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1. Introduction

We have a large number of offsite educational trips and visits at Derby High School, which provide educational
opportunities for our students outside the classroom to enhance all areas of their learning.

This is a whole School policy and applies to all members of Derby High School.

This policy applies to all offsite trips and visits, including day, overnight, residential, overseas, and some sports
fixtures* and provides staff with the procedures to be followed when planning and running educational trips/ visits
at Derby High School.

At the beginning of this policy document, and throughout the forthcoming sections, the policy refers to a number of
other relevant School policies and links. All relevant persons should ensure that they have read and understood
these policies, and should also refer to the links as required. This policy utilises National Guidance from the Outdoor
Education Advisory Panel - oeapng.info In the event of any apparent conflict between the School’s policy and the
National Guidance, then the School’s policy should be followed and clarification sought from the Head/ Senior
Deputy Head/ Head of Primary/ Educational Visits Coordinator (EVC).

Within this Policy document, you will also find our Procedures for effectively managing offsite educational trips and
visits at Derby High School.

*please note that routine/regular offsite sports fixtures are covered by a generic risk assessment and are managed
by the Sports Department, and so fall out of the scope of this Policy. The Fixture Leader will need to ensure that the
generic risk assessment covers all relevant aspects of the fixture. We recognise that some sports fixtures are not
regular or routine events, and so may fall out of the scope of the generic risk assessment. In these cases, these
offsite fixtures will fall under the scope of this policy. If you have any doubts as to whether a sports fixture should fall
under this policy, please contact the school’s EVC for further advice.

2. Legal Obligations

Under the Health and Safety at Work etc. Act 1974, the School is responsible for the health, safety and welfare at
work of its employees. The School also has a duty to ensure, so far as is reasonably practicable, the health and safety
of anyone else on the premises or anyone who may be affected by its activities. This includes participants in off-site
visits.

The Management of Health and Safety at Work Regulations 1992, made under the 1974 Act, requires the School to:
e assess the risks of activities;
e introduce measures to control those risks;
o tell their employees about these measures.

Also under the Health and Safety legislation employees should:
e take reasonable care of their own and others’ health and safety;
e co-operate with the School as their employer over safety matters;
e carry out activities in accordance with training and instructions;
e inform the School of any serious risks.

These duties apply to all off-site trips and visits. School staff in charge of students who are children (i.e. under the
age of 18) also have a duty of careFor the purposes of trips, staff also have a duty of care for those over 18 years.
This is for the safety of the group.
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3. Key Definitions

e Activity: Any specific component of a Visit. This might be a specific activity (such as cycling) or other element
(such as travel or residence). Visits should be regarded as comprising a series of consecutive and/or
concurrent Activities.

e Adventure Activity: An Activity which is exciting and challenging and which involves significant inherent risk
of harm, without which the activity would lose much of its value, or which takes place in a remote or
hazardous location. Adventure activities include (but are not limited to) caving, climbing, trekking, and water
sports.

e Educational Visits Coordinator (EVC): A member of School staff appointed to co-ordinate all Trips and Visits
and with the status to effect change and be the focus of good practice.

e Facility: A venue or resource external to the school which you use for a visit, but which does not organise or
lead any part of the visit. For example: Museums, galleries, theme parks, theatres, climbing walls, skate
parks, bike tracks, ski slopes, swimming pools, when the venue does not provide teaching or instruction to
the group; Hired or borrowed equipment.

e Learning Outside the Classroom (LOTC): Learning Outside the Classroom is teaching and learning that takes
place in settings other than the classroom. It is about getting children and young people out and about, and
providing them with challenging, exciting and different experiences to help them learn.

e Off-Site: The term describing any Trip/ Visit or Activity taking place outside the physical boundaries of the
School.

e Outdoor Education Advisory Panel (OEAP): The OEAP is the lead body for guidance, advice and training
related to outdoor learning and educational visits in England and Wales. All information can be found at

oeapng.info.

e Provider: Any person or organisation external to the school contracted to organise and/or lead all or part of
a visit or activity. For example: a museum or other venue where their staff lead educational activities; an
activity instructor or guide; a tour operator; an activity, field studies or outdoor education centre; a ski
school; a Duke of Edinburgh Award centre or activity provider; an expedition company.

e Trip Leader: The person who has overall responsibility for managing the Trip/Visit, including for the health
and safety of the Participants and Trip/Visit Leadership Team and the supervision, welfare, learning and
development of the Participants.

e Regular/routine sports fixtures (that fall out of the scope of this policy): these will usually be sports fixtures
that occur on a regular basis, and so have already been considered within the school’s general sports fixtures
risk assessment and management procedures.

e Irregular/ non-routine sports fixtures (that fall under the scope of this policy): these will usually be sports
fixtures that are a one-off, or have unusual or additional factors to them that have not been considered
through the Sports Department’s general sports fixtures risk assessment and management procedures (e.g.
sports tours, overnight/ residentials).
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4. Key Roles and Responsibilities
School Governors should ensure:

e They are aware of their role and responsibilities for off-site Educational Trips/ Visits, in their role as the
‘employer’.

e The School has a policy in place for managing off-site Educational Trips/ Visits, that this is approved, and
reviewed regularly.

e There is provision available for those requiring guidance/ training to be competent to undertake their role
regarding off-site Educational Trips/ Visits.

e They support the School to provide safe and high-quality off-site Trips/ Visits.

e They support the Head in reviewing educational visit processes in light of any major accidents/ incidents/
near misses.

e The School has access to expert advice with regards to off-site Educational Trips/ Visits.

Head should ensure:

e The School has an approved policy for off-site Educational Trips/ Visits, and that relevant roles are clear.

e They have access to competent advice in regards to off-site Educational Trips/ Visits.

e Staff induction and training needs are identified and addressed, and that any training required by the policy
has been undertaken.

e That procedures are followed, and trips/ visits are formally notified and approved as required by the policy.

e They have clearly designated a suitable member of staff as the Educational Visits Coordinator (EVC).

e All adults are vetted, and those engaging in regulated activity have enhanced Disclosure and Barring Service
(DBS) checks with barred list check.

e Sufficient time is allocated for staff to organise activities and trips/ visits properly.

e Third-party providers are appropriately selected and used.

e Systems are in place for informing parents/ carers, and for obtaining their consent when required.

e Systems are in place for obtaining and securely handling up-to-date participant data.

e Medical, dietary, first aid, inclusion, accessibility and safeguarding issues are all addressed.

e Any travel, transport, and residential arrangements are appropriate, and that there are alternative options (a
‘Plan B’) for potential changes of circumstances are included in plans.

e Thereis a plan for emergencies which is periodically tested, and arrangements for emergency contact
beyond normal school hours and 24/7 for residentials, with access to all relevant information and
documentation.

e Accidents/ incidents/ near misses are reported/ investigated, learning is shared and that the Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) requirements are met (N.B. the Bursary
have responsibility for completing reporting under RIDDOR).

e The School has suitable insurance in place.

e That any charges to participants/ parents/ carers comply with the school’s charging policy.

e That contracts with providers and participants/ parents/ carers are satisfactory.

e They are aware if any visits are in scope of the Package Travel Regulations.

e That off-site Educational Trips/ Visits are reviewed.

e That relevant information in relation to educational trips/ visits, including any reviews of processes and/or
policy is regularly shared with the Board of Governors.

e That appropriate action is taken where concerns have been raised regarding the competency of a Trip
Leader(s) by the EVC (or any other member of staff).

Senior Deputy Head/ Head of Primary ensure:

e They manage the initial approval process for educational trips/ visits (or assist the Head where required).



e That there will be adequate and appropriate staffing available for the offsite trip/ visit.

e That appropriate action is taken where concerns have been raised regarding the competency of a Trip
Leader(s) by the EVC (or any other member of staff).

e That there will be educational value gained from the offsite trip/ visit.

Educational Visits Coordinator should ensure:

e They undertake appropriate EVC training, remain competent, and have access to competent advice.

e They are a champion for all aspects of trips/ visits and outdoor learning.

e They support/oversee planning so that well considered and prepared arrangements can lead to well-
managed, engaging, relevant, enjoyable and memorable trips/ visits.

e They support the Head in ensuring that the School fulfils its duty of care and complies with legal
requirements regarding off-site trips/ visits (see OEAP National Guidance 3.2a “Underpinning Legal
Requirements and Duty of Care”).

e They provide support, where necessary, to Trip Leaders.

e That the Senior Leadership Team (SLT) are made aware of any concerns, they have or are made aware of,
regarding the competency of Trip Leaders.

e Trips/ visits have sufficient leaders to ensure effective supervision and to deal with incidents/ emergencies.

e That Disclosure and Barring Service (DBS) disclosures are in place as necessary.

e They encourage and support Trip Leaders to make preliminary visits as necessary.

e They support leaders to ensure that parents/ carers are fully informed about visits, and to obtain parental
consent as necessary.

e That emergency arrangements are sufficient.

e They monitor provision in the School to ensure good practice and compliance with School requirements, and
support in identifying any training needs.

e That planning complies with the School’s requirements.

e That trips/ visits are evaluated and reviewed and that any issues are followed up.

e They liaise with the Designated Senior Leadership Team (SLT) Out of Hours Contact and are involved in
discussions to review any accident/ incident/ near misses in relation to trips, and discussion for future
learning, where required.

Trip Leader should ensure:

e That the trip/visit is planned with a reasonable period (approx. 2 weeks) of notice, to ensure documentation
and planning is comprehensive, complete and checked before the trip/visit.

e The intent of the trip/ visit is clear, integral to the School’s curriculum/ programme, and focuses on the
learning and development of the students.

e In cases where whole year group trips are organised, trip leader is responsible for informing teaching staff of
students who are not attending, and collate suitable class work for them to complete. They should liaise with
library staff to check if this space is available for use and, if not, arrange for an alternative room and suitable
staffing with the DHA.

e That all school procedures are followed.

e The risks of all aspects of the visit have been considered and that it is clear what leaders need to do to
manage the risks.

o They seek competent advice, as necessary.

e They attend any training, as requested, that is provided/ organised by the School.

e There is access to appropriate first aid provision.

e There is suitable insurance in place.

e There are alternative options (a ‘Plan B’) as necessary.

e There are emergency procedures for which leaders and emergency contacts have been prepared.

e That a Designated SLT out of hours has been arranged with the EVC where relevant
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They have access to sufficient funds and an effective means of communication in case of emergency.
External providers and facilities meet expected standards.

Any contract with a provider is satisfactory and has been agreed by the EVC and the trip/ visit is reviewed as
necessary.

They are satisfied that the trip/ visit is well prepared and that it should take place.

The trip/ visit has been formally approved by the School.

During the trip, they have kept, as applicable, the Head/ Senior Deputy Head/ Head of Primary/ EVC/
Designated Safeguarding Lead (DSL) informed of any emerging incidents such as safeguarding risks, or
student or staff breeches of the code of conduct. They should telephone the school (or the out of hours
nominated member of SLT) at the earliest opportunity for advice, support, guidance and, where relevant,
further instruction.

They confirm the completion of the trip/ visit with the Designated SLT Out of Hours Contact where relevant.
They advise the Head/Director of Operations/ EVC of any accidents/ incidents/ near misses which have
occurred on the trip.

After the trip, they evaluate the success of the trip and report to the EVC.

That recharges are submitted to the Bursary in good time. This does not have to wait until after the trip has
run and can be done once the full list of participants is confirmed.

Trip Leaders, staffing wise, should ensure:

They have been clearly identified and approved as the Trip Leader and are aware of their responsibilities.
Trip Leaders should designate a suitable deputy leader in the event they are unable to attend the trip.
That appropriate staffing and adequate supervision is considered as part of the planning process

That contingency staffing is in place in case of staff absence.

If the visit involves an external provider, there is clarity about the respective roles of provider staff and
school staff.

All staff accompanying the trip and/or additional adult helpers have received all relevant information about
the visit/ group, and are clear about any risks and their role in managing them.

All staff accompanying the trip have a copy of the Risk Assessment.

All copies of the Risk Assessment are collected from staff and returned to the school office for shredding.
This is to ensure compliance with GDPR.

If accompanying leaders are taking a family member, there are arrangements to ensure this won’t
compromise group management.

They have kept, as applicable, the Head/ Senior Deputy Head/ Head of Primary/ EVC/ Designated
Safeguarding Lead (DSL) informed about staffing during the planning process.

Trip Leaders, activities wise, should ensure:

The programme of activities is designed to achieve the visit’s intent, and is appropriate to the nature of the
participants.

The risks involved in specific activities have been considered.

The Visit Leadership Team includes leaders competent in the planned activities, or a suitable provider has
been contracted to lead the activities.

There is suitable equipment available.

That travel/ transport arrangements are appropriate.

Trip Leaders, group wise, should ensure:

Parents/carers have been fully informed about the visit and have given their consent (if required).

There are clear agreements with participants/parents/carers about any requirements such as charges. If
necessary, these are aligned with the terms and conditions of any contracts with providers.

Up to date contact details, medical and allergy information, dietary requirements and information about
special needs are available and shared appropriately with all staff supervising the trip and any provider.
If food is provided, it meets the requirements of ‘Natasha’s Law’ when in the UK, and to ensure it is
considered within risk assessments when outside of the UK.



Accommodation for residential trips has been planned with due regard to safeguarding, pastoral and other
student needs. Whilst student preferences may be sought regarding allocation of room partners, the school
reserves the right to make final decisions in the best interests of the entire cohort. Where school is aware of
existing or prior relationship between students, students will not be roomed together. Participants should
not be informed of their room allocations until arrival. A rooming list should be attached to the Risk
Assessment. If unforeseen changes are required (for example in the case of changes made by
accommodation provider) the Trip Leader should contact school with this information.

Where appropriate, participants have been involved in planning, including identifying and deciding how to
manage risks.

Participants have been well informed about what is expected of them.

Safeguarding, inclusion, medical/ medication, and dietary issues are addressed.

Trip Leaders, environment wise, should ensure:

Environmental factors (e.g. weather, daylight hours, water levels, natural and man-made hazards) have been
considered.

Accessibility issues are addressed.

They have undertaken a preliminary visit, or are already familiar with the venue and any provider, or have
sufficient information from other sources.

Where remote supervision will be used, the environment is suitable and all relevant controls have been put
in place after discussion with the EVC.

Any accommodation is safe and suitable.

Security is addressed, especially for residential and overseas visits, and that the risk of terrorism has been
considered

Assistant/Deputy Leader should ensure:

They are sufficiently competent and confident that if the Trip Leader is incapacitated that they can take over
and ensure the safety of the group.
They know and understand the School’s policies and procedures, insofar as they affect the responsibilities
they have been assigned.
They are meaningfully involved in the planning and preparation for the activity/visit (including contributing
to the organisation of risk management).
That they understand the role and responsibilities that they have been assigned and how they work
alongside other staff.
They are clear about any arrangements to hand-over and hand-back responsibility for supervision between
members of staff and to/from any third-party provider.
That they and other staff have been briefed on:

o the participants, including age, health characteristics, capabilities, special educational needs,

safeguarding concerns, behaviour and any other information that is relevant;

o the nature and location of the activity including a detailed itinerary and timeline;

They contribute to the ongoing monitoring/ review of the activity/ visit.

Other adults attending/supervising the trip should ensure:

That they are aware of, and understand, any responsibilities they have been assigned.

The safety of themselves, and those they are supervising, at all times.

They have a copy of the Risk Assessment

They return their copy of the RA to the Trip Leader at the end of the visit so that it can be returned to the
office for shredding.



Designated Senior Leadership Team (SLT) Out of Hours Contact(s) should ensure:

e They know the full details of the trip/ visit, including contact numbers for participants and their next of kin.

e They are available for the duration of the trip, or if the role is shared for an extended trip, that there is
effective communication and handover.

e They check for successful completion of the trip/ visit with the Trip Leader, if no notification has been
received.

e Inthe event of emergency, non-notified delay or non-return of trip participants, they liaise with the Head
regarding additional assistance required, contacting of parents/ carers / next of kin, and any on-going
communication necessary.

e They liaise with the Trip Leader regarding any emergency and advising them of next steps.

e They will liaise with the EVC and Head and involve them within discussions to review any accident/ incident/
near misses in relation to trips/ visits, and discuss any learning outcomes.

Designated Safeguarding Lead (DSL) should ensure:

e That trip/ visit information is reviewed to identify if there is any reason for pastoral concern.

e Any identified pastoral concerns are raised as soon as possible, and the Head/ Senior Deputy Head/ Primary
Head Teacher, EVC, and/ or Trip Leader, are informed as necessary.

e To ensure any relevant pastoral information is provided to relevant persons involved in the trip/ visit.

Student Reception should ensure:

e That records of individual trips/ visits, including reports of accidents, incidents and near-misses are kept.

e That the first aid kits including the minibus first aid kit arechecked regularly to ensure that it is stocked/
replenished.

e The risk assessments should be submitted and forwarded, along with a complete list of participants, to the
Designated Safeguarding Lead (DSL) for checking

e The risk assessments should be submitted to the Head for final checking and sign off.

e Once signed off, a suitable number of photocopies of the risk assessment, complete with itinerary and list of
participants, should be made and passed to Trip Leader for distribution to staff supervising the trip. One
copy should be kept in school. A copy should be made for each member of SLT out-of-hours (if applicable).

o All copies of the Risk Assessment are collected from staff for shredding. This is to ensure compliance with
GDPR.

5. Risk Management
The school will ensure:

e That staff are competent to perform their duties as outlined in this policy.

e |Initial approval is sought for the off-site trip/ visit Appropriate supervision is in place for the duration of the
offsite trip/ visit.

e That costs for the offsite trip/visit are covered and that allowance is made for unforeseeable eventualities.

e That suitable insurance is in place.

e That risk assessments are compiled, submitted and approved in the timescales outlined within this
document.

e That when using external/ third party providers/ facilities, they are suitable.
e That appropriate first aid provision will be provided.
e All offsite trips/ visits will not go ahead until final approval is granted.



e That dynamic/on-going risk management/ assessment will be carried out continuously throughout the visit.

e That accidents/ incidents/ near misses will be recorded and reviewed as appropriate.

e That alternative arrangements have been considered as part of the planning process.

e That information is provided to parents/carers, and consent obtained, were required.

e That where risk factors associated with a student’s participation have been identified, parents will be
contacted and the student may be withdrawn. Should risk factors be identified during the trip, parents may
be contacted and requested to collect the child.

Procedures
The following sections detail the arrangements in place for the school’s offsite educational trips/ visits,
including procedures for staff.

6. Competency
All relevant staff will be introduced to this policy during their staff induction.

There is an appointed Educational Visits Coordinator (EVC) who oversees trips and visits for the whole school. The
School will ensure that the appointed EVC receives periodic training to ensure that they are competent to fulfil their
role.

Any staff member may be required to be a Trip Leader. To ensure that they are competent to fulfil the role as Trip
Leader, for staff who are either leading a trip for the first time, or who are still newly experienced, guidance should
be sought from an appropriate member of staff (i.e. Educational Visits Coordinator, Head of Department, Line
Manager, Senior Deputy Head, Head). If the member of staff does not feel that they can uphold the responsibilities
for their role laid out in this policy and procedure, then they should voice their concerns to the EVC, who will take
appropriate action.

Should the EVC feel that any member of staff is unsuitable to be a Trip Leader, the EVC should raise that concern
immediately with the Senior Deputy / Head of Primary / Head.

In signing off the risk assessment, the Head will consider the potential Trip Leader’s technical competence, training
and previous experience to form a judgement about the suitability of that person to lead that group on that
visit/activity in that environment. This will be of particular importance for overseas and/or residential and/or trips
that are considered be of a higher-risk nature trips.

Staff should be aware of both their abilities and limitations when planning offsite trips/ visits.

All staff who may take on the role of Trip Leader are also provided with regular training sessions regarding
Educational Visits and one to one support from the EVC if required

7. Notification and Approval of Off-site Educational Trips/ Visits

The first step in the planning of any offsite educational trip/ visit for all Trip Leaders is to provide a rationale of the
trip/ visit and seek initial approval before moving on to plan the trip/ visit in more detail.

In the first instance, you should email the Senior Deputy Head (for Senior School) or the Head of Primary (for Primary
School) with the Rationale Form (please see Appendix 2). N.B. for overseas trips, permission should be initially sought
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from the Head (please cc the Senior Deputy Head/Head of Primary into your correspondence so they have a
comprehensive overview also).

The Rationale Form will be reviewed and returned with either an ‘Approved’ or ‘Not Approved’ status. Should the
Trip/ Visit be ‘Approved’, then the Trip Leader can continue with the planning process.

Please see below for further guidance regarding some of the matters involved when completing the Rationale Form:

Identifying Suitable Dates

Trip Leaders will need to review the school calendar to check for any clashes, and suggest a range of suitable dates
within the Rationale Form.

Effective Supervision and Suggested Staffing Ratio

Staffing levels should ensure that Trip Leaders are able to supervise students effectively, and should always be
subject to risk assessment. Consideration of the following should be made:
e the nature and duration of the visit and planned activities;
e the location and environment;
e the nature of the group (incl. the number and age of young people, level of development, sex, ability and
needs - behavioural, medical, emotional and educational);
e Staff competence; and
e The consequence of a member of staff being indisposed, particularly where they will be the sole leader with
a group for any significant time.
e Trip Leaders should discuss ratios with the EVC in the early planning stages to ensure this is factored into the
Risk Assessment and refer to the Senior Deputy Head to ensure school can release the required number of
supporting staff for the date of the trip.

OEAP guidance is considered when deciding ratios.
https://oeapng.info/downloads/download-info/4-3b-ratios-and-effective-supervision

OEAP guidance is considered when planning supervision and assigning groups of students to staff
https://oeapng.info/downloads/download-info/4-2a-group-management-and-supervision/

Further considerations:

e Trips attended by a member of staff and their own child should be overstaffed. Please discuss and confirm
your arrangements with the Senior Deputy Head, Head of Primary and/or Head.

e For overseas and residential trips, the Trip Leader should identify a “first reserve’ staff member, who will step
in to cover unexpected staff absence. The “first reserve’ should have a passport in date for any overseas

trips. Where there is a gender balance of staffing required, reserves should be available for both.

e All adults attending a visit/ trip should be clear about their roles, and deemed competent to be able to fulfil
these.

e School retains the right to amend staffing of a trip at any point.
As a guideline, (N.B. the following should be regarded as starting points for consideration):

Infants
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The minimum is 1 to 10 and the majority of trips have a much lower ratio, and the nature of the trip is
always a factor when determining ratios.

In the Early Years Foundation Stage (EYFS), statutory staffing ratios, as laid down by the EYFS Framework,
should be adhered to. Please see: https://www.gov.uk/government/publications/early-years-foundation-
stage-framework--2

At least one accompanying adult should be first aid trained and for EYFS trips at least one accompanying
adult should have a current paediatric first aid certificate.

Juniors

The minimum is 1 to 10, which raises to 1 to 8 for overseas trips.

At least one accompanying adult will be first aid trained.
Seniors

The guidance is 1 to 15, which raises to 1 to 10 for overseas trips.

Ideally there would be a minimum of two staff on every visit for Y7-11. Where this is not feasible or
appropriate, this should be considered within the trip risk assessment, and the Head should be informed for
approval. In some cases, there may be only one leader on a visit, or on a particular activity during a visit.
Where this is the case, participants (or any adult helpers) should be competent to manage in the event of
the leader being taken ill or injured and should, as a minimum, know what to do to contact the
establishment and get support.

Co-ed/Single Sex visits & trips!

Appropriate thought should be given to the gender balance of staff accompanying trips, as part of the overall
consideration of staffing ratios and appropriate supervision. Wherever possible, for residential trips in the
UK and abroad, planning should include at least one staff member of the same sex as students within the
group. Where this is not possible, planning should include arrangements to manage any foreseeable issues.
Where there is no staff member of the same gender as participants, this should be approved by the EVC and
DSL at the earliest opportunity, and included in initial information for parents/ carers.

Duke of Edinburgh Expeditions

The guidance is as above but the terrain, conditions and staffing experience will also be taken into
consideration by the expedition leader and approved by the EVC and Head.

Where expeditions are over multiple days with changes of staffing, a Trip Leader for each day and overnight
stay should be explicitly identified on the risk assessment and they should all be involved in the planning and
risk management process

Costing

When completing the Rationale Form for the trip/ visit, you will need to provide a likely cost for the trip.

1 Further guidance available in https://oeapng.info/downloads/download-info/6g-fags-gender-of-staff
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The Trip Leader should ensure that all costs are covered (including staff costs where appropriate) and that allowance
is made for unforeseeable eventualities. The total cost is divided by the number of students taking part, so that there
is neither a significant surplus nor deficit. Departmental budgets should not be used to subsidise student activities.

Costs may include a selection from the following:-
e Trips and events
o Tickets — entrance, theatre & similar
e Hire of venue
e Trip Leaders shouldinclude the needs of staff when considering the cost of the trip
e Accommodation — please consider pro-actively the possibility that one or more single rooms may be needed
for safeguarding reasons. Trip leader should discuss rooming options available with the accommodation
provider and clarify flexibilities, in advance of communicating with parents/carers. Speak to the EVC or the
DSL to discuss further. Contingency funding can be refunded.
e Travel costs, e.g.:
o train tickets
o school minibus mileage at £1.00 per mile (please see minibus policy and procedures)
o use of your private vehicle at 45p per mile (subject to business use insurance, if you are taking
students in your vehicle — please see the bursary for advice)
o parking costs

Please see recharging costs to parents procedure for details of how to process billing.

e Where possible, fully inclusive tours/trips should be planned so that the need to carry large sums of cash is
avoided and the cost of a trip is transparent for all involved. Where meals or activities are not included
within the initial cost of the trip, a clear budget for each activity should be agreed with the EVC and the
bursary, in advance of departure. Please see cash handling section for further information.

Note: costs cannot be charged to parents/carers without prior written consent, via a HighPost letter.

8. Risk Assessment and Associated Information

Following the approval of the Rationale Form, a risk assessment should be compiled (for all trips and visits, including
day, residential and overseas trips/visits) by the Trip Leader.

The School has a template risk assessment in place for Educational Trips/Visits (see Appendix 3) which should be
used as a starting point. The template details general hazards that are likely to be present on a normal educational
trip/ visit, along with example control measures. However, this template should be reviewed and tailored to the
specific trip/ visit, and further hazards/ mitigations considered, where necessary.

Whilst compiling the risk assessment, the Trip Leader should also consult any other relevant school policies/
procedures (e.g. Minibus Policy and Procedures and associated risk assessments). Trip Leaders should also involve
others who will be attending the trip/ visit, as appropriate.

The completed risk assessment should be submitted to the EVC for checking, then the DSL and finally the Head.
Risk assessments and their key findings should be communicated to all adults on the trip/ visit, and key information
disseminated to students as appropriate and required (e.g. arrangements if they become separated from the group,
expected conduct/ behavior etc.). All adults should also be aware of how to contact the Designated Senior
Leadership Team (SLT) out of hours contact.

Parents/carers should also be provided with appropriate information outlining any specific risks that have been
identified that are significant to the trip/ associated activities.
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Following all trips/visits, the School will keep copies of the risk assessments and these will be held on file in line with
the school’s document retention policy.

N.B. Further Sections within this policy should assist when completing the risk assessment, however, should the risk
assessor have any queries, these should be directed to EVC/DSL/Senior Deputy Head/ Head of Primary/ Head, as
appropriate, who will either assist or seek further guidance/ information from a competent source.

Continuing Risk Management/ Assessment

Risk assessment is an ongoing responsibility. Staff should remain alert to any changing conditions and take
appropriate action to maintain the safety of all within the group. Throughout the off-site trip/ visit, a dynamic/on-
going risk assessment should be carried out continuously.

An example where this may be needed is during an annual field trip, a routine project involves crossing a small
stream using stepping stones. On one occasion the stream is found to be in spate, and so the Trip Leader decides
that it is too dangerous to cross, and quickly organises an alternative project, assessing the risks involved in that
project by discussing them with the participants. Then in subsequent years, the alternative project is prepared in
advance as a ‘Plan B’.

Where a problem arises outside the scope of the risk assessment which requires ongoing amendment of/addition to
the risk assessment document, the form in Appendix 7 should be completed. Also see Section 20 of this document.

9. Using External Providers/ Facilities (E.g. Transport, Venues, Activity Providers Etc.)

Many trips/ visits will involve the use of external providers and facilities to support, enhance or supplement the
School’s own resources to maximise the outcomes of the trip/ visit.

As part of the planning process, the Trip Leader should thoroughly research proposed external providers, facilities
etc. to ensure that they are suitable and meet the school and group’s needs, requirements, and safety standards.
Trip Leaders will also need to consider how they and the provider will work together. N.B. OEAP has further
information to help in assessing providers and/or facilities for certain specialist activities in section 7 of their National
Guidance, available here: https://oeapng.info/downloads/all-documents/.

N.B. Please refer to Section 3 of this Policy for definitions of a Provider and a Facility, as these differ.
Choosing a Provider

When choosing an external provider, the Trip Leader should ensure that they meet acceptable standards of quality
and safety, including any of the following areas that are relevant to the provider and the planned visit:
e Health, safety and emergency policies and procedures;
e Use of vehicles;
Staff competence;
Safeguarding (including DBS checks if required);
Accommodation;
e Sub-contracting;
e  Public liability insurance;
e Data protection.

To confirm the above the Trip Leader may need to simply check that the provider holds appropriate accreditation
(i.e. Learning Outside the Classroom (LotC) Quality Badge N.B. this covers all the areas listed above except that not
all providers have yet been assessed against data protection criteria. However, information about data protection
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might be easily available on the provider’s website. For details of the badge and to check a provider’s accreditation
status go to: lotcqualitybadge.org.uk/search).

Where the visit involves certain adventure activities within scope of the Adventure Activities Licensing Regulations,
the provider is required by law to hold a licence from the Adventure Activities Licensing Authority (AALA). If a
provider that delivers activity within the scope of the Licensing Regulations holds the LotC Quality Badge, this is
evidence that it holds an AALA licence. If a provider of adventure activities does not hold the LotC Quality Badge, you
should check whether it has an AALA licence (if it needs one). N.B. Further guidance can be found in OEAP National
Guidance document 3.2f “AALA Licensing”. For full details of AALA licensing and to check a provider’s licence details
go to: www.hse.gov.uk/aala.

When the provider holds the LotC Quality Badge and/or an AALA licence (if required) there is normally no need to
seek further assurances from the provider about the safety of provision. Only if the specific needs of your group or
visit are particularly complex is further investigation of an accredited provider likely to be necessary.

N.B. There are also other accreditation schemes that provide reassurances about providers and reduce the need for
further research or questioning. For example: ‘Adventuremark’, AHOEC Gold Standard and National Governing Body
centre approval schemes.

In the absence of suitable external accreditation, or if your group has particular needs or programme requirements,
confirmation may involve further questioning and information gathering.

If a Provider does not hold suitable accreditation which covers all aspects of its provision, The Trip Leader should
consider whether they need to use other means of gaining assurance about relevant aspects of its operation. For
example, for a simple activity led by museum staff in a museum which the Trip Leader has visited previously and
where school staff supervise the children at all times, no checks may be needed, but for a higher-risk activity, or
where the museum needs personal data about the children, or where supervision of children is handed over to
museum staff, other checks may be necessary. One way of obtaining information and assurances is to use OEAP
National Guidance document 8.1q “Provider Statement”.

In addition to the basic quality and safety checks when choosing a provider, Trip Leaders should consider the
following:

e Do the location, facilities and activities offered by the provider match your desired outcomes?

o Do the values and ethos of the provider match your expectations?

o How experienced and competent are the provider’s staff (e.g., in facilitation of learning)?

e (Canthe programme be tailored to fulfil your requirements?

e |sthe programme flexible, to meet changing circumstances?

e What provision will be made for any special needs?

e Isthere a clear understanding about the responsibility for supervision and welfare of participants at all times

during the visit?

e  What will be the respective roles of provider staff and your staff?

e To what extent will you be able to involve the provider in evaluation of the visit's outcomes?

e Is any travel to the venue worth its time and environmental impact?

e Isthe total cost value for money and within your budget?
N.B. OEAP National Guidance document 4.4f “Assessing a Provider — Checklist” for a list of questions you might need
to ask a provider in various circumstances.

Choosing Facilities
The Trip Leader should ensure that any facilities used meet acceptable standards of quality and safety. E.g. LotC

Quality Badge, LotC Site Provider Award (held by organisations which actively welcome schools onto their site(s) but
which do not provide educational activities). N.B. It is not necessary to look for accreditation from facilities that are
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open to the public and where no arrangements are made for them to provide activities, instruction, teaching or
supervision. However, you still need to satisfy yourself about the suitability of such facilities for your group.

If you plan to hire or borrow equipment for activities, then you should ensure that it is safe and suitable for your
group. Only hire or borrow equipment from a reputable source which can provide evidence of maintenance and
inspection, and only if our School staff are technically competent to carry out appropriate pre-use checks and lead
the activity.

Preliminary Visits

Wherever reasonably practicable, a preliminary visit should be undertaken by the Trip Leader if the proposed
trip/visit is to an unfamiliar facility and/or using an unfamiliar provider. Preliminary Visits may assist the Trip Leader
in addressing the following:

e Whether the provider and/or facilities are suitable to meet the requirements for the visit.

e Whether there are any particular hazards which need to be considered in visit planning and preparation.

e What options there are if conditions of daylight, water level, temperature and weather, or under-foot
conditions, differ significantly from the pre-visit.

e If the Trip Leader has sufficient knowledge and understanding of the provider, facilities and activities.

e Whether the provider and/or facilities will be able to cater for the full range of group needs, including any
special needs.

e  Whether the group will need any specialist equipment.

e If there are any additional staff training needs.

e Whether participants will need to be prepared or trained for any aspects of the trip/ visit.

Where a preliminary visit is not reasonably practicable, the Trip Leader should seek information from reliable
sources where possible e.g. colleagues, similar groups that have recently visited the venue or used the
facility/provider; or reputable organisations such as tourist boards.

The Trip Leader and other supporting staff should always be alert to dangers that may arise during a trip and should
delay/cancel activities, whether planned by school or by another provider, if they consider that there is a significant
risk. If any member of staff has concerns (e.g. about weather conditions, equipment, competency of staff to safely
conduct an activity) they should immediately halt the activity and call the SLT out of hours.

When a change takes place during a trip due to dynamic risk assessment, the SLT out of hours should be notified of
the change (e.g. change of transport, location, activity or accommodation)

10.First Aid Provision

First aid provision should be considered as part of the planning of a trip/visit, and form part of the risk assessment.

Note that for ALL primary trips/ visits, a qualified first aider should attend the trip. For children in the Early Years
Foundation Stage, 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 should accompany
children on outings.

When determining the requirements for first aid provision for any Senior School trip/ visit, the Trip Leader should
consider:

e The nature of the activity;
e The nature of the group;
e The likely injuries associated with the activity;
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e The extent to which the group will be isolated from the support of the emergency services (both in terms of
distance and response time).

Qualified first-aiders may not be necessary for all off-site activities and visits. However, the Trip leader should ensure
there is a basic level of first aid support available at all times. This will require that one or more of the staff leading

the activity:
e Has a working knowledge of simple first aid and is competent to use the first aid materials carried with the
group;

e Knows how to access, and is able to access, qualified first aid support.

Where remote supervision is used, the Trip Leader should ensure that the group has:

e The ability to contact qualified first aid support;

e An appropriate level of competence and first aid materials to look after themselves until help arrives.
N.B. Most National Governing Bodies of sport and recreation activities require their qualified leaders to hold a current
relevant first aid certificate. The minimum standards vary from activity to activity.

The government has provided advice about first aid in the event of a terrorist incident. It is available at:
www.gov.uk/government/publications/first-aid-advice-during-a-terrorist-incident.

If you intend to rely on the first aid provision of a facility or provider, you should establish whether the provision
they can provide is sufficient for your group and its needs, and you should seek formal agreement that the third
party first aid provision will be relied upon by your party. N.B. you need to ensure that all aspects of your trip have
been considered (transport, activities, locations etc.).

Should the trip/ visit group utilise the school minibus, the Trip Leader should ensure that the first aid kit is present.
Student Reception is responsible for ensuring that this is checked regularly to ensure that it is stocked/ replenished.

The provision of first aid kits and their contents should form part of your overall risk assessment for first aid.
Recording and Reporting

All first aid given should be recorded and reported in line with the school’s reporting requirements outlined in the
School’s First Aid Policy.

11.Medication

Pre-existing physical, emotional, psychological or medical issues will need to be considered as part of the trip risk
assessment process to determine whether any additional control measures are necessary.

Staff planning trips should check, in advance, the medication requirements of students on the trip/ visit and check
that any relevant medication (including emergency medication) is taken on the trip/ visit. The information sought
should be relevant to the context of the trip (e.g. day, overnight, residential, overseas).

As part of the planning for the trip, consideration should be given to the following, and control measures determined
within the risk assessment, as appropriate:

e The destination: when traveling abroad, confirmation should be sought that any medication required to be
taken is permitted in the destination country (i.e. some medications that are legal in the UK may not be legal
in the destination country);

e Storage, quantity and transportation of required medicines. Trip Leaders need to ensure that medication is
either held securely with the studentstudent (if appropriate to the studentstudent/medication) or
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maintained in a secure safe/ box (or other secure storage), whereby the medication can be obtained during
the trip/ visit. N.B. Emergency medication will need to be easily accessible;

e The type of trip, supervision (e.g. remote), and situations where groups might be distant from, or unable to
make immediate contact with, parents/ carers and medical professionals;

e Arrangements for administering medication including appropriate environment. Staff will not typically
administer medication to students, but this will be assessed on a case-by-case basis. Staff who volunteer to
administer medication will be provided with appropriate training.

e The need for and undertaking of any additional staff training;

e Record keeping of medicines administered or self-administered;

Trip Leaders should also ensure that any other participants on the trip (i.e. adults) who have medication
requirements or any other pre-existing physical, emotional, psychological or medical issues have been considered
within the risk assessment and related arrangements. Any adults attending should make the Trip Leader aware of
any medical needs they have, but are responsible for their own medication.

A copy of any healthcare plans and emergency procedures should accompany the individual, and all supervising staff
should be made aware of individuals’ medical needs and any medical emergency procedures.

Should any concerns emerge after initial planning regarding the physical, mental or emotional health of a student
and where these concerns are considered a risk factor, medical notes from GPs may be considered as part of any
decision regarding participation. However, the school reserves the right to withdraw the student as the medical
professional may not have full knowledge of the physical or mental demands of the specific trip.

Sepsis

Trip Leaders should ensure that they are aware of the possibility of participants developing sepsis, and to know what
to do. More guidance can be found in the OEAP National Guidance document 7.2a “Sepsis”.

12.Parental Communication and Consent
Parental consent should be obtained for all EYFS off-site visits and activities.
Other than EYFS, parental consent should be obtained for:

e any activity which is perceived to involve a higher level of risk (e.g. adventure activity), and/or
e any visits taking place outside of the school’s normal hours, and/or
e any trips involving a cost to the parents/carers.

Consent is not required for students to participate in off-site activities (such as local studies and visits to a museum
or library) that take place during the normal school hours, and which are a part of its secular curriculum (Education
Act 2002 section 29). However, you should inform parents/carers that a visit or activity is to take place.

Highpost will be used for both consent and information purposes.

When informing parents/carers about an upcoming trip/visit and/or to obtain consent, a letter should be sent out.
This should first be approved by the Head/ Head of Primary. The letter should include:

e |ocation(s), purpose of the visit/trip, date/time of departure and return, travel arrangements, cost,
supervision arrangements, accommodation arrangements (where applicable), and activities to be
undertaken (or attach an itinerary) for the proposed trip.

e for longer journeys, details of how parents will know that their child has arrived safely.
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e indicate parents’ financial liability if they consent to their child’s participation and the child does not then
take part (e.g. is a deposit/total cost refundable?)

e give the terms of payment i.e. whether by termly bill or payment in advance, in one or more instalments.

e Cancellation terms and conditions.

e state any insurance cover arranged (or required), and details.

e include any indemnifying clause for hazardous activities for parents/ carers to consider, where appropriate.

e make it clear if students will at any time not be under direct supervision, and arrangements in place.

e make parents/ carers aware of the consequences of unacceptable/ irresponsible behaviour: The school
reserves the right to send home at parents’/ carers’ expense, any studentstudent who, despite warnings,
acts in a way that jeopardises their own safety or that of others and any studentstudent whose behaviour is
deemed to be unacceptable. In this case refunds will not be given.

e include a permission slip and request for details regarding dietary or other relevant requirements, and
medical conditions, explicitly asking for details of any pre-existing medical conditions of their child which
might be excluded under a standard travel policy. An exemplar permission slip is available in Appendix 4
(note, this should be amended to ensure it contains all relevant information for the specific offsite trip/
visit).

e Clothing and personal equipment that needs to be brought.

e Specific rules and code of conduct.

e Details of potential hazards and their management.

e Documents that need to be brought (e.g. passports, visas, EIHC/GIHC cards etc.).

e When using a third-party provider, inform parents/ carers about the provider (this might be done by giving
the provider’s website address and drawing attention to relevant sections (for example, information aimed
at participants and parents/ carers, and the provider’s privacy policy)).

e Details of how parents can contact their child or leaders at any time in the event of a home emergency. This
would usually be through the school office.

e Any other information deemed relevant/ essential to the trip/ visit.

An information evening for parents/ carers may also be necessary for overseas, residential and/or higher risk trips/
visits.

Parental engagement in any planning for residential trips is expected, to ensure that all those responsible for the
safety and wellbeing of a young person are fully informed about the nature of the trip. Should parents fail to engage
with school in the planning stage, the student may be withdrawn from the trip.

For guidance on using a Providers Consent Form, see: https://oeapng.info/downloads/download-info/4-3d-consent.
Further guidance should be sought in these circumstances from the EVC/Head.

13.Insurance

The School has insurance arrangements in place for offsite educational trips/ visits. The Trip Leader should liaise with
the Bursary to ensure that the current insurance cover is sufficient for their particular trip/ visit, including the
activities that will be undertaken.

studentstudentstudentstudent

For overseas trips, the Trip Leader should inform the Bursary of any medical conditions of any students/ staff/ any
other adults attending the trip/ visit, so that the Bursary can consult with the school’s insurers to ensure that
sufficient insurance cover is in place.
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In the event of any circumstances that could give rise to a claim that occurs in relation to the educational off-site
trip/ visit, the Bursary should be informed as soon as possible. If you are unsure, then contact the Bursary who can
take appropriate action if required.

If any third party providers are being used to provide/organise activities, then the Trip Leader will need to request
copies of their public liability insurance details, and for travel companies, confirmation that they are ABTA/ATOL
protected.

14.Travel/ Transport

A variety of transport modes can be used when travelling during offsite educational visits/ trips including school
minibuses, third party coach/minibus, public transport (e.g. trains, ferries, aeroplanes), as well as walking.

When considering the type of transport that will be suitable for a trip/ visit, the Trip Leader should ensure that it is
appropriate for the size/nature of the group, and the nature of the activities planned.

Trip leaders should not usually drive students in their own private vehicles and other forms of transportation must
be considered in the first instance. If other transport is not possible or practical, then trip leaders should consult the
EVC, the bursary and the DSL for guidance. In the rare event that a trip will plan to transport students by a member
of staff in their private vehicle, specific parental consent should be obtained, and checks of insurance, driver and
vehicle should be made. In the case of a genuine emergency, for example if there is an immediate threat to health
and safety, or is no other means of transport is available, using a private vehicle to transport a student might be
justified. Staff should usually seek advice from SLT before taking action, and a full record should be made afterwards.

Trip Leaders will also need to consider travel-related illnesses (i.e. travel sickness) when planning travel
arrangements.

When travelling overseas, travel should be pre-booked/ planned as far as reasonably practicable, and only reputable
companies used. The Trip Leader should seek advice beforehand on the most suitable and safest methods of travel
(this could be from the Foreign & Commonwealth Office or known persons in the destination country).

Staff should check that students are wearing seatbelts wherever fitted.

Staff should be spread throughout the group.

Everyone (students and staff) should remain in seats when the vehicle is moving (except in an emergency).

Transport used should comply with the safety standards of the country/countries in which the visit takes place.

Embarking and disembarking should be from the side that faces away from moving traffic. Where this is not possible
a member of staff will stand outside by the door to assist students.

At service stations, staff will take responsibility for group access to and from the vehicle.
Regular head-counts will take place and always before transport moves off.

Times and places for meeting will be made clear by members of staff.
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Use of School-owned Minibuses
Please refer to the School’s Minibus Policy and Procedures.
Using external private transport providers (e.g. coaches)

When using third party providers for transport such as hiring coaches, you should ensure that that the provider used
is reputable and their provision is suitable.

When using a new provider, please contact the Bursary to discuss what checks will be required.
Public transport (e.g. trains, ferries, aeroplanes)

Trip Leaders should consider whether public transport is a suitable option for the group, and ensure they have
considered how they will ensure that the group is kept together and managed whilst using the transport method.

Walking
Some visits may require walking, especially if they are to local venues/ attractions, or walking during the trip/ visit.

o  Walking routes should be planned in advance.

e Students should walk in pairs or groups.

e All students should be made aware of road safety and expected standards of behaviour when walking.

e All members of the group should be advised to stick to designated pavements / walkways, and use
designated crossing points for crossing roads, where available.

e When overseas, the group will need to be instructed on walking/traffic-related differences (i.e. vehicles
driving on the right where relevant).

Any type of travel/ mode of transport used (whether covered above or not) should be considered within your risk
assessment for the visit/ trip.

Parents/ carers should be informed, in advance of giving consent, if the safety standards in a country being visited
are below those normally expected in the UK (e.g. if buses without seatbelts are likely to be used).

Travel changes

Any changes to travel arrangements should be communicated to school. In urgent cases, parents will be informed via
text message generated by Highpost and via the school’s official social media platforms; this is managed by the
School Office. In most circumstances, students can be expected to update parents as to expected arrival times.

15.Cash Handling

Wherever possible, students and staff should not carry significant amounts of cash on a trip.
Where it is unavoidable, the trip leader should discuss this risk factor with the EVC as part of the planning.

e When it is necessary for teachers or students to carry significant petty cash for trips, the Trip Leader should
organise the ordering of any required cash or foreign currency with the bursary office at least 2 weeks before
the departure date;

e The Trip Leader should co-ordinate with the office for the safe storage of this until the day before the trip;
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e Avreceipt for this petty cash should be obtained by the trip leader and a copy held by the bursary office;

e Trip Leaders should distribute the money evenly between all participating members of staff the day before
departure where possible or on the day of the trip if not;

e The Trip Leader should keep a record of who money is given to and how much;

e Trip Leaders should discuss the safe handling of this money at the staff trip pre-departure meeting;

e Staff carrying significant amounts of cash should do so in hand luggage or preferably in a secure money belt
which is concealed;

e Similar procedures should be followed for students carrying team cash and a full safety briefing given;

e Any member of staff or student who feels unsafe/uncomfortable carrying cash should never be forced to do
SO;

e Staff spending cash should obtain receipts for expenditure and the Trip Leader should maintain oversight of
the remaining balance;

e Onreturn, the Trip Leader is responsible for passing receipts and remaining balance to the bursary.

e Should there be an unexpected need to spend a significant sum of money that has not been pre-planned, the
Trip Leader should contact their out of hours SLT.

16.Catering

For off-site trips, visits or activities, the request (e.g. for packed lunches) should be made to the Catering Manager
via email at least 2 weeks in advance, to allow for ordering. This request should be made by the Trip Leader.

Staff should notify the Catering Manager of all dietary requirements of participants.

The Catering Manager should be informed of any changes to catering requirements in school arising from a school
trip/ visit.

17.Volunteers/ Parent Helpers / Other adults in attendance

Trips attended by a member of staff and their own child should be overstaffed. However, on rare occasions (mainly
in Primary), the school may use volunteers/parent helpers as additional adults on a trip. Should these persons attend
a trip/ visit, they should not be given a role with responsibilities for the management/ safety of the students.

Please see Recruitment, selection and disclosure policy and the safeguarding policy for further advice.
The Trip Leader should ensure:

e Any such volunteers/parent helpers have been subjected to an appropriate vetting decision by the Head.
Those who have not been DBS checked will not be permitted unsupervised access to students on the trip.
This is the responsibility of the Trip Leader.

e [f adults are to be included on a trip who are not school staff nor employees of a company contracted to run
or support a trip or visit (identified and assessed elsewhere) they should be named on the Risk Assessment ;
they cannot and should not otherwise accompany the trip.

o If family members are to be included on a trip, the related parties and the nature of the relationship should
be included in the Risk Assessment; they cannot and should not otherwise accompany the trip.

e Parental helpers may be used to increase the ratio of adults to children for trips involving Primary students.
Parent helpers will only be given limited responsibility for children.

e Where parents/ carers of a participant on the trip are used, the Trip Leader should avoid assigning them a
leadership role that gives direct responsibility for their own child.
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e If the volunteer/parent helper is to form part of the official staff/studentstudent ratio, the Trip Leader
should first seek the agreement of the Head/Head of Primary.

e Helpers should be suitably competent and confident to carry out their role and briefed appropriately about
relevant School procedures.

18.0verseas Travel

Trips/ visits abroad will require a higher level of risk assessment to be undertaken due to the additional risks that
they can present.

Trip Leaders should ensure that any organisation that is providing activities holds the LOtC Quality badge or similar
local accreditation.

If the trip includes significant risks, such as challenging terrain, going to remote places or extreme climates, follow
the guide to the British Standard for adventurous activities outside the United Kingdom as the basis for the planning
and risk assessment. Organisations employed by the school should follow this too. If they have LOtC Quality Badge
then they follow this standard.

The Foreign and Commonwealth Office’s guidance on safer adventure travel and volunteering overseas and foreign
travel advice should also be referred to when organising trips/ visits overseas.

Please also refer to Section 14 Travel/Transport.

Trips/ Visits overseas will require further planning to a UK-based visit/trip. In addition to the standard arrangements
detailed throughout this policy and procedures, Trip Leaders will need to:

e ensure that participants, students and parents are aware of the need for documentation (e.g. passports,
visas), vaccinations, or any special arrangements. N.B. staff should not offer advice on appropriate
vaccinations/inoculations or any other medical matters. Advice should be given by a suitably qualified
medical professional and / or via official NHS / Foreign Office channels.

e for travel within the European Union, participants are required to take with them the Global Health
Insurance Card (GHIC formerly EHIC).

e any participant with special medication should, in advance, provide details of the problem and
parents’/doctor’s permission/advice on travelling. Medical consent forms should be signed by parents/
carers, particularly if the party is travelling outside the EU.

19.Adventurous Activities

The OEAP defines an adventure activity as an ‘activity which is exciting and challenging and which involves significant
inherent risk of harm, without which the activity would lose much of its value, or which takes place in a remote or
hazardous location’.

Adventurous Activities require a higher level of risk management, and may also require specific competence in order
to reduce the risks to an acceptable level. With this in mind, the School will not lead or advise on Adventurous

Activities, and will instead rely on suitable external providers.

Please refer to Section 8 ‘Using External Providers/ Facilities (E.g. Transport, Venues, Activity Providers Etc.)

Further guidance on Adventurous Activities can also be found here: Guidance from the Licensing Authority on the
Adventure Activities Licensing Regulations 2004.
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https://www.hse.gov.uk/pubns/priced/l77.pdf

20.Cause for Concern/ Near Miss

A cause for concern is either:

1. an occurrence which was not directly threatening but which could have developed into a significant
incident without appropriate response;
2. a problem which arose outside the scope of the risk assessment which required ongoing amendment

of/addition to the risk assessment document.
Should either of the above occur, please complete the form in Appendix 7.

Should a near miss have occurred during the offsite trip/ visit, the Trip Leader should complete the form in Appendix
8, Derby High School Offsite Safety: Near Miss Record.

21.Incidents and Critical Incidents
Incidents

An incident is a situation that is dealt with by the Trip Leadership Team. This should involve some communication
back to the school or to parents, and some support from the school, but the Trip Leader remains in control and is
able to cope. (E.g. minor accident/injury, low-level behaviour illness.)

Dependent on the type of incident, you may need to use either the Cause for Concern (Appendix 7), Near Miss
(Appendix 8) or, if there’s been a minor injury, the school’s normal accident form.

Trip leaders are required to telephone the school (or nominated member of SLT if out-of-hours) to inform of any
safeguarding concern, or any breech of the student or staff code of conduct at the earliest opportunity. SLT will
offer guidance and support, an alternative perspective and instructions for dealing with the incident.

Trip Leaders should update SLT with incidents, even if they feel it has been 'dealt with'. If there is any doubt over an
emerging incident, they should act on their instinct that something ‘is not right’ and ring the school (or nominated
member of SLT if out-of-hours) for guidance at the earliest opportunity.

Critical Incidents

An incident will be categorized as critical when it cannot be dealt with solely by the Trip Leadership Team. The
School has a Critical Incident Policy in place, which outlines the action taken by the School should a major incident
occur off-site. Readers of this policy should also familiarize themselves with the Critical Incident Policy.

For the above, Appendices 9 and 10 should be completed. N.B. the school’s normal accident reporting form should
also be completed for anyone suffering an injury.

Please note, where immediate action is required, contact the school designated out of hours contact for the trip/
visit.

Further procedures in the event of an incident or emergency can be found in Appendix 11 and via the OEAP website:
https://oeapng.info/downloads/download-info/4-1c-emergency-procedures-for-visit-leaders
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22.22. Documentation to be Taken on the Trip and/or Kept with the School
Each member of staff should hold following documentation on their person during the trip/ visit:

e Copy of final approved risk assessment, complete with sign off sheet and trip planning form.

e Copy of final participant list (students and adults)

e Copy of groups list and/or bus lists with details of staffing (as applicable)

e Copy of emergency contact details (e.g. parents/carers/ next of kin) for all participants (students and adults)
e Copy of transport lists (e.g. if the group will be separated into multiple vehicles, minibuses, coaches etc.)

e Contact details of third party providers/venues/any other providers

e Copy of room lists (for overnight trips)

e All participating students are to be given the number of the school mobile(s) to be used during the trip.
(Please see the Code of Conduct for Safe Practice for guidelines on staff sharing personal mobile phone
numbers with students).

e Staff should have records of student mobile phone numbers for use in the event of an emergency or if a
student goes missing (these should be securely destroyed at the end of the trip).

e For overseas trips, the following document should also be taken:

e Passports/ visas
e EHIC/GHIC cards
e Insurance information

The following documentation should be kept with the school (Student/Primary Reception) whilst trips/ visits out:
e Copy of final approved risk assessment, complete with sign off sheet and trip planning form.

e Copy of final participant list (students and adults)

e Copy of groups list and/or bus lists with details of staffing (as applicable)

e Copy of emergency contact details (e.g. parents/ carers/ next of kin) for all participants (students and adults)
e Copy of transport lists

e Copy of room lists (for overnight trips)

e Copies of the consent forms

N.B. Any last-minute changes to student participants, transport lists, rooms lists etc. should be given to Student or
Primary Reception (as applicable) as the trip departs, so the school has an accurate list for emergencies. If there are
any changes during the trip, Reception/office should also be updated. Student Reception/primary office will update
the EVC, the DSL and the SLT Out of Hours contact.

23.Studentstudent Rules During The Trip/ Visit

All students on school trips are subject to the normal rules of the school, apart from those which have been
specifically waived in advance (e.g. uniform rules). Trip Leaders should remind all group participants of school rules
throughout the trip/ visit.

Students should be asked to sign a Code of Conduct for residential/overseas trips, and may be asked to do so for any
other trip, if the Trip Leader feels it is appropriate to do so. See Appendices 5 and 6.
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The Designated Safeguarding Lead (DSL) should check the list of participants in advance of the trip taking place, and
highlight any causes for concern, likewise strategies to minimize issues to the Trip Leader.

Please use Appendix 5 or 6, amended as appropriate following consultation with the DSL and the Senior Deputy
Head/Head of Primary.

Please also see the Code of Conduct for Safe Practice.

24 .Rules for those Leading, Helping Or Have Any Other Group Responsibilities Whilst
On The Trip

Those attending the trip in any role that requires responsibility of the Group (e.g. leadership, supervisory) should
abide by the School’s policies.

Those with responsibility for children should not consume alcohol or any other substance, including prescribed
medication, which may affect their ability to care for children. Any concerns which emerge during the trip, e.g.

adverse reaction to prescribed medication, should be referred to the SLT out of hours contact.

Please also see the Code of Conduct for Safe Practice.

25.Dress Code

All school staff, and others who are representing the school should be appropriately dressed for each trip/visit,
maintaining professional standards at all times. Staff are also role models for the students and should model the
standard of dress expected from students.

Where visits require the students to be dressed in smart school uniform, staff dress should be professional, smart
and formal.

Where visits require students to dress informally (e.g. P.E kit, clothing suitable for outdoor weather), staff dress
should also be appropriately dressed for this type of trip/ visit environment.

We ask that our usual non-uniform guidelines are respected — please see the green book for details.

Kit lists should be issued where relevant for all those attending the trip/ visit, where there will be specific clothing/
footwear items required.

On all visits, footwear should be appropriate for the activities.

Where individually personalised clothing (or similar) is desired for a trip/ visit, this may draw attention to the group/
student Please consult the Designated Safeguarding Lead (DSL) if you have any concerns about a participant or about
the suitability of Hoodies for your particular trip/activity.

e Primary: Parents should sign a form to indicate their consent.

e Seniors Y7-9: parents’ attention will be drawn to the group’s intention to order named hoodies, so they may
intervene if they wish.

e Seniors Y10-13: are deemed old enough to make their own decision.
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26.Reviewing Visits/ Trips

On the return of any trip, the Trip Leader should meet with the EVC to debrief. This enables us to review every trip
and ensure that our policies and procedures can be updated accordingly.

27.Data Protection

It is essential that the trip/visit leadership team has access to up-to-date information on both staff and students in
order to manage their welfare. This typically includes emergency contact details and medical, dietary and other
considerations such as confirmation of swimming ability.

Most of this information is held on the school’s management system ISAMS which all staff can access .

Staff should adhere to the school’s data protection, data retention and privacy policies, along with the data
protection privacy notices for students and staff.

27



28



APPENDIX 1: Rationale Form
Prior to planning any off-site educational trip/ visit, please complete the following form.

The completed from should be returned to:
e Senior Deputy Head (Senior School)
e Head of Primary (Primary School)
e Head, cc’ing the Senior Deputy Head/Head of Primary (as appropriate) for all overseas trips/ visits.

Name/ job title of person completing the form:

Date form submitted to Senior Deputy Head/ Date:
Head of Primary/ Head:

Description of proposed trip/ visit.
(l.e. activities, location, country)

Will it support:
e curriculum delivery
e super curricular
e extra-curricular for general enrichment

Who will be participating in the trip?
l.e. whole year / class / specific number of students
etc.

How much time out of school will it require?
l.e. whole day / part day / specific periods.

What are the staffing requirements?
l.e. staff ratios, with identities where known
already.

Please provide a range of possible suitable dates
you have identified for the trip/ visit.

Please provide the likely cost of this trip/visit:

Any other information you feel may be relevant
at this stage:
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The below is to be completed by the Senior Deputy Head/ Head of Primary/ Head

Please indicate whether the trip/ visit has been
approved or not:

Approved

Not Approved

Date trip/ visit approved/ not approved:

Date:

Comments:
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APPENDIX 2: Risk Assessment Template
APPENDIX 3: Codes of Conduct

To ensure you are using the most up to date and appropriate templates for
your trip/visit, please contact the EVC who will provide you with the relevant
forms for the appendices listed above. Alternatively, these documents are
available on the Staff Information MSTeam. Please ensure you download a

copy before beginning your editing.
APPENDIX 4: DERBY HIGH SCHOOL OFFSITE SAFETY: CAUSE FOR CONCERN
RECORD/ONGOING RISK ASSESSMENT AMENDMENT

This should be filled in by the party leader if a cause for concern is identified. A copy of the form
should be given to the Head as soon as possible on return.

A cause for concern is either:

1. an occurrence which was not directly threatening but which could have developed into a
significant incident without appropriate response;
2. a problem which arose outside the scope of the risk assessment which required ongoing

amendment of/addition to the RA document.

Trip name & date

Trip Leader

Date, time & location of cause for concern

Description of cause for concern

Response — 1. Immediate
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Response — 2. Subsequent including amendment to risk assessment:

Recommendations for future trips & risk assessments/lessons learnt:
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APPENDIX 5 - DERBY HIGH SCHOOL OFFSITE SAFETY: NEAR MISS RECORD

To be filled in by the party leader if there is a near miss occurrence. A copy of this form should be
given to the Head as soon as possible on return. A near miss is an occurrence which could readily
have turned into a significant but for good luck or last minute intervention.

Names of participants/other accompanying adults should be recorded separately by the leader for
use should there be disciplinary proceedings against a studentstudent or a complaint.

Trip name & date

Trip Leader

Experience/qualification of trip leader

Date, time & location of cause for concern

Number in party involved in incident

Age & sex of potential casualty/ies

Relevant experience of participants

Weather/terrain conditions (if relevant)

Description of incident

Continued overleaf ......

Page 33



Risk assessment context (e.g. occurrence of extremely low/acceptable risk incident/unforeseen
incident/faulty risk management)

Response to incident:

1. Immediate:

2. Subsequent including amendment to risk assessment:

Recommendations for future trips & risk assessments/lessons learnt
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APPENDIX 6 - DERBY HIGH SCHOOL: OFFSITE SAFETY: CRITCAL INCIDENT RECORD

N.B. THE SCHOOL’S NORMAL ACCIDENT REPORTING FORM SHOULD ALSO BE COMPLETED FOR
ANYONE SUFFERING AN INJURY.

To be filled in by the Trip Leader if there is a major/critical incident. A copy of this form should be
given to the Head as soon as possible on return. A major/critical incident is one which has caused
significant harm to one or more members of the group.

Accuracy of information recorded below is very important; it could be used in any subsequent legal
proceedings. Record separately and attach witness statements and any other relevant information.

Trip name & date

Trip Leader

Experience/qualification of trip leader

Date, time & location of incident

Number in party who were involved in the incident

Name, age & sex of potential casualty/ies:
e If several, a marked group list may be used.

Relevant experience of participants

Weather/terrain conditions (if relevant)

Description of incident

Continued overleaf ......
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Response to incident:

1. Immediate (use first aid pro-forma if necessary):

2. Time of contact with home base and/or notification of parents/guardians

3. Management of any members of group not directly involved or seriously affected by the
incident:

4. Subsequent — including continuation/termination of trip & any amendments to risk
assessment:

Recommendations for future trips & risk assessments/lessons learnt
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APPENDIX 7: DERBY HIGH SCHOOL OFFSITE SAFETY: FIRST AID PRO-FORMA (for use with major
incident form)

A copy of this form should be given to the Head as soon as possible on return.

Trip name & date

Date & time of incident

Other information about the incident/accident should be recorded on the accompanying incident
form.

Name of casualty Detail as far as possible of First Aid treatment
given and/or dispatch to hospital
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APPENDIX 8: PROCEDURES IN THE EVENT OF AN INCIDENT OR EMERGENCY

If an accident or incident occurs:

Minor injuries should be attended to and the safety of the rest of the group ensured.

In serious emergencies, attend to injuries, ensure the safety of the group and summon
help/evacuation by whatever means appropriate.

In the event of a fatality, attend to non-fatal injuries, ensure the safety of the rest of the
group, call the appropriate emergency services and the police, giving details of:

o Location

o Nature of accident / incident

o Number of individuals involved

o Condition of the wider group
The contact details of any witnesses should be obtained.
In all cases, a member of staff should accompany any injured students to hospital.
Remaining group members should be prohibited from using mobile telephones. This is to
ensure that parents are informed of any incident through the proper channels, that
appropriate confidentiality for the injured and next of kin is maintained, and that
communication with the media can be managed by the Head.

Once the injured have been attended and the immediate safety of the group has been secured, all
incidents, accidents and emergencies should be reported to the relevant out of hours contact, who
will inform the Head as appropriate. In this phone call:

o Where the full facts have not yet emerged, say so and ensure that follow-up
communications with the SLT lead are maintained;

o Contact details of any witness should be shared;

o Afull record should be kept of the incident, the injuries and of the actions taken, as soon
as reasonably practicable (see appendix 9).

As appropriate, the SLT lead will arrange for the school's insurers to be contacted as quickly

as possible, together with the British Consul if the accident happened overseas.

School will contact parents in the event of an emergency.

Parents needing to contact the trip should do so via school.

Where possible, communication with the media should be left to the Head. The Group

Leader will refer the media to the school. If comment is unavoidable, it should be factual,

calm and no attempt should be made to cover gaps in knowledge. No member of the

School’s staff other than the Head, or the duty member of SLT in the Head’s absence, is

authorised to speak to the press/media.

On return to school:
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the organiser should complete the relevant ‘near miss’, ‘incident’ and/or ‘first aid’ forms
(see Risk Assessment policy appendices) — and submit this to the Head.

For serious misbehaviour on a trip, the party leader will provide a written report for the
Head.
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Submit your trip proposal to SDH / Head of Primary

Trip dates entered in calendar by Alo/JHa ContactEVC

P

Begin paperwork - Highpost letter/s, Trip Planning form and Risk Assessment

o Sendto EPrfor checking and Codeof conduct and consentform
Wiite highpost letter sending attached and sent to parents

Collate Highpost responses

|¢

Cross-check medical . X Booktransport, trip
information with ISAMS e Pl phone andfirst aid kit

Show proposed student listto DSL

|¢

Add any medical, psychological and SEN needsto the

Add any safeguarding needsto the paperwork paperwork

A 4

Meet with EVC

discuss full itinerary preliminary check of paperwork

submitto EVC for
checking

Finalise paperwork

EVC to sign offf DSL to sign off Head to sign off

P

Trip leaeder to organise staff and student breifing

Every member of staff should carry
a copy of paper work

A 4
e

Studentsto be briefed Staff to be briefed

Dynamically risk assess during the trip

Contact SLT for supportwhen needed (see policy) Contact SLT if a change is made (see policy)

A 4

On return, report to EVC

Countin andreturn all paperwork

to studentreception for shredding Share the success of thetrip Report any issues
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