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Educational Visits Policy

This policy applies to:

e The whole school

Person responsible: EVC
Contact details of person responsible: l.stevens@bla.gdst.net / 0208 8532929
Identified Governor: N/A
Reviewed by and frequency: Annually by Assistant Head — Learning & Enrichment and
Lindsay Stevens - EVC
Date of last review: January 2025
Date of next review: September 2025
1 Aim

e To enhance and enrich the curriculum and co-curriculum provision at Blackheath High School.

2 Objectives

e To provide students with subject-specific experience and information which cannot be obtained in
a classroom environment

e To broaden students’ knowledge and understanding of the world around them
e To encourage independence

3  Introduction

The following procedures must be followed carefully as there are legal, financial and insurance
implications whenever students are taken off school premises. All trip leaders should read the relevant
sections of GDST Hub and the DfE guidelines before organising any school trip. These are available online
or from the Educational Visits Coordinator (EVC).

4 Roles and Responsibilities

The Council of the Trust is ultimately responsible for the health and safety at work of all staff and
students. This policy is one way of discharging its responsibilities in relation to school visits. The Council’s
day to day responsibility is delegated to the Heads.

Risk assessment for school visits is the key to successful safety planning. It is important to appreciate that
risk assessment is an ongoing process, which continues throughout the visit, not just a paper exercise;
neither teachers nor the Trust is likely to be found at fault if they have made all necessary preparations
and ensured that activities are carried out in accordance with proper procedures. To assist in this process,
the role of Educational Visits Coordinator (see below) should be formally recognised.

Roles of the Head Teacher

e Heads are responsible for both staff and students and also for any accompanying adult on a school
visit. It is important for everyone involved that the Head considers the EVC's recommendations in
relation to each trip and only approves it when they are satisfied that all appropriate safeguards are in
place. There should be a written record that this has taken place.

e Toapprove in principle all educational visits.

e To ensure that visits comply with the guidelines and regulations provided by the GDST and the Schools
own Trips Policy.

e To ensure that the Educational Visit Co-ordinator (EVC) is competent to oversee the coordination of
all off-site education, and support the EVC in attending relevant training courses.

e To ensure that the EVC keeps her informed of the progress of the visit and that this information is
relayed to parents as necessary.

e To ensure that the activity leader is competent (experience and training) to undertake the activity.

e To check that the EVC has designated an appropriately competent group leader who will meet the

GDST'’s criteria. For less routine visits, the Head Teacher will need to ensure that the EVC can obtain
advice from an appropriate technical adviser as necessary.

e To ensure that arrangements are in place for the GDST and the Governing Body to be made aware of
visits so that questions can be asked as necessary.



The Head can choose to delegate some or all of the day-to-day tasks identified in this document to
other suitably experienced members of the SLT, eg Deputy Head, Head of Junior School.

The Head should ensure that the school has a comprehensive, up to date Educational Visits Policy and
Procedure which reflects the GDST Educational Visits policy / procedures, and their own local
circumstances.

The Head is responsible for ensuring that all staff involved in educational visits are competent for the
roles allocated to them, and that there is a robust system in place for approving leaders and approving
plans for activities and visits.

It is important for everyone involved that the Head (or designated senior member of staff) considers
the EVC’'s recommendations in relation to each trip and only approves it when they are satisfied that
all appropriate safeguards are in place. There should be a written record that they have been
approved.

Roles of the Assistant Head (Learning and Enrichment)

To keep an overview of the timing of all educational visits and how they are integrated into other
whole school events.

To ensure that there are sufficient staff left in school to provide cover for emergencies, illness etc.
To provide cover for staff participating in educational visits or related training courses, e.g. first aid.
To check that the proposed dates for the trip are suitable by reference to the school diary of events.

Roles of the SLT Emergency Contact

To ensure they have access to paperwork via Evolve for the duration of the trip.

To expect a text or phone call to confirm arrival to the destination, and arrival back to school from the
trip leader.

To have their mobile phone fully charged and accessible at all times.
To offer advice to trip leaders during the trip and make key decisions in the case of an emergency.

To ensure that in the event of a major incident or accident, GDST guidelines are adhered to in terms of
informing parents, staff and the media. Help to ensure that serious incidents, accidents and near-
accidents are investigated.

To be able to send a school comms, in an emergency.

Roles of the Educational Visits Coordinator (EVC)

Lindsay Stevens (Head of Geography) is the school’s designated Educational Visits Co-ordinator at
Seniors and Amy Lucas (Deputy Head) is the school’s designated Educational Visits Co-ordinator at
Juniors.

The EVC should report to the school’s Health and Safety Committee on any issues arising from trips
being planned or recently taken, and this report should be added to the list of regular items on the
Health and Safety Agenda.

The EVC'’s functions are as follows:

o To liaise with the GDST to ensure that educational visits meet the GDST’s
requirements including those of risk assessment;

o To support the Governors and Trust Office in approving trips and other decisions;

o To assign, recommend or endorse competent people to lead or otherwise supervise a
visit;

o To assess and advise on the competence of leaders and other adults proposed for a visit.
This will commonly be done with reference to accreditations, particularly relevant for
outdoor adventure activities, from an awarding body. It may include practical
observation or verification of experience and analysis of the quality of risk assessment;

o To identify training needs and ensure that training is in place for leaders and other adults
going on a visit. This will commonly involve training such as first aid, hazard awareness,
etc, GDST trip leader training, allergy training

o To organise thorough induction of leaders and other adults taking students on a specific
visit;

o To make sure that DBS disclosures are in place as necessary;
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To work with the group leader to obtain the consent or refusal of parents and to provide
full details of the visit beforehand so that parents can consent or refuse consent on a
fully informed basis;

To organise a school framework for emergency arrangements and ensure there is an
emergency contact for each visit. This should ideally be the Head or Deputy Head or
Head of Juniors;

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

To ensure that visit evaluation on Evolve is used to inform future visits and training
needs. Further staff training should be made available where a need is identified.
Review systems and monitor practice. The EVC would therefore have responsibility for
ensuring that all staff organising school trips plan these properly and carry

out appropriate risk assessments and checks on providers. The monitoring and
reviewing process will provide the school with a formal mechanism for demonstrating
that it takes on board any lessons from visits where things may not have gone quite
according to plan, to introduce new checks and identify training needs as appropriate.

The EVC should also ensure that Trip Leaders know that:

e Staff and helpers on the trip should not smoke in view of the students whilst on a school trip.
e Accommodation and catering areas should all be non-smoking.

e Students of any age should not consume alcohol.
[ ]

Staff are strongly advised not to drink any alcohol whilst on a school trip. However, if they choose
to do so, it should be no more than a moderate amount of alcohol e.g. one glass of wine or beer, as
if they intended to drive. In such circumstances, at least half the total number of staff members on
the trip should be designated Duty Officer and should not drink any alcohol at all.

Roles of the Trip Leader

The Trip Leader is responsible for the planning, preparation and organisation (or the co-
ordination of this in appropriate cases) of the trip completing risk assessments for all aspects
of the trip, and for taking day to day decisions once the trip is in progress. There must always
be a designated Trip Leader, who is a member of the teaching staff.

The accompanying teachers are /in loco parentis (i.e. responsible for taking immediate and
appropriate decisions) of the students in their charge at any given time. Recent case-law has
established that a teacher is unlikely to be held negligent if his or her decision is one within the
reasonable range of options available to a reasonable teacher in the particular circumstances.

Even if other adults accompany the trip, the staff remain responsible in law for the students. It
is, therefore, essential that any non-teaching adults are properly briefed on their role.

Trip Leaders using responsible adults, other than members of school staff, for the visit must be
sure that the school holds an enhanced DBS check on them (residential visits) or standard DBS
check (for day visits). This applies to all trips.

e Arrange briefing meetings with parents, as appropriate, for high risk, residential and foreign visits.
e Ensure SEND and EAL needs are accounted for, as required, in the risk assessment

Be trained in first aid to an appropriate standard in line with the GDST First Aid Policy.

Liaise with the School Nurse and HoY(s) to ensure that any specific medical and health issues
of students or accompanying staff are taken into consideration within the planning and that
their needs are catered for.

Complete visit documentation on Evolve, and obtain approval from the Head Teacher and EVC
for any visit off-site, no matter how short its duration.

Plan the itinerary in such a way as to account for all times on the visit including meal and
‘down’ times particularly on residential trips.

Have prior knowledge of the venue — the visit leader should normally have made an
exploratory pre visit.

Inform parents and seek permission/consent, detailing the nature, purpose and related
activities involved in the visit. This information should be sufficient to enable parents to
provide informed consent.

Ensure that parents are fully informed of the schedule for the collection of payments before
bookings are taken.



e Allocate supervisory responsibility to each adult for named students and ensure that each
adult knows which students they are responsible for. To ensure that each student knows which
adult is responsible for them and that all adults understand that they are responsible to the
visit leader for the supervision of the students assigned to them.

e Ensure that all adults involved in supervising the visit are aware of the risk assessments and the
expected standards of behaviour.
e Continuously monitor the appropriateness of the activity, the physical and mental condition
and abilities of the group members and the suitability of the prevailing conditions.
e Inform Cover (Cover@bla.gdst.net) in good time of any specific need for cover of classes whilst

they are away and ensure that suitable work is left for these classes and that other duties and
responsibilities are covered.

e Ensure that on return from a visit participants under 18 years of age are delivered, where
appropriate, into the care of a person with parental responsibility or their representative.

e Carry out an evaluation of the trip on return on Evolve, evaluating its success and recording
any near-misses or proposed changes for repeat trips in the future. This should be shared with
the EVC.

e Have been approved as Trip Leader by the Head (or designated senior member of staff).

They:
e Have a common law duty to act as a “reasonably careful parent”,

e Areresponsible for the safety and wellbeing of staff and all pupils in their care throughout the
entire trip,

e  Must take all reasonable steps to safeguard the health and safety of staff and pupils,
e Must maintain good order and discipline at all times.

Role of the Accompanying Staff

e The accompanying staff are in loco parentis (i.e. responsible for taking immediate and appropriate
decisions) of the pupils in their charge at any given time.
They also:

e Are responsible for the safety and wellbeing of all pupils in their care throughout the entire trip,
e Must take all reasonable steps to safeguard the health and safety of pupils,
e Must maintain good order and discipline at all times.

Role of the Student

e To facilitate the communication of information between school and home by promptly passing on
information regarding school visits to parents/staff.

e To be aware of the risk assessments.

e To know who their supervisor is at any given time and how to contact him or her and to alert the
supervisor if someone is missing or in difficulties.

e To understand the need to have a meeting place to return to, or an instruction to remain where they
are, if separated.

e To understand and accept the expected standards of behaviour, as outlined in the school ‘Code of
Conduct’ on trips.

Role of Parents and Carers

e Carefully read all information regarding the proposed visit before giving written consent.

e Provide up to date medical and emergency contact details, informing the school in writing of any
changes before the visit commences.

e Support the school in upholding the Code of Conduct for educational visits.
e Make all payments by the deadlines provided, taking note where payments are non-refundable.

¢ Inform the school immediately if their child has to pull out the trip for any reason, honouring any
outstanding commitments to further payments.

e Arrange to collect their daughter promptly at the end of the trip.



4 Disability Discrimination Act

Under Part IV of the Disability Discrimination Act 1995, it is unlawful for schools to treat a disabled student
less favourably, because of her disability, than her non-disabled peers. Schools must make reasonable
adjustments to ensure that disabled students are not put at a substantial disadvantage compared with non-
disabled students. The duty not to discriminate (without justification) extends to all aspects of school life
and is particularly relevant to school trips.

When planning a trip, staff must therefore ensure that they consider carefully the suitability of the journey,
venue and activities involved, in the light of the needs and abilities of any disabled students to whose
class/Year Group the trip is to be offered. Staff should consider if an alternative venue or activities could
be arranged to enable the disabled student to participate and discuss with the student and her parents
what adjustments to the proposed trip (e.g. additional adult supervision, ground-floor accommodation,
alternatives to water-based activities) could reasonably be made. It will not be acceptable to impose any
blanket restrictions (e.g. students with epilepsy cannot go on the trip because there will be swimming
sessions, or a student in a wheelchair cannot go because a long hike is planned); each student's needs must
be assessed on a case-by-case basis, and possible difficulties anticipated and addressed at the initial
planning stage.

4 Categories of Educational Visits

For the purpose of this Policy, school visits are divided into categories:

e A Curriculum work in vicinity of school (e.g. local shopping survey), day trips, sports trips and outings
not involving overnight stay.

e B Residential visits in the UK or abroad.

e C Non-routine and potentially hazardous activities, which may take place on day trips or residential
trips, in the UK or abroad.

4.1 Requirements Common to All Categories of Trip

411  Head's Approval

All trips must be approved by the head before any communication with parents and/or students and
before there has been any financial commitment from the school. Possible dates should be discussed with
the SLT member with responsibility for the calendar.

Ideally, day trips need to be processed through Evolve at least 6 weeks in advance of the trip.
Ideally, residential trips need to be processed through Evolve at least 2 terms in advance.

4.1.2  Supervision

e Adult: student ratios should be as follows for routine and non-hazardous activities wherever
practicable (please see section for hazardous activities).

Students Adult: Student Ratio
Senior Students (under 18) 1:20
Junior Students (Years 4-6) 1:10
Junior Students (Years 1-4) 1:6
Junior Students Under 5 A higher ratio may be appropriate for
students under 5
Year 12 and 13 Heads should use their discretion

e Consideration of the appropriate adult: student ratio must be included in the risk assessment and take
into account the nature, duration and location of the visit, the activities being undertaken, and any
special needs of students.

e Itis strongly recommended that at least 2 members of staff accompany all trips in case a student is
injured or falls ill and needs to stay at base, be closely supervised, accompanied to hospital or escorted
back home. This is not always feasible, so to ensure that schools are not limited in the number of trips
that they be offered, whilst at the same time ensuring that safety is not compromised, one member of
staff accompanying students on a school trip is acceptable providing there is a robust risk assessment
in place taking into account the following:

v' The number and age of the students.

v The distance travelled: distances less than 5 miles/30 minutes travelling time (taking into account
local traffic conditions at peak times).



v"  Ability to call for assistance in an emergency: Staff must have a mobile phone and the numbers
to call in an emergency.

v' Availability of staff to call for assistance in the event of an emergency situation: The member of
SLT on duty should be aware there is a trip with only 1 member of staff out of school.

V' First Aid Facilities: The member of staff accompanying the trip must have first aid training and
have a first aid kit.

e |If there are only 2 members of staff on a residential trip abroad, there must be procedures in place to
provide cover if a member of staff has to return home.

e  Where the adult: student ratio requires more than 2 adults, at least 2 of these must be members of
GDST staff. Parents or other adult helpers may make up any necessary numbers to these. However,
unless the Head agrees otherwise, the majority of adults must be staff. If parents or other adult helpers
accompany the trip, they must be aware of who the Trip Leader is and be briefed in advance on their
responsibilities. All adult helpers must be over the age of 23 years.

e Remote supervision may be appropriate for certain activities or elements of a visit; the Trip Leader
should ensure that students understand the ground rules and that parents have agreed to this part of
the visit.

e Children and parents on the same trip: Parent volunteers can accompany a school trip if their own
children are on the trip, however, it is recommended that parents do not supervise groups that include
their own children. Staff should not be one of the supervising members of staff on a trip if their own
child is a member of the group. If a member of staff accompanies a trip which their own child is
participating in, they should not be included in the supervisory adult: student ratios.

413  Trip Leaders

e The Trip Leader must be a member of teaching staff employed by the GDST and they must have prior
experience of being an assistant on a similar type of visit before leading a school party.

41.4 Mobile Phones

This section should be read in accordance with the School’s Safeguarding Policy and the GDST Staff ICT
Acceptable Use Agreement.

e A mobile phone, preferably a school phone, must be taken on all educational visits. More than1
mobile will be required in situations where staff supervise groups at different locations. Whilst staff
may wish to take their own mobile phones for their own personal use they should avoid giving their
own personal number to the students except in an emergency.

e Asfaras possible staff should only contact students using the school mobile phone. This is to ensure
that staff and students are protected and that staff don’t have access to student personal telephone
numbers other than for the duration of the trip.

e  Where staff have used personal mobile phones e.g. in the event of an emergency, then the EVC must be
informed after the event and any stored phone numbers should be deleted from the phone.

415 Transport

e Coaches

o The school office has an approved list of coach operators. Local coach companies should
provide confirmation of insurance cover from their insurers and a copy of the operator’s
licence.

o Itis appreciated that this may be difficult outside the UK and the EVC will use her discretion in
approving arrangements.

o All coaches used must be fitted with seat belts. (If travelling in a foreign country where this
may not be the norm, please ask if coach can have seat belts and consult with EVC if not
possible.)

e Minibuses
o Please see separate Minibus Policy.

e Staff Cars
o The use of staff cars is not recommended, but where they are used to transport students, staff
must have a clean driving licence, current comprehensive and business use insurance, an MOT
if the vehicle is over 3 years old, and specific written parental consent should be obtained.
e Parents Cars
o The use of parents cars is not recommended, but where they are used to transport students,
parents must have a clean driving licence, current comprehensive and business use insurance,
an MOT if the vehicle is over 3 years old, and specific parental consent should be obtained.



o If the trip is not in school time, it is preferable for parents to be asked to make arrangements
for the students to be taken to the departure point.
e Student’s Cars
o Student’s cars should not be used, however there is no objection to students driving from
home to an agreed meeting point.

If the trip is not in school time, it is preferable for parents to be asked to make arrangements for the
students to be taken to the departure point.

41.6 Travel Insurance
Under a collective Trust policy, cover is provided for:

e All school trips. Any off site activity is considered to be a school trip, including sports events at other
schools, winter sports and activity holidays.

e Staff, students and voluntary helpers. They are insured from the time the journey leaves the school
until the time they arrive back at the school, or they get home, whichever happens first.

e Any adult or child participating in the educational excursion. Adults may be teachers, or other
volunteers aged 23 or over. A record of any non-staff helpers should be kept at the school for every
trip that goes out. Non staff helpers should be approved by the Head.

The details of the travel policy can be found at https://blackheathsenior.fireflycloud.net/educational-
visits/travel-certificates

There is no specific policy exclusion in respect of pre-existing medical conditions and these would not need
to be declared to insurers. There are however the following exclusions included within the policy;

eTravelling against the advice of a doctor

*All students on medication have to ensure they have a sufficient supply of medication with them for the
duration of the trip as medication replacement is an exclusion on the policy. Even lost/stolen
medication will not be covered.

*Chubb will not be liable for bodily injury, loss or expense due to misuse of alcohol, solvents or non-
prescribed drugs.

Activities involving exceptional risk of accident may not be covered so if in doubt, please consult the
GDST.

41,7 Parental Consent

All parents must be asked to complete an Educational Visit Medical Information/Consent Form and a
Code of Conduct as their daughter starts Junior School; Senior School & Sixth Form. If the form has
not been completed & signed a student cannot go on a school trip. These are stored centrally and a
copy of the data collection sheets should be taken on all out of hours school trips.

In addition the following consent forms need to be used:

Consent Form Use Notes
Educational Visit All day and residential trips. Letter should be sent to
Information Letter parents prior to the trip. For

low risk day trips parents will
not need to return a reply slip
giving consent. Prior consent
needs to be checked on
SchoolPost.




Consent Form

Use

Notes

If the trip starts or ends away
from school, parental consent
is needed

Educational Visit

All residential trips, all trips

This form can be used for a

Consent & abroad and day trips assessed number of related visits e.g.
Information as higher risk. Dok as long as details of each
Update Form trip are included in the letter.
Specific Code of All residential trips abroad. This can be modified to take

into account the nature of the
accommodation and the
customs of the country.

Conduct Form

To be used for a number of
related trips e.g. sporting
fixtures

Parent Consent for
Sporting & other
Regular Activities

Only to be completed if
medication is taken on the trip

Request for school staff | All residential trips
to administer medication

on residential trip form

Please Note:

The general consent procedure applies to all age groups and all trips. A copy of each girl’s Educational Visit
Medical Information/Consent Form must be kept and be accessible via Evolve and SchoolPost.

Where the procedure applies, the trip leader must ensure that the forms are manually amended when
updated contact or medical details are provided. Where an individual consent form is issued for a specific
trip the medical information and contact details should be compared with those recorded on the general
consent form and updated as necessary.

418 Swimming

For all trips involving swimming or water sports (all categories) The swimming and water activities consent
form must be completed by parents and a detailed risk assessment of this activity must be undertaken.
Relevant safeguards include:

e Entry into the water for swimming, sports or paddling should only happen in the presence of
a qualified lifeguard. If a lifeguard is present on a beach or at a pool swimming can take
place, but a member of teaching staff will also need to be on duty and out of the water.

e Knowledge that all participates are confident in the water and can swim.
e Train students in water safety and rescue skills (Category C trips only).

Students participating in adventure holidays (Category C trips) which include water based activities
in open/deep water should demonstrate their ability to tread water for several minutes or swim 100
m or more in a swimming pool to school staff prior to the trip. In this case, parental declaration of
competence alone is not adequate proof of ability.

419 Staff Consent Forms

Staff medical consent forms should be completed for all residential trips and when day trips occur outside
of normal school hours.

4110 Risk Assessment

Risk assessment for school visits is the key to successful safety planning. A visit specific risk
assessment must be documented for each visit by the trip leader, ideally assisted by other members
of staff who will accompany the trip. However, it is important to appreciate that risk assessment is
an ongoing, dynamic process, which must continue throughout the visit; it is not just a paper exercise.

A risk assessment template and examples can be found in the following location:
https://blackheathsenior.fireflycloud.net/educational-visits/risk-assessment

4111 First Aid

A travelling first aid kit should be taken on all trips and the Trip Leader should be trained in basic first aid
procedures. If another accompanying member of staff is trained, the Head may agree that this is adequate.
Please see document “First Aiders on Educational Visits” as different types of trips require different levels
of first aid training.




4112 Expenses

Trip leaders should include staff expenses into the overall trip budget. These include travel expenses and
subsistence.

Travel
It is emphasised that the use of private cars to transport children is discouraged, primarily for Health and
Safety reasons.

40p per mile will be reimbursed for all business journeys for which public transport is not a viable
alternative. This rate will be available for a maximum of 10,000 miles per tax year, after which the lower
rate of 25p per mile will be payable.

Mileage claims, made on the appropriate form, should state the purpose of the journey, start point and
destination including postcodes. Mileage should be calculated using the vehicle odometer actual readings.
Mileage claims may be checked for reasonableness by use of mileage checking software e.g. Autoroute, AA
etc. and are subject to audit. If anything, other than the shortest route has been taken, a note of the reason
should be made on the claim form.

It is the responsibility of staff to ensure that their motor insurance policy covers them for travel on GDST
business. GDST cannot accept liability for uninsured losses, therefore, employees must ensure that
insurance cover is adequate. GDST will not reimburse any additional insurance premium

incurred. Alternatively, staff may be covered under the GDST Occasional Business Use Insurance Scheme.
For full details see GDST Hub/Insurance section.

Since the use of private cars is actively discouraged, should an employee use his/her own car even though
public transport is the better and more economical option, s/he will be reimbursed with the standard class
rail fare to the destination if it is lower than the cost of the car mileage claimed.

Members of staff undertaking duties and responsibilities for the school, usually with or on behalf of
students e.g. when transporting girls to and from hospital, games matches, debates, etc., or when
undertaking journeys in preparation for outings or field courses may claim travelling expenses. Staff who
choose to attend a particular activity, but who do not have any responsibility for that activity should not
claim, nor should staff who choose to use their own transport, e.g. when travelling to matches, rather than
use the coach provided. Heads who allow staff to use their cars in this way should ensure that their motor
insurance extends to use for purposes of their employer's business.

Subsistence
Receipts should be obtained for any refreshments purchased when away on GDST business.

Staff setting out on a GDST business journey before 6.30 am (other than from home to normal place of
work) will be eligible to purchase breakfast and will be reimbursed.

Where staff are working away from their normal office base beyond 7.00 pm, they will be eligible to
purchase an evening meal and will be reimbursed.

Staff staying away from home overnight will be eligible to purchase an evening meal and breakfast if it is
not included in the cost of overnight accommodation.

Staff working at home are not eligible to reclaim the cost of meals and refreshments.
What constitutes a meal?

A “meal” could be anything from a chocolate bar to a snack to a meal in a restaurant. The employee
concerned and his/her manager will have to base the reasonableness of any claim on what was available
and appropriate under the circumstances. It may be that less expensive alternatives were not available or
the employee may not have been the person deciding where to eat. The cost of reasonable alcoholic
beverages will be covered (e.g. a glass of wine with a meal). Again, it is up to the discretion of the manager
and the employee concerned to determine if such purchases were reasonable. As a guideline, £10 would be
a reasonable maximum for breakfast, and £25 a reasonable maximum for an evening meal (including one

drink).
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4.2  A. Curriculum Visits/Day Trips

(For hazardous activities see C below.)

e The Head must be aware of all times students are off site and must have given written approval
to the arrangements

e A detailed budget should be prepared (including provision for contingencies) in order to
determine the cost to students.

o A full risk assessment must be written for each individual trip and signed/dated by the Trip
Leader and the EVC via Evolve. Risk assessments should be reviewed before departure to ensure
that the individual students involved in the trip are considered.

e Atravelling first aid kit must be taken and the Trip Leader or another member of staff must have
appropriate training. The Head can grant permission for a trip to go ahead if she considers that
this is unnecessary given the context of the trip.

e If students have free time on a trip, they are given the school emergency trip phone number.

e Appropriate back up arrangements for contacting parents in an emergency must have been made
in the event of problems arising both during and out of school hours.

e The Trip Leader must carry emergency procedure card which is kept in the trips phone pouch
and have access to medical/consent information on Evolve.
4.21 Supervision at Away Matches and Off-site Sports Fixtures

Due to the likelihood of accidents during sports fixtures that require injured students to go to hospital,
best practice dictates that, wherever possible, there should always be 2 members of staff accompanying
students attending sports fixtures away from school. This is not always feasible, so to ensure that schools
are not limited in the number of fixtures that they can agree to, whilst at the same time ensuring that
safety is not compromised, one member of staff accompanying students in a minibus to sporting fixtures is
acceptable providing there is a robust risk assessment in place taking into account the following:

e The number and age of the students: 2 members of staff are required for all fixtures involving
Junior school students unless there are 5 or less Year 4-6 students attending.

e The distance travelled: distances less than 5 miles/30 minutes travelling time (taking into account
local traffic conditions at peak times).

e Ability to call for assistance in an emergency: Staff must have a mobile phone and the numbers
to call in an emergency.

e Availability of staff to call for assistance in the event of an emergency situation: The member of
SLT on duty should be aware there is a fixture with only 1 member of staff out of school.

o First Aid Facilities: The member of staff accompanying the trip must have first aid training and
have a first aid kit.

Two members of staff must accompany fixtures that happen more than 5 miles/30 minutes from the school.

43  B.RESIDENTIAL VISITS
(Further guidance on hazardous activities follows in C)

The guidance, which follows, is intended to apply to educational trips lasting several nights. Heads
should use their discretion as to how much of this is relevant to an overnight stay on the way toe.g. a
sports tournament.

43.1 The First Step: Preliminary Approval

This should be obtained from the Head, by the Trip Leader, as soon as the trip is first contemplated and
prior to detailed planning and preparation. The Head should:-

e Be clear about the purpose of the trip.
e Be satisfied it is suitable for the age and experience of students.
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Be satisfied the Trip Leader has appropriate experience to undertake planning and organisation.
Be satisfied that a sufficient number of staff are willing and able to accompany a trip.

Agree arrangements for detailed planning and preparation.

Agree date for submission of written application

Confirm in writing to Trip Leader that holding deposit may be paid (if necessary).

Confirm Head, Deputy or other senior member of staff will be available during period for
emergency contact.

43.2 Planning and Preparation: Approval for Trip

If using a residential centre, the trip leader must send the Centre a copy of the Activity Providers and Tour
Operators Declaration and ask for it to be completed and returned before confirming the booking & paying
a deposit.

Completing the trip on Evolve is intended to act both as confirmation that the Head is satisfied with the
preparation and as a checklist to assist the planning process. This should be submitted to the Head
preferably 2 terms before departure so that any concerns can be addressed in good time. It is appreciated
that details may change (e.g. flight schedules, opening times etc, numbers, supervising staff) between
submission of the form and departure and the Trip Leader should gain authorisation for the change/s from
the Head, amending the relevant forms, and informing parents.

In planning the trip the Trip Leader must:-
e Read these guidelines and DfE Guidance;

e  Wherever practicable carry out a reconnaissance visit to the locality to assist in formulating
programme (information should be sought on e.g. travel time, access and permission, facilities and
equipment, leisure or recreational facilities for residential stays, staff support, guides or programmes
of work, potential health and safety issues (e.g. fire procedures) shelter, toilets, costs, accommodation,
contingency arrangements, references from previous users). N.B. If a Trip Leader has already led a trip
to the same location, updating information may be obtained without a visit. If the visit is organised by
a tour company and the party will be accompanied by the tour company representative, the Head may
consider that a reconnaissance visit is not necessary;

e Obtain large scale map and information relevant to the area to the visited;

e The Trip Leader should prepare a detailed plan of the visit, which should reflect the age and
experience of the students and the qualifications and experience of accompanying staff and/or (e.g.
field) centre staff, so that s/he knows what the students will be doing and what the responsibility of
each member of staff will be from leaving school until their return. Built in to this plan should be some
off duty time for individual members of staff and regular briefings for students and adults.

e A detailed budget should be prepared (including provision for contingencies) in order to determine the
cost to students.

Having decided the plan for the visit, the Trip Leader should then anticipate what might go wrong at each
stage of the visit and have thought out measures in advance for dealing with potential problems e.g.: -

e  What happens if transport plans fail and what alternative arrangements are possible?

e If planned activities fail (e.g. closure; weather conditions), what alternative arrangements can be
put in place?

e If a student is taken ill, what arrangements need to be made to notify parents and send student
home?

e If, despite prior visit, accommodation gives cause for concern, what steps should be taken?

e Does the school's Code of Conduct for trips cover all relevant circumstances, such as consumption
of alcohol?

e If a student misbehaves and has to be returned home, how can this be arranged and who could
accompany them?

e If students are to be allowed to have remotely supervised time, are arrangements in place for staff
to be on duty at fixed place in locality? (Students should always be in groups of 4 or more so that if
one has an accident, one can remain with her and the other two can go for help. This may be
relaxed for sixth formers at the Head's discretion.)

e If a member of staff is taken ill or has to return home, what back up measures are in place?

e Is the communication chain in place for accurate information to be disseminated quickly to
parents (particularly if late return is anticipated)?
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e What arrangements have been made to ensure students (and staff) are physically fit and equipped
for planned activities?

The Trip Leader should be prepared to discuss contingency plans with the Head at the time of seeking
approval.

The Trip Leader should carry an up-to-date photo of each student in the group. This can be in the form of
a copy of Student ID Cards.

Each student should be provided with a card giving details of the address and telephone number of the
hostel or hotel, and an emergency contact telephone number in case she gets lost. When out of the UK,
this card should also include details of the nearest UK consulate.

Each student should carry an ID card.

433 Training and Experience

Trip Leaders and potential Trip Leaders should undergo training to develop their expertise in this area.
Training can take the form of reading and mentoring. GDST Trip leader training is offered bi-annually.

Records of previous trips with follow up reports on the successes and problems can be useful training and
source material for planning.

It is recommended that for at least one member of staff accompanying an overseas trip should be
reasonably fluent in the appropriate language, in case of any problems. The level of need for this will
depend on the destination and the nature of the activities to be undertaken; in many cases, English will be
widely spoken and fluency in the local language will be desirable rather than essential. This is for the Trip
Leader to assess as part of the planning process. The use of local guides is recommended.

43.4 Information to and from Parents

Parents need as detailed information as possible in order to be able to decide that the student should
participate in the trip. There are Government regulations (Package Holiday Regulations) which require
certain information to be given to parents in advance of making payment. If not all information is available
at the time of writing, this should be stated and a follow up letter (or letters) written as soon as possible.

In most cases, a meeting should be held with parents in advance of the trip taking place in order to: -

give a full briefing of the trip;

Check dietary requirements of students

check medical advice has been understood and any vaccinations/EHIC/GHIC forms etc obtained;
agree pocket money;

advise on clothing/equipment needed;

go through behaviour code;

explain arrangements if students to be unaccompanied at any time (N.B. students should be in
groups of not less than 4 and a member of staff should remain in a fixed location);

explain insurance cover (parents should be given a copy of the policy);
explain the importance of emergency contact numbers;

go through the emergency procedure;

Check passports/visas obtained.

Advise on covid-19 restrictions/guidance

A meeting is also useful both to reassure parents the students are in safe hands and as another check for
the Trip Leader that planning and preparation has been thorough.

A consent form must be signed. Students over the age of 18 may complete their own personal details, but
consent should be obtained from parents if they are required to pay.
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43.5 Shared Responsibilities (e.g. residential centres/joint school trips/exchange visits)

Difficulties sometimes arise where others are involved in the school visit. These can usually be eliminated
by careful planning.

Residential Centres

Trip leaders must seek written assurance that Residential Centres/ Activity providers follow safe practices
and obtain copies of key safety documents for review. Activity Providers and Tour Operators Declaration
must be completed by the centre during the trips planning stage, and the answers and supporting
documentation reviewed by the trip leader and confirmed as complete and satisfactory before the
booking is confirmed.

PGL centres and FSC do not require an Activity Providers and Tour Operators Declaration as the GDST have
pre-approved all centres directly.

There will be times where it is more appropriate for the Residential Centre’s / Activity Provider’s staff to
be responsible for the pupils. When and in what circumstances the centre’s staff will be responsible for the
pupils should be agreed in writing prior to the start of the course. Where it is necessary to share sensitive
personal information with activity providers, please be aware of the ‘GDPR Guidance on School Trips.” The
pupils must know who is in charge of them at any given time. School trips GDPR Guidance - June 2018.docx

If school staff do not accompany the pupils on any element of the trip, this must be made clear to parents
in advance, and the school must be satisfied with the safety precautions that will be in place.

Joint Trips with other Schools

There should be one over all Trip Leader. The Head should be satisfied with the procedures in place at the
partner school if these are to form the basis of the planning of the trip. The responsibility of the staff of
each school for the students of the other should be agreed and made clear to the students and their
parents.

Exchange Visits

If students live in families, but a member of staff is present in the locality, it should be made clear to
students and host families when the member of staff will be available at an agreed location. It is important
to ensure that all students know how to contact a member of staff immediately if they have any unease
about the family with whom they are staying. Staff should be alert to any student whose behaviour
appears to suggest that they are unhappy or out of sorts.

Procedures should be given to the host families to explain what action they should take in the case of
illness/accident. Parents should be aware of the arrangements. Some sort of protocol should also be
established for host families to clarify expectations e.g. number of beds, meals, privacy.

If activities are planned with a foreign school, it is important that the extent of responsibility of the foreign
staff is agreed with them in advance and that students are aware when the foreign school staff are in
charge. The usual expectation is that the staff at the host school will be responsible for the safety of the
students whilst attending the school. Outside the school day, other than on excursions organised by the
host school, the accompanying Trust staff will be responsible.

Whenever a member of staff is advised of the illness of /accident to a students s/he should investigate
personally immediately and inform the student’s parents straight away.

Procedures need to be followed to conduct the necessary DBS (or equivalent) checks on host families. The
following need to be completed:

e Host family stay information sheet
e DBS check for the UK adult who will have primary care responsibilities for the exchange student

14



e Equivalent DBS for exchange adult who will have primary care responsibilities for the exchange
student

e ‘Expectations of BHS parents when looking after a hosted student’ form
e Parental Consent form for exchanges

43.6 Use of Tour Operators

o DfE guidelines encourage LEAs to share good practice with independent schools in their area. Schools
may be able to obtain lists of approved local or specialist tour operators from the LEA.

e Itis essential that the Trip Leader establishes that any tour operator and/or coach company to be used
is reputable and that their health and safety policy and procedures/Safety Management System are
checked before a booking is made.

e If the tour operator is arranging accommodation and activities, the Trip Leader should make the
school's requirements and expectations very clear. The risk assessment for the trip should include
seeking confirmation that all those requirements have been met, and particularly that all aspects of the
visit organised by the tour operator meet relevant health and safety standards.

e Where the tour operator is arranging accommodation with overseas host families, the operator should
be asked to confirm that appropriate local checks have been made on the suitability of such
accommodation from a child protection perspective. If there is no local vetting procedure, the Trip
Leader should seek further assurances or consider if the trip should take place. If the families are those
of the students of the host school, checks may not be appropriate.

NB: Students should be provided with an opportunity to comment on the experience through some form
of evaluation/feedback mechanism.

43.7 Regular briefings for students/staff and adult helpers

Throughout a trip there should be regular briefings for students and staff. These should include:-
Students

e Rendezvous procedure for lost group members.
e Groupings for study or supervisory purposes.
e Asystem of recall and action in emergencies.

e Relevance to prior and future activities.
Staff and other adults

e Careful supervision to cover the whole time away.
Anticipation of hazards.

Standards of student behaviour expected.

Regular roll call of students.

How much help to give to students in their tasks.
A list of names of people in sub groups.

43.8 Information to be ASSESSIBLE TO THE TRIP LEADER via Evolve and retained in school while the
visit is in progress

It is essential that if the visit takes place out of school hours, the information is available at all times to
all the school emergency contacts.

Heads approval form (from Evolve) with details of emergency contacts
Risk Assessment

Declaration of Activities providers and Tour Operators Form

List of students (register printed from Evolve)

Data Collection sheets and trip specific consent forms

Codes of conduct

Copy of passports/visas/vaccination records/EHIC cards (as applicable)
All staff medical forms

Copy of ID cards
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Copy of Kit list

GDST and British Embassy Contact Details (trips abroad only)

Copy of all forms submitted to the tour operator and all letters of confirmation (if applicable)
Details of how to contact the tour operator, including emergency contact information (if applicable)
Copy of insurance policy.

Copy of Educational Visits Policy.

Trip Leaders should call or text the Head (or designated SLT member) to let him/her know that the
party has arrived safely and also on your arrival back at school (if out of school working hours). You
should also contact her in cases of injury, ill-health, very bad behaviour etc.

44 C. Additional Guidelines for Hazardous Activities

See DfE Guidance for further information on Swimming and Farm visits. The “Independent Outdoor”
www.indpenedentoutdoor.org.uk is also a useful source of guidance.

441 Definition

The activities which are considered by the Trust’s insurers to be hazardous are listed in the Hub are:

Skiing, snowboarding, sledging, tobogganing

Water sports

Rock climbing, abseiling, mountaineering, caving, potholing

High altitude trekking (above 4000 m)

Horse riding

Flying (other than as a fare-paying passenger)

Parachuting, bungee jumping

Motor sport

Go-karting, quad biking

Expeditions to remote areas (moorlands and mountains in the UK and abroad)

This list cannot be exhaustive, but hopefully it will serve as a guide. If in doubt, the Trust’s Insurance Officer
can advise further.

44,2 Staff: Student Ratio

This must be not less than 1 qualified adult to 10 students during the hazardous activity. Activity staff may
be used. Qualifications must be those approved by the sport’s National Governing Body for the level of
activity involved. This must be checked with the Sport’s Governing Body. Qualifications must be checked in
advance and checked on arrival by the Trip Leader.

Details of Governing Bodies for most sports are contained in AfPE’s book "Safe Practice in Physical
Education” (2012) ISBN 978-905540945, which is held by the PE Department.

443 Use of Activity Centres
Trip Leaders should have read DfE Guidance when planning the visit.

Activity centres (excluding PGL centres) must complete Activity provider form during the pre-planning
phase of a trip and before any financial commitment is made by the school.

The Centre will be responsible for ensuring the safety of the students during activities organised and
supervised by Centre staff. For additional advice see DfE Guidance.
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4.4.4 Duke of Edinburgh Award

Due to the particular requirements of the Duke of Edinburgh programme, it may not be possible to follow
these guidelines. If this is the case, Duke of Edinburgh safety guidance will take priority, but the Head must
approve any departure from the Trust’s guidance.

445 Skiing/Snowboarding

It is strongly recommended that all members of the skiing party, including students, staff and any other
adults accompanying the party wear helmets when they are skiing/snowboarding. It is compulsory for
students under 14 years to wear helmets when skiing.

It is recommended that staff organising school ski trips attend a 1-day “Ski Course Organiser” training
course delivered by a Snow sport England Coach. This course covers the issues to take into consideration
when organising a ski trip e.g. your choice of tour operator, choice of destination, organisation of money,
people and ski and snowboard equipment.

5 Emergency Procedures

These procedures are based on those contained in DfE Circular 22/94 and should be used in the event of
serious or fatal injury. In any shared responsibility situation, they should be agreed in advance with the
centre/other school involved. An emergency is unlikely to occur in circumstances where these procedures
can be carried out to the letter, but staff accompanying the party should be so familiar with them that they
are able to adapt them to the situation in which they find themselves.

The Trip Leader (or staff member in charge of small sub-group if out of contact with the Trip Leader until
Trip Leader can be contacted) should:-

e establish the nature and extent of the emergency;

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

e establish the name(s) of the injured and call whichever emergency services are required;

e make sure all other members of the party are accounted for and are safe;

e advise other party staff of the incident and that the emergency procedures are in operation;
e ensure that an adult from the party accompanies casualties to hospital;

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

e arrange for one adult to remain at the incident site to liaise with emergency services until the
incident is over and members of the party are accounted for;

e control access to telephones until contact is made with the Head, emergency contact point or
designated senior member of staff and until s/he has had time to contact those directly
involved. Give full details of the incident, i.e.:-

Name

Nature, date and time of incident

Location of incident.

Details of injuries

Names and telephone numbers of those involved
Action taken so far.

Telephone numbers for future communication.

O O O OO0 O O

For serious incidents where the media may be involved, try to identify alternative telephone numbers at
"home" and "off site base" as other lines will quickly become jammed. It is not for the Trip Leader or other
party members to discuss matters with the media; procedures for this are given below. Under no
circumstances should the name of any casualty be divulged to the media:-
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e The Head or designated senior staff member should alert the Chairman of Governors and the
Chief Executive Officer of the Trust (or in his/her absence, the Legal Adviser or the Education
Adviser), giving details as above. They may identify further actions or help required (which might
include financial assistance). Alternative and additional telephone lines may need to be
identified at an early stage.

e The Head should arrange to contact parents/carers of those involved. For a serious incident, the
Head should contact parents of all party members. It is also the Head’s responsibility to act as a
link between the group involved, the Chairman of Governors, the Chief Executive Officer of the
Trust and parents.

e Ifitis necessary to talk to the media, the Head should agree with the Chief Executive Officer of
the Trust who should make the initial statement. A designated person should then act as the
ongoing point of contact with the media to whom all involved should direct questions and
requests. This person will need to liaise with the emergency services, perhaps on site.

e The Trip Leader should write down as soon as practicable all relevant details while they are still
fresh in the memory. Other party staff members might also be asked to do so. A record should
be kept of names and addresses of any witnesses. Any associated equipment should be kept in its
original condition.

e Legal liability should not be discussed or admitted.

e All accident forms should be completed and insurers and the Health and Safety Executive should
be contacted.

Recommended Emergency Evacuation Procedures for Residential Trips

1. Prior to the trip appoint a member of staff as an evacuation coordinator, i.e. not directly responsible
for completing the roll call for a group. In the event of an evacuation, they should:
i. Do an overall head count (as a double check),
ii. Liaise with each of the group leaders to ensure everyone is accounted for,
iii. Help maintain order if girls start to panic and ‘mob’ the group leader,
iv. Liaise with centre staff, e.g. if anyone is missing, there is a need to move to another location, or to
find out when it is safe to re-enter the building.

2. Prior to the trip prepare emergency packs that all staff should have and keep by bedside (so it can be
taken with them in the event of an evacuation):
i. Torch —in case emergency lighting is too dim or not working. This could be on a mobile phone, a

head torch or a hand torch,

ii. List of all girls in group, and list of girls that each group leader will be checking are present in a roll
call,

iii. Floor plan or similar (list of rooms) of residential accommodation indicating which room each girl
is sleeping in,

iv. List of key codes for all doors to enable them to be opened from the outside, e.g. if someone is
stuck inside and can’t get out,

3. Prior to the trip all staff to be reminded of the procedure for sweeping bedrooms and
bathrooms/WCs in the event of a night time evacuation:
i. Identify who is responsible for checking each room/bathroom/WC,
ii. Ensure all staff know procedure for sweeping, including checking under the beds and patting all the
way down/fully turning back bedcovers on every bed in the room (NB girls may swap beds/
snuggle deep down under the covers/sleep at the opposite end of the bed).

4. Prior to the trip document a Personal Emergency Evacuation Plan (PEEP) for anyone in the group that
needs one. (Think about sight and hearing impairments as well as mobility impairments).

5. Onday of arrival:
i. Ensure everyone knows what the fire alarm sounds like (if possible)
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ii. Staff and students walk all fire exit routes they might need to use — familiarisation exercise,
iii. Staff and students familiarise themselves with all the muster points they might need to use,
iv. Review Personal Emergency Evacuation Plans (PEEPs) if anyone in the group needs one.
v. Organise a room buddy system so that each girl makes sure her friend is also at the muster point.
vi. Staff to remind girls to take a coat/blanket and wear shoes for night time evacuations,
vii. Staff to remind girls about fire risks associated with hair straighteners/tongs, etc and to ensure
they are unplugged when not in use.

viii. Staff to check all fire escape routes to ensure they are clearly signed, free of obstructions, that fire
doors can be easily opened by children in dim light (think — could the smallest child reach & open
the highest locking device?), and that final exit routes are clear (no parked cars, bins or bushes
preventing the door opening) if possible.

6. Conduct a fire drill on day of arrival (if appropriate)

7. At the end of every evening a member of staff should check that all fire exit routes are clear (if
possible).

6 Evaluation
The Evolve evaluation form should be completed and forwarded to EVC.
7  Storing Paperwork/Related to School Trips

General paperwork and risk assessments should be stored for one year for use in future planning, unless
problems were experienced, in which case retain until relevant student(s) reach 25 years of age. Permission
slips can be destroyed after 1 month. Anything giving personal details should be shredded.

8. Ed Visits — Staff Training

All members of staff, instructors and adult volunteers accompanying school trips or leading activities must
be suitably qualified and competent to do so. Competence is an appropriate combination of knowledge,
skills, experience and qualifications, and other personal qualities such as maturity, general supervision and
communication skills, and the ability to lead and supervise different types of groups.

Each school will provide appropriate information, instruction, training and guidance to all staff leading and
accompanying educational visits and school trips. This will include:

e the procedures for planning and preparing for an educational visit or school trip including the use
of Evolve trip management software

e the procedures for informing parents, gaining their consent and, when appropriate, involving them
in educational visits and school trips;

e the procedures for assessing the risks associated with an educational visit or school trip, both in
advance and dynamically during the trip;

e the roles and responsibilities of group leaders and other supervisors during educational visits and
school trips;

e Practical issues associated with running a school trip; eg the common things that can go wrong and
how to manage those with minimum disruption;

e Actions to take if there is a serious problem, incident or emergency;
e Appropriate first aid training, including management of allergy incidents
e Allergy Awareness and Prevention —
e All trip leaders on residential and overseas trips should complete the IHASCO Food

Allergy Awareness e-learning course and IHASCO Anaphylaxis & Allergy Training (both
available on the CPD HUB)
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o All other staff accompanying the trip should complete either the IHASCO Anaphylaxis &
Allergy Training (available on the CPD HUB) or the Allergywise for Schools e-learning
training.
From September 2022, all residential and overseas trip leaders must complete the GDST Trip Leader course
run regularly by Peter Cornall, GDST EVA. Please see the CPD site for the next available course.
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