ALTRINCHAM GRAMMAR SCHOOL FOR BOYS

Educational Visits Policy

1. As the employer in a Foundation School, the Governing Body is ultimately responsible for all school visits. It must support the Headmaster, EVC and staff in all matters related to educational visits.

2.   The Governors of the School recognise and appreciate that many valuable educational visits take place through the voluntary effort and goodwill of staff.

3.   The highest professional standards of care must be required from employees for the well-being and safety of pupils, colleagues, and the party leader.  Proceedings of a judicial or quasi-judicial nature may result from accidents.

4.    Many short visits take place during the school day - e.g., visits to a local library, or other places in the immediate locality, in connection with work being done by pupils. Equally, there are many activities after school or on Saturdays, such as matches, which come within the School’s regular programme.  Such visits and activities are accepted as a matter of routine; they do not involve parents being asked to give consent or fall within this document.

5.   Visits should be part of a coherent educational programme, appropriate to the age and ability of the participants.

6.   The children of staff must not be taken on school visits.

7.   The Governing Body must ensure that procedures are in place to monitor all school visits, making clear the responsibilities of the Headmaster, EVC, Group Leaders, Teachers, Volunteers, Parents and Pupils. (See appendix)

8.   The Governing Body must ensure that risk assessment is carried out for every visit. Risk assessment and risk management are legal requirements. Risk assessments should explicitly cover how special educational needs and medical needs are to be addressed. (See appendix for guidance on risk assessment)

9.   Exploratory visits should be carried out wherever possible particularly for school led visits. With the Headmaster’s prior approval, costs of an exploratory visit may be charged to the school budget.

10. The Governing Body must ensure that first aid is part of risk assessment. The group leader or a dedicated member of staff must have a basic qualification in first aid and ensure that an adequate first aid box is taken on categories of visit B, C and D. On category A visits, a first aid box must be taken.

11. The Governing Body must ensure that arrangements are in place to keep visit monies separate from other accounts. Arrangements for the return of unspent money should be made clear.

12. The Governing Body must ensure that the pupil/adult ratio is appropriate for each visit before it is approved.

Categories of visit


Authorisation
Maximum Ratio

A
Non-adventurous activities in the UK

which do not include an overnight stay.
HM

1:15

B
Non –adventurous activities which involve

An overnight stay.



HM

1:15
C
Any adventurous activities either non-

residential or involving an overnight stay.
Governors
*See notes

D
Visits abroad




Governors
1:10

*
See EVC re detailed ratios recommended by the specific controlling Governing Body of the activity.

There should always be a minimum of two supervisors, one of whom must be the same sex as the pupils. For occasions when a coach will transport directly to a supervised event, a coach can be supervised by two staff even if the pupil teacher ratio is greater than those indicated above.

13. For categories A and B, the relevant form should be submitted to the Headmaster at least a month before departure; for category C, at least three months; and for category D, preferably six months ahead.  Organisers should note the date of Full Governors’ Meetings which will be posted on the Headmasters notice board.  However, regular activities - e.g., an activity club - will not require repeated approvals for identical events.

14. The organiser must ensure that parents are informed of any off-site visit or activity unless it is a regular part of the school curriculum which parents have already been informed about. Seeking annual consent for routine visits may be appropriate.

15. The organiser must ensure that parental consent is gained before a pupil engages in any off-site activity or visit. If parents withhold consent, their child must not be taken.

16. The organiser must satisfy themselves that all travel arrangements are suitable for the visit.

17. The organiser must ensure that the appropriate insurance is in place. (See appendix)

18. When considering a provider or tour operator to deliver Outdoor Education or for an educational visit (Tour operator), the organiser must ensure that an OE2 form is completed.

19. Organisers and supervisors must be aware of emergency procedures in the event of an accident.

20. The “Staff Code of Conduct” applies on all visits.

21. The organiser must ensure that accident forms are completed where appropriate.

ALTRINCHAM GRAMMAR SCHOOL FOR BOYS
Guidelines for Educational Visits:

1 Key Roles

The Educational Visits Coordinator (EVC) acts on behalf of the Headmaster and the Governing Body of the school. The EVC will be involved in the planning and management of educational visits including adventure activities led by school staff.

Role of the Governing Body 

The Governing Body, as the employer in a Foundation School:

· Is ultimately responsible for all school visits;

· must ensure that procedures are in place to monitor all school visits from the school;

· should ensure that the Headmaster and the EVC are supported in matters relating to educational visits and that they have the appropriate time and expertise to fulfil their responsibilities;

· agree on the types of visit they should be informed about;

· must ensure that visits have educational objectives and are appropriate to the age and abilities of the pupil groups;

· must ensure that the Headmaster and the EVC have taken all reasonable and practicable measures to include pupils with special educational needs or medical needs on a visit.

Responsibilities of the Head Master

Are to:

· delegate tasks to the EVC;

· agree who will approve a visit;

· ensure that the necessary forms are in place for school use;

· ensure that arrangements are in place for the governing body to be made aware of visits so that questions can be asked as necessary;

· ensure that arrangements are in place for the educational objectives of a visit to be inclusive, to be stated in the pre-visit documentation and to be known to all relevant parties;

· ensure that verification of primary providers has been checked;

· ensure that visits are evaluated to inform future visits;

· check that the EVC has checked the competence of leaders;

· party leaders must be aware that a contingency plan may be needed;

· ensure that training is provided where necessary and allocate the necessary funds for the training;

· arrange for the recording of accidents;

· ensure that the school has emergency procedures in place in case of a major incident on an educational visit;

· ensure that the school contact has the authority to make significant decisions. He or she must be contactable for 24 hours a day, the entire length of the visit;

· ensure that the leader and supervisors are briefed about emergency procedures;

· establish a procedure to ensure that parents are informed about incident details through the school contact, rather than through the media or pupils.

General Functions of the EVC are to:

· liase with the Governing Body to ensure that educational visits meet the requirements laid down by the Governing Body, including risk assessment;

· support the Head and Governors with approval and other decisions;

· to check the competence of people to lead or supervise a visit;

· where necessary, organise the training of leaders and other adults going on a visit e.g. hazard awareness, first aid.

· make sure that Criminal Records Bureau disclosures are in place as necessary (parents who help out occasionally need not be checked but must not be left in sole charge of children);

· 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 on a formal basis;

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

· keep records of visits including accident reports;

· review systems and on occasions monitor practice.

· The EVC will use the LEA outdoor education adviser for advice when necessary.

Group Leader

One teacher, the group leader, should have overall responsibility for the supervision and conduct of the visit and should have regard for the health and safety of the group. The group leader should have been approved by the Headmaster. The group leader should;

· Obtain prior agreement in principle (verbal) for the visit before any visit takes place;

· follow governing body guidelines and policies;

· appoint a deputy who will take over should anything happen to the group leader;

· define each group supervisors role and ensure all tasks have been assigned;

· be able to control and lead the group;

· be aware of any child protection issues regarding members of their party;

· ensure that adequate first-aid provision is available;

· undertake and complete the planning and preparation of the visit including the briefing of group members and parents;

· undertake and complete a written risk assessment (form);

· ensure that teachers and other supervisors are fully aware of what the proposed visit involves;

· consider stopping the visit or the activity if they think the visit or activity endangers the safety of the pupils in their charge.

· ensure that all pupils are suitably qualified to take part;

· ensure that the ratio of pupils to supervisors is appropriate;

· ensure that the  Group Leader has details of the school contact;

· ensure that group supervisors have a copy of the emergency procedures;

Teachers

Teachers must do their best to ensure the health and safety of the group and act as any reasonable parent would do in the same circumstances. They should:

· follow the instructions of the group leader and help with control and discipline;

· consider stopping the visit or the activity if they think the visit or activity endangers the safety of the pupils in their charge.

Adult Volunteers

Non-teacher adults, acting as supervisors must:

· do their best to ensure the safety of the group;

· not be left in sole control of a group unless previously agreed as part of the risk assessment;

· follow the instructions of the group leader and teachers and help with the control and discipline of the group;

· notify the group leader or a supervisor if they think that there is a concern about health and safety.

Pupils

The group leader must make it clear to pupils that they must:

· not take unnecessary risks;

· follow the instructions of the leader and other supervisors including those at the venue;

· dress and behave appropriately;

· look out for anything which may threaten the safety of a group member and report it to a supervisor. 

Any pupil whose behaviour may threaten the safety of themselves or a group member may be stopped from going on a visit. The work must be covered in some other way.

Parents

Parents should be given enough information in writing and are invited to any briefing sessions. 

Parents should be clearly informed of what will be expected of their children and must agree to pay the cost of sending the child home early, should it be deemed necessary by the group leader.

Parents must:

· provide the group leader on request with emergency contact number(s);

· sign a consent form;

· give the group leader any health information he requires. 

2.
Risk Assessment

Risk assessment and risk management are legal requirements. Do not be put off by this practice. They involve the careful examination of what could cause harm during the visit and whether enough precautions have been taken. Risk assessments should explicitly cover how special educational needs and medical needs are to be addressed.

Keep the risk assessment simple. It is up to the group leader to decide whether or not a hazard is significant and whether or not it has been covered by the appropriate precautions. Use common sense in thinking through the event in a logical sequence.

It is the responsibility of the Governors, Headmaster and group organiser to ensure that a risk assessment has been carried out.

Ongoing risk assessments, that respond to changing circumstances, may be written up later.

The risk assessment should be based on the following considerations:

· what are the hazards?

· who might be affected by them?

· what safety measures need to be in place to reduce risks to an acceptable level?

· can the group leader put the safety measures in place?

· what steps will be taken in an emergency?

Copies of the risk assessment should be given to supervisors and the Headmaster to prove that planning has taken place.

Frequent visits to local venues may not need new risk assessments.

Group leaders should ensure that for visits using external operators, full risk assessments have been carried out.

The group leader should take the following factors into consideration when assessing the risks:

· the type of visit;

· the location, routes and modes of transport;

· the competence of the supervisory staff;

· pupil / supervisor ratios;

· the nature of the group;

· the special needs or medical needs of the group;

· seasonal condition;

· emergency procedures;

· what to do with unhelpful pupils;

· the need for ongoing risk assessment;

· the suitability of equipment.

Exploratory visits

Exploratory visits should be carried out wherever possible particularly for school led visits. This will improve the risk assessment. 

With the Headmaster’s prior approval, costs of an exploratory visit may be charged to the school budget.  Teachers should not enter into contractual arrangements ahead of final approval.
A reconnaissance visit by the group leader on arrival at a location, while the rest of the group remain in their accommodation may be essential in assessing the location and potential risks.

First Aid

First aid is part of risk assessment.  On all visits a first aid box must be taken.

First aid should be available at all times. The Health and Safety Executive recommends the following minimum contents where no special risk has been identified:

· a leaflet giving general first aid advice;

· six individually wrapped sterile adhesive dressings;

· one large sterile unmedicated wound dressing (approx 18cm by 18cm);

· two triangular bandages;

· two safety pins;

· individually wrapped moist cleansing wipes;

· one pair of disposable gloves;

3. Financial Planning
Group leaders should ensure that parents have early written information about costs. They may need to prepare financially. The headmaster must ensure that banking arrangements are in place to keep visit monies separate from other accounts. Arrangements for the return of unspent money should be made clear. If the sum left over averages £5 or more it must be returned equally to the members of the party.

Charging for Visits

 Schools cannot impose a charge for visits in normal school hours. The headmaster may ask for a voluntary contribution. Parents may be asked to contribute more than the minimum to cover the cost of the group. If voluntary contributions are not sufficient to cover the cost of the visit, it will have to be cancelled.

The headmaster may charge parents for board and lodging on residential visits as well as the full costs when the visit is deemed as an ‘optional extra’. An optional extra:

· falls wholly or mainly outside school hours;

· does not form part of the national curriculum;

· is not part of a syllabus towards a Prescribed Public examination; and

· is not in scope of the statutory requirements relating to religious education.

On residential visits which are not optional extras, or which take place during school hours, some parents may have board and lodging remitted.

The Head Master reserves the right to withdraw a pupil from any visit/trip without refund if that pupil has exhibited poor behaviour before or during a trip.
4. Planning The Visit
See Flow Diagram and Check List. If in doubt see the EVC who may be able to advise or access the necessary information.

5. Supervision
Ratios

It is important to have enough supervisors for a visit. The following factors must be taken into consideration:

· sex, age and ability of group;

· pupils with special educational needs or medical needs;

· nature of activities;

· experience of adults in off-site supervision;

· duration and nature of the journey;

· type of any accommodation;

· competence of staff in general and on specific activities;

· requirements of the organisation/location to be visited;

· competence and behaviour of the children;

· first aid cover.

Categories of visit




Authorisation

Maximum 











Ratio

A
Non-adventurous activities in the UK



which do not include an overnight stay.
HM

1:15

B
Non –adventurous activities which involve

An overnight stay.



HM

1:15
C
Any adventurous activities either non-

residential or involving an overnight stay.
Governors
*See notes

D
Visits abroad




Governors
1:10

*
See EVC re detailed ratios recommended by the specific controlling Governing Body of the activity.

There should always be a minimum of two supervisors, one of whom must be the same sex as the pupils. For occasions when a coach will transport directly to a supervised event, a coach can be supervised by two staff even if the pupil teacher ratio is greater than those indicated above.

Exception

For occasions when a coach will transport directly to an event e.g. a theatre visit, a coach can be supervised by two staff

· Regular activities can apply for block approval e.g. Saturday morning team games etc.

· Where a high adult/pupil ratio is required, it is not always feasible to use school staff alone.

· Parents/volunteers may be used to supplement the ratio but must be carefully selected. Anyone who has not been police checked should never be left in sole charge of a group of pupils.

· For the protection of both pupils and adults, all adult supervisors must ensure that they are not left alone with a pupil wherever possible.

· If a school is leading an adventure activity, the Governing Body must ensure that the group leader and other supervisors are suitably competent to lead or instruct. Competence will be demonstrated by holding the relevant National Governing Body Award where it exists.

Head Counts

Regular head counts must be carried out. All supervisors must carry a list of names for all group members. The group leader should arrange rendezvous points and tell pupils what to do if they become separated.

Remote Supervision

It is understood that on certain visits, remote supervision will be needed. This will be particularly the case with older pupils and on field trips. The group leader remains responsible for the group.

If remote supervision will take place, parents should sign a form acknowledging this fact. 

6. Preparing Pupils
The group leader must decide what information to give pupils. Pupils who are well prepared are more likely to enjoy a visit. Pupils should understand;

· the purpose of the visit;

· how to avoid specific dangers and why they should follow rules;

· what standards of behaviour are expected from pupils. What is appropriate and what is inappropriate;

· who is responsible for the group;

· that they must not speak to strangers:

· rendezvous procedures;

· what to do if separated from the group;

· emergency procedures.

For residential visits, all group members may be given the address and telephone number of the accommodation. A check list should be given to pupils with written guidance on what is expected of them. (See appendix for sample sheet)

Where remote supervision takes place, pupils must be aware of the ground rules and must be adequately equipped. Pupils must have a knowledge of out of bounds areas and activities.

7. Transport and Pupils
Pupils must be informed of the following:

· arrive on time and wait in a safe location;

· do not rush towards the transport when it arrives;

· remain seated and wear your seatbelt at all times;

· do not mess with any equipment on the vehicle;

· bags must be stowed safely and not cause obstructions;

· never dismount from moving transport;

· never distract the driver;

· if you feel unwell tell a teacher.

Schools must make every effort to include pupils with special educational needs and medical needs. Additional safety measures may be needed and advanced planning may be required.

8. Communicating with Parents
Parents should be informed of any off-site visit or activity unless it is a regular part of the school curriculum which parents have already been informed about. Seeking annual consent for routine visits may be appropriate. 
Information to parents

Before residential visits, or when the pupils are to travel abroad or engage in adventure activities, parents should be encouraged to attend a briefing where written details should be provided. 

Please note: Parents should be informed that their son’s place on this visit/trip is at the discretion of the Head Master and is dependent upon his good behaviour and as such can be withdrawn at any time with no refund.  In addition for foreign visits parents must be reminded that it is their responsibility to ensure that their son has a valid passport and appropriate visa.

Parents need to be aware that the teachers and adult supervisors will be exercising the same care that a parent would. The following information should be given:

· dates of the visit;

· objectives of the visit;

· departure and return times and location. Parents must agree to meet their child on return;

· mode(s) of travel and the company being used.

· size of the group, supervision levels and whether or not remote supervision will take place;

· details of the accommodation and supervision;

· provision should illness occur;

· names of the group leader, other staff and supervisors.

· details of activities and how risks will be managed;

· standards of behaviour expected from the pupils (Given as a list);

· what pupils should not take or bring back (Given as a list);

· details of insurance;

· necessary clothing and equipment;

· money;

· What information is required from the parents and what they are consenting to;

· details of the cost unless already provided;

Parental Consent

Parental consent should be gained for all visits.

In addition written consent must be gained for swimming, remote supervision and for medical emergencies.

If parents withhold consent, their child should not be taken. A parental consent form should be completed for all pupils. The form may also be used to gather the following information:

· any allergies or phobias;

· any medication being taken and who is to administer it;

· any contagious diseases encountered over the previous 4 weeks;

· the name, address and telephone number of the pupils’ GP;

· any special medical or dietary requirements;

· travel sickness;

· any other information that the parent thinks should be known;

· parental home and daytime numbers and addresses;

· an alternative contact number and address.

 Medical Consent

Parents should be asked to consent to receiving emergency treatment, including anaesthetic or blood transfusion, as considered necessary by medical authorities. If parents do not give consent a pupil may be removed from the visit. An EHIC must be collected from parents before visits to European Union countries. (See parental consent sheet)

Other Consent

Parental consent should be obtained if pupils are to be carried in a non-teacher private vehicle. Consent may also be required if parents are expected to fund the early return of a pupil for inappropriate behaviour.

Contact while away

In an emergency, a parent must be able to contact the party leader. The address and/or telephone number should be provided.

Group leaders should arrange for parents to be told of the safe arrival of the group. A telephone tree is a useful way to do this.

Mobile phones must not be taken on any visit.

9. Planning Transport
· The Governing Body must satisfy themselves that all travel arrangements are suitable for the visit.

· The driver is responsible for the vehicle during the visit.

· Seat belts must be worn at all times.

· The level of supervision on transport will depend upon the length of journey and the nature of the group.

· The driver should not normally be the only supervisor. This may be appropriate on short journeys with certain groups of pupils.

· Care must be taken when scheduled stops are taken. Advice on behaviour and time of return etc must be given. Head counts are vital.

· In the event of an accident, the group leader or other teacher supervisors must remain in charge of the group where possible.

· Travel sickness medication must only be given by a supervisor with the consent of a parent.

· Teachers and others driving pupils are responsible for the roadworthy nature of their vehicle. They must also ensure that it is has the appropriate licence and insurance.

· The school minibus must be booked through the member of staff in charge of the minibus and must only be driven with an appropriate licence.

· The Governing Body must ensure that the school minibus is maintained in a roadworthy condition.

10. Insurance
The group leader is responsible for ensuring that adequate insurance arrangements are in place for the particular visit. Copies of the insurance schedule may be made available to parents.


The Governors’ insurance arrangements are as follows:


1.
Employers’ Liability


The Governors are insured against legal liability for death and injury to employees (including volunteers).


2.
Public Liability


The Governors are insured against legal liability arising from the actions of their employees and volunteers on Governors’ business as regards loss or damage to the property of third parties, or injury, or death to third parties.


3.
Personal accident insurance for employees and volunteers in the event of death, dismemberment, or total permanent disablement


The Governors are insured against legal liability for death and injury to employees (including volunteers) and hold similar cover for all pupils.


4.
Minimal cover (£250) for school money in an employee’s private residence.


A typical day’s visit to a museum or, for example, a geography field trip does not require any additional insurance, but it should be appreciated by all concerned that cancellation charges and personal belongings are not insured against loss or damage.


For visits abroad, or activities which would have a high level or risk, additional cover will almost always be necessary, covering cancellation, personal possessions, medical costs, emergency repatriation, and exceptional expenses.  A copy of a policy which may be appropriate is available in the School.


Organisers will appreciate that liability of any sort should never be admitted and the School should be notified of any possible claim as soon as possible.

If in doubt ask the Bursar

5.
An EHIC for appropriate countries.

11. Types of Visit
Adventure activities using licensed providers

The group leader must check that the provider holds a licence for the activities it offers. The Adventure Activities Licensing Authority can check on the licence status of a provider. (Tel. 01222 755715) Alternatively the LEA Outdoor Education Adviser,  may be able to help. (a completed OE2 form will be required)

The provider should be able to provide risk assessments for all activities undertaken. The group leader should check that the provider’s arrangements for supervision and recreation during the evenings and between activities are adequate.

The group leader and staff retain ultimate responsibility for pupils at all times. Clear handover procedures must be in place.

Adventure activities using non-licensed providers

Staff must not use non-licensed providers without seeking advice from the EVC.

School-led adventure activities

These should only be organised after discussion with the EVC.

Coastal Visits

The group leader should bear the following in mind when assessing the risks of a coastal activity:

· tides and sandbanks are hazards. Times must be checked;

· make group members aware of warning signs and flags;

· establish a base on the beach:

· look out for hazards on the beach e.g. glass;

· decide on the accepted area to be used;

· keep to paths on cliff tops at all times.

If in doubt check with the local coastguard.

Swimming (also see separate sheet on swimming/paddling)
Swimming and paddling are dangerous activities and must only be done under direct supervision of lifeguards in swimming pools. In addition, a member of staff must supervising poolside in case pupils exhibit inappropriate behaviour. 

A minimum teacher/pupil ratio of 1:15 is required.

If there is no lifeguard cover a member of staff must hold a life saving certificate.

Parental consent should be obtained before a pupil is allowed to swim.

Farm Visits

See Health and Safety of pupils on educational visits.

Field Studies

Field studies may be associated with many subjects. The scope of field studies means that the group leaders, who will usually be subject specialists, should also be competent to lead and instruct their pupils within urban and non-urban environments at minimal risk.

Residential Visits

A completed OE2 form is required)

A minimum teacher/pupil ratio of 1:10 is required.

The following should be considered:

· the teachers should sleep in rooms on the same floor as pupils. If there is more than one floor used the teachers should be split accordingly;

· there must be at least one teacher for each sex in a mixed group;

· there must be separate male/female sleeping/bathroom facilities for pupils and staff;

· everyone is made aware of fire precautions and exits;

· a fire drill should be practiced as soon as possible after arrival;

· the accommodation must be safe from unauthorised access;

· locks should work on group rooms but staff must be able to access rooms at all times;

· there should be adequate and safe lighting, heating, ventilation and drying facilities if needed.

· A fire drill must be practiced as soon as possible.

12. Visits Abroad
Travel abroad should be organised through a reputable tour operator. The operator must hold the appropriate licence and insurances. (A completed OE2 form is required)

Remember EHIC’s may be required.

If the visit is to be organised by the school itself, the EVC should be involved in early discussions before anything is booked or offered. This includes possible exchanges.

13. Emergency Procedures
Teachers in charge of pupils during a visit have a duty of care to make sure that the pupils are safe and healthy. They also have a common law duty to act as a reasonably prudent parent would. Teachers should not hesitate to act in an emergency and to take life-saving action in an extreme situation.

If an accident happens, the priorities are to:

· assess the situation;

· safeguard the uninjured members of the group;

· attend to the casualty;

· inform the emergency services and everyone who needs to know of the incident.

The group leader will take charge in an emergency.

The group leader will contact the school contact in an emergency. 

If an emergency occurs on a school visit the main factors to consider include:

· What is the extent of the emergency;

· Ensure that the group are safe and looked after;

· Get the names of any casualties and get first aid;

· Ensure that all group members who need to know are informed;

· A teacher must accompany casualties to hospital;

· Notify the police if necessary;

· If abroad, notify the British Embassy/Consulate;

· Inform the school contact;

· details of the incident should be passed on to the contact;

· check future means of contact;

· write down as much as possible about the incident and the names and addresses of witnesses. Keep a log of what happens;

· Complete an accident form asap;

· There should be no contact with the media. This should be done through a named person in the home area;

· No one in the group should discuss legal liability.
FORMS

1. Application For the Approval of a Visit

2. Confirmation from Headmaster for a visit

3. Risk Assessment Form

4. Visit Evaluation Form

5/6. Parental Consent Form

7. Emergency Contact Information Form (To be held by school contact and Group Leader)

8. Accident Form

[image: image1.png]



VISIT :

DATE OF VISIT :

ORGANISER :
Compulsory forms to complete:

(tick when completed)

Application for Approval (form 1 yellow)

Confirmation form the Head (form 2 orange)

Risk Assessment (form 3)

Parental Consent (Form 5/6 blue)

Emergency Contact Information (form 7)

Order of forms

Make an application to the Headmaster – Form 1.

The Headmaster will give approval – Form 2.

Complete a risk assessment form – Form 3.

Where tour operators or external providers are used, a completed OE2 form is required – Form 10. 

Collect completed parental consent forms – Form 5/6.

Contact form completed and handed to the school contact – Form 7. 

Complete visit evaluation form – Form 4.

Complete accident forms on return if required – Form 8.

If required, complete request to exclude from future trip form.

ALTRINCHAM GRAMMAR SCHOOL FOR BOYS


   FORM 1
Marlborough Road, Bowdon, Altrincham, Cheshire WA14 2RS     Tel.  0161 928 0858      Fax. 0161 924 3888

APPLICATION FOR THE APPROVAL OF AN EDUCATIONAL VISIT
This form should be completed by the leader in charge of a proposed visit and submitted to the Head for approval at the earliest possible time.  When approval is given, one copy should be retained by the Head, and another by the leader in charge.  Any subsequent changes in planning, organisation, staffing, etc. should be communicated to the Head for approval.  When required, the Head should seek approval from the Governors.

Not all sections will be relevant to every proposed visit.
JOURNEY/VISIT TO ________________________________________________________

Trip Leader _______________________________________________________________________

Purpose of the proposed visit and specific educational objectives:


______________________________________________________________________


______________________________________________________________________

Date of Departure __________________________
Time ___________________

Date of Return
 ____________________________
Time ___________________

Transport Arrangements: (Include the name of the company)

_________________________________________________________________________

Organising Company/Agency (For adventurous activities include AALA License Number)

Name ________________________
Address____________________________________

_________________________________________________________________________

Telephone No. ______________________
License Number _______________________

Proposed cost and financial arrangements:  ______________________________________

N.B. No financial or other commitments should be made without approval.

Accommodation to be used:

Name
_____________________________   Address__________________________________

_____________________________________________________________________________

Telephone Number ___________________   Head of Centre (if available)
_________________

Will this trip include any adventurous activity?  Yes / No (if Yes please list these activities)

_______________________________________________________________________


_________________________________________________________________

Names, relevant experience and qualifications, and specific responsibilities of staff accompanying the party:



________________________________________________________________



________________________________________________________________

Names, relevant qualifications and specific responsibilities of other adults accompanying the party:



_______________________________________________________________

Existing knowledge of places to be visited and where a preliminary visit is intended:



______________________________________________________________

Size and composition of the group:




Age range

___________________________




Number of boys
___________________________




Adult / Ratio

___________________________

Signed:
_________________________________
Date:
______________

Trip Leader full name: _________________________________________________

Please attach a copy of the letter to be sent to parents.
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CONFIRMATION FROM THE HEAD MASTER FOR VISIT TO GO AHEAD

To be completed by the Headmaster

To the trip leader:

1. I have studied this application and am satisfied with all aspects including the planning, organisation and staffing of the visit. Approval is given.

a) Please ensure that a copy of all relevant information including a final list of group members, a list of those members who have special educational needs, details on parental consent, risk assessment and a detailed itinerary is placed in the visits drawer in the main School Office at least seven days before the party is to leave.

b) In the event of an accident or incident, the relevant form must be completed immediately on your return and handed to the EVO (Educational Visits Coordinator).

Signed
_________________________________
Date
_____________

Headmaster (full name)
___________________________________________

In the event of any changes to your trip, the Headmaster must be notified and the trip pack stored in the School Office must be updated accordingly.  
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RISK ASSESSMENT FORM

The Risk Assessment must be produced in the following format.  Blank electronic versions of the form can be obtained from the Visits Coordinator.  In addition, basic Risk Assessments for a variety of occasions, ie going on a coach etc, are also available from the EVO or the Language College Administrator.
Visit
_________________________________     Assessment Date    ___________

Completed by _____________________________       

	1. Hazard
	2. Risk
	3. Who might be harmed?
	4. How is the risk managed?
	5. What further action is required?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Date Reviewed ___________________
By
___________________________
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Optional Trip Evaluation Form

	Group Leader


	

	Number in group


	

	Date(s) of visit


	

	Purpose of visit


	

	Venue


	

	Commercial organisation


	


Please comment on the following:

	
	Rating out of 10


	Comment

	1. The Centres pre-visit organisation
	
	

	2. Travel arrangements


	
	

	Content of education programme provided
	
	

	Instruction


	
	

	Equipment


	
	

	Suitablilty of environment


	
	

	Accommodation


	
	

	Food


	
	

	Evening Activities


	
	

	Courier/Rep


	
	

	Any other comments


	
	


Signed ___________________________
Date ________________

Group leader’s full name: ___________________________________ to be returned to the EVC

ALTRINCHAM GRAMMAR SCHOOL FOR BOYS
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PARENTAL CONSENT FORM

JOURNEY/VISIT TO ____________________________________________________________
Trip Leader _____________________________________________________

From: ________________________ Date    /    Time ____________________

To:     ________________________ Date    /    Time ____________________

Pupil’s Name __________________________________________________Form _____________

CURRENT MEDICAL INFORMATION ABOUT YOUR CHILD:  (please circle as appropriate)

1.
Does your son suffer from any medical conditions and/or any allergies including allergies to 
medications?    If YES, please detail overleaf           



YES / NO 

2.
To the best of your knowledge, has your son been in contact with any contagious or infectious 
diseases, or suffered from anything in the last four weeks prior to departure that may be or 
become contagious or infectious?   If YES, please detail overleaf              
YES / NO

3.
Does your son have any dietary requirements or any food allergies?


If YES, please detail overleaf                                   



YES / NO

4.
Has your son received a tetanus injection in the last five years?

YES / NO

I undertake to inform the Trip Leader as soon as possible of any change in the medical circumstances between the date signed and the start of the journey.

EMERGENCY CONTACT NUMBERS: 

Contact 1: Name ________________________Relationship to student _______________________  

Mobile ____________________ Home No ___________________ Work No ________________

Contact 2: Name ________________________Relationship to student _______________________  

Mobile ____________________ Home No ___________________ Work No ________________

FOR RESIDENTIAL VISITS AND EXCHANGES ONLY:

National Health Service Number
_____________________________________________

GP’s Name _________________________________________________________________

Practice Name _______________________________________________________________

Telephone No. _______________________________________________________________

PLEASE TURN OVER:

Detailed Medical Information

(If you have answered yes to any of the questions 1. 2. and/or 3. in the current medical information box overleaf, please provide detailed information including the severity of allergic reactions and/or information about all medication.  Please note, staff are not allowed to administer any medication.)

Medical information:

Dietary information:
Please note:  Subject to the above information the Trip Leader may contact you to discuss medical and dietary issues in greater detail and whether or not your son should participate in the visit.

Declaration for all school visits

I agree to Name ________________________________________________ DOB _____________     

taking part in the above mentioned visit and confirm that all the information contained in this form is correct.  I recognise that his participation in the visit is a right dependent upon good behaviour in School.  In serious cases the right to participate may be withdrawn by the Head Master without refund.   I agree to his participation in any or all of the activities described.  I acknowledge the need for a willingness to follow instructions and responsible behaviour on his part. I agree to my son having some free time when there will be only remote supervision.  Should his behaviour prove inappropriate in the opinion of the Trip Leader, I will pay the cost of his return to School.  

I give permission for my son to receive medication from a medical professional as instructed and any emergency dental, medical or surgical treatment, including anaesthetic or blood transfusion, as considered necessary by the medical authorities present.

Signed ________________________________________________________ (Parent / Guardian)

.

Date _________________________________________________________________________

This form must be taken on the activity by the Trip Leader; a copy must remain in school.  During holidays, a copy should be retained by the Head Master or his Deputy.
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EMERGENCY CONTACT INFORMATION FORM

To be completed before the visit. Copies to be held by the trip leader and school home contact.

Visit: _____________________________________________________________________

Name of trip leader: _______________________ Mobile number: ____________________

Visit departure date: _________________________________________________________

Return information: Date: _____________ Time: ____________ Location: ______________

Group Total number: ____________ Pupils: __________ Adults: _________

Copies of the emergency contact list for everyone in the group must be held by the trip leader and the home school contact.

Emergency contact information:
During school hours - Headmaster/EVC:  ​0161 928 0858

Out of school hours -  Contact 1: ____________________________ Telephone: _____________




Contact 2: ____________________________ Telephone: _____________

Travel company name: ___________________________________________________________

Address: ______________________________________________________________________

Telephone: _____________________ Fax: ______________________

Company Travel Rep: Name: _________________ Tel: ____________         Fax: ___________

Name of accommodation: ____________________________________

Address: _____________________________________________________________________

_____________________________________________________________________________

Telephone: __________________________ Fax: ______________________ 

Hotel contact (if known) _________________________________________________________

Other emergency numbers or telephone tree: ________________________________________

____________________________________________________________________________

____________________________________________________________________________
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ACCIDENT FORM

1.  Name of the person injured: __________________________________________ (Staff/pupil)

2.  When did the accident occur: Date: _____________________ Time: ___________________

3.  Where did the accident occur: __________________________________________________

__________________________________________________________________________

4. Describe the incident: _____________________________________________________

__________________________________________________________________________

__________________________________________________________________________

5. Details of injuries: ________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

6. Name and address of any witnesses: __________________________________________

__________________________________________________________________________

7. What first aid was given and by whom? _______________________________________

__________________________________________________________________________

__________________________________________________________________________

8. Name of the person making the report: ________________________________________


Signed: _______________________________________ Date: _____________________

[image: image2.wmf]

For AALA licensable activities in the UK, the specifications in this section are checked as part of an AALA inspection. However, providers registered with AALA are asked to consider these specifications with respect to any activity or aspect of their provision which is not covered by the licence.

Activity Management


14. The provider operates a policy for staff recruitment, training and assessment which ensures that all staff 

with a  responsibility for participants are competent to undertake their duties.   


15. The provider maintains a written code of practice for activities which is consistent with relevant National 

Governing Body guidelines and/ or, if abroad, the relevant regulations for the country concerned.


16. Staff competencies are confirmed by appropriate National Governing Body qualifications for the activities 

to be undertaken or staff have had their competences confirmed by an appropriately experienced 

Technical Adviser.


17. Where there is no National Governing Body for the activity, operating procedures, staff training and 

assessments requirements are explained in the provider’s code of practice. 


18. Participants will at all times have access to a person with a current first aid qualification. Staff are practiced 

and competent in accident and emergency procedures. 


19. There is a clear definition of responsibilities between providers and visiting leaders regarding supervision

and welfare of participants.

20. All equipment used in activities is suited to the task, adequately maintained in accordance with statutory requirements and current good practice, with records kept of maintenance checks where necessary.

SECTION C – TOUR OPERATORS

Where a tour operator delivers services to Trafford Schools and Youth Service projects using other providers e.g. ski schools, transport operators or accommodation, the tour operator must ensure that each provider meets the relevant specifications outlined in sections A and B of this form and that these providers operate to standards which meet the relevant regulation which apply to the country of operation.


21. Sections A and B of the form, as appropriate, have been completed to show that the checks have been 

made, records of which are available for inspection.


22. The Tour Operator complies with Travel Regulations, including bonding to safeguard customers’ monies.

23. ATOL, ABTA or other bonding body name and numbers:


SECTION D – OVERSEAS EXPEDITIONS

24. The provider has completed sections A and B of this form and agrees to provide additional written 

assurances which are specific to the expedition being proposed and which will be made clear to the provider 

by the Trafford Adviser for Outdoor Education and Educational Visits.


If any of the above specifications cannot be met or are not applicable, please give details:

Details of any other accreditation with National Governing Bodies, tourist boards etc

Signed:                                                                                               Date:


Name in capitals:                                                                         Position in organisation:


Name and address of provider or tour operator:



Tel:                                                     Fax::                                                    E-mail:


Thank you for completing the form. Please return to the leader at the school / youth service project named overleaf.

Schools and Youth Service Projects should contact the Trafford Adviser for Outdoor Education and Educational Visits for advice on the information provided on the form.  Telephone / fax: 0161 911 8651
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CODE OF CONDUCT FOR PUPILS ON SCHOOL VISITS

Pupils must not purchase any of the following:- any kind of knife, ornamental weapons, replica weapons, alcohol, cigarettes, cigarette lighters, drugs, fireworks or laser pens. If any of the items above are found the staff will remove them and they will be disposed of.

If pupils are uncertain about any purchase they must consult with a member of staff.

Pupils must not consume alcohol, cigarettes or drugs.  Mobile phones may be used only with staff permission.

On coaches / minibus:



Pupils must keep seat belts fastened at all times,



Pupils must remain seated at all times when the coach is moving,



Pupils must not disturb the driver at any time.

Pupils must behave in an orderly, sensible, safe and courteous way at all times.

If pupils are allowed time without direct supervision by teachers they must remain in groups of no less than four.

Pupils must ensure that they turn up punctually whenever meetings or check ins are arranged.

Pupils are expected to be quiet in their rooms at night so that no disturbance is caused to other residents.

Should pupils be on a ferry, they must follow carefully meeting and check in instructions.

Pupils must abide by the specific rules and regulations of all establishments visited.
Pupil _______________________  (Print name carefully)  ​Form_____________
We have read the code of conduct for school trips and agree to the conditions as outlined.

Pupil’s Signature  __________________________
Date _________________

Parent’s Signature _________________________
Date _________________
ALTRINCHAM GRAMMAR SCHOOL FOR BOYS


 
Marlborough Road, Bowdon, Altrincham, Cheshire WA14 2RS     Tel.  0161 928 0858      Fax. 0161 924 3888

STAFF CODE OF CONDUCT

· At Altrincham Grammar School we pride ourselves on achieving the highest professional standards in all respects for both staff and pupils.

This helps to foster a positive working environment which both sustains and enhances levels of teaching and learning.

As part of our code of conduct we aim

· to maintain the highest standards of work

· to maintain professional standards of behaviour in our dealing with other staff and pupils

· to follow the reasonable direction of the Head Master and act in a  manner so as to enhance the direction and purpose of the School.

· In the unlikely event of the code of conduct being broken by acts of Gross Misconduct action may be taken following the procedures listed in the standard document 'Staff Disciplinary Procedures'.  This document simply gives the procedural guidelines which protect staff if action is taken.   Copies of this are available in the school office and in the staff handbook.

Examples of Gross Misconduct include

· child abuse

· serious physical assault

· illegal sexual conduct

· falsification of expenses claims

· falsification of qualifications or other information which are a stated requirement of employment

· stealing from fellow employees, pupils, or school property

· being under the influence of drink or drugs (other than those medically prescribed) i.e. when an employee is rendered unfit through drink or drugs for duties the staff member is required to perform.

· Other misconduct (which does not come within the definition of Gross Misconduct) may result in some action being taking at the discretion of the Head and Governors.

· The code of conduct must apply to all members of the school community and its aim is to encourage the highest professional standards, safeguard the individual (both staff and pupil), render all aspects of insurance and employment law viable at all times and to make the school fully accountable for its actions.
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REQUEST TO TEMPORARILY RESTRICT A STUDENT FROM FUTURE SCHOOL TRIPS

Student Name: _____________________________________________  Form: ________________

Trip where issues occurred: _______________________________ Date(s): ___________________

Details of issues: __________________________________________________________________

  ______________________________________________________________________________

  ______________________________________________________________________________

  ______________________________________________________________________________

  ______________________________________________________________________________

  ______________________________________________________________________________

  ______________________________________________________________________________

  ______________________________________________________________________________

Trip Leader’s name: _______________________________________________________________

Sign: ____________________________________

Date: ____________________________________

School Trip Coordinator Agreed: _______________________________  Date: ________________

Head Master Agreed : ________________________________________  Date: ________________

REJECTED – Date: _______________________

It is agreed that the above named student will be banned from: all trips / non curriculum trips only* for the following period of time at the end of which a review will take place:  (*delete as applicable)
 _________________________________________________________________________________

Parents informed on: _____________________________________
CHECKLIST FOR PLANNING AN EDUCATIONAL VISIT/JOURNEY

	1   


	Read the School Guidelines for Outdoor Education / Educational Visits
	

	2
	Obtain the Head’s / Governors’ approval to proceed with the visit.   

[At this stage the Head will require an outline plan covering type of activity, purpose, composition of party, venue, approximate cost, type of travel and staffing].


	

	3
	Contact the EVC for information and guidance if necessary.


	

	4
	If intending to use a commercial centre, send out the OE2 Form for providers to inform your final decision.   Check whether any activity centre or outside provider likely to be used is licensed by AALA and check that essential standards are met.


	

	5
	Make a preliminary visit where necessary, or obtain references from other users.


	

	6
	Ensure that the travel company / travel agent is ABTA bonded.   

Carefully check brochure details. ABTA will confirm what bonding arrangement is required [0203 117 0500]


	

	7
	Determine whether the Package Travel, Package Holidays and Package Tours Regulations 1992 apply to the trip and whether the school is acting as consumer, retailer or organiser.   Follow the regulations very carefully if they apply.   

Keep the Head fully informed.


	

	8
	Complete a detailed costing.   Make sure you plan into the price of the trip insurance premiums and some contingency funding.   Inform the Head in good time if you intend to request a contingency fund loan from School Fund.


	

	9
	Arrange a subsidy [where available].


	

	10
	Carry out a risk assessment.


	

	11
	Make detailed staffing arrangements in consultation with all affected parties.


	

	12
	Check and arrange appropriate insurance cover.


	

	13
	Plan communications for emergencies between accompanying staff and base establishment and vice versa.


	

	14
	Write to parents giving full details of the trip and costs, making sure that it is clear to parents for how long any monies are returnable and under what circumstances.   Ensure that detailed information is given to parents.


	

	15
	Collect deposits from pupils with parental consent forms.   Remember that this establishes a contract with the parents.


	

	16
	Deposit monies in the school / centre fund.   This will need to be identifiable and capable of auditing.


	

	17
	Check pupil lists for preclusions and SEN.


	

	18
	Confirm booking by letter to parents.   Letter to include mention of and unsupervised time.


	

	19
	Issue savings cards if these are to be used.


	

	20
	Arrange a parents’ meeting [where appropriate].   

Inform parents of date[s] in good time [ie.,3 weeks].


	

	21
	Brief staff and adult helpers about their roles and responsibilities.


	

	22
	Organise in-school centre preparatory work for students and staff where appropriate.


	

	23
	Send out final medical information and medical consent forms to parents.


	

	24
	Obtain emergency telephone numbers for young people.   

These are vital and should provide contactable numbers for the duration of the trip.   

It is unwise for a school to take emergency numbers from school registers.


	

	25
	Establish emergency contacts and provide copies of all relevant information.   

This should include full lists of pupils, all emergency contact numbers and addresses.   

Details of the venue should be left with the phone and fax number if possible.   

A copy of the group itinerary with estimated arrival times should also be left with flight / ferry details / travel company / coach company, etc.


	

	26
	Discuss all arrangements in person with all emergency contacts at base establishment.
	

	27
	For overnight / foreign trips arrange and hold a formal meeting with all staff and adults accompanying trip 1-2 weeks before travel.   Review Health and Safety including risk assessment, other procedures, medical details on relevant students.


	

	28
	Check First Aid Box.


	

	29
	Make sure you take all relevant information with you, ESPECIALLY travel insurance / medical insurance policy and condition details.
	

	30
	Hold young peoples’ meeting to establish code of behaviour for the trip, eg., for travel, trip activities, assembly points, emergency procedures, free time, etc.   

Young people must be informed of what is expected of them and what is not allowed, eg, personal stereos, duty-free legislation.


	

	31
	On return, present an evaluation of the visit , organise follow-up work and prepare a statement of accounts.
	


ADDITIONAL CHECK LIST FOR JOURNEYS ABROAD

	1
	Obtain information on travel regulations which apply to the country[ies] to be visited.


	

	2
	If travelling by minibus, check special requirements which may apply, eg., tachograph.


	

	3
	4 months before departure date, apply for collective passport if required, details from Passport Office [this may include identity cards].


	

	4
	Please inform all parents that their son must have a valid passport and appropriate visa.

	

	5
	For trips within the EC, collect in EHIC cards well in advance [these are vital if medical care is necessary]  - make a photocopy of each - take ALL on the trip.
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             FOR COMPLETION BY PROVIDERS AND TOUR OPERATORS OF OUTDOOR EDUCATION 


               AND EDUCATIONAL VISITS TO TRAFFORD SCHOOLS AND YOUTH SERVICE PROJECTS 


When considering using a provider or tour operator to deliver Outdoor Education or for an educational visit, Trafford Schools and Youth Service Projects must seek written assurances that the provision complies with the Trafford ‘ Guidelines for Safety in Outdoor Education and on Educational Visits’ 





School /Youth Service Project�
�
        


   Leader in charge:�
�
�



Date(s) of visit:�
�



   Name of provider:�
�
�
 


The provider or tour operator providing services as outlined above is asked to give careful consideration to the statements below and sign in the space at the end of the form that the standard of service provided will meet the conditions listed. Indicate by a cross any you cannot meet. Write N/A against any specifications which do not apply to your provision.








2003 GUIDELINES – JANUARY 2004 UPDATE 1                                                                                                





SECTION A – ALL VISITS





Section A should be completed for all visits. Sections B (outdoor education), C (tour operators) and D (overseas expeditions) should be completed if applicable.





Health, Safety and Emergency procedures





The provider complies with relevant Health and Safety regulations, including the Health and Safety at  


Work Act 1974 and associated regulations for visits taking place in the UK, and has a Health and 


Safety policy and recorded risk assessments that are available for inspection





2.      Accident and emergency procedures are maintained and records are available for inspection.





Vehicles / Drivers





All vehicles are roadworthy and meet the requirements of the relevant regulations in the country in 


which they are being used.





4.   All drivers hold appropriate licences and have undertaken relevant driver training for the vehicles used.





Staffing





5.  All reasonable steps are taken to check staff who have access to young people for relevant criminal


     history and suitability for work with young people.





6. There are adequate and regular opportunities for liaison between Trafford staff and the provider’s staff 


    and there is sufficient flexibility to make radical changes to the programme if necessary and the reasons


    for such changes will be made known to Trafford staff.





Insurance





7. The provider has public liability insurance for at least £5 million with a clause giving “indemnity to principal”.


    A copy of the Certificate of Insurance to be attached.





Accommodation (if residential accommodation is provided)





A current fire certificate covers UK accommodation or advice has been sought from a fire officer and 


implemented and a fire risk assessment has been completed.





If abroad, the accommodation complies with the fire, health and safety regulations for the country concerned.








There are appropriate security arrangements to prevent unauthorised persons entering the accommodation.








Separate male and female sleeping accommodation and washing facilities are provided and staff 


accommodation is close to the young people. 





Section B – Outdoor Activities and Field Studies





12. Adventure Activities Licensing Authority (AALA) Licence     Yes:                   No:                        Not applicable:





13. AALA reference No R
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