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	1. [bookmark: _Toc527620882]Summary

	
Learning beyond the classroom contributes significantly to raising standards and improving pupils' personal, social and emotional development.  We acknowledge the value of educational visits to young people, and fully supports and encourages those that are well planned and managed. 
 
The aims and objectives for any educational visit should be well defined and commensurate with the age and experience of the students.  The students should be informed how the educational visit fits into the context of their work as a whole.  
  
It is essential to plan all educational visits carefully, considering all safeguarding and health and safety aspects.  This policy document aims only to provide outline guidance for staff intending to undertake an educational visit, whilst linking the requirements to local policies. 








	2. [bookmark: _Toc527620883]Document Control

	
	Initial purpose and scope of the new policy/procedure agreed by:
	Chris Brown- February 2024

	Technical review carried out:
	Katie Pingree- February 2024

	Final quality check carried out:
	Arjun Singh 

	Date implemented:
	February 2024

	Version Number:
	1.0

	Date of the next review:
	February 2026

	Department responsible:
	Education 

	Job Title of Lead Person:
	Divisional Director 

	Author / Main Contact, including their job title 
(if different from above):
	Divisional Director





	

	EQUALITY AND DIVERSITY STATEMENT
The Salutem Group is committed to the fair treatment of all in line with the Equality Act 2010. An equality impact assessment has been completed on this policy to ensure that it can be implemented consistently regardless of any such factors and all will be treated with dignity and respect.









	3. [bookmark: _Toc527620884]
Contents

	
 
1.	Summary	1
2.	Document Control	2
3.	Contents	2
4.	Definitions	4
5.	Principles	4
6.	Areas of Governance	8
7.	Areas of Responsibility	8
8.	Learning and Development	10
9.    Apendix 1……………………………………………………………………………………………………10
10.  Version Control…………………………………………………………………………………………….11





	
This policy must be brought to the attention of all employees.

The controlled version of this policy and its associated documents are available on the P: drive, the T:/ drive and the eLFY bookshelf. Printed or downloaded copies are uncontrolled and may not be up to date.
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Educational visits 

Throughout this guidance, the term ‘educational visits’ is used to include all trips, visits, journeys and off-site activities undertaken by staff and students.  
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Principles

	
The principles of national guidance on educational visits are: 
 
· The right leaders doing the right activities with the right young people in the right places at the right times. 
 
Recording Visits 

All visits should be recorded, approved and evaluated by the ECV as this  ensures a robust audit trail and provides evidence of learning outcomes. 
 
Day trips outside of the Local Learning Area should be submitted seven days prior to the trip date. 
 
Residential and overseas visits should be submitted for approval at least six months in advance of the trip and submitted to the Divisional Director & Group Head of Quality. 
 
Local Learning Area 

This refers to specified visits within walking distance of the school / college, that are part of the normal curriculum and take place during the normal school / college day.  These activities should follow the Standard Operating Procedures set out and should not normally need additional risk assessments or notes added.  
 
Approval of Visits 

When the Principal / Headteacher / EVC authorises a visit, this confirms that the visit complies with school / college policy and that, in their opinion, the visit leader and any accompanying adults are competent to supervise the visit, considering: 
· the ages, levels of maturity of students, including those with special needs 
· the intended learning outcomes 
· the proposed itinerary 
· any contingency plans / risk assessment 
  
Risk Assessment   

Risk assessment and risk management are legal requirements.  They involve careful examination of what could cause harm and whether enough precautions have been taken.   
 
Risk assessment is a process, not a document.  It is not possible to eliminate all risks, but these should be reduced to an acceptable or tolerable level that achieves a rational balance between potential adverse risks and intended benefits and outcomes of the activity.  The party leader must consider risk assessment in relation to the complexity of the visit and in accordance with national guidelines. 
  
Generic: covers expected risks in any educational visit, for example transport, supervision of changing areas and dismissal of students from venues.  
Event specific: covers significant findings for a particular visit or in support of existing generic documents.  
 
Visits that are not included within the Local Learning Area will be more complex, requiring additional planning and risk management.   
 
HSE legislation dictates that the significant findings (identified issues and corresponding actions) of the risk assessment process must be recorded, but it does not stipulate a specific format.  Information included could include: 
· Planning notes 
· Participant briefing notes and ‘rules’ 
· Operating procedures 
· Event specific notes 
· Risk assessment findings 
· Supplementary documents (parental communications, itinerary, kit list, etc) 
 
Alternative arrangements should be included where appropriate, for example where weather conditions or water levels might be critical or where an overcrowded venue might necessitate an alternative option. 
 
Where an adventurous activity is to be delivered by an external provider, the provider will have responsibility for managing the activity. 
 
To inform future visits, any significant issues should be recorded in the visit evaluation. 
 
Dynamic Risk Management 
Prior to the visit, the visit leader and accompanying staff must ensure that all participants understand what is expected of them.  The ongoing monitoring of the visit by the visit leader and accompanying staff is the single most important aspect of risk management, contributing to safety, enjoyment and learning.  Where appropriate, activities should be modified or curtailed in response to changed or changing circumstances.  This is the responsibility of the visit leader, in consultation with accompanying staff. 
 
Competence to Lead  
The competence of the visit leader is the single most important contributory factor in the safety of participants. The EVC and / Principal / Headteacher will consider the following when assessing the competence of a member of staff to lead a visit: 
 
a) What experience has the leader in leading or accompanying similar or other visits? 
b) Has the leader completed a Visit Leader Training course? 
c) Is the leader competent in planning and managing visits? 
d) What are the leader’s reasons for undertaking the visit? 
e) Is the leader an employee of the school / college. 
f) Does the leader have the ability to manage the pastoral welfare of participants? 
g) Does the leader exhibit sound decision making abilities? 
h) What experience has the leader of the participants he / she intends to supervise? 
i) What experience has the leader of the environment and geographical area chosen? 
j) Does the leader possess appropriate qualifications? 
k) If appropriate, what is the leader’s personal level of skill in the activity, and fitness level? 
l) Is the leader aware of all relevant guidelines and able to act on these? 
 
Staffing and Supervision 
On all visits there must be an ‘effective level of supervision’ that has been approved by the EVC and / headteacher or principal. 
 
The Statutory Framework for the Early Years Foundation Stage no longer differentiates between outings and on-site settings as regards minimum specified ratios. 
 
 
For all other visits the visit leader, EVC and / or Headteacher  / Principal must make a professional judgement regarding the number and suitability of staffing on an individual visit basis, after consideration of the following factors: 
· The type, level, and duration of activity. 
· The nature / requirements of individuals within the group, including those with    additional needs. 
· The experience and competence of staff and other adults. 
· The venue, time of year and prevailing/predicted conditions, if applicable. 
· The contingency options. 
 
 
A visit must not go ahead where either the visit leader, EVC, or Headteacher is not satisfied that an appropriate level of supervision exists. Staff who are assigned to support the special needs of an individual cannot be included in the overall staffing ratio.  
 
Staff and volunteers who work frequently or intensively with young people or vulnerable adults must undergo an enhanced DBS check with barred list check as part of their recruitment process. 
 
Direct, Indirect and Remote Supervision 
Young people must be supervised throughout all visits, even though they may be unaccompanied at times. 
 
Direct supervision is where a member of staff is with a young person / group. 
Indirect supervision is where young people are unaccompanied by a member of staff, but where there is a member of staff in the vicinity, for example as might occur in a museum or shopping centre, or ‘down-time’ at an activity centre. 
Remote supervision is where young people are unaccompanied by a member of staff, and the supervising member of staff is not necessarily in the immediate vicinity, for example as might occur during D of E expeditions, or a 6th Form unaccompanied visit to a university open day. 
 
The decision to allow indirect or remote supervision should be based on professional judgement taking into account such factors as: 
· prior knowledge of the individuals (including their maturity and levels of responsibility) 
· venue and conditions 
· the activity taking place 
· preparatory training 
· the competence of the supervising staff 
· the emergency systems in place 
 
 
First Aid 
For all visits there should be a responsible adult with a good working knowledge of first aid appropriate to the environment (eg. urban, remote, water, etc). General ‘life experience’, or a 3 hour non-assessed ‘Basic Skills’ course is suitable for routine urban visits. However the nature of the visit may indicate that a higher level qualification is appropriate, especially in circumstances where it is likely that access by the emergency services may be delayed. 
 
Based on the nature of the particular visit, the EVC (or group leader) should make a professional judgement regarding the level of first aid required. 
 
For all primary outings, there must always be at least one member of staff present who holds a current Paediatric First Aid certificate. 
 
A first aid kit appropriate to the visit should be carried. 
 
 
Transport 
A number of factors should be considered as part of your transport risk assessment including, but not limited to: 
· driver competence 
· suitability/maintenance of vehicles 
· insurance 
· seat belts 
· weather conditions 
· driver fatigue. 
 
The level of supervision necessary should be considered (the driver of a vehicle transporting children and/or young people cannot drive and supervise at the same time). Therefore a key judgement needs to be made about the likely behaviour and individual needs of the passengers. If any of the children and / or young people require close supervision, then another adult should travel in the vehicle, to ensure the driver is not distracted 
 
In the interests of safeguarding, it is strongly recommended that a minimum of two adults travel in each vehicle. 
 
The visit leader should ensure that coaches and buses are hired from a reputable company.  
 
Where a private (staff or parent) car is to be used to transport young people then this must be approved by the headteacher and a Private Car form must be completed and retained by the establishment on an annual basis. 
 
Appropriate insurance.  
Group members are aware of emergency procedures / exits / rendezvous points. Depending on the maturity of the pupils the position of fire-fighting and first aid equipment may also be part of the briefing.  
Hired buses and coaches  
Professional operators of buses and coaches must have a Public [image: page17image44130224]licence. Group leaders should ensure that only reputable operators are used.  
Coaches must be fitted with seatbelts by law but it is not the responsibility of the driver to ensure that they are worn unless the seats are in line with or in front of the driver. Visit staff should actively encourage pupils to keep their seatbelts fastened throughout the journey.  
Buses in public service are not required by law to have seat belts. If seat belts are not fitted the vehicle should be considered unsuitable for school visits involving long journeys (outside London).  
Drivers must comply with legislation covering maximum periods of driving and minimum periods of rest.  
School minibuses  
Must be fitted with forward facing seats and a seat belt for each passenger.  
Maintenance, usage and servicing should be recorded.  
The operator of the minibus has a legal and moral responsibility to ensure that the vehicle is roadworthy. testing.  
Safety related items should be checked regularly (every 13 weeks depending on amount of use) by a competent person.  
Drivers  
All drivers of minibuses should:  
· Receive appropriate training and validation;  
· Have their validation to drive recorded;  
· Obtain approval for each use of the minibus;  
· Ensure that safety checks are carried out before each use;  
· Report faults immediately;  
· Not drive if unfit or taking medication which may effect their ability or judgement;  
· Be aware of the emergency plan;  
· Take responsibility for ensuring that all pupils in their care wear seatbelts and that all adults travelling in minibuses with pupils wear seatbelts;  
· Take care to restrict their driving and other requirements of the working day to avoid driving when fatigued;  
· Have sufficient stops during long journeys for passengers and driver(s) 
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This policy has been written with expert contribution from appropriate stakeholders. The Quality Assurance and Risk Management Group (QARM) will monitor, reflect on and gain organisational learning from the implementation of this policy. This policy will be reviewed and updated two years from implementation by QARM unless legal changes demand a more timely amendment. 
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Responsibility for Health and Safety  
The Health and Safety at Work Act (1974) places overall responsibility for health and safety on educational visits with the employer.  In the case of Salutem Education, this is governed by Group Head of Quality and is delegated to the Headteacher or Principal of the setting. 
 
The Group Head of Quality,  the Headteacher /  Principal, the Educational Visits Co-ordinator,  
the Group Leader, the accompanying staff, the accompanying adults (if any), and the students themselves all have responsibilities and a legal duty to ensure that educational visits are conducted so that participants and staff do not experience unacceptable levels of risk to health and safety.    
  
Educational visits must be planned and organised to reduce and mitigate the risk of hazards.  The party leader needs to understand that an activity may become hazardous when certain factors or a combination of factors occur.   These could include various elements such as inexperience of the students, indiscipline of the students, equipment failure, ineffective safety controls, interference from other parties, weather and location. 
 
 


Role of the Educational Visits Coordinator 

The Headteacher / Principal devolves responsibility for educational visits to the Educational Visits Coordinator (EVC).  If the EVC is absent or unavailable, these responsibilities automatically fall to the headteacher / principal. 
 
The EVC should attend training as soon as possible after appointment, with a requirement for update training every three years.  The EVC will support the school / college in ensuring that competent staff are assigned to lead and accompany visits and with approval for visits. 
 
The EVC must ensure that a policy is in place for educational visits, which is updated regularly and is available on the school / college website.  
 
Group Leader  
Take overall responsibility for planning and organising the visit. See the Appendices of this Guidance Note for full role and responsibility details.  
Take overall charge of staff, volunteers and pupils during the visit, and organise a risk assessment review after the visit;  
Contact the school / college in the event of any emergency or problem during a visit to obtain further advice;  
Headteachers should ensure that:  
Approval procedures have been followed. The Head may decide that approval at school level can be given by the EVC;  
Educational Visits:  
One member of staff should be designated as a deputy group leader who would be able to take over the role of the group leader should that person be incapacitated during the visit.  
All staff should do their best to ensure the safety of everyone in the group (pupils and adults). Concerns should be referred to the group leader as soon as possible. If necessary staff should consider stopping the activity or visit if they think that the risk to the health, safety or welfare of pupils in their charge is unacceptable.  
Non-teacher adults should not be in sole charge of pupils unless this has been previously agreed as part of the risk assessment and parents have been informed.  
Teachers and other adults on the visit should be clear about their roles and responsibilities and should follow the instructions of the group leader and assist with the supervision and discipline of pupils.  

Pupils / Students  
The group leader should make it clear to pupils that they must:  
* Follow the instructions of the group leader, other teachers and adults charged with their supervision; Avoid unnecessary risks; 
Dress and behave responsibly; Take account of local customs and how to behave;  
Take appropriate levels of responsibility for their own safety and that of others.  
Pupils whose behaviour is considered to be a danger to themselves or others can be excluded from the visit but all that is reasonably practicable should be done to manage their behaviour so that they can attend. If possible the educational aims of the visit should be addressed in different ways for these pupils.  
Parents  
Parents have an important role in deciding if a visit is suitable for their child. In order to make their decision they should be given sufficient information in writing and invited to briefing meetings. Special arrangements and translations may be necessary to enable parents for whom English is an additional language to make an informed decision.  
If parents give their consent they must:  
Sign the consent form;  
Provide emergency contact details;  
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Salutem is committed to ensuring that all staff are aware of what is expected of them so that everyone is appropriately supported. Staff should speak to their line manager in relation to their learning needs using supervision and the Appraisal Process.
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Emergency Procedures  
General  
Despite good planning and organisation there may be accidents and emergencies which will require an on the spot response by the leaders. An accident or emergency is difficult to define but it could range from temporarily lost children, minor injuries or food poisoning, to more serious injury or fatality. A framework for immediate action, lines of communication and responsibility, and procedures for managing the incident over the following hours and days is outlined below.  
Immediate action  
If an incident or accident occurs the priorities are to: Assess the situation;  
Safeguard all members of the group; Attend to casualties; 
Inform the emergency services.  
An adult from the party should accompany any casualties to hospital.  
Lines of communication and responsibility  
The group leader or the person in charge of the sub-group would normally take charge of the immediate action. In doing so they would draw on the expertise of others in the group who may have more experience and training. If the group leader is not with the group having the incident he/she should be informed as soon as possible.  
The group leader will then take responsibility for informing the head teacher, EVC or school contact as soon as possible.  
They should give as much information as possible including: Location of the incident;  
Description of what happened; 

Time of the incident; 

Number of casualties and the nature of their injuries; 

Names of individuals injured; 

Total number in the party or sub-group at the incident; 

Names of other members of the party; 

Action taken so far; 

Action planned and who will take responsibility for this action; 

Telephone numbers for future communication. For serious incidents where the media may be involved, 
The Headteacher / Principal will contact the Director of education or other nominated officers and give details of the incident. The Headteacher / Principal  should arrange to contact parents / carers of those involved. For a serious incident the headteacher should contact parents / carers of all party members in order to give reassurance.  
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This is a controlled document. As a controlled document, any printed copies of this document, or saved onto local or network drives should be actively monitored to ensure the latest version is always available.
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	V1.0
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