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Thrunscoe Primary and Nursery Academy have adopted the NELC Requirements for Off-Site Visits and Adventurous
Activities,along with the LA’s systems and processes for supporting and monitoring Off-Site Visits andAdventurous
Activities; this links specifically to our use of the EVOLVE system.
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Importance of Off-site Visits and Adventurous Activities

North East Lincolnshire Council (NELC) recognises the value of off-site visits and Adventurous
Activities and fully supports and encourages those that are well planned and managed
effectively. NELC promotes such positive learning experiences and encourages children and
young people to take advantage of the fantastic opportunities provided by our various
establishments and services. Supporting off-site visits and Adventurous Activities across the
Borough is a key driver in engaging, inspiring and enthusing young people, enabling learning
and development through real life experiences and helping all our young people to realise their
potential.

e Employer Procedure

This procedure & framework is applicable to all employees within NELC who are involved in,
or have responsibility for young people operating away from their normal place of work or
base, including Schools where the NELC is the employer for Health and Safety purposes.

This procedure is based on recognised good practice and underpinned by Outdoor Education
Advisors Panel (OEAP) OEAP National Guidance for Off-Site Visits

o Purpose

This document provides clear instruction for the planning and management of off-site visits
and Adventurous Activities. It supports a common sense and proportionate approach to
health & safety and risk management in line with the Government’s drive to reduce wasteful
bureaucracy whilst promoting the safety and wellbeing of all participants.

e  Status
The Health and Safety at Work etc. Act 1974 places overall responsibility for health and safety
on educational and off-site visits with the employer.

It is a legal requirement that employees cooperate with the employer on health and safety
matters. This document should be read in conjunction with of NELC'’s - Health, Safety and
Wellbeing Policy and supporting management system procedures as applicable (i.e. BPS
4.3.1 — Risk Assessment Procedure.

This procedure recognises and refers to the as
the current National Guidance for Off-site Visits and Outdoor Learning.

Where another employer (such as the Governing Body of a Voluntary Aided, Foundation,
Academy or Free school) wishes to adopt the NELC Requirements for Off-Site Visits and
Adventurous Activities, along with the LA’s systems and processes for supporting and
monitoring Off-Site Visits and Adventurous Activities, they should produce a policy statement
that makes this clear.

When a NELC employee commissions a third party to provide any Off-Site Visits or
Adventurous Activities, they must ensure that the commissioned agent has either:
= adopted the NELC Requirements for Off-Site Visits and Adventurous Activities or

= Systems and procedures in place where the standards are not less than those required by
NELC as stipulated in this guidance.


http://oeapng.info/
https://pnc.nelincs.gov.uk/wp-content/uploads/2021/09/Health-Safety-and-Wellbeing-Policy.pdf
https://pnc.nelincs.gov.uk/wp-content/uploads/2021/09/Health-Safety-and-Wellbeing-Policy.pdf
https://pnc.nelincs.gov.uk/wp-content/uploads/2021/03/BPS-4.3.1-Risk-Assessment-Procedure.pdf
https://pnc.nelincs.gov.uk/wp-content/uploads/2021/03/BPS-4.3.1-Risk-Assessment-Procedure.pdf
http://oeapng.info/

e The Local Authority/Employer
The Health and Safety at Work etc. Act 1974 places overall responsibility for health and safety
on educational visits with the employer.

For community schools, community special schools, voluntary controlled schools, maintained
nursery schools, pupil referral units, and statutory youth groups, the employer is the local
authority. These establishments must adhere to this document including NELC’s - Health,
Safety and Wellbeing Policy

For voluntary aided schools, foundation schools, academies and free schools, the employer
is usually the governing/managing body. Although welcome to do so, these establishments
are not obliged to use the procedure & framework of the LA. If using LA procedure &
framework, this should be clearly stated. If not using the LA procedure and framework,
establishments are advised to ensure that the guidance and systems in place meet or exceed
the standards set by the LA.

Where the LA is the employer, the Governors should not normally be expected to approve
visits, although they should have an overview of the visits that take place and should confirm
that appropriate policies and procedures are in place. Where the Governing body is the
employer, the governors’ responsibilities will be the same as those of the LA. In this case the
establishment’s educational visits policy must make it clear if the establishment is following
LA procedures & framework.

Please also refer to the following OEAP National Guidance documents:

= Requirements and Recommendations for Employers

= Requirements and Recommendations for Establishments

= Underpinning Legal Framework and Duty of Care

= Member of a Management Board or Governing Body Responsibilities

Remit
This procedures & framework applies to all NELC employees (and any employees whose
employer has adopted this guidance) whose work involves any of the following:
= Employees who directly supervise, facilitate or oversee young people undertaking
experiences beyond the boundary of their normal operational base
= Employees, who directly supervise, facilitate or oversee young people undertaking
Adventurous Activities.

This applies regardless of whether or not the activities take place within or outside of normal
working hours, including weekends and holiday periods.

e  Statutory Responsibilities of the Local Authority/ Employer

As an employer, NELC is required to ensure that its employees are provided with:

= appropriate guidance relating to Off-Site Visits and Adventurous Activities

= employer-led training courses to support the guidance to ensure that it is understood
(e.g. EVC training, Visit Leader training)

= suitable systems and processes that encourage good practice, help to monitor and
ensure that those trained are kept updated.

= access to advice, support and further training from an adviser that has proven expertise
and experience, as well as a professional understanding of the guidance, the training
and expectations set by current good practice.


https://pnc.nelincs.gov.uk/wp-content/uploads/2021/09/Health-Safety-and-Wellbeing-Policy.pdf
https://pnc.nelincs.gov.uk/wp-content/uploads/2021/09/Health-Safety-and-Wellbeing-Policy.pdf
http://oeapng.info/employer/

e How to use this document

This document has been designed to be used electronically so that all the links and
references can be accessed. This procedure and framework will be reviewed every two
years and will be updated line with any other legislative, standards, guidance updates as
required.

Please ensure that the latest version is being used which is available from Evolve or your
Educational visits administrator. (Check the version reference number which can be
found at the bottom of each page.)

All the sections highlighted in blue text are either internal or external links. If any of the links
don’t work then it would be very helpful if the Educational Visits Administrator could be
contacted by email so that all links can be maintained.

1 National Guidance
This procedure & framework (see Emplovyer ) recognises and is underpinned by the following
National Guidance outlined in Sections 3.1 and 3.2.

e DfE Advice on Health and Safety for Schools
The DfE Advice on Health and Safety for Schools (Nov 2018) is eleven pages of general
health and safety advice for schools, including advice on Educational Visits.

. OEAP NG - National Guidance for Off-site Visits and Outdoor

Learning
This is web based guidance that replaces HASPEV (Health & Safety of Pupils on Educational
Visits) and is now the recognised National Guidance for Off-site Visits, endorsed by a number
of bodies including the Department for Education, (DfE) NAHT (National Association of Head
Teachers) and the NUT (National Union of Teachers).

There is a wealth of information and guidance on the OEAP National Guidance website which
is designed to support staff, managers, governors, employers and parents in the provision of
high quality Off-site visits and Outdoor Learning.

There are 3 ways of navigating the site and finding what you want:
i. Select your role from the list on the right hand side (e.g. Visit Leader, EVC or
Head/Manager) which will provide a list of relevant documents for your role.
ii. Selectthe ‘Content’ tab at the top of the page to get a full list of documents organised
by categories.
iii. Use the search option to find documents relating to a specific topic (e.g. Ratios)

Follow the link below to explore how to use the site and sample the content available.

http://loeapng.info/ng-first-time-visitor/
It is strongly recommended that all staff involved in leading, managing and overseeing
Off-site visits familiarise themselves with the OEAPNG website so that the relevant
guidance can be accessed when needed.

2 Role of the EVC

All establishments should appoint an Educational Visits Coordinator (EVC) who will support
the Head of Establishment and help to fulfil the health and safety obligations for Off-Site Visits
and Adventurous Activities. In small establishments the EVC may also be the Headteacher or
manager.The EVC should be specifically competent, ideally with practical experience in
leading and managing a range of visits similar to those typically run by the establishment.


https://www.nelincs.gov.uk/schools-and-education/outdoor-learning-service/evolve/
mailto:sue.campbell@nelincs.gov.uk
http://oeapng.info/employer/
https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
http://oeapng.info/ng-first-time-visitor/

Commonly, but not exclusively, such competence will be identified in a person from the senior
management of the establishment.

The EVC must attend a full NELC EVC training course, and thereafter attend EVC update
training at least once every 3 years. Training records will be held on Evolve.

The EVC should support the head of establishment in ensuring that competent staff are
assigned to lead and accompany visits, see section on , as well as
providing support for approvals and other decisions.

The EVC should oversee the management of the EVOLVE website for the establishment and
ensure that all staff leading or accompanying visits have their own EVOLVE account.

The EVC should ensure that staff leading and accompanying visits receive appropriate training
and support.

All EVCs must be familiar with the ‘Specific guidance for your role’ (for EVCs). For full EVC
responsibilities and further information refer to the OEAP National Guidance website which
can be found by accessing the and selecting the EVC role
on the right hand side of the page. This will bring up all relevant documents for the role of
EVC.

In particular EVCs should be familiar with the following OEAP documents:
= EVC Responsibilities

= EVC Checklist
= Requirements and Recommendations for Establishments

e Admin support for the EVC

Admin support for the EVC is sometimes provided in some establishments by non-teaching
staff. Where such support is used it is important that it is the specifically competent and
experienced EVC (normally a member of the senior leadership/ management team with
significant experience of leading visits) that makes the important decisions such as
competence to lead, appropriate ratios and effective supervision and submits the visit form to
the Head/Manager for approval.

3 Other Roles and Responsibilities
All persons involved in a visit have a specific responsibility which they should be clear about
prior to the visit taking place. Follow the links below to see the ‘Specific Guidance for Your
Role’ on the OEAPNG (National Guidance) website. See the section of this guidance on

for further details
regarding the OEAPNG website.

e Visit Leader

All Visit Leaders should be familiar with the ‘Specific guidance for your role’ (for Visit
Leaders) which can be found by accessing the and selecting the Visit
Leader role on the right hand side of the page. This will bring up all relevant documents
for the role of Visit Leader.

The following OEAP documents may be of particular interest and can be found in the ‘Specific
guidance for your role’ section on the OEAPNG website.

= Visit or Activity Leader Responsibilities

= Visit Leader Checklist


http://oeapng.info/evc/
http://www.oeapng.info/

= Group Management and Supervision
» Good Practice Basics
= Ratios and Effective Supervision

e Assistant Leader

All Assistant Leaders should be familiar with the ‘Specific guidance for your role’ (for
Assistant Leaders) which can be found by accessing the and
selecting the Assistant Leader role on the right hand side of the page. This will bring
up all relevant documents for the role of Assistant Leader.

The following OEAP documents may be of particular interest and can be found in the ‘Specific
guidance for your role’ section on the OEAPNG website.
= Assistant Leader Responsibilities

e Head/manager

All Heads/Managers should be familiar with the ‘Specific guidance for your role’ (for
Head/Manager) which can be found by accessing the and selecting
the Head/Manager role on the right hand side of the page. This will bring up all relevant
documents for the role of Head/Manager.

The following OEAP National Guidance documents may be of particular interest and can be
found in the ‘Specific guidance for your role’ section on the OEAPNG website.

= Requirements and Recommendations for Establishments

= Requirements and Recommendations for Employers

» Head teacher responsibilities

= Manager of an establishment other than a school

= Head or Manager’'s Checklist

e Governors/ Management

All Governors/Management Boards should be familiar with the ‘Specific guidance for
your role’ (for Governors) which can be found by accessing the and
selecting the Governors role on the right hand side of the page. This will bring up all
relevant documents for the role of Governor/Management Board.

The following OEAP documents may be of particular interest and can be found in the ‘Specific
guidance for your role’ section on the OEAPNG website.

= Requirements and Recommendations for Establishment

» Requirements and Recommendations for Employer

=  Member of a Management Board or Governing Body Responsibilities

= Management Board and Governor Check List

e Employers

All Employers should be familiar with the ‘Specific guidance for your role’ (for
Employers) which can be found by accessing the and selecting the
Employers role on the right hand side of the page. This will bring up all relevant
documents for the role of Employer.

The following OEAP documents may be of particular interest and can be found in the ‘Specific
guidance for your role’ section on the OEAPNG website.
= Requirements and Recommendations for Employers


http://www.oeapng.info/
http://www.oeapng.info/
http://www.oeapng.info/
http://www.oeapng.info/

= Requirements and Recommendations for Establishments
= Underpinning Framework and Duty of Care
= Monitoring

4 Reducing Bureaucracy

Planning and recording for Off-site Visits and Adventurous Activities should be proportionate
to the level of risk involved.

Local, routine, low risk visits are likely to require minimal planning whereas an expedition
abroad will need considerable and detailed planning over an extended period of time.

See sections on:

o Making effective use of generic risk assessments
e What information is required and how to manage it

The following documents may also be of interest:
= Writing Policies to Reduce Bureaucracy (OEAP)

= HSE School trips and outdoor learning activities: Tackling the health and
safety mvyths

5 Establishment Off-site visits policy
Each establishment must have an Off-site Visits policy. It should be readily available to staff
and regularly reviewed. It must be uploaded on to EVOLVE.

The establishment policy should make reference to the NELC Educational and Off-Site Visits
Inc. Adventurous Activities Policy & Framework (Emplover ) and the National Guidance. It
should seek to clarify the arrangements, procedures and responsibilities within the
establishment but it should not repeat what has already been detailed in the LA or National
guidance.

The EVC should be responsible for ensuring an appropriate Off-site visits policy is in place
and regularly maintained and that it is shared with staff along with any subsequent updates.

It is strongly recommended that the section on Reducing Bureaucracy is considered when
writing or reviewing the Establishment Off-site Visits Policy.

The OEAP document How to write an establishment visits policv_should be referred to
when writing or updating an establishment Off-site visit policy. An example policy is available
at Educational Visits in the Forms section. A further OEAP document \Writing policies to
reduce bureaucracy may also be of interest.

6 EVOLVE visits website
NELC uses the web-based system ‘EVOLVE’ to facilitate the efficient planning, management,
approval, and evaluation of visits.

All staff that lead or accompany visits should have their own EVOLVE account, which is set up
by their establishment’s Educational Visits Coordinator (EVC).

10


http://oeapng.info/head-manager/
http://www.hse.gov.uk/services/education/school-trips.pdf
http://www.hse.gov.uk/services/education/school-trips.pdf
http://oeapng.info/head-manager/
http://www.nelincs.gov.uk/resident/schools-and-education/educational-visits/
http://oeapng.info/downloads/?did=70
http://oeapng.info/downloads/?did=70

As well as being an efficient tool for planning and approving visits, EVOLVE also contains a
variety of features including: search and report facilities, downloadable resources and
information, staff records and visit history, gateway access for parents, etc.

This guidance is written to work hand in hand with the Evolve web-based system.

EVOLVE:

Please contact your EVC in the first instance or the
for further support and training with EVOLVE.

7  Approval and notification

Certain will require either Approval by or Notification to the Local
Authority (LA). For visits where approval is not required by the LA then the approval is
delegated to the Head/Manager.

ALL visits must be approved by the LA/Employer or the Head/Manager in advance of the visit
in accordance with this guidance.

The approval and notification process within the establishment should be clearly detailed in
the Establishment’s Off-site Visits Policy.

11


https://evolve.edufocus.co.uk/evco10/evchome_public.asp?info=logx
mailto:sue.campbell@nelincs.gov.uk

This section at a glance

Level/
Categor

y

Definition of visit

Local, routine, low
risk

Level 1

Do these visits
need to be
recorded on
EVOLVE?

Yes

Recommended:

e One-off ‘whole
time at
establishment
consent’ (or at
least annual
consent)

e generic risk
assessment
(Reducing paper
work while
maintaining a
proportionate
level of planning)

Approval process

Information provided and
recorded by Visit Leader
(On EVOLVE)

Checked and submitted by
EVC

Approved by
Head/Manager (delegated
approval from LA)
(Head/manager may
delegate approval of Level 1
Visits to a suitably competent
and experienced member of
the senior leadership team —
although the Head/Manager
still carries the responsibility.
Where this arrangement
exists it should be clearly
stated in the establishments
Off-site Visits Palicy)

Out-of-borough

(Any visit involving
travel outside North
East Lincolnshire

Or
In-borough trips

Level 2

Visit Form completed on
EVOLVE by Visit Leader
Checked and submitted by

that are of a more Yes EVC
complex nature Approved by
(e.g. large scale Head/Manager (delegated
sponsored walk; night approval from LA)
time theatre visit; pp
involvement in a large
scale public
event/gathering)
Visit Form completed on
EVOLVE by Visit Leader
Overseas Checked and submitted by
L2012 | Residential Yes EVC
Adventurous Authorised by

Student Exchange

Head/Manager
Approved or processed by
Local Authority

12



7.2 Categories of visits
All visits must be placed in to one of three categories so that proportionate planning can be
put in place for the visit relative to the complexity and the level of risk involved.

See the table above for the categories of visits and descriptions.

7.3 Approval Times Required

All visits should be submitted for approval in good time. Staff should be aware that EVCs,
Heads/Managers and the LA have other responsibilities as well as visit approvals and that
staff should not place undue pressure on colleagues or the LA with regard to visit approvals.
The amount of time required to process and approve a visit will depend on the level of
complexity. Time must be allowed to consider each visit in detail and request further
information or clarification where necessary so that informed decisions and judgements can
be made by those responsible for approving visits.

To ensure that visits can be managed effectively the following lead in times should be
adhered to:

Level 3 Visits It is recommended that Level 3 visits should be submitted to the EVC by the
Visit leader (via EVOLVE) at least 6 weeks prior to the visit date.

The visit should then be Authorised by the Head/Manager and submitted to the Local
Authority for approval at least 28 days prior to the visit date.

Level 2 Visitslt is recommended that Level 2 visits should be submitted to the EVC by the
Visit Leader (via EVOLVE) at least 14 days prior to the visit date.
Establishments may wish to amend this to reflect their circumstances.

Level 1 Visitslt is recommended that Level 1 visits should be submitted to the EVC by the
Visit Leader (via the Evolve system, along with any other relevant information)
7 days prior to the visit date. Establishments may wish to amend this to reflect
their circumstances.

Establishments should decide what is appropriate for their setting and then include
the required approval times in the Establishment Off-site Visits Policy. (Please allow
28 days for LA approval of Level 3 visits.)

Some flexibility will be required to accommodate a degree of spontaneity and pupil/young
people led activities, especially with Level 1 visits. Also, although Off-site Visits should
normally be part of a planned programme, where opportunities arise at short notice, please
contact your EVC as visit approval can usually be fast-tracked so that young people don’t miss
out on such opportunities.

8 Retention of documents
All Off-site visits planning documentation must be retained until the participants’ 25" birthday.
The EVOLVE website fulfils these retention requirements. School held records must meet the
same retention requirements.

Consent/medical/emergency contact forms should be shredded after the visit unless there has

been an incident on the visit, in which case the forms for the whole group are subject to the
same retention requirements as the planning documentation.
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Planning

Planning visits
EVOLVE provides a means of recording planning during the planning phase, and enables the
EVC and Headteacher to monitor, contribute and support the activity.

The extent of planning required is related to the complexity of the visit. See the following
documents for further information:
Visit Leader Checklist (OEAP)

Good Practice Basics (OEAP)
Planning basics (OEAP)

Learning OQutcomes mindmap

This planning process by the leader may be compared to the expectation of a teacher or youth
worker to plan a lesson/session which is relevant to the needs of the group.

Many aspects of planning will normally already be in place in the form of existing policies and
guidance, such as the establishment’'s own Off-site Visits Policy, LA policy, etc. These, in
conjunction with the EVOLVE Visit Form may be sufficient for a particular visit, as it is not
necessary to repeat generic policies on EVOLVE.

What information is required and how to manage it

All establishments must have a clear and robust system for recording visits and visit planning.
This should be detailed in the establishments Off-site Visits Policy. Systems should also be
manageable and proportionate. (See section )

Suitable and sufficient risk assessment must be in place for all Off-site visits and
Adventurous Activities.

Planning and recording for Off-site Visits and Adventurous Activities should be proportionate
to the level of risk involved. Local, routine, low risk visits are likely to require minimal planning
whereas an expedition abroad will need considerable and detailed planning over an extended
period of time.

See sections on:

. assessments
Level 1 Routine Visits — Local and Regular

For the purposes of this policy, the LA defines Level 1 as

‘regular and routine’ visits that take place in the ‘local’ area as part of a planned programme
of activity over a given period of time and within the school day’

Such activities might include visits to Libraries, Art Galleries, Swimming Pools and Leisure
Centres, City Schools, Sports Fixtures, and activities on the delivery site of a non-
adventurous nature and will take place within the local neighbourhood or local built-up area.
Beyond these areas of working, the visit becomes a Level 2 or 3 visit.

All Category 1 visits must be recorded on Evolve and approved by the academy Educational
Visits Coordinator and the Headteacher.
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It is recommended that Level 1 visits (Local, routine, low risk) are managed in the following
way:
" yVisit entered on EVOLVE
= One-off ‘whole time at establishment consent’ (or at least annual consent) — ensuring
that blanket parental consent is in place for Level 1 visits
= Generic risk assessment NELC BPS 4.3.1.F6 Offsite & Educational Visits Risk
Assessment Form/ standard operating procedures (included within establishments Off-site
Visits Policy and uploaded on to EVOLVE or attached to the visit form)
= Visit Leader holds the following:
o List of staff and young people on visit
Emergency card (including 24hr Emergency Contact details where appropriate)
Any other relevant documentation (e.g. medical/ contact details where appropriate)
First Aid kit
Any other relevant documentation/items (e.g. medication/ contact details where
appropriate)
= Emergency contact (at the base) holds the following:
o List of staff and young people on visit
o Emergency cards (Including Visit Leader contact details while on the visit)
o And should have 24/7 access to all Visit details and documentation

O O O O

Level 2 & Level 3 Visits - Information required and how to manage it (what must go on
EVOLVE)

All Level 2 and Level 3 visits must be entered on EVOLVE. See *

for further details.

Visits beyond the local area are defined in this policy as visits that require travel of more than
one hour or visits to attractions, for example, visits to the coastal locations , major visitor
attractions, UK cities, non-adventurous field studies etc.

All Level 2 visits must be recorded on Evolve and approved by the establishment
Educational Visits Coordinator and the Headteacher.

Level 3: Residential, Overseas and Adventurous

Residential, overseas and adventurous activities are defined in this policy as visits that any
element(s) include residential, overseas, adventurous activities or visits to hazardous
environments.

All level 3 visits must be recorded on Evolve and approved by the establishment Educational
Visits Coordinator, the Headteacher and the LA.

All relevant information must be included. The following (where applicable) must be attached
to the EVOLVE Visit Form:
» ltinerary
= Generic Risk Assessment NELC BPS 4.3.1.F6 Offsite & Educational Visits Risk
Assessment Form (except where there is a Generic Risk Assessment included in the
Establishment Visits Policy which has been upload on to EVOLVE)
= Event-specific Risk Assessment/s (as required)
= [nformation provided to parents/pupils
= Any other relevant information
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This information must be available to view on EVOLVE before approval is granted.

In addition:

= Group list, First Aid kit and mobile phone must be taken on every visit along with
medical information and contact details where appropriate.

= The Emergency Contact back at base should hold a Group list including all contact
details and the and have 24/7 access to all Visit details and documentation.

Risk Management
The starting point of any assessment of risk should be the consideration of the learning
outcomes of the visit/ activity. See

A Guide to High Quality Outdoor Learning

Three Types of Risk Assessment

Generic Risk Assessment

This is a general risk assessment that covers the significant risks common to all Off-site
visits. It should be included in the Establishments Off-site Visits Policy which should be
uploaded on to EVOLVE. It is likely that for many Level 1 Visits the establishments Generic
Risk Assessment will be sufficient.

Event-or site-specific Risk Assessment

This considers any additional significant issues or activities that are not covered by the
Generic Risk Assessment. Event or site-specific risks assessments should be uploaded on
to the Evolve form

On-going Risk Assessment

This is what the staff do on a visit to keep the group safe — ‘active risk management’. It involves
continuously assessing situations as they unfold and adjusting your response to effectively
manage any issues/risks that may arise. This is not a written risk assessment but may lead to
a change in written risk assessments at a later date. It is important that any additional hazards
and risks identified through by on-going risk assessment are shared with all participating staff
and pupils on the visit.

Risk management - what is required?
Employers have a legal duty to manage risk and ensure that proportionate (suitable and
sufficient) risk management systems are in place.

Staff should have access to appropriate guidance, training and resources specific to the risk
management of Off-site Visits.

An adequate assessment of risk is required which identifies any significant risks and the
control measures required to reduce these risks to an acceptable level.

All risks do not need to be eliminated; indeed low level residual risks are to be expected.

Exposure to well managed risk helps children and young people learn important life skills
including how to manage risk for themselves. This is endorsed by HSE in
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It is not always necessary to produce a separate risk assessment for every visit. It is likely that
routine, low risk visits will be covered by the establishment’s generic risk assessment where
as more complex visits will require an additional event or site-specific risk assessment.

Risk assessments should be:
= Proportionate to the complexity of the visit and the level of risk

»= Focused on significant risks

»= Produced by involving all the staff team involved in the visit.

= Shared - Relevant information should be shared with those involved, including
young people

= Reviewed annually (or after an incident)

= Recorded — the format should be NELC BPS 4.3.1.F6

Making effective use of generic risk assessments

In order to help to reduce bureaucracy and encourage consistent good practice it is strongly
recommended that a comprehensive generic risk assessment or standard operating
procedure is included in the Establishment Off-site Visits Policy. This must then be uploaded
on to EVOLVE and made available to all staff.

All staff should be familiar with the Establishment Off-site Visits Policy including the generic
risk assessment/standard operating procedures.

Level 1 Visits

It is expected that routine, low risk visits (Level 1 visits) will be managed using the
establishment’s generic risk assessment which should be included in the Establishment
Off-site Visits Policy and uploaded on to EVOLVE.

For Level 1 visits, a routine check of the generic risk assessment to make sure the precautions
remain suitable and sufficient is all that may be required. Where additional factors apply such
as a group with unusually challenging behaviour; extreme weather; an inexperienced leader;
then an event-specific risk assessment may be required to cover any additional issues.

Level 2 & Level 3 Visits

For more complex visits a generic risk assessment from the establishment or the Local
Authority may be used as a starting point/prompt sheet with any additional significant issues
specific to the visit being recorded on the event-specific risk assessment.

Event-specific risk assessments

It is likely that for many Level 1 Visits the establishments Generic Risk Assessment will be
sufficient, however, an event-specific risk assessment may also be required for Level 1 visits
where there are additional significant issues to consider that are not covered by the generic
risk assessment or where the visit is being undertaken for the first time.

For Level 2 and Level 3 (more complex) visits an event-specific risk assessment must be
considered. Any additional significant issues must be recorded along with appropriate control
measures. There is no need to repeat any issues already covered adequately on the generic
risk assessment.

Please note: Level 3 visits require an appropriate risk assessment to be attached to the
EVOLVE visit form before approval can be given.
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On-going Risk Assessments

It is what staff do on the visit that keeps the group safe. All staff are responsible for carrying
out effective on-going risk assessments based on competence, experience and common
sense. Staff teams must be suitably competent and experienced so that they are able to
effectively manage any situations they are likely to encounter on the visit.

See section:

Three Types of Risk Assessment.

Risk assessment forms

It is mandatory that BPS 4.3.1.F6- Offsite and Educational Visits Risk Assessment Form
is used for recording risk assessments for Off-site Visits. This makes it much easier to share
risk assessments with staff and also makes it much easier for the EVC and the
Head/Manager to monitor visit planning.

External Provider Risk Assessments

Visits that include outdoor learning and Adventurous Activities commonly involve delivery by
an external provider and the provider will have responsibility for risk assessing and managing
the activity. As such, the provider’s risk assessment is not the concern of the establishment
leader, and does not need to be requested from the provider, and does not need to be attached
to EVOLVE. The visit leader should ensure that external provider holds a suitable accreditation
such as the LOTC quality badge or adventuremark or The National Farm Attractions Network
(NFAN) awards. If the external provider holds no recognised quality badge or mark then the
provider confirms risk management plans by completing and returning the
Form/EVC/Prov.

What to consider when carrying out an Off-site visit risk assessment
When considering whether there are any significant risks that need managing it is
recommended that staff use the following model:

STAGER:

Staffing Including competence, experience, ratios, effective supervision

Timings Timings, itinerary, downtime

Activities Programme, activities to be undertaken. Who will lead? Adventurous?

Group Additional needs: learning, behaviour, disabilities, medical.
Challenging group?

Environment Venue, accommodation, weather, water levels, crowds, other users,

culture

Response Consider response time for establishment to provide physical support.

How long would it take the emergency services to respond to an
emergency or incident?

Reviewing risk assessments
Risk assessments should be reviewed in accordance with NELC BPS 4.3.1 — Risk
Assessment Procedures.

Any lessons learned should inform future planning across the establishment. Systems should
be in place for sharing any relevant information with colleagues and with the Local Authority
where appropriate so that colleagues from other establishments can also benefit.

Risk management checklist for EVCs and Heads/Managers
= Are all staff given training on risk management and assessment of risk for Off-site visits?
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= |s such training kept up to date (and included in the school induction programme)? Is Off-
site visit planning, including risk assessments, monitored by the EVC and Head/Manager
with appropriate rigour?

= Is there a requirement that the visit leader involves other staff (and young people where
appropriate) in the planning and preparation of the visit, including the risk management
and the recording of risk-benefit assessments?

» |s there a standardised format for recording risk assessments?

» |s staff encouraged to only record significant risks?

= Are risk assessments proportionate, simple and easy to use?

» |s the bureaucracy minimised by having generic risk assessments in place which are
included in the Establishment Off-site Visits Policy as well as making good use of any
exemplar risk assessments?

= Are all adults and young people briefed regarding the risk management plan prior to the
visit taking place?

For further information on Risk Management see the following documents:

Plan B

Alternative arrangements (Plan B) should be included within the planning process where
appropriate, for example, where weather conditions or water levels might be critical, or where
an overcrowded venue might necessitate an alternative option.

Safety during the visit

Prior to the visit, staff must ensure that all participants understand what is expected of them.
This includes any ‘rules’ that will be in place. These should be reemphasised as appropriate
during the visit.

Effective supervision of pupils on the visit must be on-going, and this contributes towards both
enjoyment and safety.

We all have a common law duty of care to do what is reasonable to prevent harm occurring to
another person. A higher level duty of care is expected of professionals as a result of their
specialised training/knowledge.

Staff from an establishment on educational visits have a non delegable duty of care to the
students. This means that even if delegated to a third party, the party owing the duty will
remain liaible for the manner in which is it performed and the consequences should something
go wrong. This kind of duty arises particularly in relation to public bodies exercising their
statutory duties.

It is primarily the responsibility of the visit leader, in consultation with other staff where
appropriate, to modify or curtail the visit or activity (e.g. Plan B) to suit changed or changing
circumstances - for example: over-busy lunch area, rain, rising water levels, etc. See section
on

Assessments.

Following the visit, the visit leader should record any significant issues as a note on EVOLVE,
for both reference and to inform future visits.
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= Visit Leader Check List

Staffing, ratios and effective supervision

All establishments

Visits must have ‘effective supervision’ in place that has been approved by the EVC and
Head/Manager.

For all visits the visit leader, EVC and Head of establishment will make a judgement regarding
the number and suitability & competency of staffing on an individual visit basis after
consideration of the following factors:

= the type, level, and duration of activity

= the nature and requirements of individuals within the group, including those with

additional needs

= the experience and competence of staff and other adults

= the venue, time of year and prevailing/predicted conditions

= the contingency, or ‘Plan B’ options

A visit must not go ahead where either the visit leader, EVC, or Headteacher is not satisfied
that an appropriate level of supervision exists.

Visit leaders, EVCs and Heads/Managers often find it helpful to have ‘a starting point for
consideration’. Where departure from the starting point results in fewer staff, the justification
should be recorded as a note on EVOLVE.

Refer to OEAP documents:

Staff, who are assigned to support the special needs of an individual, cannot be included in
the overall staffing ratio. Their responsibility should not include the wider group.

Particular consideration should be given to the additional implications that may arise if staff
are to be accompanied by family members (or partners) on visits.

Staff and volunteers who work frequently or intensively with, or have regular access to young
people or vulnerable adults, must undergo an enhanced DBS check as part of their recruitment
process. For the purpose of this guidance:

= ‘frequently’ is defined as ‘once a week or more’

» ‘intensively’is defined as ‘four or more days in a month, or overnight’

Refer to OEAP documents:

Early Years Groups

The Early Years Foundation Stage (EYFS) Statutory Framework no longer sets out
different requirements for minimum ratios during outings from those required on site. As with
other age groups, ratios during outings should be determined by risk assessment, which
should be reviewed before each outing. The appropriate ratio on an outing is always likely to
be lower than the legal minimum that applies otherwise (for children aged three and over in
early years settings either 1:8 or 1:13 and 1:30 in infant school reception classes in
maintained schools). It is not unusual for a ratio of 1:1 to be necessary Staffing
arrangements must meet the needs of all children and ensure their safety.
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Employers must ensure that children are adequately supervised and decide how to deploy
staff to ensure children’s needs are met staff should be aware that the specified ratios may
not be adequate to provide effective supervision on Off-site visits.

Only those aged 17 or over may be included in ratios (and staff under 17 should be
supervised at all times). Students on long term placements and volunteers (aged 17 or over)
and staff working as apprentices in early education (aged 16 or over) may be included in the
ratios if the provider is satisfied that they are competent and responsible.

Adult Participants

In England and Wales, children become adults on their 18th birthday. On some visits
organised by establishments such as school sixth forms, FE colleges and some youth
organisations/services young adults may be taking part as participants.

When you are working with adult participants, you should interpret this advice in this
guidance about providing information to parents, or obtaining information from them, as
being about doing this with the adult participants themselves. Although you may not need to
obtain young adults’ consent to participate in visits, as they can choose for themselves
whether or not to do so, you should consider whether you need to ask for their consent or
agreement to specific matters, including:

» Consent to share personal data such as contact details and medical information with a third
party such as an activity provider (under the terms of the establishment’s privacy policy);

* Agreement to any financial terms;

» Agreement to any other terms and conditions;

» Acknowledgement of what is involved in a visit, including any inherent risks.

It is as important to agree a code of conduct with adult participants as it is with under-18s.
Depending upon the nature of the group, issues such as alcohol, smoking, sexual
relationships, foul language, behaviour around participants who are under 18, and
compliance with leader requests may need to be addressed. When working with children,
leaders have a duty of care which has sometimes been described as acting as a prudent
parent would. While this does not apply when working with adults participants, leaders still
have a general duty of care and are still bound by relevant legislation such as the Health and
Safety at Work etc. Act (1974).

Unlike when working with children, it may not be necessary to always exercise supervision
when working with adults. For example, it may be appropriate in some circumstances to
allow adults to have some ‘free time’ during a visit, whereas when working with children
there should be supervision (whether direct, indirect or remote) at all times. Even when a
decision has been taken that continuous supervision is not required, there may be
circumstances where it is sensible to monitor the behaviour of adults. For example, during a
residential visit with young adults it may be advisable to have a member of staff sleeping in a
room nearby, so that they would become aware if there was undue noise etc. A decision
about the appropriate level of supervision, and whether to allow unsupervised free time,
should be based upon a risk assessment.

It is not necessary, and not legally allowed, to obtain a DBS check on adults who are simply
participating in a visit alongside under-18s. Any safeguarding concerns should be addressed
through supervision.

However, if any such adult participants have a role that places them in a position of trust,
such as being a voluntary helper or supervisor, then they should be subject to appropriate
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vetting. If this role involves ‘regulated activity’, then a DBS check will be required unless they
are themselves under supervision.

Levels of Supervision

There is no such thing as unsupervised time on an activity or visit. Throughout the visit the
establishment have a Non Delegable Duty of Care that children and young people must be
effectively supervised at all times. At times they may be unaccompanied by a member of staff
or other responsible adult, e.g. DofE expeditions, ‘down time’ in a shopping mall, etc.

Direct Supervision occurs when the group remain within sight and contact of a leader.

Indirect Supervision (supervision within clear boundaries) occurs when a group is given
the freedom to explore an environment or engage in an activity away from direct adult
supervision but within clearly identified and agreed boundaries, for example:
= Small group or individual work within a gallery, museum, cultural or historic site or
city.
= Time between more structured activities during a residential visit.

This should be set up so that, in emergency or changed circumstances, it should not be a
difficult or lengthy process to re-establish direct supervision.

Remote Supervision occurs when a group works at such a distance that direct supervision
would take some time to be re-established (e.g. during a remotely supervised adventure
walk; young people travelling independently to a venue; an orienteering activity; a Duke of
Edinburgh

Award expedition).

For this form of supervision to be appropriate a decision must be made that the young
people no longer require an adult leader but are capable of operating independently.
Supervision in this

context is more of a monitoring and emergency response role. Although the supervisor is not
physically present they should be able to intervene or assist within a reasonable time when
contacted or if there is a cause for concern (reasonable in this context will depend on the
age, maturity and competence of the group, the activity and the environment). For this to be
effective, the group must know how to make contact with a remote supervisor.

‘Remotely supervised’ activities can bring purposeful educational benefits, and the
progression from dependence to independence is to be encouraged.

In addition to considering the benefits of the activity, staff should also ensure that reasonably
practicable safety precautions are taken.

The decision to allow remote or indirect supervision should be based on professional
judgement taking into account such factors as:
= prior knowledge of the individuals (including their maturity and levels of responsibility);

= venue and conditions

= the activity taking place

= preparatory training

= the competence of the supervising staff
= the emergency systems in place

Refer to OEAP documents:
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Competence to lead
The competence of the visit leader is the single most important factor in keeping the group
safe.
The EVC and/or Head of Establishment must therefore consider the following when assessing
the competence of a member of staff to lead a visit:

= What experience has the leader in leading or accompanying similar or other visits?

(Check Visit History on EVOLVE).
= |s the leader competent in planning and managing visits?
= What are the leader’s reasons for undertaking the visit?
= |s the leader an employee of the local authority?
= Does the leader have the ability to manage the pastoral welfare of participants?
= Does the leader exhibit sound decision making abilities?
= What experience has the leader of the participants he/she intends to supervise?
= What experience has the leader of the environment and geographical area chosen?
= Does the leader possess appropriate qualifications?
= |f appropriate, what is the leader’s personal level of skill in the activity, and fithess level?
= |[fleading Adventurous Activities has the leader been ‘approved’ by the LA?
= |s the leader aware of all relevant guidelines and able to act on these?
= Will the leader be expected to participate in activities such as; ice skating, climbing etc.

Refer to OEAP document:

Learning Outcomes / Purpose of visit
Clarity regarding the intended outcomes of the visit will help to ensure that the potential
benefits can be achieved. Up to four ‘intended’ outcomes may be recorded on EVOLVE during
the planning process, for subsequent evaluation.

Work that takes place outside the classroom can provide a very powerful means of developing
learning in all curriculum areas, and can make a positive impact in helping to raise attainment,
attendance and behaviour. Learning outside the Classroom can also provide opportunities for
development in other areas, including:

= Environmental

= Cross curricular

= Emotional & spiritual
= Relationships

=  Communication

* Independence

= Resilience

= Self confidence

=  Teamwork

Preparatory work should take place in advance of the visit where appropriate. This, in
conjunction with activity that will take place during the visit, should feed into any follow up
work.

Refer to OEAP documents:
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High Quality Outdoor Education can be used as a tool by visit leaders to assist in both
identifying outcomes and in the evaluation of the learning taking place.

Evaluating visits
Visits should be evaluated with the outcomes informing future planning. All stakeholders
should be considered when carrying out evaluations. There is the opportunity to use the
evaluation tool on EVOLVE which enables staff to comment on the learning outcomes
identified on the EVOLVE visit form.

Refer to OEAP document: Riagorous Evaluation of LOtC meeting Ofsted expectations

Pre-visit
A pre-visit is recommended wherever possible and in some instances may be considered
essential. Where a pre-visit is not practicable it may still be possible to manage visits
effectively. It may also be acceptable to manage visits without a pre-visit if a Tour Operator is
providing a guide or has someone in place who can offer support, advice and local knowledge.

A pre-visit can promote the provision of a high quality learning experience allowing staff to
focus on the young people and their learning rather than having to focus on issues such as
where to cross the road or where to eat lunch if it's raining.

By gathering information and seeing things on the ground, a pre-visit can help to ensure that
factors such as the venue, activity and the provider are appropriate and that the provision
meets the needs of the group.

Refer to OEAP document: Preliminary Visits and Provider Assurances

External Provider/ Tour Operator

When choosing a new provider first-hand experience or word of mouth is often the best
approach. Staff may wish to contact the NELC Educational Visits Administrator for advice
or search on EVOLVE for other schools who have used the same provider and contact the
visit leaders for their views.

An ‘External Provider’ is defined as where there is an element of instruction, staffing, or
guiding, for example:

= Activity Centre

= Ski Company

= Educational Tour Operator

= Overseas Expedition Provider

Climbing Wall where instruction is provided by climbing wall staff

Freelance instructor of Adventurous Activities

Youth Hostel (where instruction is provided)

Voluntary organisation (e.g. Scout Association), where instruction is provided
'Volunteer' instructor of Adventurous Activities (Contact LA)

For the purposes of LA approval, an External Provider is NOT a:
» Youth Hostel (where accommadation only is used)

Hotel, B&B, etc.

Campsite

Museums, galleries, etc.

Tourist attractions
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Theme Parks

Farms

Coach, Train, or Airline company

Swimming Pool

Climbing Wall where instruction is provided by a member of your establishment

The decision about the use of an external provider is the responsibility of the visit leader, EVC,
and Head of establishment. The LA does not ‘approve’ external providers or tour operators.
Establishments will find it useful to ‘Search by External Provider’ on EVOLVE, and liaise with
other LA establishments that have used a particular provider.

Establishments should consider the requirements under ‘best value’ when selecting an
external provider.

Note: Whilst the responsibility for the safety of participants rests with the provider, the
accompanying staff continue to retain a non-delegable duty of care.

To confirm that all aspects of the operation of the provider are satisfactory, the

establishment must ensure that either:

a) The Provider holds an LOtC Quality Badge
or

b) A Form/EVC/Prov has been satisfactorily completed by the provider
Note: If a Provider holds an (and/or any other accreditation) but not a LOtC
Quality Badge, then a Form/EVC/Prov is still required.

Learning Outside the Classroom (LOtC) Quality Badge

Where possible providers holding a LOtC Quality Badge should be used. Selecting a badged
provider should ensure good quality provision and good safety management systems. Details
of the badge and a list of holders can be found at

Provider Form
For Providers that do not hold an LOtC Quality Badge

Procedure:

= Download a Form/EVC/Prov.

= Complete the top section.

= Send Provider Form to the provider (email, fax, post).

= Onits return check that it has been satisfactorily completed.

= Keep Provider Form on file together with all other relevant documentation —attached to

the visit form on EVOLVE.

Important: If the Provider has made any alterations to the wording of the Provider Form or is
unable to comply, then you must discuss this with the Provider, and if necessary seek advice
from the LA prior to making a commitment with the Provider.

The Provider Form should be sent to the provider at the time of making a provisional booking
and no deposits should be committed prior to its satisfactory completion and return.

The satisfactory completion of a Provider Form does not necessarily signify that the service
on offer will be appropriate for the young people from your establishment. A pre-visit and
recommendation from previous users will help you decide on its suitability.

The above procedure is not sufficient for Overseas Expeditions (i.e. those which typically take

place in remote areas of the world and/or in developing countries), for which separate
arrangements are applicable and must be complied with.
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Inclusion

Under the Equality Act 2010, it is unlawful to discriminate against disabled participants
because of their disability, without material or substantial justification. You are required to
make reasonable adjustments to avoid participants being placed at a substantial
disadvantage. However, the Disability Discrimination Act does not require responsible bodies
to place employees or participants at inappropriate risk if a health and safety issue arises. It
is also the case that the adjustments made to include a disabled young person should not
impinge unduly on the planned purpose of the activity.

Refer to OEAP documents:

Parental Consent

Section 35 of the Education Act 2004 states: ‘Where a visit is part of a planned curriculum in
normal curriculum time, then parental consent is not necessary although it is recommended
good practice to ensure that parents are informed’.

To help reduce paperwork, comply with best practice and maintain parental confidence NELC
strongly recommends that establishments adopt the following criteria:
Regular, routine off-site visits/activities in normal curriculum/programme time
= Regular, routine off-site visits/activities in normal curriculum/programme time do not
require parental consent; however, most schools continue to seek blanket consent for
Level 1 visits (regular, routine off-site visits/activities).
= The following two options are recommended for obtaining ‘Blanket consent’ for Level
1 visits:
= Annual consent OR
»= One-off consent on enrolment to cover the time at the establishment

Regular, routine off-site visits/activities out of normal curriculum/programme time
Consent is required where Level 1 visits take place out of normal curriculum/programme
time. This may be blanket consent or individual visit consent depending on the nature of
the visit and the procedures outlined in the establishment’s visits policy.

Other visits

For other visits (including residential, adventurous, those involving significant distance
from base and activities for which a charge is made) consent should be obtained on an
individual visit basis. Information provided to parents prior to granting consent should
include full details of the activities and any other significant information, to allow parents
to give informed consent.

All visits - establishments should send persons with parental responsibility
information about each visit or activity before it takes place. This may be a useful
opportunity to remind them if they have given consent and to give them an opportunity to
withdraw it.

All establishments must have systems in place to gather and update any relevant personal,
medical and emergency contact details. Such systems should be separate from blanket
consent forms as such information is likely to change and need updating over time. Any such
information that is relevant to visits/activities must be made available to visit leaders. Relevant
information may still be requested on one-off consent forms to ensure that visit leaders have
up to date information.

Refer to OEAP document:

Transport

Line Managers / Head Teachers must ensure that any individual who drives an
authorised vehicle to carryout work related activities adheres to NELC Driving at Work
BPS 4.3.19 procedure.
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General considerations and effective supervision during journeys

The driver of any vehicle transporting children or young people cannot drive and supervise at
the same time. Care should be taken to assess the maturity and the needs of the group, the
competence and experience of the staff, as well as the distance from base so that the Visit
Leader, EVC and Head/Manager can be confident that ‘effective supervision’ is in place.
Consideration must be given in relation to driving hours in regard to regular working hours.

Refer to OEAP documents:

Seat belts

Seat belts must be worn at all times on all vehicles where seat belts would normally be
expected, including cars, minibuses, coaches and buses — with the exception of public
transport. Establishments should only commission vehicles with appropriate seat belts fitted.

Refer to OEAP documents: Seat Belts and Child Restraints

Minibuses

Minibus Training

NELC requires that all drivers of minibuses successfully complete training recognised by the
Local Authority such as MIDAS. Any training must be kept up to date.

Establishments should consider staff maturity/age and any penalty points held before allowing
staff to drive the minibus.

Legal Requirements and Supervision
Drivers must ensure that all relevant legal requirements are met and that appropriate
supervision is in place. Please refer to for further detalils.

Establishments that own or hire a minibus must have a minibus policy in place that covers:
= roles and responsibilities

= driver requirements : Domestic driving hours, Work Time Directive. Volunteer drivers
aren’t subject to domestic or EU rules. A volunteer driver is considered to be someone
who isn’t paid nor compelled to drive. The driver wouldn’t be viewed as a voluntary driver
if they contracted to drive, or driving forms part of their contract of work. Non volunteer
drivers are subject to domestic hours rules.

= insurance

= accident/ breakdown procedures

= emergency procedures

= maintenance schedules

= supervision

= operational procedures: Driving licence checks, driver assessments, training, driving at
work NELC policy BPS 4.3.19 Relevant toolbox talks i.e. non-smoking, DVWRC,
speeding, mobile phones etc. A hire vehicle is still classed as a white fleet vehicle.

Section 19 Permit (Minibus Permit)/ Public Service Vehicle (PSV) Operator’s Licence
All not for profit establishments must operate under a section 19 Permit which allows
vehicles to be operated for hire or reward without a full Public Service Vehicle Operator’s
licence and allows category B licence holders to drive minibuses. A Section 19 Permit is
required for each minibus in service. A vehicle being used under a permit must not be used
with a view to profit nor incidentally to an activity which is itself carried on for profit.
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Otherwise establishments will need a full Public Service Vehicle (PSV) operator’s licence.

Please refer to section 4 of DVLA Section 19 Permits for further details.

Further Information
For further information please refer to the following:

OEAP document: Transportin minibuses (OEAP)

DfE & DfT information leaflet: Driving Minibuses-Advice for schools & local
authorities

ROSPA document: ROSPA Minibus Safety: A Code of Practice 2015
Useful website: Community Transport Association UK

(www.ctauk.ord)

Coaches/ minibuses with drivers

There is no approved list of coach companies. Establishments must take steps to ensure
that only reputable companies are used and that the vehicles provided appear to be in good
order and fit for purpose. Professional operators of buses and coaches in the UK are legally
required to be licenced. Establishments using operators to transport young people should
seek assurances that the operators have the appropriate Public Service Vehicle (PSV)
Operators’ Licence and that operators have adequate procedures in place to deal with
emergencies such as vehicle breakdown. Drivers should be competent with DBS checks in
place.

Refer to OEAP document:  Hiring a coach 4.5e

Buses — private hire

Buses (e.g. double/single decker buses) should be avoided where possible and if used then
they should be fitted with seat belts and only used for short, local, urban journeys where speed
limits are low. They are not suitable for longer journeys or where motorways or faster roads
are used.

Staff should also consider the age/ size of the children and young people. Smaller children
(e.g. Early Years and Infants in particular) may have faces level with the metal bar/handrail on
the back of the seat in front which if lap belts are fitted may present serious issues in the event
of an emergency stop or accident.

Public transport
Public transport can reduce the cost of visits. It can also be a learning experience in itself,
especially where young people are involved in planning the journey themselves.

When planning to use public transport staff should contact the company involved to pre-book
tickets or if no tickets are needed (e.g. on a bus) to ensure that the transport provider is happy
with the intended arrangements and the numbers traveling in the group.

Staff/ pupil ratios may need considering when using public transport to ensure that effective
supervision is maintained at all times. A higher staff ratio may be required to manage this
mode of transport.

A pre-visit would normally be expected so that the visit leader is familiar with the route and
where to get on and off.

Refer to OEAP document:  Transport General Considerations
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First Aid

Based on the nature of the particular visit, the Visit Leader/EVC/Head must ensure that a
First Aid Provision Assessment has been completed in accordance with NELC First Aid
Provision Procedure BPS 4.4.9 regarding the level of first aid required. However any
residential visit or adventurous activity should be accompanied by, or have access to, a
qualified first aider. For residential visits the first aid cover must be available 24/7.

A course such as the Emergency First Aid at work (1 day) course may be suitable for routine
urban visits, however the nature of the visit may indicate that a higher level qualification is
appropriate (e.g. a 2 or 3 day qualification), especially in circumstances where it is likely that
access by the emergency services may be delayed.

A first aid kit appropriate to the visit should be carried, and there should always be someone
who is nominated to deal with first aid issues.

For children in the Early Years Foundation Stage (EYFS), there is a statutory requirement
that at least one person who has a current paediatric first aid certificate and sufficient
understanding and use of English to summon help in an emergency must accompany
children on outings.

Refer to OEAP document:

Weather, Clothing & Survival

Where appropriate, the leader must obtain and act upon recent weather forecasts and local
advice.

Participants should be adequately clothed appropriate to:

= The time of year, prevailing weather conditions, altitude and exposure to elements

= Likely changes in weather

= The experience and strength of the party

» The nature of the visit and environment

When venturing away from immediate help, leaders should consider the need for:

= Comfort, insulation and shelter for a casualty

= Comfort, insulation and shelter for the whole group

= Provision of emergency food and drink

= Torch

= Possible need of signalling equipment and/or mobile phone (NB. Mobile phones may not
work in remote areas)

It is primarily the responsibility of the visit leader, in consultation with other staff where
appropriate, to modify or curtail the visit or activity (e.g. Plan B) to suit changed or changing
circumstances - for example: over-busy lunch area, rain, rising water levels, etc.

Insurance
Itis the Head’s/Manager’s responsibility (on behalf of the employer) to ensure that appropriate
insurance cover is in place to cover staff, volunteers and children participating in Educational
Visits.

Visit/Activity Leaders are advised to check the extent of the cover they have, any policy
exclusions, as well as the limits of indemnity (what you would get in the event of a successful
claim):

Travel insurance must be taken out for all overseas/foreign visits.
Insurance is recommended where:
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= visits involve significant financial commitment
= visit are more complex or higher risk
o For example:
»= Residential
= Significant distance from base
= Heads/Managers may choose to cover other types of visits as well where they feel this
may be appropriate.
= Please note that where School Journey/Travel Insurance has not been taken out then
establishments would have to cover the costs of any financial losses or additional costs.
= Contact the NELC Insurance Department for further details.

Tour Operator Insurance Packages

Visit Leaders should be aware that they are not obliged to take out insurance offered by a
tour operator as part of a package. Before doing so, they should study the terms of the policy
carefully, paying particular attention to the exclusions and limits of indemnity. Establishments
should check that the cover offered is at least equivalent to that available through their
employer’s standard travel insurance.

Public Liability Insurance

Public Liability insurance indemnifies the employer against all claims for compensation for
bodily injury from persons not in its employ and for the accidental loss of, or damage caused
to, property. Employees (as agents of the employer) are indemnified against all such claims,
as are voluntary helpers acting under the direction of the employer’s staff. The indemnity
should cover activities such as off-site activities and visits organised by all establishments and
setting for which the employer is responsible.

This covers children/young people and staff on visits in the same way as it does in the
establishment. For example with school groups they have the same insurance cover out on a
visit as they do in school. However consideration should be given as to whether additional
insurance is required when groups are out on visits.

Charging for activities/ visits
Local authorities, maintained schools and academies (including free schools, studio schools
and University Technical Colleges) must take account of the law relating to charging for
school activities, as set out in sections 449 to 462 of the Education Act 1996.

General principles

No charges may be made unless the governing body of the school or local authority has

drawn up a charging policy giving details of the optional extras or board and lodging that

they intend to charge for, and a remissions policy. Schools and local authorities must not

charge for:

= Education provided during school hours.

= Education provided outside school hours if it is part of the National Curriculum, or part of
a syllabus for a prescribed public examination that the pupil is being prepared for at the
school, or part of religious education.

= Transport provided in connection with an educational visit.

It should be noted that ‘part of the National Curriculum’ is not restricted to learning outside
the classroom experiences that are specifically subject based (e.g. geography or science
fieldwork) but includes, for example, activities designed to fulfil requirements under the
National Curriculum ‘inclusion statement’ (e.g. developing teamwork skills).
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Schools and local authorities may charge for optional extras, which include:
= education provided outside of school time that is not:

a) Part of the National Curriculum.
b) Part of a syllabus for a prescribed public examination that the pupil is being prepared
for at the school.
c¢) Part of religious education.

= Board and lodging for a pupil on a residential visit, except to parents in receipt of certain
benefits (broadly equivalent to those which qualify children for Free School Meals).

Refer to: OEAP document off-site
DfE Departmental Advice. Charging for school activities

Emergency Procedures & Critical Incident Planning

All Employees must report any near miss, accident, incident, injury, illness or dangerous
occurrence arising during offsite visits to their EVC, Head/Manager in accordance with NELC
Accident, Incident Reporting and Investigation Procedure BPS 4.5.1

All Establishments should have an Emergency Procedures & Critical Incident Plan covering
off-site visits made by its Establishment. This should be issued to all relevant senior
managers and establishment heads/managers. It should comprise an action plan that can be
adapted to deal with any given Critical Incident. The procedures within the action plan should
be pre-planned, fully documented and supported by an appropriate training regime,
specifically designed to ensure that it is properly understood by the key decision makers. It is
good practice to test the system regularly and rigorously.

The Critical Incident Plan should be comprehensive, clarifying the roles and responsibilities
required to respond effectively to a Critical Incident. It should explain the roles to be filled
rather than assign named staff to a particular role (as individual staff may be unavailable at
the time of the incident). Guidance for each role should allow any suitable staff to pick up the
task and be effective.

The plan must include a clear point of contact to allow any Visit Leadership Team or
Establishment to alert the Employer to a Critical Incident.

Monitoring

It is a statutory requirement under the Health and Safety at Work etc. Act 1974 for an
employer to monitor the work of their employees and the implementation of guidance that
they issue.

Establishment Heads or Managers are to ensure that establishments have a monitoring
process and these are written into the establishments’ educational visits policy. This should
communicate the following expectations:

= The monitoring role of the EVC, Head/Manager, other senior staff and the Governing
Body.

= The type of visits subject to EVC scrutiny.

= Any arrangements for peer monitoring on a sample basis.

= The extent of sample monitoring through field observation by the EVC and/or
Head/Manager/LA Educational Visits Officer.
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Monitoring should ideally include an element of field observation. There are many ways of
targeting or sampling the range of provision, for example:

=  Sample monitor across the full range of provision.

= Focus on straightforward or routine activities, on-site or off-site.

= Focus on activity that is more complex and requiring enhanced planning

= and management.

= Focus on activity that is more frequent.

Example self-evaluation monitoring form

Refer to OEAP document:

11 Adventurous Activities

e Definition of Adventurous Activities for the purpose of this document
Adventurous Activities include activities which are considered to have a higher potential level
of risk associated with them and would normally require a specifically competent/ trained/
experienced person to lead the activity.

e Exemplar list of Adventurous Activities
Please note that this is not a definitive list. If you are unsure whether or not your activity is
adventurous then please contact the for further
clarification and advice.

Activities regarded as ‘adventurous’ and requiring LA approval include:

= All activities in ‘open country’. See section on non-
adventurous?

=  Swimming (all forms, excluding publicly lifeguarded pools)

= Camping

= Canoeing / kayaking

= Bushcraft/survival skills

= Sailing / windsurfing / kite surfing

= Rafting or improvised rafting

= Use of powered safety/rescue craft

= All other forms of boating (excluding commercial transport)
=  Water skiing

= Snorkel and agualung activities

= Hill walking and Mountaineering

= Rock climbing (including indoor climbing walls)

= Abseiling

» River/gorge walking or scrambling

= Coasteering/coastal scrambling/sea level traversing

= Underground exploration

= Shooting and archery

= Snowsports (skiing, snowboarding, and related activities), including dry slope
= Air activities (excluding commercial flights)

= Horse riding

= Motor sport — all forms

= Go Ape style ropes courses

= cycling/ mountain biking or off road cycling

= Other activities (e.qg. initiative exercises) involving skills inherent in any of the above
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The responsibility for the safety of participants in an adventurous activity will rest with either:
a) An external provider - see the section on
or
A member of your establishment’s staff - see the section on
. This person must be specifically approved by
the employer to lead the activity, and recorded via EVOLVE.

12. Approval of establishment staff to lead Adventurous Activities

Staff who wish to lead (i.e. supervise or instruct) an adventurous activity, as defined in the
section , must first upload details and scanned copies of all relevant
qualifications (e.g. instructor certificates, first aid, etc.) to the ‘My Details’ section of their
EVOLVE account.

The visit leader should complete the Visit Form on EVOLVE as usual. During this process
EVOLVE will ask for an Activity Leader Form (ALF) to be completed, which will request further
details regarding the proposed venture (e.g. dates, venues, numbers, etc.). The ALF will then
be embedded within the Visit Form for that particular visit.

On receipt of a Visit Form (and embedded ALF), the LA will view the proposed activity in the
context of the leader’'s competencies and qualifications.

Where approval is not granted to lead the activity, the Visit Form will be returned to the EVC
via EVOLVE, with an attached note. Where this is the case the activity must not take place.

12.1 Criteria for approval
Approval will normally be given where the leader of the activity has recent relevant experience,
and:

- is appropriately qualified through the relevant National Governing Body, or

- has a ‘Statement of Competence’ from an appropriate ‘technical adviser — see below.

For most activities the competence required of a technical adviser is stipulated by the activity’s
National Governing Body. For further clarification regarding a technical adviser ‘Statement of
Competence’ please contact the LA.

In some cases approval may be granted where no qualification is held, but the person
concerned is deemed by the LA to have a sufficient level of competence in addition to recent
relevant experience.

In cases where no National Governing Body exists, the LA will make a decision based on
factors which may include: technical advice, the leader's stated competence, observed
competence, past experience, and attendance at training courses.

Approval will always be subject to a requirement that the leader must act at all times within
the remit of his/her qualifications, and in accordance with National Governing Body Guidelines
where these exist. Approval may also be subject to other conditions which will be specified by
the LA on the Visit Form.

Where there is insufficient information for the LA to make a decision regarding approval, then
the applicant may be asked to provide further information (e.g. evidence of awards,
experience, and log book details, etc.). In some cases a meeting with the applicant may be
requested by the LA.
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13. Walking — Adventurous or non-adventurous?
Walks in parks or on non-remote country paths below 300m are not regarded as adventurous
and therefore do not require approval by the Local Authority.

13.1 Open country activities (when does a simple walk become

adventurous?)
For the purposes of LA approval, ‘open-country’ is normally defined as land above 300m, or
more than 1km from vehicular access. However, this is an arbitrary boundary and there may
be occasions where this definition is inappropriate. Please contact the

if you think this might apply.

Open-country activities are regarded as ‘adventurous’ and therefore these visits requires LA
approval.

Self-led walks to local venues, such as walking the Viking way, are to be encouraged by those
with walking experience and previous knowledge of the route. There are some issues that
need to be covered, such as remote nature of the routes (no ambulance access) and the
required level of First Aid. Also the group kit carried by the leader and the possibility of poor
weather and poor visibility. Group members clothing and footwear also need considering.
Please contact the for further details or enter the
visit details on EVOLVE as an ‘Adventurous’ visit led by establishment staff.

The following minimum levels of technical competence apply where a member of the
establishment’s own staff intends to lead an open-country activity:
a) For leaders of walking groups outside the UK or Ireland, please contact the LA for
further guidance.
o For leaders of walking groups in upland areas (above 300m or
mountainous terrain within the UK and Ireland
o Mountain Leader Award (Summer or Winter as appropriate)
and a
A written statement of competence by an appropriate technical adviser - see
the section on
O

c) For leaders of walking groups in summer conditions in non-mountainous hilly

terrain
(Known variously as upland, moor, bog, hill, fell or down), with well-defined obvious
boundaries, such as roads and coastlines, and where any hazards within it are
identifiable and avoidable, and where wild camping or movement on steep ground is
not involved.

o Hill and Moorland Leader Award and a

o Written statement of competence by an appropriate technical adviser - see

the section on

O

d) For leaders of walking groups in terrain ‘easier’ than that defined in c)
The leader must demonstrate an appropriate level of competence. This may include
one or more of the following:
o Lowland Leader Scheme
o Sports Leaders UK Level 3 Award in Basic Expedition Leadership (BEL). This
is appropriate for leading groups in lowland areas, and for organising base
and mobile camps. See
o Completion of a ‘Leader Training’ Course such as Country Side Leader Award
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o A written statement of competence by an appropriate technical adviser see
the section on

@)

o Evidence of recent, relevant experience, appropriately corroborated.

14 Swimming
All swimming activities and venues must be included within the visit plan, and lifeguarding
arrangements checked in advance. This is particularly important in respect of visits abroad,
where for example, a hotel pool may be available.
Particular consideration should be given to the following factors:

= Unknown locations and hazards, especially overseas.

= Changing environmental conditions.

= Supervisor complacency & lack of transferable knowledge.

= Adherence to local advice.

= Preparation and knowledge of young people, i.e. is it a planned activity?
Young people must be supervised by a competent adult at all times whilst undertaking
swimming activities.

14.1 Swimming pools - lifeguarded (non-adventurous)
LA Approval is not required
= UK Swimming pool operators have a duty to take all reasonable and practicable
measures to ensure that teaching and coaching activities are conducted safely.
= For publicly lifeguarded pools abroad, the establishment’s staff must seek assurances
that appropriate lifeguard cover is in place prior to participants entering the water.
= Unless suitably qualified, the establishment’s staff should not have responsibility for
lifeguarding. However, they do retain a hon-delegable duty of care for participants at
all times either through direct or ‘remote’ supervision.
= For swimming lessons, the LA establishment should ensure the swimming teacher in
charge or other pool employees/responsible adults supervising the participants are
qualified according to current guidelines.

14.2 All other swimming pools —including hotel pools (adventurous)
Establishments should check the lifeguarding position in advance.

LA Approval is not required for this activity if qualified lifeguarding is provided at the pool.

If lifeguarding arrangements are not provided at the pool then the visit leader will bear the full
responsibility for ensuring swimming safety, and approval to lead the activity will be required
via EVOLVE.

The following awards/qualifications apply:

For free swimming activity:

= A valid RLSS UK National Pool Lifeguard Qualification (NPLQ), or equivalent in the country
visited - see

For structured or programmed activity:

= Avalid RLSS UK National Rescue Award for Swimming Teachers and Coaches (NRASTAC)
or equivalent. See or
A valid RLSS UK National Water Safety Management Programme (NWSMP), with
appropriate endorsement. See
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The role of the lifeguard is:

= To directly supervise the pool and the pool users, exercising appropriate levels of control.
(Note: the lifeguard should remain on the poolside at all times except in the case of an
emergency)

= If necessary, brief pool users in advance regarding rules (e.g. no diving, running, etc.)

= To communicate effectively with pool users

= To anticipate problems and prevent accidents

= To intervene to prevent behaviour which is unsafe

= To carry out a rescue from the water

= To give immediate first aid to any casualty

The above must be accomplished in the context of the normal operating procedures and the
emergency plan for the pool, which should be considered before swimming takes place. Full
familiarisation of the systems described should be walked through at the pool.

Staff must be aware of the procedures in the event of an emergency, and who at the venue
will provide back up. Staff should also know if they have exclusive use of the pool, as other
pool users may increase the supervision role of your lifeguard.

If a young person holds an appropriate qualification then their role should be emergency
lifeguard action, and supervision should remain the responsibility of the LA establishment’s
staff.

14.3 Open water swimming e.g. river, lake, sea (adventurous)
LA Approval is required via EVOLVE.

The designated lifeguard must be dedicated exclusively to the group, and the location used
must fall within the RNLI/RLSS definition of a ‘safer bathing area’. Local advice must always be
sought.

For free swimming activity:
= A valid National Beach Lifeguard Qualification (NBLQ) or equivalent in the country visited,
see Note: this is for beach/sea only, not inland water. or

For structured or programmed activity:

= Avalid RLSS UK National Rescue Award for Swimming Teachers and Coaches (NRASTAC)
or equivalent - see or

= A valid RLSS UK National Water Safety Management Programme (NWSMP), with
appropriate endorsement. See

15 Activities near or in water
15.1 Water margin activities — activities near/next to water (non-

adventurous)

This section applies to:

Activities that take place near or in water — such as a walk along a riverbank or
seashore, collecting samples from ponds and streams, or paddling or walking in gentle,
shallow* water. It does not apply to swimming and other activities that require water
safety or rescue qualifications and equipment, or water-going craft.

* ‘shallow’ typically means up to the knees of the participants.

In addition to considering the benefits of the activity, staff should also ensure that reasonably
practicable safety precautions are taken.
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At the outset the establishment must decide whether the activity:
a) Falls within the definition in bold above - in which case the below guidance applies,
b) Exceeds the definition in bold above - in which case this is a

All staff involved in water-margin activities should be conversant with the guidance contained
within This document must be made available to all
supervising adults in advance of the visit.

As with all visits, where appropriate there should be an approved alternative ‘Plan B’ that could
be used where conditions dictate (e.g. water levels too high), and for which parental consent
has been obtained if necessary.

LA approval is not required for water-margin activities, but the leader must have previous
relevant experience, and must have been be assessed as competent to lead the activity by
the EVC and/or Head of Establishment.

15.2 Water based activities — activities in/on water (adventurous)
The following are not regarded as Adventurous Activities for the purposes of LA approval:
= Swimming in publicly lifeguarded pools — see the section on

= Water-margin activities as defined in the section - _— activities
near/next to water (non-adventurous)

= Commercial craft, tourist boat trips, and similar activities for which young people would not
normally wear personal buoyancy.

With the exception of the above, all other forms of water-based activities are regarded as
Adventurous Activities, and as such require LA approval.

Any establishment staff wishing to lead Water Based activities must be specifically approved
by the LA to lead the activity, via EVOLVE.

In order to participate in water-based activities, participants should normally be water
confident. Participants who lack water confidence may still be able to take part subject to
consideration of all factors, including the activity itself and supervision arrangements. The level
of water confidence of all participants must be known by the activity leader prior to the
commencement of water-based activities.

Leaders should have knowledge of the water conditions/hazards (and potential changes) that
might be encountered, and prepare accordingly. Local advice must be sought where
appropriate, e.g. coastguard, harbour master, other site users, etc.

Personal buoyancy conforming to the appropriate National Governing Body must be worn at
all times by all participants in water based activities, except, at the discretion of the activity
leader, where the activity:

= takes place in a swimming pool, or

* s ‘swimming’, or

= is an activity for which personal buoyancy would not normally be worn by young people.

16 Snowsports
Snowsports (e.g. skiing and snowboarding) are regarded as Adventurous Activities, and the
visit therefore requires LA approval.
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A member of staff intending to organise a snowsport visit (but not instruct, lead or supervise
on snow) must hold the Snowsport Course Organiser Award (SCO), administered by
Snowsport  England and must have previously
accompanied at least one educational snowsports visit.

There are advantages to snowsports taking place during term time as opposed to during the
establishment holiday period. These include: greater choice, less queuing for lifts, less
crowded slopes therefore less chance of collisions occurring, less crowded resort, higher
possibility of ‘sole use’ of accommodation, lessons more likely to be conducted by permanent
snowsport establishment instructors (as opposed to ‘casual’ instructors), greater likelihood of
English speaking instructors, considerable cost savings through avoiding high season
(possibly allowing more young people to participate), etc.

16.1 Supervision on the slopes

Young people may only participate in snowsports when under the direction of a person who is
appropriately qualified and competent. This would normally be an instructor employed by the
local ski school. Establishments should therefore consider the merits of fully instructed lessons
of 4/5 hours duration per day.

When considering supervision on the slopes the following points must be taken in to account:
= All participants must receive instruction from qualified instructors. This should be for at

least 4 hours a day split between the morning and the afternoon. The instructors must be
able to communicate effectively with the group and should have good English unless
Modern Foreign Language (MFL) development is a particular aim of the visit.

= Where participants are to receive instruction from any instructors that are not provided by
the registered local ski school then the EVC/Visit Leader should contact the

to confirm that any instructors to be used are

competent, appropriately qualified and carry adequate insurance cover.

= Although the instruction will be in the hands of the ski school instructor, the visit leader and
the other accompanying staff retain responsibility for monitoring the organisation of the
lessons, the quality of instruction and the behaviour and wellbeing of the young people.

= The visit leader or another member of staff on the visit should accompany (ski with) each
of the lesson groups. This should include being directly involved in supervising the groups
during lunch times/breaks.

= Where this is not possible all groups must be effectively monitored on a frequent and
regular basis. Where any such alternative arrangements are necessary (except where they
are imposed during the visit e.g. due to illness/injury) they should be discussed with the

prior to departure.

Any staff intending to lead groups on the snow must hold an appropriate qualification
(e.g. The Alpine Ski Course Leader Award (ASCL) ), a
2 day Outdoor First Aid qualification and have been approved by the LA via EVOLVE -
see the section on

» Staff must always operate within the remit
of their qualification. Any such activities must be in addition to the instruction provided by
the ski school instructors. This would normally involve an appropriately qualified member
of establishment staff leading a small group of young people for an extra hours skiing after
their session with the ski instructor has finished.

* Young people must not participate in off-piste activities.
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= |f there are any problems with lessons or equipment the visit leader or accompanying staff
should raise the issue(s) with the instructor, ski school, ski hire shop or tour operator’s
representative immediately.

16.2 Helmets
All participants including staff should wear a helmet while taking part in snowsports. In
some countries this is a legal requirement for young people.

16.3 Preparation

A course of ski/snowboard lessons and fitness training is highly recommended prior to the trip,
if possible using an indoor snow slope or a dry ski slope. This will help to familiarise the group
with the equipment and provide the opportunity to learn some of the basics (or rediscover their
ski legs), helping the young people to get the most out of the visit.

16.4 Clothing
Good clothing and equipment are fundamental to the safety and enjoyment of a ski course. It
is recommended that appropriate spare equipment is carried within each sub-group.

16.5 USA & Canada

Important: Owing to unacceptable liability waiver requirements, currently LA establishments
should not use the following resorts: Vail, Beaver Creek, Breckenridge, Keystone and
Heavenly Lake Tahoe, until further notice. For other resorts in USA or Canada, the
establishment must check the liability position prior to making a commitment.

Refer to OEAP document:

17 Other Visits

17.1 Residential Visits

The LA acknowledges the immense educational benefits that residential visits can potentially
bring to children and young people, and fully supports and encourages residential visits that
are correctly planned, managed, and conducted.

In addition to considering the benefits of the activity, staff should also ensure that reasonably
practicable safety precautions are taken.

Refer to OEAP document:

17.2 Farm Visits

For the purpose of this guidance, the term “farm visits” includes farms and similar venues
where young people may have close contact with animals e.g. city farms and zoos. Farm
visits can play a valuable part in the education and development of young people. Younger
children can develop an understanding of the rural environment and where food comes from.
While the vast majority of incidents on farms involve the farming family, and not visiting
groups, the Visit Leader will need to manage some specific risks. These include risks arising
from the misuse of farm machinery, and the potential for E coli 0157 food poisoning and
other types of infection. Parents should be fully informed about the nature of farm visits
undertaken by the establishment. Wherever reasonably practicable, the farm visited should
hold a LOtC Quality Badge or the National Farm Attractions Network (NFAN) award. The
badge or award assures Visit Leaders that the farm has been subjected to safety and
educational scrutiny and that the farm:

= is well-managed.
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» have good safety standards.
* maintains proper washing facilities, clean grounds and public areas.

Wherever reasonably practicable, the Visit Leader should carry out a preliminary visit. Key

checks include the following:

= eating areas are separate from those where there is any contact with animals.

= there are adequate washing facilities.

= there is clear information for visitors explaining the risks and the precautions to be taken.

= slurry pools and sheep dips are fenced off.

= areas containing chemicals are secured.

= moving farm traffic is properly managed with traffic-free areas for groups to meet and be
briefed.

= risk-benefit assessment of any planned manual work or use of machinery.

Refer to Farming & Countryside Education:

Refer to OEAP document:

17.3 Trampoline Parks

AfPE recommend that Trampolining only takes place at Secondary Schools and that staff
teaching trampolining to students at school are recommended to have a formal qualification,
and to develop the skills required progressively and safely.

Activity at Trampoline Parks, while monitored, is largely recreational, with participants being
free to choose the extent of their activity. For this reason, the Trampoline Parks require a
waiver to be signed for participants who are under 18 years old. Schools cannot sign waivers
on behalf of pupils, neither can they ask parents to sign waivers for children while the
children are under the school's duty of care.

Taking these principles into consideration, it is not recommended that schools arrange visits
for students to these Trampoline Parks as a school organised trip.

17.4 Duke of Edinburgh (DofE) Expeditions and Training

DofE training and expeditions must be entered on EVOLVE like any other visit. On EVOLVE
they must be categorised as ‘Adventurous led by establishment staff and will require approval
by the Local Authority. This is in addition to any paper work submitted to the NELC Operating
Authority .

Refer to OEAP document:

17.5 Overseas visits

The LA acknowledges the immense educational benefits that overseas visits can potentially
bring to young people, and fully supports and encourages overseas visits that are correctly
planned, managed, and conducted.

In addition to considering the benefits of the activity, staff should also ensure that reasonably
practicable safety precautions are taken.

For all visits it is essential that consideration is given to the following:

= Culture: food and drink, local customs, religion, expected behaviour/dress, gender issues,
sanitary arrangements, corruption, political stability, local financial information, alcohol &
drugs.
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= Accommodation: checked for suitability, security, safety precautions and emergency
evacuation.
» Transport systems have been assessed as safe for use.

The visit leader should consider the relevant country information from the Foreign and
Commonwealth Office website: (‘Home’ page, ‘Travel & Living Abroad’,
‘Travel Information by Country’). All relevant FCO information should be circulated amongst
the staff team.

Refer to OEAP document:

Refer to NELC: Alcohol & Drugs policy.

17.6 Exchange Visits
For exchange visits:
— The LA has adopted the Outdoor Education Advisers’ Panel guidance document:
LA establishments are required to adhere to all
relevant aspects of this guidance.
— Refer to the British Council (Learning)

17.7 Overseas Expeditions

The LA acknowledges the immense educational benefits that overseas expeditions can
potentially bring to young people, and fully supports and encourages overseas expeditions
that are correctly planned, managed, and conducted.

In addition to considering the benefits of the activity, staff should also ensure that reasonably
practicable safety precautions are taken.

Overseas Expeditions (for the purposes of this document) are defined as those which typically
involve journeying in remote areas of the world and/or in developing countries.

There are stringent requirements on Overseas Expedition providers, and establishments may
therefore need to allow up to 18 months for LA approval to be granted. A ‘Note’ (for the
attention of the LA) should be added to the EVOLVE Visit Form as soon as possible during the
planning stages.

There is a British Standard BS8848 against which an expedition provision can be
benchmarked, either by the client or by the provider. The non-statutory Council for Learning
outside the Classroom (LOtC) Quality Badge for Overseas Expeditions gives an assurance
for both safety and quality of provision. Overseas expedition providers are required to comply
with the minimum standards specified in this document.

Overseas Expeditions will only be approved by the local authority if the provider either:
a) Holds an LOtC Quality Badge or
b) Provides a statement of compliance with British Standard BS8848

When planning an expedition and selecting a provider, establishments should particularly
consider the educational aims of the venture, that appropriate progression takes place, and
that the requirements relating to ‘Best Value’ are met.

Establishment staff accompanying the expedition should ensure that they fully understand

their role before any contracts are signed. Regardless of any terms or conditions, it is the
establishment staff who will retain the overarching duty of care for the young people.
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Establishment staff should attend the expedition as employees of their local authority or
establishment. They should not sign a separate contract with the provider.

The contract establishing the booking should be between the establishment and the provider.
The establishment should ensure that they retain financial control of the contract by collecting
monies due. Where parents make any direct payments to the provider, there should be a
separate written statement or ‘Memorandum of Understanding’ between the provider and the
establishment that ensures the establishment retains control of the venture.

Visit leaders may find it beneficial to attend the one day course entitled ‘Overseas Expeditions
and Fieldwork: a Course for Teachers and Youth Leaders’ organised by the Royal
Geographical Society www.rgs.org/eac

Please ensure that the following OEAP documents are also used by all staff planning overseas

expeditions:
Qverseas Expeditions

17.8 Covid 19

Since the international pandemic which started in March 2019 all educational visits are subject
to_the current guidelines issued and reviewed by HM Gov. The changing nature of the
guidance needs to be considered in both planning and undertaking all educational visits.
Plans need to be considered for situations such as a student or staff member testing positive,
or_having symptoms of Covid 19. When planning visits to external providers note must be
taken of their policies re cancelation of the event due to covid 19 cases. The link below will
give the latest advice. Staff need to ensure they comply with their establishment policy on
covidl9

https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-
outbreak/schools-coronavirus-covid-19-operational-quidance#educational-visits

17.9 Contracts and Waivers

When organising a visit consideration needs to made before entering onto contracts with
providers. Care should be taken to ensure the relevant stakeholders have approved the visit
before contracts and agreements are finalised.

As with any other form of contract, you should not agree to a waiver unless you have your
employer’s authority to do so. Employers considering whether to agree a waiver may wish to
consult their insurers or take legal advice.

The Unfair Contract Terms Act 1977 makes it illegal to attempt to limit liability for death or
personal injury resulting from negligence. Contracts or waivers that attempt to do this are
therefore not enforceable in the UK. The law also requires that any attempt to limit liability for
other loss or damage (such as to personal belongings) due to negligence must be
reasonable.

UK providers therefore should not use waivers to attempt to limit their liability for death or
personal injury resulting from negligence. If a provider presents you with such a waiver, you
should refuse to agree it, and you should not allow the provider to ask participants or parents
to agree it either. You might also re-consider whether it is wise to use that provider.

Further guidance is available on Contracts and waivers
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It should be noted that this document has been designed to be used electronically so

that all the links and references can be accessed. It is also updated on an on-going

basis. Please ensure that the latest version is being used which is available from
home page (Check the version reference number which can be found

at the bottom of each
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Appendix 1 — Categories of Activity and Approval Requirements

Category | Approval Required | Example Activity Example Environment
e Sports fixtures, within the
county
e School Swimming — formal
teaching in life-guarded
pools
e Educational e Regular visits to libraries,
Visits places of worship, study e Local parks,
Level 1 Coordinator; support centres, local parks residential areas
and and open spaces, local and shopping areas
o Headteacher shops etc
e Fieldwork in environments
with no technical hazards
(Local nature reserves,
woods and parkland)
e Visits to local museums
e Full day visits to museums,
attractions and parks more e Walks in ‘Non-
than one hour from the Remote’ Country
academy. (Visitor Non-Remote
attractions, historic sites, Country —
theatre, cinema, farm visits enclosed farmland,
. Educational etc) fields and low land
Visits . The_me Parks_ and other forest. Not
. . tourist attractions moorland,
Level 2 Coordinator; e Seaside resorts mountain (above
and
« Headteacher e Z00S . 600m) _ar_1d/or _
e |ce skating where it is possible
e Swimming in public, to be more than 30
lifeguarded, pools mins or 2.5km from
e Walking in ‘non-remote a road or refuge
country’ e ‘Water Margin’
e London and other large activity
cities
e Visits to hazardous
environments
e Any visit/activity involving a e Overseas
residential (overnight stay) Expeditions
. element including camping e Any water-based
y Sg?tgat'onal and ‘s_chool sleep overs’ activity
Coordinator: e Any visit abroad  Any activity in-
Level 3 and winter mountain
e Headteacher; conditions
and * Open
e ThelA ' Cour_1try/Remote
Exemplar list of Adventurous terrain more than
Activities 30mins from a road

(above 600m)
e Near cliffs or steep
terrain
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Areas subject to
extremes of
weather or
environmental
change

Swimming in non-
lifeguarded pools or
open water
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