEA’s requirements 

· support the head with approval and other decisions

· assign competent people to lead or supervise a visit

· assess the competence of leaders and other adults proposed for a visit. This may include reference to training and awards, practical observation or verification of experience

· assist visit leaders with risk assessment

· organise the training of leaders of visits. This might involve training such as first aid, hazard awareness etc

· organise, with the group leader, induction of leaders and other adults taking pupils on a specific visit

· make sure that Criminal Records Bureau disclosures are in place as necessary 

· work with the group leader to provide parents with full details of the visit beforehand and to obtain the parental consent or refusal 

· organise the emergency arrangements and ensure there is an  emergency contact for each visit

· keep records of individual visits including reports of accidents and ‘near-accidents’ (sometimes known as ‘near misses’) 

· review systems and, on occasion, monitor practice

2.9
The educational visits coordinator must be competent to fulfill this role in relation to the size of the school and the extent and nature of the educational visits planned. The LEA advises schools in the selection and induction of their educational visits coordinator, and provides training and ongoing information and support. Head teachers and EVCs should agree the delegation of tasks to the EVC and the way the EVC role will work in the school.


Role of the visit leader

2.10
One teacher should have overall responsibility for the planning and supervision of the visit as visit leader.  He or she takes responsibility for:

· following the policy and procedures contained in this document and relevant school policies and procedures

· all necessary planning and preparation before the visit, as detailed in this policy, including risk assessment and briefing of other leaders, parents and pupils 

· overall organization during the visit,  including leadership of staff, supervision of pupils and overall health and safety of the  whole group 

· evaluating the experience after the visit, and reporting any important issues to the school's educational visits coordinator.
Role of other teachers and other adult leaders

2.11 Other teachers on a visit are responsible for assisting the visit leader in his/her responsibilities. One should be appointed as deputy leader, prepared to take full responsibility for the leader's role if the leader is unable to do so. 

2.12 Teaching staff have prime responsibility for supervision on a visit. When parties are separated, each group should be under the charge of a teacher. However, in specific instances, head teachers may, as part of the risk assessment, agree that a teaching assistant or other adult working under the direction of a teacher has the competence to fulfill the role and responsibilities normally taken by a teacher on a visit.

2.13
Teaching assistants, parents, governors and other adult voluntary assistants can play an important role in providing extra supervision and/or undertaking other tasks.  The group leader must ensure they are competent to undertake their duties and understand their role. Volunteers and parents cannot normally be expected to take on the same level of responsibility as employed members of staff.

Responsibilities of pupils

2.14
Pupils have a responsibility to behave sensibly and appropriately. The group leader must make this clear to pupils. Pupils should be told that they must follow instructions, not take unnecessary risks and that they should tell one of the leaders about anything that worries or concerns them.  

2.15
A pupil whose behaviour may put themselves or others at risk may be stopped from going on a visit or if on a visit, their activities may be curtailed and arrangements may be made to return them home. The curricular aims for the visit should be fulfilled in other ways where possible.

Responsibilities of parents

2.16
Parents must be able to make an informed decision on whether their child should go on the visit. They must provide written consent, including an acknowledgment of their and their child’s responsibilities to support the disciplinary arrangements for the visit and provide the school with medical information and emergency contact arrangements. (See section 7 for guidance on information to parents and parental approval.)

3.
Gaining approval for visits 

3.1
Schools must use the LEA’s written system of risk assessment and approval for all visits. The LEA provides generic risk assessments and risk assessment proformas (see section 4) and visit approval forms EV1 and EV2.

3.2
Educational visits vary in terms of location, duration and regularity. Consequently, different approval arrangements are appropriate for different types of visit. For approval purposes, visits are classified into different categories:

· Routine local educational activities that are part of the regular curriculum and life of the school and take place locally by walking or a short vehicle journey 

· Non-routine visits and activities.  These include day visits, residential visits, adventure activities and visits abroad

Approval system for routine local educational visits and activities

3.3
These local off-site activities are part of the regular curriculum and life of the school and include: swimming, use of a local library and sports grounds, local fieldwork, sports matches with local schools, visits to a local church or travelling between sites on a split-site school. Usually no financial contribution is requested of parents. (Visits involving adventure activities, overnight stays, or other visits which do not happen regularly cannot be considered routine local visits.)
For routine local activities, schools must:

· Refer to the relevant LEA generic risk assessments. With reference to these, complete a specific risk assessment for each type of activity and review this annually. The specific risk assessment should include agreed ratios and school agreed procedures for the safe supervision of pupils.

· Make it clear to parents through the school prospectus or letter to parents that these regular activities take place. 
· If the activity takes place after school hours, e.g. sports matches, parents should normally be informed in writing of the specific dates and times of each activity.  If transport is involved, details of this should be made clear. (see Transport section 9)

· Decide as part of the specific risk assessment what type of parental consent is appropriate. It is not normal practice to obtain written parental consent for swimming during school hours. It is good practice to get parental consent for after-hours activities such as team matches, but this could be a general consent covering matches over a whole term or year. 

· Follow relevant LEA advice, (e.g. the Education Department Circular “Safety in Swimming Pools”), and develop and follow any school policies and codes of practice they consider necessary in respect of these types of visit.

· Ensure the head teacher approves each type of visit annually through approving the relevant risk assessment.

Approval system for non-routine visits 

3.4 These include all local visits not routinely undertaken by the school (or which differ from the normal arrangements) and all other educational visits including most whole day visits, residential visits, adventure activities and visits abroad.

3.5
Where a visit involves a new venture to the school, or visiting a developing country or remote area, or expedition, skiing or adventure activities using a provider/company not known to the school,  schools should take initial advice from the LEA Outdoor Education Adviser before making any financial commitments. 

3.6
For all non-routine educational visits and activities, schools must:

· Refer to the relevant LEA generic risk assessments and complete a visit specific risk assessment

· If a visit is one of a series of similar visits one risk assessment may be completed. This risk assessment must then be referred to before each visit and any amendments made if necessary

· Provide specific information to parents and obtain specific parental consent

· Complete an EV1 for the visit or group of visits.  Arrange for the head teacher to consider the EV1 together with the risk assessments, details of proposed programme and all other relevant information and, if satisfied with the arrangements, sign to give the visit his or her approval. Head teachers may contact the Outdoor Education Adviser for advice before giving approval

· After head teacher approval, the EV1 should be copied as follows:

-  One copy to visit leader

-  One copy to EVC for school records

-  One copy to LEA Outdoor Education Adviser if the visit is residential involves adventure activities or hazardous outdoor environments (category B and C activities as defined in section 11) and/or is abroad
· If the visit is residential, involves adventure activities and/or is abroad, EVCs should ensure a copy of Form EV1 (signed by the head teacher), risk assessments and details of the programme are forwarded to the LEA Outdoor Education Adviser well in advance of the visit - at least 8 weeks for visits abroad, at least 4 weeks for other visits. This will enable the LEA to monitor visits and advise schools if appropriate and allow time for the school to act on such advice before the visit takes place

· If using another provider, schools should refer to section 4 of these guidelines.  Schools should ask the provider to complete an EV2 form (appendix 3).  A copy of a completed EV2 form, signed by the provider, should be attached to the EV1 when this is forwarded to the LEA

· The LEA will monitor all forms received and for residential visits, adventure activities (category B and C activities as defined in section 11) and visits abroad will indicate the LEA's approval of the information provided on the EV1 form which will be returned to the school. Where any proposals appear to significantly differ from LEA policy, the LEA will draw these matters to the attention of the school on an EV3 form. For residential visits, visits involving adventure activities (as defined above) and visits abroad, schools should ensure they receive an approved EV1 form from the LEA before the visit proceeds.

4
Planning, risk assessment and risk management
4.1 Teachers proposing an educational visit must consult their EVC as early as possible as to whether the visit can take place. Teachers should not consider local excursions as unofficial visits and therefore not subject to this policy.  Once detailed planning and preparation have been completed, the written approval of the head teacher and, if necessary, the LEA, as outlined in section 3, must be obtained. 

4.2 Further advice is available from the Outdoor Education Adviser (see appendix 10). Where a visit involves a new venture to the school,  particularly when visiting a developing country or remote area, or expedition, skiing or adventure activities using a provider/company not known to the school,  schools should take initial advice from the LEA Outdoor Education Adviser before making any financial commitments.

Establishing the aims
4.3 All visits must have clear educational aims. Visits may have a specific curriculum focus, e.g. field work or a language exchange visit, and/or may more generally contribute to pupils’ personal, social and health education and/or cultural awareness. All involved, including leaders, parents and pupils should be aware of the aims of the visit. 

Researching locations and use of other organisations
4.4
In choosing the location of a visit, leaders should consider the age of the pupils and their ability to cope with the length and type of travel. Consideration should also be given to staff experience and knowledge of the environment to be visited. Schools should also bear in mind environmental sustainability.
4.5
Through the process of the risk assessment, consideration should be given to the risks associated with the proposed location and journey. After consideration, it may be appropriate to avoid certain options and choose others. In researching information about other countries, leaders should refer to the Foreign and Commonwealth Office website "Travelling Overseas" (see Appendix 10) and select information for the particular country.  This website lists specific security and health risks of specific countries and provides other useful information. 

Self organised or using a tour operator?

4.6 
Schools' self-organised visits are appropriate in many circumstances as this ensures that the programme can be specifically planned to meet the educational needs of the pupils involved. However, in specific cases, it can be wise to arrange visits through specialist providers or tour operators.  Schools should always choose a reputable operator experienced in providing for school groups. The Outdoor Education Adviser can provide schools with contact details of providers and tour operators used by other Nottinghamshire schools. Reputable operators should be able to demonstrate their awareness of the health and safety concerns of schools and LEAs, and should provide activities that meet UK safety standards. If they offer adventure activities such as water sports or rock climbing in the UK they must have an AALA licence. They should offer accommodation which is suitable for young people, which meets health and safety and fire regulations. They should be able to provide copies of their safety audits and risk assessments and may offer leaders a subsidised inspection visit. Tour operators who sub-contract service delivery to other providers, (e.g. a ski tour operator who organises ski school, accommodation and transport in a package) must give the school assurances that the contractors will provide a suitable level of service to the school.  All tour operators should be asked to complete an EV2 form (see section 4.22). No contract should be entered into with any provider or tour operator until the school is satisfied that there is good safety provision.
Advance visits

4.7 An advance visit should normally be made by the leader to become familiar with the venue, plan activities and undertake a risk assessment. It is reasonable to include the cost of a pre-visit within the overall costs of the trip. If the venture does not finally take place, it would be reasonable for the school fund to finance any pre-visits that have taken place. 

4.8 If the school is leading part or all of the programme and/or is organizing its own accommodation, an advance visit is normally essential. If the entire venture, including any recreational time or evening activities, is arranged through a known and reputable tour company, as described above, who is leading all activities, has undertaken risk assessments and can provide appropriate assurances, a pre-visit by the leader may not be necessary, but this should be checked with the EVC. 

4.9 If for any reason a preparatory visit does not take place, the group leader must obtain sufficient information to complete a satisfactory risk assessment and plan the visit. This might include information from a tour operator, from other schools who have used the company or visited the location, from the Outdoor Education Adviser and from the Foreign and Commonwealth Office's Travel Advice unit. Particular care must obviously be taken on any venture for which a pre-visit has not taken place. 

4.10 Many schools use the same venue on a regular or an annual basis. Schools should avoid making assumptions from previous visits as some factors, e.g. the management of facilities and staffing change over time. It is essential to review the risk assessment, location and programme before each visit.

Checking accommodation 

4.11
Schools should take all reasonable steps to ensure that accommodation and other facilities used on the visit are suitable and safe.  If travelling abroad bear in mind that standards of health and safety including fire precautions in other countries vary, and may be less stringent than from those in the UK. Information provided by a tour operator should be considered carefully. If a school is independently arranging accommodation, a pre-visit should normally be made. Checks must be made against the LEA generic risk assessment “Residential Visit Accommodation”. 

4.12 On arrival at the accommodation, leaders should check the nearest fire escapes and fire alarm point and the availability of any fire equipment and note any other obvious health and safety hazards.  Any problems, such as obstructed escape routes or locked doors, should be reported to the management and satisfactorily resolved.  Leaders must ensure that every member of the party knows what to do in the event of fire or other emergency including the location of an agreed assembly point.

 Risk Assessment and risk management
4.13 
As with any other aspect of school activity, schools must give careful consideration of the hazards involved in the visit and ensure that any areas of risk are contained within acceptable levels. Risk assessments must be suitable and sufficient, need not be complex but should be comprehensive. Information on the risk assessment process is available in the NCC safety manual section C5. Training in risk assessment is provided within the LEA’s EVC and Educational Visit Leader Training courses or from the Education Department’s Safety Advisers. 

4.14 All activities involve a level of risk. Risk assessment includes the assessment of hazards and their management so as to reduce the risk to an acceptable level.

  For educational visits there are now three recognised levels of risk assessment:
1.
A generic risk assessment of the generic risks of the activity.  It is the employers' (the LEA’s) responsibility to prepare this risk assessment which schools must refer to in planning and conducting the visit

2. A specific risk assessment of the activity. This includes the specific risks of the venue and programme, the medical and behavioural needs of the group and the expected conditions. A specific risk assessment can be completed for a group of similar visits. The specific risk assessment is the responsibility of the school and is usually completed by the visit leader and EVC. 

3. An ongoing risk assessment. This is a continuous process of judgement before and throughout the activity. This is the responsibility of the visit leader and other staff on the visit

Detailed information on these three levels of risk assessments now follows: 

4.15
A set of LEA educational visit generic risk assessments is available to schools on the Education Department WIRED website. These cover most risks associated with most visits undertaken by schools. If schools are planning a visit or activities not covered by these generic risk assessments, the EVC should contact the Outdoor Education Adviser to obtain a relevant generic risk assessment.   

4.16 
For each visit, the leader and EVC must consider the LEA generic risk assessment portfolio and decide which ones apply to the specific visit. These should then be photocopied and followed in respect of the specific visit.  The visit leader should indicate that the appropriate action points will be complied with by ticking each section and signing each form. 


4.17   With reference to the relevant generic risk assessments, two or more staff, usually the leader of the visit, who will have normally pre-visited the location and the EVC should carry out the specific risk assessment for a visit or group of visits.  Specific risk assessments should refer to relevant school policies and procedures e.g. the school’s behaviour policy. The specific risk assessment should not repeat the generic risk assessments but should follow from the points raised in the generic risk assessments. Many schools do this by logically thinking through the visit from beginning to end. This assessment should form the basis of the planning for the supervision and arrangements for the visit(s). 

4.18 
The detail of the specific risk assessment should reflect the complexity of the visit. Short local visits need less planning than longer residential visits to a distant location.  

4.19 A specific risk assessment should involve the following five steps: 

Risk Assessment Step 1

What are the significant hazards?

Hazard means anything that can cause harm e.g. a fast flowing stream, the top of a cliff, a busy road. Risk is the chance, high or low, that someone will be harmed. Concentrate on significant risks such as death or serious disabling injury from falls or traffic, drowning, fire, over exposure to sun, heat or cold, poisoning, infection, injury from animals, moving machinery, abduction, abuse and getting lost. For a specific risk assessment schools are advised to think through the following hazards, not all of which will be relevant to every visit:

Travel 

Using the generic risk assessment “Travel on Educational Visits” think through your journey to and from your location and any intermediate journeys.  Are there any specific hazards you need to plan for such as:

· breaks in journey

· road crossings

· use of private cars

Accommodation (e.g. hotels, hostels, campsites)

Referring to the generic risk assessments and your advance visit, consider:

· hazards at the accommodation including fire hazards, building standards, stairs, balconies, hygiene

· security of accommodation (including risk of intruders)

· hazards in the grounds or immediate location

Locations/sites  

· it is best to consider each location/site (e.g. city centre, beach, river, country walk, farm) the group will be visiting in turn. Identify any specific hazards e.g. water, fast traffic, crowds, contact with animals or machinery etc which will require specific consideration

· for visits abroad also consider the hazards specific to the country (visit the Foreign and Commonwealth Office website as a start)

Activity hazards 

Consider all activities you will be undertaking with the relevant generic risk assessments and follow the generic risk assessment control measures.  If the generic risk assessments do not cover your activities, contact the Outdoor Education Adviser. 

Hazards during "informal" activities
· arrangements for any activities under remote or indirect supervision

· evening , recreational or  "free-time" activities

· night-time arrangements
Medical, behavioural and special needs 

· individual pupils’ behaviour and special educational or medical needs (take advice from the school's special needs coordinator and from parents via the parental consent form) some individual pupils with special needs may have, or may require, their own specific risk assessment. 

· illness or injury particularly if this could occur away from immediate medical assistance

· if abroad, health hazards specific to the country to be visited

Supervision of the group

· the age and ability of the pupils – the control measures will include the number and competence of staff required and the rules for pupil behaviour. 

· if indirect or remote supervision (e.g. souvenir shopping) is proposed the specific control measures should include the plan for this

· issues of child protection and personal safety

· homes used for exchange visits

Other significant hazards specific to the visit. 

· refer to any similar previous visits and any “near-miss” reports held by the EVC.

· consider if there are any other significant  hazards not covered above

Changeable factors –alternative plan
· e.g. if weather could affect the programme  - control measures should include obtaining a forecast and being able to change plans if necessary; include an alternative  “Plan B” which is also risk assessed

Emergency plan 

· incident or emergency - control measures should include a planned emergency procedure (see generic risk assessment 1 and section 12)
Risk Assessment Step 2 

Who might be at risk?

Consider:

· pupils

· teachers and other leaders

· other people

Risk Assessment Step 3

Evaluate the risks and decide whether existing precautions are adequate or more should be done. This is where you construct your plan to reduce the risks to an acceptable level.
What control measures need to be in place before the visit?

These may include:

· following the LEA policy for educational visits and generic risk assessment control measures, relevant procedures of the school and, if abroad, following Foreign Office advice

· relevant school policies and procedures (for example the school’s behaviour policy and emergency plan)

· ratios, experience, and training of staff including first aid

· specific supervision arrangements for the visit ( how staff will be deployed)

· knowledge of area to be visited, preparatory visit and check of locations and providers

· flexibility to change programme, alternative plan “B” 

· planned emergency procedures

· briefing of leaders, pupils and parents 

· other controls

What further control measures or actions are needed before, at the start of or during the visit? 

These may include:

· check of pupils’ equipment and clothing

· daily review of weather and programme

· briefing of leaders

· briefing and monitoring of pupils 

· other measures specifically required for the visit. e.g. if in or near water, review of water levels.

The control measures specified in the risk assessment must be followed in preparing for and undertaking the visit. 

After considering the control measures, is the residual risk high, medium or low?  Consider if this residual risk is acceptable or not.

Risk Assessment Step 4

Record your findings

A proforma for risk assessments is contained in Appendix 1. Schools should use this form as a planning tool to identify hazards and actions to be taken.   

For regular visits, schools can develop a portfolio of specific risk assessments and, if helpful, a school code of practice for running these visits. For these regular visits these risk assessments can then be referred to for each visit rather than rewritten for each visit.

All leaders, pupils and parents should be aware of the risk assessments and control measures relevant to them. Provide leaders with copies of the risk assessments and use the risk assessment proforma to identify who needs to be informed of what.

Risk Assessment Step 5 

Reviewing your assessment 

Generic and specific risk assessments must be reviewed before every visit. This ensures leaders are familiar with the hazards and control measures and provides a check that circumstances have not changed and the risk assessment needs amendment. It is good practice that risk assessments portfolios are reviewed annually. Risk assessments should also be amended as a result of any relevant learning outcomes from visits (see section 4.21).


4.20 While written risk assessments must be completed before the visit, risk assessment does not end as the visit begins. Risk assessment is an ongoing process and a responsibility of the visit leaders throughout each visit. 
Leaders must:

· Apply the control measures

· Monitor how effective they are

· Change, adapt and revise as required.

Plans and activities must be continually reviewed and adapted or not undertaken if circumstances indicate that risks have become too high. Leaders should ensure any subgroups are informed of changing circumstances they may not be aware of.

 For example, leaders may need to:

· check the forecast and monitor the weather, water levels, conditions underfoot, traffic levels 

· monitor pupils’ and leaders’ response and motivation

· adapt outdoor programmes because of, for example, high winds, high water levels, low temperatures or pupils’ response 

· change from planned remote supervision to close supervision (e.g. because a city centre is busier or weather is more extreme than expected)

· change a programme because of non availability of a provider (e.g. a lifeguard for a swimming pool does not arrive as requested)

· change a programme because of reduced staffing  (e.g. the behaviour, illness or injury of a pupil is requiring the attention of one or more adults)

It is good practice to have a risk-assessed alternative plan in case the programme needs to be changed.

For further guidance on ongoing risk assessment, refer to the DfES “Handbook for Group Leaders” (see appendix 10). 

Significant incidents or “near misses”

4.21 
At the end of a visit, the leader should review the venture and report any issues of significance to the educational visits coordinator in order to improve practice next time. It is important to share learning outcomes with other leaders in the school and is good practice for the EVC to let the Outdoor Education Adviser know of any issues that might be of use to other schools or the LEA. A significant incident form is included in appendix 9.

Risk assessment when using other organisations

4.22 
Schools need not complete risk assessments for aspects of visits that are the responsibility of a provider or other organization. For example, it is not necessary for a school to complete risk assessments for adventure activities provided by a tour operator as part of a packaged adventure trip. The school must however check that the provider has suitable and sufficient risk assessments and the necessary control measures in place. To obtain a written assurance, schools should ask tour operators and providers to complete the LEA’s EV2 form. After the form is returned from the provider, the school must carefully check it to ensure that the recommended specifications are met. Schools needing help with considering information provided should contact the Outdoor Education Adviser. (It is not necessary for schools to arrange for the EV2 form to be completed by the County Council’s own outdoor and environmental centres.) 
4.23 While a provider is responsible for their aspects of the programme, the school must undertake an overall risk assessment of the visit including assessments of aspects of the visit which are the school's rather than the provider's responsibility, including any self-organised travel, supervision of the pupils and any  excursions organised by the school.

If a provision does not meet the standards required 

4.24
It is important to ensure that in contracting with a tour operator or provider, details and any amendments are confirmed in writing. If the provision is not up to the standard required, group leaders and EVCs must confer with the head teacher and, if necessary the Outdoor Education Adviser, before allowing the visit to proceed.

4.25
Whilst actually on a visit, any problems should be immediately reported to those responsible, for example the centre manager or the tour operator's representative.  Aim to obtain improvements to the situation at the time.  This is essential if there are concerns over the health or safety. The visit or activities must not proceed if safety concerns cannot be satisfied. If necessary contact the head teacher and/or Outdoor Education Adviser for advice. 

4.26
If provision during a visit is not satisfactory, collect evidence to support a complaint.  Detailed photographs may be useful. Other parties may be prepared to support by a brief written statement or by leaving you their name and address. 

4.27
 The school should write to the company detailing the complaint, stating clearly what action is required and enclosing copies of any evidence.  A copy of this letter should also be sent to the Outdoor Education Adviser.  

4.28
If the company's response is unsatisfactory and the company is a member of a tourist or bonding association, or holds other accreditation, it is possible to approach the relevant association. For a health and safety matter in the UK, the Health and Safety Executive or the Adventure Activities Licensing Authority can be informed.  A claim for compensation can be made in the Small Claims Court. Legal Services will be able to advise. 

5 
Insurance for visits 
5.1
During visits approved by the head teacher, the County Council’s insurance arrangements (public liability insurance and personal accident insurance for staff) are identical to those that operate during a normal school session. Except in an emergency, arrangements should be restricted to those approved by the head teacher.

5.2
It is not always necessary to take out additional insurance for visits in the UK. However, the LEA’s standard insurance provides, for example, no cover for cancellation due to illness, no personal accident cover for pupils or cover for the theft of property. Therefore schools may wish to consider arranging specific insurance cover for visits, particularly residential visits and those involving adventure activities. Appropriate travel insurance cover must be taken out on behalf of all participants for every visit abroad.
5.3 Annual cover for risks on all educational visits (UK and abroad) can be arranged under the County Council's School Travel Insurance Scheme. Those schools who have taken out the Annual Travel (Off-site) Insurance option through the LEA's 'Management Choices', will have cover automatically in place for pupils, staff and other supervising adults travelling with the party. Up to three of the leaders' own children are also included in this cover. If the group includes more than three additional children or pupils from other schools, an additional premium will be required.

5.4 Schools, who have not purchased the above annual cover, can purchase 'ad-hoc' cover for individual visits from the Risk and Insurance Section. To ensure fullest protection, the cover should be purchased at the time deposits are paid. 

5.5    The County Council’s insurance does not provide cover for air sports (e.g. gliding) or for the costs of rescue not involving a medical emergency which might occur during some adventure activities. The policy does not cover camping or water activity equipment. However, for an additional premium, it is probable that the above insurance can be extended. When undertaking these activities, or where adventure activities will take place in remote environments abroad, or where the country visited presents some adverse or potentially adverse conditions, the insurance needs may be specialised and advice from the Risk and Insurance Section should be taken. 

5.6 Where insurance is provided from another agency, for example via an inclusive charge for a package holiday from a tour operator, or to cover a specialized activity, schools must forward full details of the policy to the Risk and Insurance Section for their approval. This approval must be gained for each separate visit abroad.
5.7     In the event of an incident (particularly abroad) it is important to:

· contact the Risk and Insurance Office at County Hall or the insurers before incurring  substantial medical or other expenses  

· obtain and retain receipts and other documentation relating to any claim

· report any loss or theft of property to the local police within 24 hours of the incident and obtain written confirmation of this

On visits abroad, leaders must take a copy of their insurance policy with them. In the event of a claim, on return to the UK contact the Risk and Insurance Section at County Hall to obtain a claim form. 

5.8 When using a provider or tour operator for a school visit, the school should check that the organisation has public liability insurance at least £5 million sterling or equivalent, with a clause giving "indemnity to principal". This clause gives protection to the County Council (the principal) from the organisation's insurance.

5.9 It is important to make all insurance arrangements, including the extent and limits of the cover, clear to parents. 

5.10 The Risk and Insurance Section is prepared to give specific advice on any insurance matters relating to school visits. (For contact details, see appendix 10).

6.
Supervision

6.1 To exercise supervision means to be in a position of awareness of all that is taking place in any given situation and being able to intervene effectively should the need arise. It does not always mean direct visual contact but it does include the ability to anticipate potential problems and to take appropriate preventative action. Clearly, adequate supervision depends on the appropriate experience and judgement of leaders.

6.2       Supervision can be close or remote but must always be there:

· close supervision occurs when the group remain within general sight and/or contact of the supervisor;

· remote supervision occurs when, as part of planned activities, a group works away from the supervisors but is subject to stated controls (e.g. during souvenir shopping in a town centre or on a  Duke of Edinburgh’s Award expedition). The supervisor is present though not necessarily near or in sight, but his or her whereabouts are known; 

· recreational time - for example during the evenings - may involve close or remote supervision, but should not be unsupervised - the supervisors continue to be in charge.  

6.3 The closeness of supervision, the size of party and the teacher and adult/pupil ratios should be governed by the age and experience of pupils, the competence of staff, the nature of the venture, and the location. It is important to ensure that there are sufficient experienced staff to deal with an emergency.  In an emergency, safe and efficient action may be necessary with one or more pupils whilst maintaining adequate supervision for the rest of the party.

6.4 Schools should be aware of the existence of the EU Working Time Regulations. Whilst individuals can voluntarily opt out of these regulations, it is obviously good practice to ensure that leaders on residential visits do not get overtired. If a leader’s night sleep has been seriously interrupted s/he should avoid taking on significant responsibilities or driving before catching up on rest.

Competence of leaders

6.5      Competence as a leader will result from:

· experience of the environment to be visited 

· experience of the activities involved 

· leading similar educational visits 

· knowledge of the pupils involved

· appropriate training

· leadership skills and other personal qualities 

6.6 EVCs and head teachers need to be satisfied that the visit leader and other teachers leading pupils on a visit are sufficiently competent to carry out their responsibilities. Head teachers also need to be satisfied that any other adults accompanying the visit are suitable for their role in the visit. It is good practice that teachers leading visits maintain a portfolio of their experience, training and qualifications in relation to educational visits. The EVC should maintain a school record of leaders’ training and experience.  

6.7   The LEA provides a range of relevant training courses.  These include health and safety awareness courses, EVC training, visit leader training, introductions to the LEA’s own centres, first aid and leadership of specialist adventure activities. Schools must ensure all staff involved in any visit (including volunteers) receive a specific induction to the visit, including its aims, their role, hazards and control measures and emergency procedures.  

6.8 
The LEA specifies particular competences required for leaders of adventure activities and activities in outdoor environments including camping and activities in or by water. Schools must refer to section 11 if these activities are proposed. 

Supervision Ratios

6.9
Suitable ratios are a matter of judgement for the head teacher and EVC after consultation with the group leader and as part of the risk assessment. Factors to consider include:

· Age and ability of pupils

· Pupils with special educational and/or medical needs or behavioural difficulties

· Nature of journey, location and activities

· Experience and competence of staff 

6.10
Teachers must have prime responsibility for the group. On day visits, at least one teacher should lead each class-sized group supported by other teachers/teaching assistants/adults as necessary.  On residential visits, at least one teacher per twenty pupils, supported by other teachers/adults as necessary, is a guideline. Recommended adult: pupil ratios for a normal day or residential visit are: 

· school years 1 to 2: 

1 teacher or adult for every 6 pupils (under fives need higher ratios)

· school years 3 to 6: 

1 teacher or adult for every 6 -10 Y3 pupils, 1 teacher or adult for every 10 -15 Y4-Y6 pupils on day visits; 1:10 -12 on residential visits. 

· school year 7 onwards: 

1 teacher or adult for every 15 - 20 pupils on day visits; 1:10 -12 on residential visits 

· visits abroad:

                   
minimum of two teachers, 1 teacher or adult for every 10 pupils  

6.11
The above ratios are guidelines that should not normally be exceeded. However, schools should assess the risks associated with the venture and arrange an appropriate supervision ratio for the particular group. For pupils with special needs or very young pupils very high ratios through the support of parents and other adults will usually be necessary. Ratios will need to be increased for certain outdoor activities. Ratios may be reduced for short local routine visits.

6.12
A minimum number of two teachers/adults with each group is usually necessary. However, for small groups in certain circumstances the head teacher, EVC and group leader may agree that only one supervising teacher is required. On residential visits it is usually necessary that both male and female adults accompany a mixed party though parties of younger pupils can often be adequately supervised by female adults. There should always be a male and female adult with any mixed group abroad.

6.13 Careful consideration should be given to the inclusion of other people on an educational visit such as leaders’ own children or friends. Care should be exercised to ensure that the safety of the party is not put at risk because of their inclusion and that suitable supervision of all pupils will be maintained at all times. If additional children are not of the same age and ability of the main group, separate supervision must be arranged for them and their supervisors may not be included in the main group’s staff/pupil ratio.

Planning supervision; briefing and induction of leaders

6.14 Supervision for the visit and specific responsibilities should be planned in advance. Whilst rotas for those on duty may be established, all supervisors must accept that they share responsibility for the health and safety of the whole party throughout the visit and their prime duty is to all the pupils in the group.

6.15  
 the visit leader must ensure that all leaders and supervisors:

· understand the overall aims and programme for the visit, the supervision arrangements and  their role

· understand the risk assessment and control measures for the visit

· have prior knowledge of the group including any special needs

· carry a list of all group members

· understanding the emergency procedures

6.16    
Leaders must regularly check that the entire group (or their section of the group) is present, especially when leaving a site or rest stop on a journey. Particularly in crowded venues, pupils can be made easily identifiable by wearing similar caps or tee shirts. In public areas, pupils should not wear name badges but can carry their name and a contact details in a pocket. Rendezvous points should be established and pupils told what to do if they become separated from the group.

6.17 
In many situations, both safety and educational aims will be best served if large parties are broken into smaller groups each independently supervised. Potential danger points can occur when rearranging groups, in particular:

· when a large group is split into smaller groups for specific activities

· when groups transfer from one activity to another and change supervisor

· during periods between activities

· when small groups re-form into a large group

6.18 
Each supervisor must clearly take responsibility for a group when their part of the programme begins, making certain that all group members are aware of the changeover. They should clearly pass on responsibility for the group when their part of the programme is concluded, together with any relevant information ensuring that the group members know who their next supervisor is. 

Remote supervision

6.19 During visits involving older pupils remote supervision may be integral to the activity; on others there will be occasions when it is appropriate pupils experience some independence, for example for souvenir shopping. In organizing such activities, leaders still remain responsible for pupils and must follow all relevant advice in this document in relation to risk assessment, planning and preparation. Leaders must follow the LEA generic risk assessment 1, assess the risks of the particular location, situation or activities proposed and the competence of the pupils to act sensibly and take responsibility for themselves. Some locations and activities, including beaches and swimming, are not appropriate for remote supervision. Parents must be informed of the supervision arrangements and their written consent obtained. 

6.20 
Depending on the circumstances and risk assessment, for remote supervision to work effectively, the group leader must ensure that pupils have:

· the competence to act safely and independently in the particular situation 

· maps, plans and/or other information for them to act effectively 

· suitable clothing and equipment

· knowledge of risk assessment control measures, agreed rules and boundaries

· written details of the rendezvous point and time and how to contact leaders in emergency and/or return to base

· coins, phone cards and/or mobile phones; telephone numbers 

For remote supervision of adventure activities, including Duke of Edinburgh Award expeditions, refer to section 11. This section provides advice on the gradual withdrawal of supervision, which may have application for indirect supervision in other contexts.

 6.21
Teachers taking responsibility for work experience should refer to the Connexion Service’s  “Work Experience Guidelines”
Providing for pupils with special needs
6.22
The Human Rights Act provides that no person should be denied the right to education. Head teachers should take all reasonable steps to include pupils with special educational or medical needs in any visit, whilst maintaining the safety and educational benefit for everyone in the group. If schools are concerned about a particular pupil’s medical condition, advice should be taken from the pupil’s doctor or community paediatrician. 

6.23
When selecting pupils for a visit, there are several criteria to consider, such as the specific class or group for whom a visit is planned, the number of places available and the individual needs of the pupils. The ultimate decision on the selection of the members of the party lies with the Head teacher after consultation with the party leader and staff. Any pupil whose behaviour puts him/herself or others at risk may be stopped from going on the visit. The curricular aims of the visit for pupils who are unable to attend for medical or behavioural reasons should be fulfilled in other ways wherever possible.

6.24
If a pupil needs additional support to take part in a visit and receives additional support from the MSG, or from the school or family of schools’ budget, then this can be used to contribute to the cost. The LEA does not have additional funds to contribute to any increased costs arising from a planned visit. The additional costs need to be taken account of by the school as part of its planning. 

6.25 The Special Educational Needs and Disability (SEND) Act 2001 now places new duties on schools and LEAs. These duties are aimed at preventing discrimination against disabled pupils in accessing education. The new duties make it unlawful to discriminate, without justification, against any disabled pupil in all aspects of school life, and this will include off-site visits.  Those organising school visits where disabled pupils are involved should refer to the guidance contained in the SEND Act Code of Practice. This is available on the Disability Rights Commission website: www.drc-gb.org.  Schools have two key duties to ensure they do not act unlawfully; namely:

· Disabled pupils must not be treated less favourably, and

· Reasonable adjustments have to be made to avoid putting disabled pupils at a substantial disadvantage

The Code explores the notion of reasonable adjustment and gives examples of cases where schools may be expected to make adjustments to plans for school visits. Further advice on the inclusion of pupils with special needs on school visits is available from the LEA's Special Needs officer (see appendix 10).

First aid

6.26
At least one person, trained to an appropriate level based on the risk assessment, should accompany each group. First aid provides “immediate temporary care”, and if in any doubt, medical advice should be sought as soon as possible. Leaders must find out how to contact medical help in the location visited, before this is required.

6.27
A six-hour to eight-hour course by an HSE approved organisation is recommended as a minimum training for leaders of off-site visits. First aid qualifications are only valid for three years; refresher training should be arranged before the certificate expires. Training courses are available through the Outdoor Education Adviser.

6.28 Where activities take place in remote areas a higher standard of training in first aid may be appropriate. Leaders of such activities should take advice from the Outdoor Education Adviser (Appendix 10).

6.29
First aid kit(s) must be taken with every group. It is recommended that schools use the basic first aid boxes provided by County Supplies, ensuring the contents include (for 10 people) 


1 first aid guidance leaflet


20 adhesive dressings (plasters)


2 sterile eye pad bandage

4 sterile triangular bandages 

6 safety pins

6 medium sterile wound dressings

2 large sterile wound dressings

6 moist cleaning wipes

1 pair disposable gloves

All items available from County Supplies (catalogue reference 73229).

6.30
Leaders should consider the remoteness and duration of the venture, and take with them extra supplies of the above and any supplementary first aid items that may be necessary including such items as sanitary towels and sick bags. First-aiders trained in resuscitation may choose to carry an anti-infection resuscitation device. If people are allergic to fabric plaster a waterproof or ‘micropore’ plaster may be used. Pupils may carry their own first aid kits to deal with minor injuries. If travelling to countries where the availability of sterilised equipment may not be assured, leaders may decide to take emergency medical travel kits including syringes, needles and sutures.

Medication and drugs
6.31  
Teachers should be aware that no drugs, other than those prescribed by a physician, may be administered to a pupil. Teachers cannot be required to administer drugs but can volunteer to undertake the role. It may be sensible that pupils self-administer under supervision. During visits, safe arrangements should be made for the control and administration of prescribed drugs to pupils on the basis of signed written information and consent from parents and agreement on appropriate action by the staff responsible for pupils.  Similar arrangements may be made for non-prescription drugs, e.g. painkillers such as paracetamol, which parents wish pupils to self-administer for such conditions as headaches or period pains. Reference should be made to the DfES publication, “Supporting Pupils with Medical Needs” and the recommended parental consent form, appendix 4.

Protection of Young People

6.32
Schools should take measures on all visits to protect all pupils, particularly those with special educational needs, from racial, physical or sexual abuse. Schools need to consider the possibility of abuse from someone within the group, or with access to the group, or from an intruder entering the accommodation or a pupil leaving the accommodation and should ensure adequate control measures are in place. 

6.33
Teachers and school staff undergo a criminal record check before appointment. This is the Criminal Record Bureau’s (CRB) “enhanced” check which should be completed for all leaders on residential visits. A CRB check is no longer recommended for volunteer leaders accompanying school staff in non-residential situations unless they are to be in sole charge of children. To obtain a CRB check for a leader complete with the leader the CRB disclosure form (available from Education Personnel) and return this to Personnel. A small charge is made for each enhanced check but the check is free for volunteers.

6.34
For the protection of both adults and pupils, all adult supervisors should avoid being alone with a pupil wherever possible. On residential visits, separate male and female sleeping areas should be arranged and, except with young or special needs pupils, staff should avoid sleeping in the same room or tent as pupils and never directly next to pupils. Staff accommodation should however be in close proximity.

6.35 
Leaders should be aware of the County Council’s child protection procedures. If a disclosure is made or incident occurs in another county, the local Social Services Department should be informed as well as the head teacher.

Further guidance on supervision is provided in the DfES “Standards for Adventure” – Part 2 of a 3-part Supplement to Health and Safety of Pupils on Educational Visits.  

7. 0 
Communicating with parents and preparing pupils

Informing parents about routine local activities 

7.1
See section 3. As part of the risk assessment, schools should decide what information should be provided and how and whether or not parental consent is required. 

Informing parents about non-routine visits

 7.2
Parents must be informed of all non-routine visits including day visits, residential visits, adventure activities and visits abroad, by specific written information describing the visit and their specific consent obtained. For residential visits and visits abroad it is expected practice that parents are invited to a parents’ meeting where the visit is described and they can meet the leaders involved and ask questions.

7.3 So that they can make an informed decision about their child’s participation, parents should be advised of the educational value of the visit and the risks involved. Parents need to be informed of any significant hazards, especially those that they might not reasonably be expected to be aware of.  Parents must be informed if health and safety standards are expected to be below those of the UK, e.g. in developing countries there may be a lack of vehicles with seat belts. It is useful to point out that there is always some level of risk in any activity, but that the visit will be managed to minimize risk as much as possible. Some schools provide parents with copies of the risk assessments.

7.4 Depending on the particular visit, details should be provided on the following information. (Some of these points may be covered in initial information to parents, and some in later communications.)

Initial information for parents may include:

· purpose of visit and educational value

· location, proposed itinerary and activities 

· risks involved (see above)

· dates and times 

· transport arrangements and name of any travel company involved

· accommodation/catering details

· cost /voluntary contribution requested (see section 8) 

· year groups and number of pupils and number of staff and name of group leader

· supervision arrangements including arrangements for free time and any remote supervision

· code of conduct/standard of behaviour expected (parents may be expected to fund the early return of a pupil whose conduct or behaviour puts him/herself or others at risk)

· medical and other information required on parental consent form

· insurance arrangements 

Plus for visits abroad: 

· copy of the insurance policy  

· passport and visa arrangements

· any vaccinations or medical preparation required

· if a school exchange visit, details as in section 10

Later information may include:

· dates, times and place of departure and return (including arrangements for collection of pupils at the end of a visit)

· any revisions to previous information

· pocket money arrangements

· medical arrangements and reminder to bring prescribed drugs such as asthma inhalers

· advice re necessary clothing, equipment and footwear including advice on the climatic conditions of the destination and advised protection against sun, insects etc.

· check list of clothing, equipment, passport/identity card, E111, medication and other essentials

· weight and size limits on luggage, particularly when travelling by air

· name and telephone number of emergency contact and/or address and telephone number of place(s) to be visited

Residential visits and visits abroad may need a series of letters, parents' meetings and a handbook giving parents details. Parents should be notified in writing of any significant alterations to plans.

7.5 Disciplinary requirements should be made clear to both parents and pupils. Leaders should be very explicit about rules on alcohol, smoking and illegal drugs, general behaviour, dress codes and the policy on sleeping arrangements. 

7.6
On residential visits and visits abroad, it may be helpful to establish a telephone "tree" or chain of parents which will operate once the visit is underway to keep parents informed of the visit and to confirm time of return. This avoids the need for every pupil to phone home.

Parental consent
7.7
Specific written parental consent should always be obtained for all visits, other than those clearly defined as routine and local (see section 3). One consent may be obtained for a series of similar visits but parents must be informed of any changes to plans. If parents withhold their consent, the curriculum aims of the visit must be delivered for that pupil in another way if possible.  

7.8  
Parental consent forms should ask for information from parents about any illness, conditions, night-time tendencies, medication and any other information which the school needs to know in order to care for the child. Medical evidence as to the fitness of a child to participate may be required for a child who has had a recent serious illness or is suffering from a serious condition

7.9
A declaration of agreement to emergency medical treatment, including anaesthetic and blood transfusion, should also be included. Whilst doctors might be expected to carry out necessary emergency treatment without parental consent, if parents do not agree to emergency treatment it is reasonable for head teachers to withdraw the pupil from the visit, given the additional responsibility this could entail for the group leader.

7.10
The LEA’s parental consent form EV4, shown in appendix 4, should be used for all residential visits and visits abroad. However not all aspects of this form may be relevant for every day visit and schools may adapt the form for day visits as required, provided the necessary information to care for the child is obtained.  Except for local visits during the school day, copies of each pupil’s form must be taken by the leader on the visit and also held by the head teacher. 

Preparation of pupils
7.11
Pupils who are involved in the planning and risk assessment and are well prepared, will make more informed decisions, gain more from a visit and be at less risk. The group leader should decide how and what information is provided and must ensure pupils understand key safety information. Depending on the age and ability of the pupils, pupils should understand: 

· the aims of the visit

· background information about the venues and/or activities

· hazards involved and measures to reduce risk (the risk assessment process)

· what rules must be followed and what standard of behaviour is expected

· what food, clothing and equipment they need

· what to do if separated from the group

· emergency procedures

7.12
In a large party, each pupil should know which leader is responsible for his or her group. During residential visits it may be sensible for each pupil to carry the address and telephone number of where they are staying. Also note advice in section 6 regarding supervision.

7.13
Leaders should conduct a final check before departure, to ensure that all pupils have the necessary documents, clothing, equipment, medication, and other essentials.

8.
Finance

Costing a visit

8.1 In assessing the costs of visits, organisers will need to consider a number of components. These may include:

· Preparation and pre- visit expenses

· Transport

· Meals/refreshments en route

· Accommodation and food

· Instruction

· Entry charges/site fees

· Equipment hire

· Insurance

· Passports and visas if abroad

· Pocket money

· Contingency money

Financing a visit

8.2
In arranging any visit, schools should bear in mind whether the cost to parents is reasonable and within the scope of the majority of families in the school. If there is a case of a pupil who wishes to go on a visit but is debarred by reason of genuine financial hardship, head teachers may wish to consider providing assistance from the school's budget. However, the LEA has no scheme of financial assistance towards visits.

Charging regulations

8.3
The Education Act 1996 allows charges to be made only for strictly defined school activities as outlined in DfES Circular 2/89. A summary of the main principles is given below but teachers must ensure that they refer to the latest version of “Charging for School Visits”, guidance circulated by the Education Department, for full details of the legal requirements. 

8.4
The Act largely forbids charges for activities that take place in school hours. Charges are permitted for activities taking place outside school hours provided that they are not required as part of the syllabus for a prescribed public examination or to fulfill statutory duties relating to the National Curriculum - these are known as `optional extras'. Charges are permitted for the board and lodging element of any residential activity, although these charges will in most circumstances have to be remitted for pupils eligible for free school meals.

8.5
Even where charges are forbidden, schools may invite voluntary contributions for the benefit of the school or to support a particular visit. Such contributions must be genuinely voluntary and it must be made clear that pupils will not be treated differently according to whether or not their parents have made a contribution. However, if a visit cannot be funded without voluntary contributions, this can be made clear to parents at the planning stage.

8.6
All governing bodies should have agreed policies on charging and remissions and teachers must ensure that they are aware of their particular school's policy when planning any visit. 

Standard Financial Procedures

8.7
The financial provisions and procedures described below are based upon the ‘Manual of Finance Guidance’ and ’Managing School Funds’ Handbook. They recognise the need to safeguard teachers who are involved in organising and/or participating in school visits and activities. Head teachers should ensure that all staff are aware of the recommended practices and that these are strictly observed.

8.8
These procedures are based upon sound principles of accountability to provide adequate personal safeguard, yet at the same time to be fully adaptable to a variety of circumstances. At no time must the underlying principles be ignored.

Retention of financial records

8.9 
Because all transactions relating to visits and activities are subject to audit examination, all staff are required to maintain approved financial records as outlined in the following paragraphs and ensure that they are handed over to the school’s finance/administrative officer as soon as the visit/activity is concluded. All supporting records must be retained for at least five years and should be made available for audit inspection as required.

Use of a travel agent or tour operator

8.10
Where a visit is organised under the guidance and agency of a travel agent or tour operator, only travel agents or tour operators who are members of the Association of British Travel Agents (ABTA) or other bonding body listed in section1should be used. Failure to follow this advice has previously resulted in schools losing substantial sums when an agent has gone into liquidation. Where air travel is involved, schools should book only with those operators who hold an Air Travel Organisers Licence or ATOL. 

8.11
Gifts or inducements to an individual member of staff must be refused. Where an offer of a discount is received it can only be used to offset the total cost of the visit, or preparatory visit, thereby benefiting the whole party (pupils as well as staff). Modest promotional items, e.g. calendars and diaries, may be accepted but should be disclosed to the Head teacher. The overriding guideline must be to exercise caution at all times.
 Charges for adults

8.12
The adult: pupil ratio for any visit shall be that determined by the head teacher with reference to section 6 of these guidelines. The cost of the adults participating in visits over and above the number required to adhere to the determined ratio should not be subsidised either directly or indirectly by the parents of the participating pupils. It follows, therefore, that where the number of adults exceeds this ratio, the adults concerned will be responsible for meeting their own expenses. This obviously does not preclude the sharing of adult costs between all adults participating if there is voluntary agreement to such effect.

8.13
Any free places allowed for by the travel company should be taken in the first instance by those adults (usually the teachers) who count towards the determined adult: pupil ratio.
Collection of contributions from parents

8.14
All monies collected in respect of visits and activities may be paid either into the school fund account or into the school budget share. Visits may be administered through the school budget share where they are curriculum-based, allowing them to be treated as non-business for VAT purposes. Alternatively, amounts collected may be paid into the school fund and later transferred to the school budget share from where all costs should be paid to avoid VAT, where the HM Customs and Excise requirements have been met.

8.15
A date for payment of deposits should be publicised and parents informed in the original letter of notification whether deposits are returnable or not. It is expected that similar rules to those imposed by the relevant travel agent/company will apply. Final payment of all balances due should be made by a date well in advance of that required by the travel agent/company.

8.16
Where instalment payments are collectable over a period of time, parents are likely to expect a receipt for the instalments paid. The receipt may take the form of either a certified entry on a personal collection card or a numbered receipt issued from a receipt book which has provision for duplicate carbon copies. In either case, the date of receipt and signature of the recipient must be shown. 

8.17
In order to safeguard cash brought to school by pupils participating in the visit, group leaders must ensure that all monies are handed in and receipted at the beginning of the school session. It is helpful if the pupils are advised to bring instalments only on pre-designated collection days where this is feasible.

School collection records – appendix 5(a)

8.18
The school must maintain a record of collections as shown in the example in appendix 5. Where there is more than one visit, a separate collection sheet must be maintained for each, and where pocket money is also collected, this must likewise be shown separately. 

8.19
Use continuation sheets where appropriate - it will then be necessary to change the heading of the `amount due' column on the second and subsequent sheets to read `total collected to date', in order to balance the sheets `across' at the end of the visit. It may be helpful if the names of pupils are listed in the same order on second and subsequent continuation sheets.

8.20
Where there are joint school visits, separate collection sheets must be maintained at each collecting school. At each school, the person receiving the collections must pay them to the school’s finance/administrative officer at his/her own school and amounts collected subsequently transferred to the main organising school.  The original collection records should be retained at the school where the collections were made and a photocopy sent to the organising school. 

Prompt banking and security of cash 

8.21
All collections must be handed to the school’s finance/administrative officer intact without any deduction on the day of receipt. The signature of that person acknowledging receipt must be obtained in the space provided on the collection sheet.

8.22
On no account should cash be left unattended on school premises. It is the responsibility of the person collecting the cash to safeguard it until the school’s finance/administrative officer formally receipts it. All income should be banked promptly (at least weekly) and intact.

Pocket money

8.23
Some schools collect pocket money in advance. Where pocket money is collected before the visit, it should be banked as above. Immediately prior to the visit the group leader may be provided with a cash advance (see below) and may then hold the pocket money for pupils (in cash/travellers' cheques) until required. 

8.24
Although the disbursement of pocket money is a responsibility which may be shared by a number of supervising adults, all payments to pupils must be evidenced by the signatures of the pupils concerned in a composite record maintained by the group leader.

Payments

8.25
With the exception of payments from a special advance (see below), all invoices/demands for payment must be referred to the school’s finance/administrative officer for payment.

Incidental expenses

8.26
It is necessary for the group leader (and a deputy) to have access to funds during the visit.  The school’s finance/administrative officer may make these available by:

· a cash advance (receipt of which must be evidenced by signature)

· travellers' cheques

· suitable arrangements with the school fund bank

· a cheque advance paid into the leader's personal account (exceptional circumstances only)

Such an advance is the only exception to the rule that personal and school monies should never be mixed and is agreed to in these circumstances purely on the grounds of practicality.  A signature must be obtained to the effect that the advance must be expended only in respect of that particular visit. Alternatively, leaders may decide to use their own credit or debit cards, collect receipts, and arrange for reimbursement after the visit. 

8.27 
Whichever method is used, the group leaders will be expected to account for all expenditure from these funds. They must be able to produce receipts in support of such expenditure immediately upon completion of the visit, together with any unspent cash balance which must be promptly paid back into the school fund. To allow the recovery of VAT, it is essential that VAT receipts/invoices be obtained. In the case of a foreign visit, supporting financial statements may be shown in either sterling or the foreign equivalents.  

Exchanging foreign currency

8.28 
At any time when currency is exchanged leaders should obtain an advice note from the bank or other body confirming the value of the exchange in £ sterling and foreign currency and the exchange rate obtained. These will form part of the supporting records of the visit.

VAT on curriculum-based school visits

8.29
Where a school visit is planned, VAT (if any) on the costs of a trip may be reclaimed provided all the following conditions are met:

· the visit is organised primarily to fulfill part of an agreed educational curriculum

· payments are made directly through the school budget share

· VAT invoices/receipts are obtained to support all VAT reclaimed

· contributions from pupils should not exceed the net cost of the visit

Note that if for any reason the primary payment is made from unofficial funds, for example the school fund, then VAT cannot be recovered. It is not possible to make subsequent adjustments. 

8.30
In order to work out the net cost of a curriculum-based visit, schools should bear in mind the following:

· Some of the services purchased by the school for a school visit, such as passenger transport (bus and train fares, and normally the hire of a coach with driver) are unlikely to attract VAT. Charges for accommodation, various admission charges and catering charges are normally VATable
· If the school purchases a package from a tour operator, it is unlikely that there will be VAT added to the invoice. This is because tour operators have to account for VAT in a different way from most other service providers (i.e. under the ‘Tour Operators Margin Scheme’). If no VAT is shown on such an invoice, there is no VAT that can be reclaimed

8.31
VAT should not be deducted from amounts collected from pupils.

Surplus or deficit on a visit

8.32 
It is expected that visits/activities will be ‘self-balancing' (after taking into account any pre agreed subsidy), but no matter how carefully the costs are estimated, there will inevitably be occasions when either too much or too little is charged.

8.33
It is not appropriate to allocate a significant surplus or deficit to the school fund account or to a subsequent visit involving different participants. Significant surpluses or deficits require parental approval as to how these are dealt with.

Visit summary (balance sheet) – appendix 5(b)

8.34
After each major visit/activity, when all financial transactions have been completed, a ‘visit summary’ must be prepared in a form similar to the example in appendix 5(b). (Note also that the notional amount of any pre-agreed subsidy must be shown). Head teachers should ensure that such summaries are prepared for all major/residential visits, including those abroad.

8.35
When completed and signed by the person organising the financial arrangements, the summary should be handed to the head teacher, along with any relevant supporting records still in his/her possession at that stage. The head teacher should be satisfied that the financial procedures as outlined in this advice have been strictly observed.

8.36
Any balance remaining - as indicated on the visit summary - must agree with the details reflected in the school’s finance/administrative officer’s accounts (i.e. the relevant analysis column/ledger folio). All transactions relative to the visit/activity should be reflected in the school fund cashbook.

Certification of the visit summary by head teacher

8. 37
When completely satisfied on all points, the head teacher should countersign the visit summary, and hand this to the school’s finance/administrative officer along with the supporting records for retention. The certified visit summary together with any supporting records should be held securely in the school’s finance/administrative office until required for audit inspection.

(In practice, the school’s finance/administrative officer will already hold expenditure vouchers to cover cheque payments - these should remain on the expenditure voucher file in cheque number order). 

Audit examination

8.38
Where school trips are operated through the school fund, to safeguard those involved in the financial transactions, the school fund accounts should be subject to annual independent audit examination.

Records required for audit purposes - a checklist

8.39
The following list is intended to be merely an ‘aide-memoire' and may not be complete in all circumstances:

· Copies of letters to parents outlining cost, requesting voluntary contributions, inviting applications for refunds from resultant surplus, etc

· Income collection sheets, fully completed and balanced

· Receipt books (where applicable)

· Record of pocket money disbursements supported by signatures.

· Expenditure vouchers to support all cheque payments - usually on the school finance officer’s file of visits

· Signed receipts from parents/guardians for any distribution of surplus monies

· Certified visit summary (with supporting evidence for payments from cash advances)

· Copies of correspondence relating to any grants receivable, insurance claims, etc

· Bankers' advices showing exchange rates on conversion of currency /travellers' cheques

9.
Use of Vehicles


Coaches 

9.1
Other than for travel on public service buses or local journeys not on high-speed roads, vehicles fitted with seat belts should be used for all educational visits. The practice of seating three children on two seats should not be allowed.
9.2 
Where seat belts are fitted in coaches, leaders should take all reasonable steps to ensure that pupils use seat belts. 
9.3
The school should ensure that coaches and minibuses are hired from a reputable company, members of the Bus and Coach Council, the national body for operators of bus and coach services. Schools should obtain from the operator a written agreement on the conditions of hire, the provision of seatbelts, the times of operation and a statement that the vehicle will be operated in accordance with legal requirements. The operator should be advised that the driver should not smoke during the journey.

Minibuses 

(If using minibuses abroad also see section 10)

9.4
Anyone driving a minibus for a Nottinghamshire school must hold a valid Nottinghamshire County Council ‘Permit to Drive’ Card.  Information regarding these permits is available from Social Services Transport Unit. Drivers of minibuses must follow the driver’s checklist supplied to them with their permit.

9.5   
The law requires that if any minibus is operated by a school with a direct or an indirect financial contribution from the passengers, it must be licensed as a public service vehicle, or be covered by a “small bus permit” issued under the Transport Act 1985. These permits can be obtained via an application form available from Legal Services (Property and Commercial) at County Hall. Every minibus operated under a small bus permit must have the permit displayed in the vehicle. Without a small bus permit or a public service vehicle licence no financial contribution can be made by passengers towards any aspect of the visit.  (Small bus permits cannot be used outside the UK.)

9.6    
All minibuses of 9 –17 seats must have full lap and diagonal seatbelts and conform to the “M2” standard. Each passenger must be provided with his or her own seat. Crew buses (with side facing seats) must not be used.   In minibuses the law requires the driver to ensure that any person under the age of fourteen years of age wears a seatbelt when fitted. 

9.9 
Any luggage or equipment must be securely fastened and clear of all exits and aisles. Any hand luggage must be securely stored under the seats.

9.10
To help ensure safe use of minibuses, the following code of practice has been agreed for Nottinghamshire schools. Except in the case of short journeys:

a) the driver should have a break of 30 minutes before the journey

b) the driver should aim to have breaks of 30 minutes for every two hours of driving completely away from any responsibilities

c) the driving time should not exceed nine hours a day

d) there must be another supervising adult in addition to the driver

There is no simple definition of a short journey. The following factors should be considered:

a)
type of passengers

b)
route and weather conditions

c)
is the driver likely to become tired due to work already undertaken?

d)
anything else which might affect the need for another adult or driver

Schools should also bear in mind the EU Working Time Regulations of an entitlement of a daily rest period of eleven hours in any 24-hour period. Whilst individuals can voluntarily opt out of the regulations, when driving is involved, leaders must ensure they have sufficient rest to ensure that they can drive safely (e.g. they have had a proper night’s rest before driving the next day).

9.11
For further advice on use of coaches and minibuses contact the Service Manager, Fleet and Operations, contact details in appendix 10.

Use of Private Cars

9.12 If intending to use private cars on educational visits, schools must ensure that:

· Prior written consent is obtained from parents for pupils to be transported in private cars (except in real emergency)

· Teachers, parents and others using their own cars for transporting children on visits give an assurance to the school that the car is roadworthy and that they have checked with their insurers that they are insured for such use. A form for schools to use to obtain assurances from drivers is contained in appendix 8.

· Drivers are told that seatbelts must be used. 

Use of Watercraft

9.13
Whilst it can be assumed that large vessels such as cross-channel ferries are operating within licence requirements, schools using watercraft such as pleasure boats, barges, narrowboats and fishing boats should check that such craft and skippers are properly licensed by an appropriate authority. The provider of the vessel must have public liability insurance of at least £5 million. Craft need to be used within the remit of their licence. As with other visits, leaders should undertake a risk assessment of the water journey. They should consider when and where personal buoyancy should be worn. Particularly with large parties of small children, the leader should check that the craft has sufficient lifejackets/buoyancy aids of an appropriate size.

Sea and Tidal Waters

9.14
All vessels, which carry more than 12 passengers must hold a Maritime and Coastguard Agency (MCA), Passenger Ship Certificate. The Certificate will indicate the number of persons which may be carried and the nature of the voyage for which the certificate is issued. A certificate will not be issued for more persons than there are lifesaving appliances for. The certificate should be displayed on the vessel and should show the names of those responsible for piloting the craft who must, as a minimum, hold a “Boatmaster Certificate” issued by the MCA.

9.15 All vessels under 24 metres in length used commercially for sport or pleasure and operating from a nominated departure point (NDP) must comply with the Maritime and Coastguard Agency NDP code. These vessels will hold a yellow code certificate and be noted for a particular “area of operation”.


9.16 Vessels that carry less than 12 passengers and do not “proceed to sea” i.e. operate closer to land than three miles may, alternatively to the MCA NDP code, have a local authority licence. (Not all local authorities issue such licences.) As a minimum such vessels should carry life saving and fire appliances. It should be possible to check these licences through the relevant local council offices.

For further information contact the MCA 24 hour Helpline on telephone: 0870 600 6505.
Inland Waters

9.17 Inland waterways fall mainly under the remit of the British Waterways Board (telephone:  01827 252000), the Environment Agency or the local authority. All craft operating on these waters need to be licensed by the relevant authority and licences need to be clearly displayed on the craft. See the relevant generic risk assessment re using narrow boats etc with school groups.

Further advice

9.18
Further advice on use of coaches and minibuses is available from the Social Services Transport Manager (see appendix 10). For sources of further advice about watercraft or other forms of transport, contact the Outdoor Education Adviser (see appendix 10). 

10 
Visits Abroad

This section provides additional guidance for schools planning visits abroad. This section should be read with reference to the rest of the policy.

Travel advice/ risk assessment

10.1 
In order to complete specific risk assessments for visits abroad, leaders should visit the specific country advice provided by the Foreign and Commonwealth Office available at www.fco.gov.uk.  As Foreign Office advice is updated as situations change, this website should also be checked at regular intervals before departure.

Travel in developing countries

10.2 
When planning to visit developing countries, leaders need to be aware that the standards of accommodation, health services, vehicles, roads and other services may not meet those expected in the UK. Schools must risk assess these factors and must ensure parents are adequately informed about the arrangements and the anticipated standards.

Language

10.3 
It is useful for at least one of the leaders to speak and read the relevant language. If not, at least one leader should learn enough of the language to make basic conversation and deal with an emergency and/or the party should have a local guide who speaks good English as well as the local language.
Passports 

10.4
Passports are required for all overseas visits, including day trips.  Applications for passports should be made as early as possible to allow plenty of time for any difficulties to be resolved. For information about passports, visit the Passport Agency website (see appendix 10) 

10.5
The party leader should take a photocopy of the data page of all passports on the visit.  For extended visits, it may be a sensible precaution that a second copy is held at school. Always keep passports and other travel documents, visas, identity cards etc., in a secure place while abroad (e.g. hotel safe).  If a passport is lost, contact the local police and the British consulate who can issue emergency travel documents.

Collective passports

10.6 Collective passports are issued by the Passport Agency in lieu of individual UK passports to approved parties of school pupils travelling abroad in the charge of a responsible leader. They are recognised in most European countries. The Passport Agency can advise on known countries that accept collective passports and will advise you to contact the relevant consulate for others.  Collective passports are valid for groups of 5 and 50 pupils under the age of 18. The party leader and deputy leader must be over 21 and hold standard British passports. A deputy leader should be named as if for any reason the party leader named on the passport is unable to travel, the passport would be invalidated.  Other accompanying teachers, adults and pupils over the age of 18 must carry their own passports. 

10.7 Only British nationals may be included on a collective passport.  These are: British citizens (note that a child even if born in the UK, may not be a British citizen); British dependent territories citizens; British overseas citizens; British protected persons.  If you are not sure of a child's citizenship contact the Passport Agency (see appendix 10) for advice as soon as possible.  Children who are not eligible to travel on a collective passport must have their own individual passport obtained from their own national authority in the UK.  They should also check visa and other special entry requirements for the countries to be visited. Group leaders should be aware of the different passport arrangements that may apply to some pupils so that any difficulties may be resolved sensitively and in good time.

10.8 Where pupils are entered on a collective passport in most circumstances they will require identity cards, bearing their photograph, while travelling abroad. Blank identity cards are supplied with the application form for a collective passport. They must be returned to the Agency with the application for the collective passport.

10.9 Application forms for a collective passport may be obtained from the Passport Agency, for contact see appendix 10, stating number of pupils and countries to be visited. The completed application form will need be returned with a fee, identity cards and a supporting letter, typed on school headed notepaper, from the head teacher, or where the head teacher is accompanying the visit, from the chair of the governing body.  The Passport Agency provides an example of a supporting letter. Written consent from parents agreeing to the inclusion of their children on the collective passport should be included in the parental consent form. Copies should be held by the party leader in case of any difficulty at immigration.

10.10  It is advisable to contact the Passport Agency as soon as a visit is being planned to check if a collective passport may be used and to obtain an application form and blank identity cards if required. The Passport Agency should answer any queries you may have. Applications must be submitted at least 4 weeks before the passport is required, but it is advisable to allow much more time than this. 

Visas

10.11 Adults and children who hold other than a British passport normally require a visa to enter another EU state. However visa exemption may be available for such members of a school group taking part in an educational visit. Details of visa exemption are available from the Home Office on 0870 606 7766.  For entry to many countries outside the European Union a visa is required for all members of the party.

10.12 Details of the procedure for visa applications are available from consular sections of the embassies of the countries to be visited. The Foreign and Commonwealth Office website (see appendix 7) provides further information for individual countries. Visa regulations are subject to change without warning and leaders are advised to obtain precise information from the appropriate embassies, and to check again prior to departure. In order to obtain a visa, applicants must produce a valid national passport. A visa application form should be obtained well in advance as this will give details on what must be provided.

Customs

10.13 Customs regulations vary depending upon whether schools are travelling within or outside the EC.  Full details about customs regulations may be obtained from HM Customs and Excise and at ports and airports in the UK.

10.14 Leaders should be aware of the prohibitions on importing certain items available in other countries e.g. flick knives, ammunition (ensure battlefield visit souvenirs are identifiable as such) or fire crackers.  Emphasise that to be found with such items is an offence, which can result in more than confiscation, especially if such items are concealed.

Health 
10.15 Schools should visit the Department of Health's website, "Health advice for travellers" (see appendix 10). Leaders must make themselves familiar with any health risks in the country visited and ensure that members of the party obtain any vaccinations that may be required. Check if proof of vaccination is required.  Information should be obtained on diseases common in the country (such as malaria, rabies, HIV/AIDS, hepatitis A, gardia, amoebic dysentery and travellers' diarrhoea) and how to avoid them. Guidance must be obtained and followed on personal hygiene, types of food, on water supplies that may be a source of infection, and protection from the sun. Leaders should obtain information (available for most EC countries on the above website) about the medical services available in the countries which are being visited.
10.16 
Significant health hazards should be included in the specific risk assessment and pupils must be briefed on the hazards and how to avoid them. Depending on the country, advice should be given on: risks of drinking tap water, certain foods (eating raw vegetables and unpeeled fruit, shellfish and undercooked meat etc.) exposure to the sun, insect bites and rabies.

E111

10.17  Entitlement to free or reduced cost-emergency medical treatment in European Economic Area (EC) countries is dependent upon having a Form E111 for each member of the party.  Group leaders should obtain from a post office the leaflets 'Health Advice for Travellers', which provide advice on the entitlement to and use of E111s and includes an application form and the E111.  The completed application forms and E111s should be handed to the counter office at the post office who will stamp and sign the E111s to validate them. E111 forms should be carried with passports when travelling in the EC.

Medical Insurance

10.18  Appropriate comprehensive insurance for medical and other emergency expenses arising from accidents or illness is a requirement for all visits abroad including those to EC countries.  The cost of medical services abroad may be very high and the E111 will not cover all costs. Your school may already have insurance cover arranged through the LEA; other insurance policies must be approved by the County Council's Risk and Insurance Section to ensure that they will be sufficient. The cover obtained should include provision for the additional costs of a teacher staying on or travelling home with the individual and parents travelling from home to be with their child if necessary. If parents need to travel abroad to be with their child, the school should help them arrange this if necessary.

For further information on insurance, see section 5.

Medical Emergencies

10.19 
In the case of a medical emergency in a European Community country, full use should be made of Form E111 reciprocal health insurance arrangements but these may still require payment to be made for medical treatment, with all or part of the cost being reclaimed subsequently.  A cash float (in foreign currency) or a credit card should always be available for this purpose.

10.20 When medical treatment is given abroad, while emergency treatment must be given immediately, the insurers should be contacted as soon as possible before incurring substantial expenses and before arranging any repatriation. It is essential that duplicate copies of all doctors' letters, ambulance certificates, bills (e.g. for medicines), vouchers, hospital admission forms, blood transfusion certificates, etc, should be kept for the UK insurers. 

Rabies

10.21 Advise the group not to touch any animal, even if apparently 'tame'. In the case of anyone receiving a bite or scratch from any animal outside the UK immediate local treatment is of paramount importance.  Wash the wound with soap or detergent and water, then flush with water alone; apply alcohol if possible.  Get medical attention fast; a course of vaccinations may need to be started immediately.  Ask for 'human diploid cell vaccine'.  In case of difficulty, contact the nearest British consulate or embassy.

10.22 If an incident occurs, obtain and carefully record the following information:

· The date and place of incident, the animal's description and whether it was wild, stray or in the charge of its owner 

· If not wild, try to identify the name, address and telephone number of the owner. If the animal can be kept under observation for two weeks, arrange to keep in contact to see if the animal becomes sick or dies

· Inform the local police

Ensure the victim consults his/her doctor immediately on return to the UK with the above information.

Travelling with prescription drugs

10.23  There may be difficulties in taking prescribed drugs into and out of some countries.  Specific advice may be obtained from the relevant embassy but the majority of cases can be resolved by ensuring that the particular drugs are carried in the proper named prescription bottle/pack. 

School exchange visits abroad

10.24 Schools exchange visits are of mutual benefit to pupils and staff on both educational and personal levels.  School exchanges normally operate within the context of a relationship between two institutions in which mutual trust and respect play an important part. It is important to reach a clear business like understanding on programme planning and finance. Accommodation for pupils and staff is usually arranged on a reciprocal basis with the partner school, often in pupils' and teachers' own homes. Teachers arranging exchange visits must refer to the LEA generic risk assessment “Exchange Visits”.

10.25 The initial task for teachers participating in an exchange is to communicate clearly to the partner school the purpose of the visit. If the aims of your school are not exactly the same as those of the group from abroad, this need not present a problem as long as the situation has been made clear before the exchange takes place.  Foreign colleagues should be able to advise on and arrange a programme for your visit and your school should help in arranging a reciprocal programme for them.

10.26 Leaders organising exchanges need to find out about the procedures in the foreign country for vetting suitability of host families including the availability, or not, of criminal checks. Exchange or home stay visits may be arranged through agencies, in which case the agency should provide some system for vetting the host families. If checks available appear inadequate, the group leader should seek further assurances and/or consider whether accommodation should be arranged in a youth hostel or other venue. In any event, the level of checks made must be made clear to parents.

10.27 Careful matching of pupils is the key to a successful exchange; pupils and families should normally be put in touch with each other well before the exchange takes place. Host families must be informed of any special diet or medical needs of their guests, age and gender. Parents, pupils and the host school should be clear about arrangements for collecting and distributing pupils to families and transport arrangements throughout the visit. Parents should be made aware that their children living with host families will not always be under direct teacher supervision.

10.28 Pupils living with host families should have easy access to their teachers, usually by telephone.  Regular checks should be made with pupils/families to resolve any problems at an early stage.

10.29 Visiting pupils may be invited to attend normal lessons with their partners, although unless the pupils have a good knowledge of the foreign language, or lessons are specially planned, prolonged attendance may be tedious.  Ideally, a classroom should be made available for the visiting group.  It may be possible to plan a few joint sessions with partners for some activities. Agreement should be reached concerning the cost of any excursions, either that the visiting group pays its own way, or that the hosts in each case meet all the costs - in which case the two programmes should be carefully costed to work out equal.  This will have to be allowed for in the total contribution requested of parents.

Parental consent

10.30 
If a collective passport is to be used parental consent will need to be obtained for their child's inclusion on the collective passport.

10.31
Where a child is subject to a care order, foster parents will need to ensure that the Social Services department consents to any visit abroad. If a pupil is a ward of court, the head teacher should seek advice from the court well in advance.

Briefing of pupils 

10.32
In addition to the list in section 7, it is good practice that pupils on visits abroad: 

· have some background information about the country visited; some of the foreign language or at least some useful phrases; the culture, dress codes, local customs and attitude to gender

· understand that extra care must be taken when crossing the road in a foreign country. It can be difficult to get used to traffic which travels on the right, and pupils should be encouraged to use pedestrian crossings.  Pupils on exchange visits may be particularly vulnerable to road accidents since they may not always be under adult supervision. Leaders could ask that host families remind their guests of the need for care

· carry a note in the foreign language in case they get lost, including details of their accommodation address, telephone number and/or rendezvous point and some foreign currency or a phone card

Ski trips

10.33
Ski trips present quite specific issues in relation to safe management. Schools proposing to run ski trips must refer to the LEA's generic risk assessment skiing early in their planning process. Schools new to skiing or using a tour operator new to the school should contact the Outdoor Education Adviser before confirming arrangements. The leader of any ski trip should have completed the English Ski Council’s Ski Party Organizer course. Tour operators of ski trips who sub-contract to other providers, (e.g. ski school, accommodation and transport) must give the school assurances that the contractors will provide a suitable level of service to the school on an EV2 form (see section 4.22). No contract should be entered into until the school is satisfied that there is good safety provision.
Overseas Expeditions

10.34 Schools planning “expeditions” i.e. journeys involving remote locations must contact the Outdoor Education Adviser as early as possible before commitments by the school or parents are made. The LEA encourages schools to take on such ventures and will provide specific advice. The LEA will make specific requirements clear to the provider and this must be done before plans are far advanced.

Adventure activities abroad

10.35
Teachers proposing to lead adventure activities abroad must be trained and qualified, and, as relevant, have site, in-country and/or environment specific experience. Leaders with qualifications should take advice from the Outdoor Education Adviser and/or the governing body of the relevant sport as to the validity or relevance of their qualification in a foreign country. 

Use of vehicles abroad 

Coaches

10.36
Schools should ensure that coaches and other vehicles are hired from a reputable company, have drivers that are familiar with driving abroad and are aware of the legal requirements of the countries to be visited and en route.

Self-drive minibuses 

10.37 In the EC, outside the UK, drivers of minibuses of 9 -17 seats must hold a PCV (Passenger Carrying Vehicle) licence. This requires drivers to take a theory and practical PCV test and to meet certain medical standards.  (NB - depending on the itinerary and driving time, two PCV drivers may be required for each minibus used abroad.) The NCC ‘Permit to Drive’ Card is not valid for use abroad for minibuses of 9 -17 seats without a PCV licence. The "Small Bus Permit", (Section 19 permit), which allows drivers with D1 restricted licences to drive minibuses in the UK when any financial contribution is involved, is not recognised abroad. Further information regarding these requirements is available from Social Services Transport Unit, see appendix 10.

10.38
To conform to County Council policy, all minibuses of 9 –17 seats (category M2 minibuses) must have full lap and diagonal seatbelts, conform to EC regulations 14 and 16 and be fully tested and certified. Schools planning to hire a bus should take advice from Social Services Transport Unit to ensure the hire bus meets this standard. Each passenger must be provided with his or her own seat. Crew buses (with side facing seats) must not be used.  The law requires the driver to ensure that any minibus passenger under the age of fourteen years of age wears a seatbelt when fitted. 

10.39
Drivers must familiarize themselves with the laws and regulations of the countries to be visited or passed through and ensure they are adhered to.  Information may be available from recognised motoring organisations and/or from the embassies or consulates of the relevant countries. 

10.40
EC regulations concerning drivers' hours require a tachograph to be installed and used for international journeys by passenger vehicles with ten or more seats, (including the driver).  The tachograph must have a current calibration certificate, which needs to be renewed every two years.  The tachograph must be used continuously from the departure point in England (i.e. Nottinghamshire) until the journey is completed back to England. The rules limiting the hours of driving are explained in booklet PSV 375 available on the DETR website (see appendix 7) These include limiting driving to 9 hours a day (maximum 4.5 hours before a 45 minute break) and six days in a week for each driver, but are more detailed than this. Instructions on the use of the tachograph can be obtained from the Social Services Transport Office.

10.41
In spite of many of the European countries being member states of the EC, it will still be necessary to obtain an Insurance “Green Card” to cover the period of your visit abroad.  This can be obtained via the Insurance Section at County Hall. It is advisable to take out motoring organisation Insurance (e.g. AA five star) to cover any possible vehicle failure whilst abroad. This will ensure the safe repatriation of both vehicle and passengers to the UK. Details of the cover available can be obtained from the Social Services Transport Office. (Note that AA five-star cover only covers minibuses up to 3.5 tons gross vehicle weight.)

10.42 Most of the EC countries have abolished road taxes on passenger vehicles although some do charge if you are passing through to a non-EC country.  Motoring organisations can supply you with details.  Non-EC countries may levy a charge for entering the country and for any kilometres clocked up whilst travelling in that country. As road tolls are applicable to all motorists in several countries and can be quite costly, bear this in mind when planning your journey.

10.43 The following documents are necessary for passenger vehicles undertaking international journeys:

· passenger waybills (or own account certificate for school's own minibuses) listing all drivers and passengers and full details of journeys to be undertaken.  For further information contact the Social Services Transport Office

· model control document that gives translation in different languages for the passenger waybill

· sufficient tachograph charts for all drivers for the total duration of the visit.

· all drivers must carry their ordinary driving licence plus an international driving licence if necessary

· passports, visa etc 

· a copy of the vehicle registration document

10.44  Thorough preparation of the vehicle before undertaking a journey abroad is vital. Preparations should include:

· headlamp deflectors to enable the beams to dip to the other side of the road

· a spare set of all bulbs on the vehicle and a warning triangle must be carried

· a GB plate should be affixed to the rear of the vehicle and any trailer

· it is advisable to carry some spare parts such as fan belts etc.

· ensure all tyres are legal and are inflated to the correct pressures including the spare wheel

· always make sure that the vehicle is topped up with fuel; spare cans of fuel must not be carried in a passenger vehicle

· luggage must be distributed evenly across any roof rack and should not exceed 100 kg in weight and ideally not more 300mm (e.g. one packed rucsac width) in height. Any luggage or equipment in the vehicle must be securely fastened clear of all windows, emergency exits and aisles. Any hand luggage must be securely stored under the seats

10.45
Drivers with a PCV licence may tow a trailer of up to 750kg loaded weight. A further DVLA qualification is required to tow a trailer of a greater weight. 

10.46
Drivers who infringe the rules on documentation, drivers' hours and other traffic regulations such as speeding may be charged with an offence by enforcement officials in other countries and may be liable to on the spot fines, which may amount to the equivalent of hundreds of pounds. Be careful to obey all regulations when travelling abroad. 

Use of private cars abroad

10.47
 If using private cars abroad, schools should refer to the relevant sections above and, for safety reasons, are recommended to observe the drivers hours required for minibuses.

Sharing of vehicles with exchange pupils

10.48 
If you take a vehicle abroad and your hosts share some of the seats during the programme, or if your exchange partners bring a foreign coach or minibus into this country and your local group joins them on it, then the driver should obtain an authorisation for carrying passengers additional to those named on the Passenger Waybill.  This is obtained from the Transport Ministry of the country to be visited.  Advice concerning the requirements for carrying additional passengers may be obtained from the DETR (for contact details, see appendix 7).

 Right hand traffic 

10.49
All group members need to be made aware of unfamiliar right hand traffic. Extra care must be taken parking UK coaches and minibuses to avoid left side passenger doors opening straight onto passing traffic.

11.
Adventure activities and outdoor environments 

Introduction

11.1
 The DfES has now included all activities in the outdoor environment within the term “adventure activities”. Therefore this section should be referred to for all activities a countryside or coastal location. Particular care should be taken in higher risk environments, such as those by or in inland water or the sea. 

11.2 
 When a visit involves adventure activities or an outdoor environment which is new to the school, EVCs should consult the Outdoor Education Adviser (see appendix 7) early in their planning process and before arrangements are confirmed.
School self-led activities

Risk assessment 

11.3 
Reference must be made to the relevant LEA generic risk assessment for each activity proposed. Contact the LEA Outdoor Education Adviser if no generic risk assessment has yet been made for the activity. Specific risk assessment of the location must be completed, with particular care if activities are in or by water or have other significant risks. 

Leader competence

11.4 
Leaders of adventure activities/activities in outdoor environments must be sufficiently specifically competent. Competence will result from having appropriate experience of leading groups in the activity and the environment and, in many instances, specific training. Details of appropriate training are available from the Outdoor Education Adviser. 

11.5 
Different activities and environments present different levels of risk and levels of competence by leaders. Below, activities are grouped into three categories. The Outdoor Education Adviser can advise on the categorisation of activities not listed. Head teachers and EVCs should be able to judge an individual teacher’s competence to lead category A activities. For category B and C activities, EVCs should take advice from the LEA Outdoor Education Adviser before approving an individual teacher’s competence to lead these activities. 

11.6 
Teachers leading these activities should maintain a record of their experience and training. The school's EVC should maintain a record of individual teachers' competence and qualifications. The LEA maintains a database of leader’s qualifications to lead category C activities. 

Category A activities

11.7 
“Category A” activities should present no significant risks and may not require specific training, though this is available for less experienced teachers. The EVC should assess the competence of teachers to lead these activities by considering relevant and recent experience and any relevant training completed, taking advice from the Outdoor Education Adviser as necessary. It is not necessary for schools to submit EV1 forms to the LEA for these activities unless the visit is residential or abroad. Category A activities include:

· walking in country parks or non-remote country paths

· field studies in environments presenting no significant hazards

· orienteering in an enclosed area

“Non-remote” is defined as areas where it is not possible to be more than 30 minutes from a road usable by a normal vehicle.  Non-remote areas include the rural countryside of Nottinghamshire and Derbyshire except the Dark Peak moorland.

Category B activities

11.8 
“Category B" activities require that the leader, as well as having recent relevant experience should have, as a minimum, undergone location and/or activity familiarisation and be judged as appropriately competent by the LEA Outdoor Education Adviser as well as the EVC. Category B activities require approval of the LEA on the EV1 form. Schools are advised to check competence of leaders with the Outdoor Education Adviser early in the planning process and before submitting the EV1.
Examples of category B activities include: 

· walking on country paths were groups are remotely supervised (e.g. D of E activities)

· walking on non-remote moorland 

·  field studies in a coastal location or inland waters

· orienteering in a public or non-enclosed area

· camping involving the use of tents and/or stoves 

· cycling on roads or non-remote off-road terrain 

Category C activities

11.9 
"Category C" activities require that the leader should have been assessed as competent, usually by possession of a national governing body (NGB) qualification. Leaders of category C activities must provide evidence of their training and qualifications and recent and relevant experience to their EVC. The EVC should send copies of outdoor qualifications to the LEA Outdoor Education Adviser for entry on the LEA database of outdoor awards. Category C activities require approval of the LEA on the EV1 form. Schools are advised to check competence of leaders with the Outdoor Education Adviser early in the planning process and before submitting the EV1.
Category C activities include:

· water sports such as canoeing, sailing and white water rafting 

· adventure activities in water including river, stream and gorge walks

· rock climbing (including indoor climbing),

· moorland and hill walking, mountaineering including any area where it is possible to be more than 30 minutes from a road 

· skiing, snow boarding and snow sports

· caving and potholing

· swimming in sea or inland waters

· horse riding

11.10
In assessing the appropriate category in which to place an activity account must be taken of the environment in which the activity will take place. The following environmental considerations indicate that an activity should be rated in a higher category:

· the activity takes place in or near water

· the activity takes place in winter conditions

· the activity takes place in areas with cliffs or dangerously steep ground

For example, field study activities adjacent to water are considered category B. Winter camping and off-road cycling in areas with steep terrain are category C activities.
Ratios 

11.11
Reference should be made to the general guidance on ratios in section 6 and the relevant generic risk assessment for the activity. Generally group sizes should be kept as small as practical and for category C activities should not normally exceed one competent/qualified leader per 10/12 pupils usually with another responsible adult.

Equipment

11.12 
Leaders must ensure that the group are adequately prepared, dressed and equipped for any outdoor experience, bearing in mind the location, the time of year and the activities proposed. Leaders must assure themselves of the suitability and safety of all equipment used whether this provided by the school, another organization or by pupils themselves. Schools that have their own store of equipment should ensure this is appropriately maintained and keep a logbook of checks made.
First Aid

11.13 Reference should be made to section 6 for general advice on first aid.  There should be a first aider with all groups involved in adventure activities. Most NGB outdoor leader qualifications are not valid without a current first aid certificate, which usually requires a minimum of 16 hours training (2 days).
Farm Visits

11.14 Visits to farms can be educationally very valuable but should be carefully planned. Risks to be assessed include dangers of farm machinery and chemicals, contact with animals and animal faeces including Ecoli 0157 food poisoning and other infections. Schools should follow the LEA generic risk assessment  “Visits to farms”, and pre-visit the farm to check that the site is suitable and has adequate washing facilities.  High supervision ratios should be arranged. Refer to the latest DfES advice in the DfES publication “A Handbook for Group Leaders – advice on specific activities – farm visits” (see appendix 10). 
Inland water and coastal visits

11.15
The leader must refer to a follow the DfES CCPR guidelines “Group Safety at the Water Margins” (see appendix 10). With reference to this and the LEA generic risk assessment “Visits to Coastal Locations”, or “Field Study in or by Inland Water”, a specific risk assessment by a competent person approved by the LEA Outdoor Education Adviser must be made of the venue.

11.16 
Swimming and paddling in natural waters should only be allowed as formal and supervised activities, following the LEA generic risk assessment “Swimming during educational visits”, and preferably on safety flagged beaches that have official lifeguard cover. The guidance in the DfES publication “A Handbook for Group Leaders – advice on specific activities” must be followed (see appendix 10). 

Remote/Indirect supervision

11.17 
When remote or indirect supervision in adventure activities is planned, particular care must be taken before close supervision is withdrawn. For walking, the LEA generic risk assessment, “Indirectly supervised walks” must be followed and if remote supervision is planned for any other adventure activity, the Outdoor Education Adviser must be consulted. A competent person must provide instruction and be satisfied that the group has the competence to work independently. Withdrawal of close supervision can follow a four-stage process:

· accompanying the group

· shadowing the group

· checking regularly

· checking occasionally

Close supervision may initially be required for use of certain equipment including camping stoves.

Using providers of outdoor or adventure activities 

11.18 When using a commercial, voluntary or local authority provider of outdoor or adventure activities, schools must follow the relevant guidance in section 4.

11.19
If another organisation or individual is to provide adventure activities in the UK, the school should check whether the provider is legally required to hold a licence under the Adventure Activities Licensing Regulations (1996) for the activities it offers and, if so, that the provider holds a licence. Schools can check on the licence status of a provider by contacting the Adventure Activities Licensing Authority (AALA), for contact details see appendix 10. The licensing regulations are somewhat complex and further advice is available from AALA or from the Outdoor Education Adviser. The licensing regulations do not apply abroad.
11.20
The following activities, when undertaken by young people under 18 years unaccompanied by their parent, need a licence when provided in the UK by commercial companies, local authorities or by schools for young people who are not on that schools’ role:

· caving which requires use of specialist equipment or expertise

· climbing, scrambling, sea level traversing and abseiling on natural and some outdoor artificial structures which requires use of specialist equipment or expertise

· trekking on foot, ski, horse or cycle in remote terrain where it could take more than 30 minutes to reach a road

· watersports including sailing, canoeing, kayaking, rafting and windsurfing on turbulent water or any water where it is possible to be 50 metres from land

11.21
If a provider holds an AALA licence this means that the provider has been inspected by the Licensing Authority who are satisfied with the provider’s safety measures for the specified licensed activities. Other elements of a licenced provision, such as accommodation and non-licensable activities, are not covered by the scheme and these must be checked separately by the school. Not all providers are required to hold a licence. Voluntary bodies providing for their own members and schools providing for their own pupils are exempt from holding a licence.

11.22 
Because the licensing scheme does not cover all providers or elements of a provision, schools must check that aspects not covered by an AALA licence are safe and suitable. This should normally include a pre-visit by the group leader. Schools should ask the provider to complete an EV2 form in order to give a written assurance of the standards of safety provided. After the form is returned from the provider, the school must carefully check it to ensure that the recommended specifications are met. Schools needing help with considering information provided by providers should contact the Outdoor Education Adviser.

 11.23 When other organisations are involved in the provision of outdoor activities, schools must agree with the provider the division of roles and responsibilities between the provider and school staff. When the provider is leading activities, teachers may pass the responsibility for the safety of pupils undertaking these activities to the instructor. However, teachers still have overall responsibility for the pupils and need to ensure that suitable supervision is maintained throughout the activity through the leadership of the provider and/or the teaching staff.

11.24 Schools should not employ, as a temporary teacher or instructor on the school staff, an unlicensed provider of adventure activities solely for the purpose of providing licensable activities rather than contracting a licensed provider to provide the same activities.  

Approval procedure for adventure activities including field studies in hazardous outdoor environments

11.25 Schools must follow the approval system detailed in section 3. Where activities fall into categories B and C defined above, approval forms EV1 must be copied to the Outdoor Education Adviser at least 4 weeks before the visit (8 weeks if abroad).

12
Emergency Procedures
Emergency contacts
12.1 For any visit, both the visit leader and the head teacher/head’s representative must have:

· details of the itinerary 

· an accurate list of names of everyone in the group

· copies of completed parental consent forms including medical details and next-of-kin contacts (except for local visits)

· means of communicating between the head teacher and visit leader including after-hours if the visit extends beyond times the school office is open.

In addition, for residential visits and visits abroad both the visit leader and the head teacher/head’s representative must have: 

· next-of-kin contact details for staff

· address and contact telephone numbers for the group leader, the accommodation used and any tour operator involved

· 24-hour contact numbers for the head teacher or head’s representative

· copies of insurance documents and contracts with travel operators  

· LEA after-hours emergency number 0800 731 0698

.

In addition for visits abroad, the group leader is recommended to have (kept in a waterproof bag) photocopies of all passport data pages, tickets and other important documents in case the originals are lost. Passport photographs of the party might also be taken.

12.2 For residential visits arrangements must be made for 24-hour contact to and from the group and the head teacher or a representative (who has the authority to make significant decisions). This contact is often most used during travelling days (e.g. due to travel delay). Head teachers should ensure they have day and night contact details of parents and the LEA. Arrangements should be made so that parents can contact the party in an emergency, via the head teacher or directly. 

Preparation before visits
12.3 Schools should plan how they will deal with possible emergencies on visits, ideally as part of a general school emergency or critical incident plan. The following details the immediate procedure to be followed in the event of a serious accident or incident.  At the incident, the group leader should take charge if present, but all leaders must be aware of these procedures and be prepared to act in an emergency. The LEA will provide schools with laminated cards for leaders containing the key information. The head teachers or his/her representative should be familiar with the “Checklist for head teachers responding to incidents on educational visits” circulated to schools as EDC A2/2001 and available on the LEA Wired web-site under heath and safety publications (see appendix 10) and understand their role in an off-site emergency. 

12.4
It is important to check communications in the area visited. If mobile phones are to be used, check that they will function in the location concerned. If abroad, check the international dialing codes. Leaders and pupils should ensure they know how to call the emergency services in the location or country visited. On residential visits and abroad where pupils are working away from venue at which they are staying, it may be sensible that pupils and staff carry the address and telephone number of the accommodation, and perhaps the mobile number(s) of leaders and details of the school emergency contact. However it not expected that all pupils carry a mobile phone on visits and for primary aged pupils it is accepted practice that they do not. 

Immediate action in an emergency 

12.5
The person in charge of a group to which an accident or incident happens must take control of the situation and immediately follow this five-step procedure:

· assess the situation.  Take charge, use other staff and ensure everyone’s safety

· establish who is injured and how

· provide first aid and call emergency services

· continue to care for injured and all the group. Ensure pupils taken to hospital are accompanied by an adult

· Be aware you and others may be suffering from shock

Next steps

12.6
To ensure relatives of those involved are informed correctly, the following procedure should be followed:
The leader at the incident should:

· control communications. Avoid speaking to media or group members spreading news through mobile phones etc.  Direct the media to NCC Public Relations on 0115 977 3376
· contact head teacher/ representative on: school tel. no:                                                 
after-hours/mobile nos: 

· give clear details of what has happened and who is involved

· your head teacher/representative should inform parents (and LEA if situation serious)  You must do this if the head teacher is unavailable.  LEA emergency after-hours number is: 0800 731 0698 

· make notes of what has happened and your actions 

· keep in contact with your head teacher
The head teacher/nominated representative should:

· refer to the document: “Checklist for head teachers responding to incidents on educational visits” circulated to schools as EDC A2/2001 and available on the LEA Wired web-site under heath and safety publications (see appendix 10).

· contact parents and next-of-kin of adults (although it may be agreed that the group leader should do this directly). In any event, the parents of any injured pupil must be informed as soon as possible. Parents of other pupils on the visit should then be informed as appropriate. 

· assist as necessary  (with LEA help if required) parents of an injured child who may wish to travel to be with their son or daughter. Arrange a means of keeping in contact with these parents.

· Avoid making any comments to the media until you are sure of the facts and all relatives have been informed. Contact NCC Public Relations on 0115 977 3376 and ask them to construct an agreed press statement. Direct media enquiries to Public Relations, Nottinghamshire County Council 0115 977 3376.

· In the case of a serious incident, inform the LEA, usually via their Local Education Office. Outside normal working hours, the LEA should be contacted via the LEA emergency after-hours telephone 0800 731 0698.

· If the incident is very serious or fatal, ensure the leader has informed the local police and if abroad, the British Consulate.

· if the visit is abroad, after arranging immediate emergency care, contact the Risk and Insurance Section at County Hall or the insurers of the visit before incurring substantial medical or other expenses. 

Help available

12.7 In the event of a serious incident, a range of support, including counselling and debriefing, will be available from the County Council and other statutory and voluntary services. The school’s area education base will assist in coordinating support from the LEA.

Reporting and reviewing of incidents and accidents
12.8 All leaders involved should prepare a written account of any serious incident as soon as possible noting all events and times. Note the names and details of any witnesses and, if possible, obtain a written account from them. 

12.8
If abroad, it may be necessary for the party to comply with local accident reporting procedures in the country where the accident occurs. Local police or the British consulate should be able to advise on these procedures. If the incident involves a major injury, condition or fatality, the British consulate should be informed. If the incident is the subject of a police investigation abroad, the British consulate will assist British subjects in obtaining legal advice.

12.9
For insurance purposes, obtain and retain receipts and other documentation relating to any claim. Report any loss or theft of property to the local police within 24 hours of the incident and obtain written confirmation of this.

12.10
The County Council's Accident Report Form, SR3/5, should be completed within 24 hours (or as soon as possible thereafter) and copies sent to the Local Education Office. Major injuries or conditions and fatalities must be reported to the Health and Safety Executive's 0845 300 9923 within 24 hours. The LEA’s Health and Safety Advisers (see appendix 10) will do this for schools if informed and can advise when and when not to report. 

12.11 After any significant incident, schools should undertake a review of the incident and their emergency procedures. Even if no injury was caused, it is good practice to record and review “near misses” so that learning outcomes can be shared and practice improved. Schools’ educational visit coordinators should record and review near misses and pass any issues that other schools could learn from to the LEA’s Outdoor Education Adviser.
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