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\ // Pownall Hall School

iles

& ///A\\\Q*; Educational Visits Policy

- to Safeguard and Promote the Health and Safety of Pupils on Educational Visits

This policy has been prepared having regard to the DfE ‘Advice on Legal Duties and Powers for Local Authorities,
Head Teachers, Staff and Governing Bodies’, DCSF guidance “The Health and Safety of Pupils on Educational Visits: A
Good Practice Guide” and ISI Regulatory Standards for Independent Schools (September 2018). Copies of the policy
can be obtained by parents on request.

1. INTRODUCTION

At Pownall Hall School, we believe that learning outside the classroom is essential for the education, and the social,
personal and moral development of our pupils. We recognise the importance of providing opportunities for our pupils
to develop their resourcefulness and initiative and to spend time together in an informal environment. Some visits are
directly related to the curriculum, some are designed to enhance physical skills, self-reliance and team-working. Others
will extend pupils’” knowledge of the world. The purpose of this policy is to ensure that all trips are undertaken as safely
as possible, through careful, thorough preparation, safe procedures and responsible supervision of all groups.

2. OUR TRIPS AND VISITS

We regularly take pupils on day trips to: sports residential visits, historic sites, museums, galleries, natural features,
farms, Roman sites and activity venues to support the curriculum. There are theatre visits for pupils of all levels and
groups are taken to local festival and concert halls. Residential trips are offered to pupils primarily in Years 3, 4, 5 and
6. Parents accompanying residential visits must have enhanced DBS checks.

We take sports teams to matches in a variety of locations.

Parents are fully informed of all trips in advance — on the website, by bulletin, calendar, specific letters and various
other pieces of information on School Spider.

3. RESPONSIBILITIES
Role of the Governors:
The Governing Body is responsible for the safety of pupils who take part in school trips. In order to authorise visits,
the governors will delegate the following responsibilities to the Headmaster:
e To ensure that the visit has a specific objective which is appropriate to the age and abilities of the group of
pupils;
e To ensure that plans are in place for the safety of pupils and seen by him;
e To ensure that guidance is available to inform the school’s policy, practices and procedures relating to health
and safety of pupils on visits out of school;
e To ensure that the Group Leader has the expertise, commitment and time required to fulfil his/her
responsibilities;
® To ensure that visits are well planned in advance and risk assessments are in place.
e To be satisfied that the necessary assurances have been obtained from external contractors about risk
assessment and insurance cover;
e To ensure that the visits are accessible and inclusive for all pupils as far as is reasonably possible.

Role of the Headmaster:
The Headmaster is the focal point for the school and will be the overall supervisor of arrangements for all trips as well
as the reference point for parents and governors.
The Headmaster will:
e Ensure that the Group Leader is suitably trained and competent to discharge his/her responsibilities;
e Ensure that the Governors are well informed of the purpose and arrangements of any trip that they are asked
to authorise;
e Satisfy himself that safety arrangements, to include risk assessments, pre-visit checks, competence and
insurance of external agencies are in place;
e Considerthe Group Leader’s experience, competence and ability to maintain discipline and undertake ongoing
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risk assessments on the visit;

Ensure that all staff and other persons involved are competent and appropriate to be on the trip;

Ensure that staffing ratios are appropriate for the age and stage of the pupils;

Ensure that appropriate DBS disclosures are in place for volunteers, where necessary;

Ensure that parents are fully informed and have provided their consent and contact information for the
duration of the trip;

Ensure time for pre-visits as necessary.

Make time for any training needed well in advance of the trip;

Ensure that emergency procedures are in place in case of a major incident/accident;

Receive reports of each trip and review practice and systems if necessary.

Role of the Group Leader:

Authority is delegated to the Group Leader to stop pupils from participating in activities during the trip should they be
incapable or irresponsible.

The Group Leader will:

Prepare a plan outlining the nature of the envisaged trip and the educational/social benefits to be gained and
how it links with the school’s curriculum and aims of the school. All residential and foreign trips will be referred
by the Headmaster to the Chair of Governors for authorisation. The Educational Visits Coordinator (EVC), if
satisfied, will approve other visits in writing;

Discuss the possible staffing with the Headmaster, after which he will authorise suitable persons to accompany
the trip;

Hold a valid First Aid Certificate or ensure that one of the accompanying teachers hold one for all visits (with
the exception of the very shortest visits, such as to our local library or church);

Nominate a Deputy Leader for all trips;

Start an administrative file in which to keep all paperwork and liaise with the Business Manager regarding the
collection of money and any payments required;

Ensure that pupils are fully briefed about the visit and of the standards of behaviour and cooperation required;
Inform the parents; invite parents to a meeting if the trip is residential in order to discuss the visit, insurance
cover and safety measures, costs etc;

Obtain parents’ written consent/electronic format consent — otherwise the pupils cannot participate;

Liaise with the Business Manager to undertake formal assessments of any significant risks;

Liaise with any external agencies to make clear the distinction between the responsibilities of the staff of the
external agency and the school;

Ensure that any non-contracted adult on the trip has the approval of the Headmaster and has undergone an
enhanced DBS check;

Obtain medical information on the pupils involved in the visit — discuss concerns with the Headmaster and, if
necessary, the parents to ascertain the suitability of the visit related to particular medical conditions;

At the end of the trip notify the Headmaster, Educational Visits Coordinator and Governing Body of any
accidents/incidents and near accidents/incidents and the action taken, plus any recommendations for changes
to procedures and practice.

4. SUPERVISION

Every trip must have a Group Leader and a Deputy Group Leader;
We recommend the following minimum staff/adult to pupil ratios for off-site visits and remote supervision:

Ratio Pupils’ Year Group
1:6 Y1ltoY2

1:10 Y3 toY6
1:9 For All Visits Abroad

The Group Leader or another member of the staff team should be trained in First Aid;
The Group Leader must explain the responsibilities clearly to all staff and supervisors prior to the visit;
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e The supervisory staff must be assigned a group of pupils for whom they are responsible throughout the visit.
Pupils must be made aware of these arrangements.

® Pupils must not be allowed to wander on their own, groups will keep close to their supervising member of
staff, who will call a register/ take a head count when pupils re-assemble or leave a venue;

e Parents may only accompany visits if the Headmaster gives permission and, where necessary, an enhanced
DBS disclosure has been obtained;

e Onresidential visits, each pupil must have a card giving the name, address and telephone number of the school
and details of the name, address and telephone number of the group’s accommodation and the name of the
Group Leader.

e The fire procedures at residential centres should be checked as far as possible before the visit. A fire
evacuation should be carried out as soon as practicable after arrival.
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e All medication administered by attending staff will be recorded digitally as follows:

e This information form will be shared with parents when the medication is handed back at pick up

5. SAFETY

Safety is always our top priority.

We expect parents to support the school in stressing that pupils listen to and follow the instructions given either by a
member of staff, or by a qualified instructor, and use the proper equipment. We reserve the right to ask parents to
collect any pupil early if he/she declines to follow reasonable instructions given for their own safety, (or does not
follow the school’s behaviour code, which applies on all school visits).

Where teachers have specific qualifications, for example First Aid, Minibus Driving, it is up to them to ensure that these
qualifications are up to date in order to carry out their respective roles relating to educational visits.

Where external agencies are used, the Group Leader will establish the competence of their staff in advance. Where
the activity is an adventure activity as defined in the Adventure Activities Licensing Regulations 2004, the Group Leader
will check that the agency holds a current licence.

Group Leaders should be familiar with the nature of local conditions likely to be encountered and ensure that pupils
and other staff have the correct clothing, equipment and information (published prior to the trip commencing).

Staff must take a school mobile phone that must be charged and switched on at all times. Staff should only use school
iPads or mobile phones when taking any photographs or videos of children. On the rare occasion that this may not be
possible, such as on a residential trip or when a school device is not working or has run out of battery and
communication with parents is deemed essential, a personal mobile phone or iPad may be used. In these cases, images
must be transferred to the school’s secure Drive as soon as possible and deleted from the relevant device.

Where a trip is to a foreign location, an appropriate foreign language phrase-book should be taken and at least one
member of staff should be fluent in the local language. On such trips, a pre-visit may be necessary to evaluate the site
from an educational and safety point of view.
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lanning any visit, staff consider the likelihood of the destination, venue or transport hubs being at risk of a

terrorist attack and therefore take necessary steps and considerations when planning the visit.

See Appendix 4 For Further Information on Threat from Terrorism

6. PUPILS
The group of participating pupils should:

Each pu

7. TRAN
The Gro
[ ]
[ ]

No one
need to

be well briefed by the Group Leader and supporting staff at a specific meeting prior to the start of the visit.
be informed of the details of the location, the hotel/hostel to be used, if applicable, the means of transport
and the expected timings.

be informed of the activities planned and of any special clothing/equipment required.

be given clear instructions about the standards of behaviour, cooperation and safety measures required and
the ground rules for the trip.

be given the opportunity to ask questions,

pil should:

know who their particular supervisor is.

know that he/she should never wander off or be on his/her own at any time.
comply with the expected standards of behaviour.

be sensible and responsible.

SPORT

up Leader will liaise with the Business Manager and Educational Visits Coordinator (EVC) to:

Ensure that the tour operator or coach company is fully insured and reputable;

Consider the risks associated with transport and, if a high level of risk is involved — for example, when travelling
on a ferry or an aircraft - conduct a travel risk assessment;

Ensure that First Aid is available at all times including medication for travel sickness — only to be given in
accordance with the school’s policy on administering medication.

should drive the school minibus unless he/she has the appropriate driving licence qualification. Two adults
be within minibuses when transporting the children. When two minibuses are driving in convoy one driver is

permitted in each minibus on only the shortest trips. ie. local leisure centre/schools.

We expect every member of staff to complete a “Drivers’ Declaration Form” before he/she drives pupils in a school

minibus

Pownall
parents

. The completed forms are supplied and held by the Business Manager. (See also the Minibus Policy).

Hall School’s policy is to discourage staff from transporting pupils in their private cars but, on rare occasions,
or members of school staff are used to transport children when accompanying trips or assisting with school

matches.

8. PARENTS’ INVOLVEMENT AND CONSENT REQUIRED
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All draft letters must be given to the Headmaster for approval before being sent to parents.

As part of the school contract, a consent form is signed by parents for short local visits and sports fixtures that
take place during the normal school day. If parents wish to remove this consent, it is their responsibility to
notify the school of this change.

For other trips, residential trips or foreign visits, separate consent forms will be sent to parents along with
information from the Group Leader. * The consent form may be an electronic format.

Parents must be informed of any special requirements for the visit, for example clothing, equipment, time of
leaving and return, addresses and telephone numbers of hotels/hostels, passports etc in advance of the visit.
A medical form must be sent to parents via google forms. This form must include emergency contact numbers
for the parent throughout the duration of the trip and signed permission for emergency medical treatment
should the parent be unavailable when contact is attempted. Prescribed medication will only be accepted in
its original packaging with the accompanying sticker/ prescription evidencing that this has been prescribed to
the child. See below for the medical form questions asked.

Name of child
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Date of birth

Class/Form

Medical condition of the illness

Name of the medicine

Expiry date of the medicine provided
Dosage and method

Can the medicine be self administered

S@m 0 a0 T W

Special instructions/precautions

Any side effects the school need to know
Procedure to take in an emergency

~ =

Contact name

Contact telephone number

m. Relationship to the child

n. lunderstand that the medicine must be delivered personally (not by the child) to the member of
staff attending the residential

e Fullitineraries must be given to parents.

® Meetings must be held for those parents whose son/daughter is going on a residential visit in order to explain
the itinerary, accommodation, travel arrangements and ground rules, in addition to answering questions from
them.

e Charges must be made clear and adhered to fully; any surplus must be reimbursed following the trip.

® The cost of some trips will be covered by the school, for example those trips relating to the curriculum. For all
other trips the cost will be passed on to parents, provided they have given written consent. Staff costs will be
included in the overall amount and apportioned to the overall cost to pupils.

*NB: We do require parents’ specific, individual written consent if we are to take their son or daughter on a visit that
involves a higher level of risk management, takes place outside school hours, involves an overnight stay or an overseas
visit. Please note that we are unable to take pupils without a completed and signed consent form, which includes
details of where parents may be contacted in an emergency. This form will be sent well in advance and must reach
the school by the date published on the form, which will be at least 5 working days before the start of the trip.

9. INSURANCE
e For each school visit, the Business Manager must prepare a statement on insurance cover, and share a copy
with the group leader.
e Parents must be made aware of any insurance that has been arranged and copies of travel insurance should
be sent to them.
e Where any external agency is used, the Business Manager and the group leader must satisfy themselves that
the insurance is adequate.

The school has Employers’ Liability Insurance and Public Liability Insurance, and the Business Manager ensures that
there is valid insurance to cover all trips inside the UK and overseas. (This cover must include cancellation or delay,
medical expenses, replacement of passports, personal possessions and money as applicable.) The policy will cover
most school visits. Any member of staff organising an adventurous or hazardous activity should check, via the Business
Manager, whether or not the activity is covered by the school’s insurance policy.

The Group Leader must ensure that he/she takes a copy of the school’s travel insurance or the Travel Company’s
insurance with him/her on all residential visits.

The law places the Group Leader “in loco parentis”. The DfE ‘Advice on Legal Duties and Powers for Local Authorities,
Head Teachers, Staff and Governing Bodies’ should be read by all Group Leaders. It explains that their responsibility is
to “act as any reasonable parent would do in the same circumstances.” Staff who take part in visits and activities
outside school may feel concerned about the possibility of being held personally liable if an accident should occur.
However, they can be assured that Pownall Hall School, as their employer, will always stand behind them in the unlikely
event of an accident occurring, provided they have exercised reasonable care and followed the school’s guidelines and
policy.
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10. EMERGENCY PROCEDURES

Group leaders must ensure that a First Aid Kit is taken on every school outing.

Group Leaders must ensure that pupils know what to do in case of emergency or difficulty and must know
where they can find the Group Leader and the accompanying staff.

All adults should have a list of students, their parents’ emergency contact numbers and medical information.
The Headmaster and parents must be informed at the earliest opportunity if an emergency occurs. Should a
staff member be taken away from the group to attend a medical emergency (such as a hospital visit) the staff
member on standby will be called to accompany the trip.

In the event of an accident, the Headmaster and parents must be informed as quickly as possible. If there is
an injury then an accident report must be made with eyewitness accounts in accordance with Health and
Safety.

In the event of a child illness, the parent will be informed and a decision made as to whether the child is well
enough to continue with the trip. Should the child not be well enough to remain on the trip, it is expected that
the Parent/and or emergency contact provided by the parent will be willing and available to collect the child
form the trip.

A point of contact must be established at the school in order to transmit information to parents, for example
late returns. On residential trips a contact must be designated by the Group Leader and his/her telephone
number given to parents in advance of the visit.

The school mobile will be taken by the Group Leader who must be contactable at all times. Other staff
attending will also have their own mobile phones for use in emergency situations.

The Headmaster will organise contingency plans with the Group Leader for early returns of injured
pupils/poorly pupils and parents will be informed of these before departure.

The Headmaster will be available for contact by the Group Leader in an emergency.

The Headmaster will meet with all staff taking residential visits to go through the procedures for dealing with
a major disaster/incident.

11. EQUAL OPPORTUNITIES
The school operates an Equal Opportunities Policy. All pupils are entitled to take part in educational visits and will not
be prevented from doing so because of equal opportunities issues.

12. COMPLAINTS PROCEDURE
The school has a Complaints Procedure. It is available if anyone is unhappy with any aspect of an educational visit,
although the Headmaster would be the first point of contact.
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MONITORING AND REVIEW
This policy will be monitored by the Headmaster, the Health and Safety Committee and the Group Leaders of the
various visits. It will be reviewed annually in the light of Group Leaders’ reports, new guidance and regulations.
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Presented to Governors for approval Sept 25

Signed:

Mrs Eileen MacAulay, Chair of Governors Sept 25
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A: The Revised Handbook for the Inspection of Independent Schools: Part 3: The Regulatory Requirements of
Independent Schools, January 2017 version. (www.isi.net).

B: “Advice on Legal Duties and Powers for Local Authorities, Head Teachers, Staff and Governing Bodies” DfE
(www.education.gov.uk)

C: “The Health and Safety of Pupils on Educational Visits: A Good Practice Guide,” DCSF guidance, 2004
(www.teachernet.gov.uk) HASPEV

D: “School Trips” and “Minibus Safety”, ROSPA guidance documents (www.rospa.com)

E: “Taking Students Offsite” ATL guidance document (www.atl.org.uk)

F: ” School Trips and Outdoor Learning Activities” HSE (www.hse.gov.uk)

APPENDICES
1. Checklist for informing parents (are all on Google Drive in the Trips and Visits Folder)
2. Important information and emergency procedures for Group Leaders and Staff who accompany Pupils on
Educational Visits
3. Guidance if a child goes missing on an educational visit
4. Threat from terrorism considerations
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Appendix 1

Checklist for Informing Parents

Parents must be informed in writing about arrangements for visits well in advance. Where appropriate, parents and
pupils should be invited to school to discuss details of the visit with the Headmaster and Group Leader and other staff
beforehand; this is necessary for all visits that last for more than one night, both those which are in the UK and those
outside the UK.

It is important that parents are given full information before they commit themselves to any trip.
The written information given to parents will depend upon the nature of the trip.

Destination, dates and times of the visit.

Accommodation (type, category, location) and information about meal arrangements.

Activities - included and optional

Travel arrangements, including type, times and dates of departure and return.

Arrangements for notification of travel delays.

Itinerary, including times and places of intermediate stops.

Name of the organiser of the trip —ie the school.

Names of Group Leader, deputy leader and members of staff accompanying the party.

Address and telephone number of the Group Leader at the destination.

Cost and method of payment — all monies to be paid into an account through the Business Manager.
Insurance cover, name and address of insurer.

Health formalities, including inoculation information (eg up to date tetanus)

How contact can be made with any child in the party.

Advice on pocket money, clothing and equipment.

Code of conduct, details relating to the standard of behaviour expected from pupils throughout the visit.
The consent and declaration forms, for participation, health and behaviour, which must be completed and
signed by the parents for the child to be able to go on the visit.

Parents should be advised that the Headmaster reserves the right to exclude a pupil from participating on
medical or behavioural grounds.

Date of information meeting with parents and pupils.

Trips Abroad:

Name and address of the travel company through whom arrangements are made (which must be ABTA
approved or similar).

Passport and visa requirements.

The possibility of a price increase as a result of variations in airport taxes. No increase can be made within 30
days of departure.
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Appendix 2

Important Information and Emergency Procedures for Group Leaders and Staff who

Accompany Pupils on Educational Visits

GENERAL:

1.

Pupils should not be allowed to take part in dangerous activities without prior training and parental
permission and must always be accompanied by a trained instructor or member of staff.

River walking is forbidden.

Pupils should be closely supervised at all times. The responsibility on the staff is huge and they must be
professional at all times to lead by example and ensure the safety of the pupils in their care.

All staff must accept that they are on duty 24 hours a day throughout the length of the visit.

Staff relations with each other and their behaviour on such trips should set an example to the pupils and be
above reproach in all circumstances.

In the evening, staff must remain in the accommodation with the pupils unless the whole party goes out
together.

IN CASE OF SERIOUS INCIDENT/ACCIDENT:

1.

NouvhswnN

10.

11.

12.

13.

14.

Establish the nature and extent of the emergency.
Establish that all members of the party are accounted for and safe.
Establish the extent of any injuries and administer first aid if qualified to do so.
Establish the name(s) of the injured and call the appropriate emergency service(s).
Advise other staff of the accident and the procedures in operation.
Ensure that an adult in the party accompanies the casualty/casualties to hospital.
Ensure adequate supervision for the rest of the party and arrange for their return to base — all must be cared
for and protected from the media.
Arrange for one adult to liaise with the emergency service(s), control access to telephones by others until
the Headmaster has been contacted and all relevant information given out.
The staff emergency contact should inform parents, guardians and relations of:

e pupils who have been involved in the incident

e pupils who have been involved, but not hurt or directly affected

e teachers who have been involved
Do not discuss the incident with the media. This will be done by the Headmaster or his representative if
appropriate.
Record relevant details of the incident as soon as possible — including names and addresses of witnesses and
be sure to keep any associated equipment in its original condition.
It may be necessary to arrange for interviews to record statements from all involved in the incident (with
parents/guardians present if needed).
Accident forms will need to be completed on return. Contact may need to be made with the insurers, the
police and the Health and Safety Executive. Discuss with the Headmaster before any contact is made.
If a pupil needs to go to the police station, they should be accompanied by a member of staff at all times.
His/her parents/guardians and the Headmaster should be informed immediately.
It is essential to carry lists of pupils and staff, their telephone numbers, addresses and details of their
medical condition where relevant. Duplicate lists must be left within school and with the staff contact during
out-of-school hours.

IN CASE OF MEDICAL ILLNESS:

1.

w

If a pupil becomes ill, or has an accident, the doctor should be called. His/her parents/guardians should be
contacted and advised of this.

If a pupil has to go to hospital, the pupil’s parents/guardians should be informed by telephone immediately.
A member of staff should accompany him/her to the hospital and stay until the parent/guardian arrives. The
Headmaster should also be informed.

Record all relevant details as soon as possible.

Points 9 to 12 above may apply in some cases of hospitalisation.
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Appendix 3

Guidance if a Child goes Missing on an Educational Visit

ACTIONS TO BE FOLLOWED BY STAFF IF A CHILD GOES MISSING ON AN OUTING:

An immediate head count must be carried out in order to ensure that all the other children are present

The Group Leader must coordinate a search of the immediate vicinity

If the child is not found immediately then the police must be contacted

Inform the Headmaster by mobile phone

The Deputy Leader and support staff must take full responsibility for the safety of the remaining group.
Contact the Police

Where it proves necessary, the school will cooperate fully with any Police investigation and any safeguarding
investigation by Social Care and:

The DP/DDP will inform the Chairman of Governors

The DP/DDP will inform Ofsted

The Insurers will be informed

If the child is injured a report will be made under RIDDOR to the HSE
The DP/DDP will inform the Local Children Safeguarding Board

O O O o0 O

The incident report will contain a full written record of all events up to the stage when the child was found. Procedures
will be examined and adjusted as necessary.

ACTIONS TO BE FOLLOWED BY STAFF ONCE THE CHILD IS FOUND:

Sept 2025

Talk to, take care of and comfort the child and other children in the group

The Headmaster will speak to the parents and other agencies, as appropriate, to discuss events and give an
account of the incident

Media queries should be referred to the Headmaster

There must be a full written incident report and procedures must be adjusted where necessary
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Appendix 4

Threat from Terrorism

The current global situation means that the possibility of being close to, or caught up in, a terrorist attack is a risk faced

by us all

When p
attack.

. Like all risks this needs to be kept in perspective and managed in a thoughtful and proportionate way.

lanning any visit consider the likelihood of the destination, venue or transport hubs being at risk of a terrorist

When visiting crowded places such as a major city, venue or event, where the risk of attack may be greater, consider
within your planning:

* Possible safe areas or venues, near where you intend to be, that you could use as an emergency shelter.

¢ How to minimise waiting time at busy venues. Where to wait and gather for head counts.

¢ How to minimise queuing times (such as not carrying unnecessary items) to speed up search and entry.

¢ Are staff phones charged and numbers shared?

¢ Do all leaders have all group information? Will they be spaced apart?

¢ A contact card for all participants giving a number to call if separated from the group, and the name and
telephone number of the establishment.

* How you would get away in an emergency, bearing in mind that the direct route and planned transport might
no longer be an option. Are you aware of alternatives and can you access emergency funds to pay for them?

¢ Do you need to leave the site immediately with the crowd at the end of the visit event?

* The possibility of an enforced overnight stay and what this might entail — for example do you need a reserve
of any critical medication?

¢ How the leadership team might manage an enforced group split.

During the visit:

¢ Be vigilant and aware of your surroundings — know where the exits are and where you would run to.

e Be aware of the possibility of suspicious items. Refer to the 4Cs protocol in the NCTSO guidance on
Recognising the Terrorist Threat

¢ When staying at any place for more than 30 minutes, identify emergency meeting points in case the group is
forced to move and becomes split.

¢ Avoid congregating too long around entrances to major public sites.

¢ At ports and airports don’t linger unnecessarily on the public side of security screening.

e Be aware of the ‘Stay Safe’ principles: ‘Run, Hide, Tell’ and know what to expect if you encounter armed
response officers See www.protectuk.police.uk/news-views/protectuk-app

NCTSO guidance on Recognising the Terrorist Threat:

* The experience of the National Counter-Terrorism Security Office is that decisive leadership is key.

REFERENCE
A: The Outdoor Education Advisors Panel 2018 (https://oeapng.info)
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