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PRINCIPLES

The Educational Visits and Outdoor Activities Policy is committed to and guided by the principles of:

The school recognises the importance of educational visits and outdoor activities in fulfilling its curricular aims
(as stated in the curriculum policy) both within and outside the normal school day. Such experiences are required
by, or does much to enhance, the delivery of KS3, KS4 and sixth form courses and it contributes in many ways to
personal and social development.

This type of curriculum enrichment varies in duration from less than half a day to substantial residential trips both
in UK and abroad. The following give an indication of the wide range typical of the school's off-site provision:
university conferences and lectures; concerts; visits to art galleries, theatres, manufacturing and service
industries, historical sites, and museums; sporting events; urban and rural field studies; adventure and outdoor
pursuits; art and dance workshops; regional and national competitions.

The need to address any additional risk to the health and safety of participants that arises from such visits and
activities is acknowledged and the school accepts that leaders have a duty to take all reasonable care for the
students' safety and to act as a prudent parent/carer would in similar circumstances. The extra work and
responsibility undertaken by trip leaders are recognised and valued, as is the voluntary nature of much of their
input.

Full information to parents/carers about arrangements for any off-site visit or activity is a prerequisite, as is their
written agreement to such arrangements. The school also acknowledges that parents/carers should be able to
make an informed decision about whether their child should take part in an activity or visit outside of normal
school hours.

Due regard is taken of the impact of school groups on the environment and on its other users when choices about
location and types of activities are made.




POLICY

1. Roles and Responsibilities

1.1

The Principal will:

Ensure that all activities and visits comply with the school policy and OEAP National Guidance and
will be notified or will approve trips and activities where this approval has not been delegated to
the EVC.

Delegate a suitable member of staff as the Educational Visits Coordinator and ensure that they
receive suitable training.

Ensure that the EVC has access to expert advice.

Ensure that sufficient time has been assigned for leaders to organise activities and visits properly.
Support a succession-planning culture to ensure sustainable activities and visits and the
development of competent leaders and EVCs.

Ensure that the school has appropriate insurance arrangements in place.

Ensure that where charges are made to parents, these are within legal requirements.

Ensure that there are appropriate procedures in place to account for visit finances.

Give final approval for residential and overseas visits.

Support the EVC in ensuring that:

All leaders are appropriately competent, confident, and accountable to carry out their
responsibilities.

All activities are effectively supervised with an appropriate level of leadership.

Information has been shared with parents, and consent has been given if required.

Safeguarding procedures are in place, including appropriate vetting of all adults, including
volunteers, helpers, and visitors.

Arrangements have been made for the medical and special needs of all participants and staff and
that all inclusion issues are addressed.

Suitable transport arrangements are in place.

Systems are in place to ensure that equipment used during activities is suitable and safe.

Visits have contingency plans.

Leaders obtain best value.

Risk management is proportionate, suitable, and sufficient.

Where the activity or visit involves a third-party provider, appropriate checks have been made and
assurances obtained, a clear contract is in place setting out what the contractor is to provide, and
the provider holds sufficient indemnity insurance.

There are suitable emergency procedures in place for each visit, and the school has an Emergency
Plan for off-site visits.

Details related to off-site visits are accessible at all times to designated 24/7 Emergency contacts
in case of a serious incident.

Anyone designated as an Emergency Contact is contactable and available for the full duration of
the visit 24 hours a day, has authority to make significant decisions, is able to respond
immediately to the demands of an emergency, and has a back-up person or number.

Provision is monitored to ensure good practice and compliance with school policy and identify any
training needs.

Serious incidents are reported meeting the requirements of RIDDOR.

All visits are reviewed, addressing issues raised by any incident and informing future visits.

Visits are evaluated against their aims and objectives.

Outdoor learning and visits are included within the process of self-evaluation.




1.2

The EVC will:

Give outline approval for all visits and final approval for day visits.

Be a champion for all aspects of visits and outdoor learning.

Challenge colleagues across all curriculum areas to use visits and outdoor learning effectively
to provide a wide range of outcomes for children and young people and contribute towards
establishment effectiveness.

Support/oversee planning so that well-considered and prepared arrangements can lead to well-
managed, engaging, relevant, enjoyable, and memorable visits and outdoor learning.

Support the Principal in ensuring that the establishment fulfils its duty of care and complies
with legal requirements regarding outdoor learning and offsite visits.

Ensure good practice in the provision of visits and outdoor learning.

Mentor trip leaders and aspirant trip leaders, supporting their ongoing development and
training.

Ensure that leaders are competent to lead the activities and visits to

Ensure that Disclosure and Barring Service (DBS) disclosures are in place as necessary which
they are assigned.

Oversee and approve risk assessments for all educational visits and outdoor activities.
Support leaders to ensure that parents are fully informed about visits, and to obtain parental
consent as necessary.

Ensure that emergency arrangements are sufficient, and that there is an emergency contact for
each visit.

Monitor provision in the establishment to ensure good practice and compliance with employer
and establishment requirements, and to identify any training needs.

Ensure that planning complies with the employer’s requirements and that, where required, the
arrangements are submitted for approval within agreed timescales.

Support the Principal and governors in approval decisions so that all those with responsibility
have the competence to fulfil their roles.

Ensure that all activity is reviewed and evaluated, that good practice is shared, and that any
issues are followed up.

Keep records of individual visits including reports of accidents and near-misses.

Keep the Principal and governors informed about the visits and outdoor learning taking place
and their contribution to establishment effectiveness.

Engage in training every 3 years.

Refer to OEAP Employer Guidance website: oeapng.info to inform policies and procedures.
Line manage the Trips & Events Coordinators

1.3

The visit/activity leader will:

Ensure that they follow the AGGS educational visits procedure document and checklist found
in the staff SharePoint area and on Evolve under resources.

Consult the school calendar before selecting a date(s) for the visit to cause least impact to
teaching, noting that students in years 11 and 13 should not be taken out of school (unless
there are extenuating circumstances) after February half-term. All residential visits (except for
the year 7 induction visit, MFL work experience and residentials to carry out field work) should
take place in school holidays.

Request outline approval for the visit/activity on Evolve from the EVC (Vice Principal) and AVP
(Achievement and Curriculum).

For local area visits, the ‘Local Area Visit’ Form should be used to seek approval.

For all visits, the ‘Visit Form’ should be used to seek initial approval.

After initial approval:

Ensure that the financial arrangements, including any payment instalments and contingency
funds, have received approval from the finance team.



https://oeapng.info/

Check with the finance team whether the visit is covered by adequate insurance.
Ensure that the Trips & Events Coordinators are aware informed of any booking requirements.
Ensure that the chosen environment or venue(s) is appropriate and suitable to facilitate the
intended learning or development outcome(s).
Ensure, liaising with the Trips & Events Coordinators, that parents have been fully informed, and
that parental consent has been obtained as necessary.
Ensure, when writing parent letters that relevant content from the ‘Trip Letter Guidance’
document has been included. All letters must receive approval from the EVC (Vice Principal)
prior to sending.
Ensure that participants and parents are aware of expected standards of behaviour, and any
consequences if these are not met.
Ensure that a parent meeting takes place prior to any residential/overseas visit.
Assess the risk involved in the visit, ensuring that the visit is planned to appropriately balance
benefits and risks.
Consult with the SENDCo and Senior Tutor team to ensure that all safeguarding and child
protection concerns are known, and risk assessed.
Ensure that any medication needs of participants are addressed and included in the risk
assessment.
Follow the advice in the OEAP National Guidance documents about specific types of visits,
activity and hazard that are relevant to the visit — see 7 — Specific Types of Visit, Activity &
Hazard | (oeapng.info)
Ensure that any transport arrangements are suitable — see OEAP National Guidance document
Contents | (oeapng.info)
Liaise with the EVC to ensure that all staff accompanying the visit are competent for those roles
and meet establishment requirements.
Define the roles and responsibilities of other staff, appointing a deputy if possible.
Ensure there is access to first aid at an appropriate level. This may mean ensuring that a
supervising member of staff is first aid trained. Where there are first aiders available at the
venue, this may not be necessary. Consult with the EVC to determine requirements.
Designate two emergency base contacts, ensuring that they are available for the full duration of
the visit 24 hours a day, and have authority to make significant decisions, and can respond
immediately to the demands of an emergency.
Take a lead on risk management, involving all trip leaders to ensure they understand what they
need to do, and involving participants wherever appropriate.
Have an effective emergency plan — see OEAP National Guidance document Contents |
(oeapng.info)
Ensure that participants are effectively supervised:

o Have alist/register of all group members and conduct regular headcounts.

o Ensure that participants know what to do if they get lost or separated from the group.
Evaluate the visit/activity upon return on Evolve.
Report any accidents, incidents or near misses.

1.4 The finance team will:
e Ensure that visit leaders have obtained the best value.
e Ensure that where charges are made to parents, these are within legal requirements.
e Ensure that there are appropriate procedures in place to account for visit finances.
e Ensure that the school has appropriate insurance arrangements in place.
1.5 The Trips Coordinators will:

Liaise with the trip leader to ascertain their needs and make any bookings for tickets and coach
travel as requested by the trip leader.

Send parent letters via evolve and ensure that online consent/code of conduct is included.
Send reminders to parent/carers for consent or payments in the first instance.
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e Provide consent and payment reports to the trip leader on a regular basis.

e Provide the trip leader with relevant medical/allergy information to inform risk assessments.

e Share SEND/safeguarding/medical/dietary information with appropriate parties including
external provider, accommodation, airline etc.

e Submit the completed Evolve form for approval by the EVC (Vice Principal)/ Principal

e Notify cover of final staffing.

o Notify Sodexo of the total number of students out on the visit and FSM requirements

o Notify reception, teaching staff, pastoral assistants, and Peri’s of attendee list.

e Amend the registers to reflect visit attendance.

e Provide the trip leader with relevant paperwork, including registers to take on the visit.

o Organise school mobile phones, first aid kits and medication (spares) to be taken on the visit by
the trip leader.

e Request, via evolve, a visit evaluation to be completed by the trip leader.

1.6 The cover administrator will:

e Ensure that appropriate cover arrangements are in place for staff who are facilitating the
visit/activity.

2. Inclusion

2.1 Under the Equality Act 2010, it is unlawful to discriminate against participants on the grounds of
disability, gender reassignment, pregnancy and being on maternity leave, race, religion or belief, sex or
sexual orientation and reasonable adjustments must be made to facilitate inclusion.

2.2 Trip organisers are required to make reasonable adjustments to avoid participants being placed at a
substantial disadvantage.

2.3 The Disability Discrimination Act does not require responsible bodies to place employees or
participants at inappropriate risk if a health and safety issue arises.

2.4 It is also the case that the adjustments made to include an individual should not impinge unduly on the
planned purpose of the activity.

2.5 If a student is experiencing health issues which may pose a safety or safeguarding risk whilst on the
trip, the school has the right to request medical certification to confirm that the student is fit enough to
participate in the trip. In addition, the school may decide to withdraw a student from a trip. Any health
information will be shared with both the staff supervising and the company organising the trip.

2.6 Sometimes clothing or head coverings worn for religious or cultural reasons might be inappropriate for
certain activities. In addition, some activities might require a participant to wear clothing that causes a
concern or might cause a concern for other reasons. Where this is the case, mutually acceptable
solutions to mitigate risk will be sought.

2.7 Where a risk assessment concludes that particular protective equipment or clothing is necessary, then
this must be applied to all participants.

2.8 A decision to exclude someone from a trip should not be taken lightly, and only after consultation with

those who have responsibility for them or are involved, such as the Vice Principal, Principal, Trip
Leader, SENDCo, parents, support staff, any third-party provider, GP or social worker. Where it has
been decided to exclude someone from a trip for good reasons, alternative provision will be
considered.




3. Behaviour

3.1

3.2

3.3

3.4

3.5

Prior to the visit, staff must ensure that all participants understand what is expected of them. This
includes any ‘rules’ that will be in place. These will be re-emphasised as appropriate during the visit.
The monitoring of the visit must be ongoing, and this contributes towards both enjoyment and safety.
The same standard of behaviour expected at school is required on school trips. Students are expected
to abide by the school’s Behaviour for Learning Policy when on educational visits or outdoor activities.
Students and parents/carers will be expected to sign a code of conduct as part of the initial agreement.
If a studentis removed from participating on a school non-curriculum trip due to a breach of the
school’s Behaviour for Learning Policy, parents/carers will not receive a refund on any monies already
paid towards the cost of the trip.

On residential trips, any student whose behaviour is inappropriate or unacceptable will be returned
home with any additional costs paid by parents/carers

4. Risk Assessments

4.1

4.2

4.3

4.4

4.5

4.5

Trips and visits are tools that provide and maximise educational opportunities for young people outside
their normal educational surroundings. The arrangements put in place to manage trips and visits must,
therefore, recognise that these may include potentially hazardous activities.

The Management of Health and Safety at Work Regulations require that risk assessments be
undertaken for each of the hazards identified, such that suitable and sufficient control measures can
be putin place to minimise the dangers for students and staff.

The risk assessment will take into account generic hazards, trip specific hazards associated with the
venue, transport and participants, as well as on-going hazards. The risk assessment should consider
the possibilities and limitations presented by the particular combination of:

o Staffing: who is needed/available? The plan must work within the limits of available numbers,
abilities and experience.

o Timing: How will the time of year or time of day affect the visit and its staffing? If the visit takes
place out of the establishment’s normal working hours, or at a weekend or during holidays,
how will this affect staffing and the availability of support back at base?

o Activities to be undertaken: what do you want the group to do and what is possible?

o Group characteristics: prior experience, abilities, behaviour and maturity, any specific or
medical/dietary needs.

o Environment: indoors or out; a public space or restricted access; urban, rural or remote;
quiet or crowded? Do not overlook environments to be passed through between venues. For
residential visits consider the accommodation and surrounding area. For outdoor
environments, consider remoteness, the impact of weather, water levels and ground
conditions.

o Remoteness: do the activities take place within the establishment grounds, close to itorata
distance? Will communications between the group and base be straightforward? How easy
will it be to summon help in an emergency, and for emergency services to reach the group?

Risk assessments must be completed by the trip leader and submitted, via Evolve, to the EVC for
approval. Generic risk assessments can be found on Evolve and in the staff sharepoint folder.

All risk assessments must contain a list of all staff who are accompanying the trip, they must be shared
with all members of staff and must be signed by the trip leader.

Itis primarily the responsibility of the visit leader, in consultation with other staff where appropriate, to
modify or curtail the visit or activity (e.g. Plan B) to suit changed or changing circumstances - for
example: over-busy lunch area, rain, rising water levels, etc.

Following the visit, the visit leader should record any significant issues, for both reference and to inform
future visits and complete the evaluation of the visit on Evolve.

5. First Aid

5.1

For all visits there will be a responsible adult with a good working knowledge of first aid appropriate to
the environment (e.g. urban, remote, water, etc.). ‘Basic Skills’ is a level which may be suitable for
routine urban visits.




5.2 On visits where first aid is more likely to be needed, or where access by the emergency services may be
delayed, a qualified first aider must be present. Based on the nature of the particular visit, the EVC (or
trip leader) will make a professional judgement regarding the level of first aid required.

5.3 Any residential visit or adventurous activity will be accompanied by, or have access to, qualified first
aid provision (minimum 2-day award). For residential visits the visit leader should ensure that first aid is
available at all times.

5.4 A first aid kit appropriate to the visit will be carried, along with medical details for trip participants, and
there should always be someone who is nominated to deal with first aid issues. This person is
responsible for ensuring the correct first aid equipment is taken.

5.5 The visit leader must have details of any medical conditions, and medical treatment consent forms (if
appropriate to visit) with them at all times.

5.6 For students with spare medication held in school (such as an inhaler or EpiPen), trip leaders are
responsible for taking this medication on the trip. It should be return to school as soon as the trip is
over.

6. Supervision

6.1 On allvisits, there must be ‘effective supervision’ that has been approved by the EVC/Principal, and
where applicable, in accordance with Governing Body policy.

6.2 The EVC and Principal will make a professional judgement regarding the number and suitability of
staffing on an individual visit basis, after consideration of the following factors:

e Thetype, level and duration of activity

e The nature and requirements of individuals within the group, including those with additional
needs.

e The experience and competence of staff and other adults

e Thevenue, time of year and prevailing/predicted conditions, if applicable

e The contingency, or ‘Plan B’ options

6.3 A visit will not go ahead whether either the visit leader, EVC or Principal is not satisfied that an
appropriate level of supervision exists.

6.4 Staff who are assigned to support the special needs of an individual cannot be included in the overall
staffing ratio. Their responsibility should not include the wider group.

6.5 Particular consideration should be given to the additional implications that may arise if staff are to be
accompanied by family members (or partners) on visits.

6.6 Young people must be supervised throughout all visits, even though they may be unaccompanied at
times.

6.7 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.

6.8 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

6.9 during D of E expeditions, or a 6" form unaccompanied visit to university open day.

Indirect and remotely supervised activities can bring valuable educational benefits, and the
progression from dependence to independence is to be encouraged. Such activities develop essential
life-long skills, including managing risk, self-sufficiency, interaction with the public and social skills,
decision making etc.
The decision to allow indirect or remote supervision should be based on professional judgement taking
into account such factors as:

e Prior knowledge of the individuals (including their maturity and levels of responsibility)

e Venue and conditions.

e The activity taking place.

e Preparatory training.

o The competence of the supervision staff.

e The emergency systems in place.




7. Emergency Procedures

71

7.2

7.3

7.4

7.5

Visit leaders must carry all emergency information with them during the visit e.g. emergency contact
phone numbers, medical information.
School/Home contact: The school Emergency Contact must have immediate access to all visit
information, including itinerary, venue details, names, medical information and emergency contact
details for all participants including staff.
In the event of being contacted by the visit leader (or other member of staff involved in a
visit), the home contact will:
e Confirm the phone number at which the caller can be contacted back on.
Note their location.
e Determine the nature of the emergency.
e Determine the type of help required.
If the incident does not involve serious injury or fatality, and/or is not likely to attract media attention:
e Provide the required assistance if possible.
e Seek further advice or pass on details to other establishment contacts that may be able to
assist.
If the incident does involve serious injury or fatality, and/or is likely to attract media attention, the
Principal or Vice Principal must be contacted immediately.

8. Transport

8.1
8.2

8.3
8.4

8.5

8.6

Parents/carers must be made aware of the intended form of transport, and their consent obtained.
Coach companies used will be in line with paragraph 45 & 46 of the DfE ‘Home to school travel and
transport guidance’ (July 2014 as updated in Jan 2024).

Coaches must have seatbelts and school will adhere to carrying capacity regulations.

Use of staff cars - Staff must complete the ‘use of car’ form, and MOT, insurance documentation and
driving licence must be shown to the Trips & Events Coordinators.

Staff drivers of minibuses must hold either an LEA certificate of competence or a PSV.

licence.

Sixth form students driving themselves and passengers of sixth form drivers must confirm.
arrangements.

9. Overseas Visits

9.1 Staff should ensure that the intended outcomes of the activity are balanced with all reasonably
practicable safety precautions For all visits it is essential that consideration is given to the following:

e Culture: food and drink, local customs, religion, expected behaviour/dress, gender issues,
sanitary arrangements, corruption, political stability, local financial information, alcohol &
drugs.

e Accommodation: checked for suitability, security, safety precautions and emergency
evacuation.

e Transport systems have been assessed as safe for use.

9.2 The visit leader should consider the relevant country information from the Foreigh and Commonwealth
Office website: www.fco.gov.uk (from the home page select ‘Travel Advice’).

All relevant FCO information should be circulated amongst the staff team.

9.3 Following the withdrawal of the United Kingdom from the European Union Government advice on travel
to Europe (updated March 2023) at Travel or do business in Europe: Brexit guidance - GOV.UK
(www.gov.uk)

10. Overseas Expeditions

10.1 Staff should ensure that the intended outcomes of the activity are balanced with all reasonably
practicable safety precautions.

10.2 Overseas Expeditions (for the purposes of this document) are defined as those which typically involve
journeying in remote areas of the world and/or in developing countries.

10.3 Overseas Expeditions will only be approved if the provider either:
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10.4

10.5

e Holds an LOtC Quality Badge www.lotcqualitybadge.org.uk or

e Provides a statement of compliance with Guidance for Overseas Expeditions, Edition 4
For providers that do not hold an LOtC Quality Badge, ‘Guidance for Overseas Expeditions, Edition 3’
should be referred to when the proposalis initiated. This document contains information which
includes a checklist of vital aspects that must be considered prior to the establishment making a
commitment with an external provider. Overseas expedition providers are required to comply with the
minimum standards specified in this document.
When planning an expedition and selecting a provider, establishments should particularly consider the
educational aims of the venture, that appropriate progression takes place, and that the requirements
relating to ‘Best Value’ are met.
Refer to: ‘Overseas Expeditions’ in National Guidance www.oeapng.info

11. Swimming

11.1
11.2

11.3

The visit leader must ensure that practicable safety precautions are taken.

All swimming activities and venues must be included within the visit plan, parental consent obtained,
and lifeguarding arrangements checked in advance.

The designated, qualified lifeguard must be dedicated exclusively to the group, and the

location used must fall within the RNLI/RLSS definition of a ‘safer bathing area’.

12. Water Margin Activities

12.1

12.2

12.3

124

12.5

This section applies to: activities that take place near or in water — such as a walk along a riverbank or
seashore, collecting samples from ponds and streams, or paddling or walking in gentle, shallow
water*. It does not apply to swimming and other activities that require water safety or rescue
qualifications and equipment, or water-going craft. * ‘gentle’ means hardly moving at all. ‘shallow’
typically means up to the knees of the participants.
Staff should ensure that the intended outcomes of the activity are balanced with all reasonably
practicable safety precautions. At the outset the leader must decide whether the activity:

e Falls within the definition above - in which case the below guidance applies, or

e Exceeds the definition above - in which case this is a water-based adventurous activity and

Section 13 applies.

All staff involved in water-margin activities should be conversant with the guidance contained within
Group Safety at Water Margins (available on EVOLVE under resources). This document must be made
available to all supervising adults in advance of the visit.
As with all visits, where appropriate there should be an approved alternative ‘Plan B’ that could be used
where conditions dictate, and for which parental consent has been obtained if necessary.
All trip leaders must have been assessed as competent to lead the activity by the EVC and/or Principal.
Refer to ‘Natural Water Bathing’ in National Guidance www.oeapng.info

13. Adventurous Activities

13.1

The following activities are regarded as ‘adventurous’:
e All activities in ‘open country’
e Swimming (all forms, excluding publicly lifeguarded pools)
e Camping
e Canoeing/ kayaking
e |ce Skating
e Sailing / windsurfing / kite surfing / SUP
e Rafting orimprovised rafting
e Use of powered safety/rescue craft
e Allother forms of boating (excluding commercial transport)
o Water skiing
e Snorkel and aqualung activities
e Hill walking and Mountaineering
e Rock climbing (including indoor climbing walls)
o Abseiling
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13.2

13.3

134

13.5

13.6

13.7

13.8

13.9

e River/gorge walking or scrambling

e Trampoline Parks

o Orienteering

e Forest Schools /Bushcraft

e Coasteering/coastal scrambling/sea level traversing

e Underground exploration

e Shooting / archery / paintballing / laser quest

e Snowsports (skiing, snowboarding, and related activities), including dry and Indoor slope

e Air activities (excluding commercial flights)

e Horseriding

e Motor sport—all forms

e High level ropes courses

e Offroad cycling

e ‘Extreme’ sports

e Other activities (e.g. initiative exercises) involving skills inherent in any of the above

Staff should ensure that the intended outcomes of the activity are balanced with all reasonably
practicable safety precautions.
The responsibility for the safety of participants in an adventurous activity will rest with either:

e Anexternal provider - The provider must hold an LOtC Quality Badge and complete a Provider
Form Note: If a Provider holds an AALA licence (and/or any other accreditation) but not an LOtC
Quality Badge, then a Provider Form is still required. Whilst the responsibility for the safety of
participants rests with the provider, the accompanying staff continue to retain a ‘pastoral’ duty
of care. or

e Thevisit leader or other designated member of school staff who must be specifically approved
by the EVC/Principal to lead the activity.

Staff who wish to lead (i.e. supervise or instruct) an adventurous activity must first upload details and
scanned copies of all relevant qualifications (e.g. instructor certificates, first aid, etc.) to the ‘My
Details’ section of their EVOLVE account.

The visit leader should complete the Visit Form on EVOLVE as usual. During this process EVOLVE will
ask for an Activity Leader Form (ALF) to be completed, which will request further details regarding the
proposed venture (e.g. dates, venues, numbers, etc.). The ALF will then be embedded within the Visit
Form for that particular visit. On receipt of a Visit Form (and embedded ALF), the Principal will view the
proposed activity in the context of the leader’s competencies and qualifications.

Where approval is not granted to lead the activity, the Visit Form will be returned to the EVC via
EVOLVE, with an attached note. Where this is the case, the activity must not take place.

Approval will normally be given where the leader of the activity has recent relevant experience, and: - is
appropriately qualified through the relevant National Governing Body, or - has a ‘Statement of
Competence’ from an appropriate ‘Technical Adviser’ — see below. For most activities the competence
required of a Technical Adviser is stipulated by the activity’s National Governing Body. For further
clarification regarding a Technical Adviser ‘Statement of Competence’ please contact the LA.

In some cases, approval may be granted where no qualification is held, but the person concerned is
deemed by the Principal to have a sufficient level of competence in addition to recent relevant
experience. In cases where no National Governing Body exists, the Principal will make a decision based
on factors which may include: technical advice, the leader's stated competence, observed
competence, past experience, and attendance at training courses. Approval will always be subjectto a
requirement that the leader must act at all times within the remit of his/her qualifications, and in
accordance with National Governing Body Guidelines where these exist.

Approval to lead an adventurous activity is specific to the technical aspects of the adventurous activity
detailed. It is not an indication in respect of other aspects of the visit such as general management and
supervision skills, the assessment of which may be the responsibility of Head of Establishment and/or
EVC.

14. Water-Based Activities




14.1

14.2

14.3

14.4

14.5

This section applied to water-based activities other than:

e Swimming in publicly lifeguarded pools

e Water-margin activities as defined in

e Commercial craft, tourist boat trips, and similar activities for which young people would not
normally wear personal buoyancy

The responsibility for the safety of participants in an adventurous activity will rest with either:

e An external provider - The provider must hold an LOtC Quality Badge and complete a Provider
Form Note: If a Provider holds an AALA licence (and/or any other accreditation) but not an LOtC
Quality Badge, then a Provider Form is still required. Note: Whilst the responsibility for the
safety of participants rests with the provider, the accompanying staff continue to retain a
‘pastoral’ duty of care. or

e Thevisit leader or other designated member of school staff- This person must be specifically
approved by the EVC/Principal to lead the activity.

In order to participate in water-based activities, participants should normally be water confident.
Participants who lack water confidence may still be able to take part subject to consideration of all
factors, including the activity itself and supervision arrangements. The level of water confidence of all
participants must be known by the activity leader prior to the commencement of water-based
activities.

Leaders should have knowledge of the water conditions/hazards (and potential changes) that might be
encountered and prepare accordingly. Local advice must be sought where appropriate, e.g.
coastguard, harbour master, other site users, etc.

Personal buoyancy conforming to the appropriate National Governing Body must be worn at all times
by all participants in water-based activities falling under this section.

15. Open-Country Activities

15.1

15.2

15.3

15.4

For the purposes of this section, ‘open country’ is normally defined as land above 300m, or more than
1km from vehicular access. However, this is an arbitrary boundary and there may be occasions where
this definition is inappropriate. Open-country activities are regarded as ‘adventurous’ and therefore
these visits require approval from the Principal.

Staff should ensure that the intended outcomes of the activity are balanced with all reasonably
practicable safety precautions.

The responsibility for the safety of participants in an adventurous activity will rest with either:

e Anexternal provider - The provider must hold an LOtC Quality Badge and complete a Provider
Form Note: If a Provider holds an AALA licence (and/or any other accreditation) but not an LOtC
Quality Badge, then a Provider Form is still required. Note: Whilst the responsibility for the
safety of participants rests with the provider, the accompanying staff continue to retain a
‘pastoral’ duty of care. or

e Thevisit leader or other designated member of school staff - This person must be specifically
approved by the Principal to lead the activity, via EVOLVE.

The following minimum levels of technical competence apply where a member of school staff intends
to lead an open-country activity:

o Forleaders of walking groups outside the UK or Ireland, please contact the LA for further
guidance.

e Forleaders of walking groups in mountainous terrain within the UK and Ireland - Mountain
Leader Award (Summer or Winter as appropriate) www.mltuk.org or - A written statement of
competence by an appropriate Technical Adviser - see Section 29

o Forleaders of walking groups in summer conditions in non-mountainous hilly terrain (Known
variously as upland, moor, bog, hill, fell or down), with well-defined obvious boundaries, such
as roads and coastlines, and where any hazards within it are identifiable and avoidable, and
where wild camping or movement on steep ground is not involved. - Hilland Moorland Award /
Walking Group Leader Award www.mltuk.org or - A written statement of competence by an
appropriate Technical Adviser - see Section 29




o Forleaders of walking groups in terrain ‘easier’ than that defined above, the leader must
demonstrate an appropriate level of competence. This may include one or more of the

following: — Countryside Leader Award. See www.countrysideleaderaward.org — Sports
Leaders UK Level 3 Award in Lowland Expedition Leadership (LEL). See
https://www.sportsleaders.org/qualifications-programmes/expedition-leadership Lowland

Leader Award See www.mltuk.org — Completion of a suitable ‘Leader Training’ Course. — A
written statement of competence by an appropriate Technical Adviser see Section 29 —

Evidence of recent, relevant experience, appropriately corroborated. — An assessment of
competence (written or implied) by the Principal

16. Snowsports

16.1

16.2

16.3

16.4

16.5

16.6

Snowsports (e.g. skiing and snowboarding) are regarded as adventurous activities, and the visit
therefore requires the approval of the Principal.
Staff should ensure that the intended outcomes of the activity are balanced with all reasonably
practicable safety precautions.
A member of staff intending to organise a Snowsport visit (but not instruct, lead or supervise on snow)
must hold the Snowsport Course Organiser Award (SCO), administered by Snowsport England
www.Snowsportengland.org.uk and must have previously accompanied at least one educational
Snowsports visit.
Young people may only participate in Snowsports when under the direction of an appropriately
qualified and competent person. This would normally be an instructor employed by the local
Snowsports School. Establishments should therefore consider the merits of fully instructed lessons of
4/5 hours duration per day.
A member of staff intending to lead skiing or snowboarding (i.e. not using a ski school instructor) must
be qualified as below and have been approved by the LA via EVOLVE- see Section 29 Skiing: The
minimum qualification to lead skiing on snow is: — The Alpine Ski Course Leader Award (ASCL)
www.Snowsportengland.org.uk or — The Alpine Ski Leader Award (ASL) www.Snowsportscotland.org or
— A statement of competence by an appropriate ‘Technical Adviser’ -
Snowboarding: The minimum qualification to lead snowboarding on snow is: — The Snowboard Leader
Award (SBL) administered www.Snowsportscotland.org or — A statement of competence by an
appropriate ‘Technical Adviser’ —
Pupils may only take part in off-piste activities if:

e under the direction of a suitably qualified local instructor, AND

o they will remain within the designated controlled areas, AND

e off-piste activities are specifically included within the visit insurance policy, AND

e aNOTEis added to EVOLVE in advance of the visit, confirming that the above criteria are/will be

complied with.

Refer to ‘Snowsport visits’ in National Guidance www.oeapng.info

17. Using an External Provider

17.1

17.2

17.3

17.4

An ‘External Provider’ is defined as where there is an element of instruction, staffing, or guiding, for
example: - Activity Centre - Ski Company - Educational Tour Operator - Overseas Expedition Provider -
Climbing Wall where instruction is provided by climbing wall staff - Freelance instructor of adventurous
activities - Youth Hostel (where instruction is provided) - Voluntary organisation (e.g. Scout
Association), where instruction is provided

An External Provider is NOT a Youth Hostel (where accommodation only is used) - Hotel, B&B, etc. -
Campsite - Museums, galleries, etc. - Tourist attractions - Theme Parks - Farms - Coach, Train, or
Airline company - Swimming Pool - Climbing Wall where instruction is provided by a member of your
establishment’s staff)

The decision about the use of an external provider is the responsibility of the visit leader, EVC, and the
Principal.

The visit leader will find it useful to ‘Search by External Provider’ on EVOLVE and liaise with other
schools that have used a particular provider. Establishments should consider the requirements under
‘best value’ when selecting an external provider.



http://www.oeapng.info/

17.5

17.6

17.7

17.8

17.9

17.10

To confirm that all aspects of the operation of the provider are satisfactory, it must be ensured that
either:
e The Provider holds an LOtC Quality Badge www.lotcqualitybadge.org.uk or www.kaddi.com and
e A ‘Provider Form’ has been satisfactorily completed by the provider Note: If a Provider holds an
AALA licence (and/or any other accreditation) but not an LOtC Quality Badge, then a Provider
Form is still required.
Note: EVOLVE will automatically identify providers that hold an LOtC Quality Badge, via the search tool
Kaddi www.kaddi.com For New Providers that are not already registered on EVOLVE PROCEDURE -
Download a Provider Form from EVOLVE. - Complete the top section. - Send Provider Form to the
provider (email, fax, post). - On its return check that it has been satisfactorily completed. - Keep
Provider Form on file together with all other relevant documentation. - It is not necessary to attach the
Provider Form to EVOLVE.
Important: If the Provider has made any alterations to the wording of the Provider Form or is unable to
comply, then you must discuss this with the Provider, and if necessary, seek advice from the EVC prior
to making a commitment with the Provider.
The Provider Form should be sent to the provider at the time of making a provisional booking and no
deposits should be committed prior to its satisfactory completion and return.
The satisfactory completion of a Provider Form does not necessarily signify that the service on offer will
be appropriate for the young people from your establishment. A pre-visit and recommendation from
previous users will help you decide on its suitability.
The above procedure is not sufficient for Overseas Expeditions (i.e. those which typically take place in
remote areas of the world and/or in developing countries), for which separate arrangements are
applicable and must be complied with, see Section 10

18. Visit Approval

18.1

18.2

The EVC (Vice Principal) gives approval for off-site visits (including Local Area Visits), activities and
associated transport arrangements of one day or less in duration in the UK and which are not
potentially dangerous. Such approval will be requested by staff completing and submitting a ‘Visit
Form’ or ‘Local Area Visit Form’ on EVOLVE.

The Principal gives approval for residential trips, foreign visits and those which involve adventurous
activities. Such approval will be requested by staff by highlighting the nature of the visit on EVOLVE and
the Vice Principal will submit the completed EVOLVE form to the Principal for approval.

19. Insurance

The visit leader must ensure that the trip has appropriate insurance cover, by referring to the travel
insurance documents on the network and if in doubt with the Business and Finance Manager.
Personal accident insurance cover is required for all potentially hazardous activities, and
for all trips abroad. Insurance should be taken out for all residential visits.

e Insurance cover is obtained for visits and activities which:

e Are more than one day in duration.

e |nclude foreign travel.

e |nvolve potentially dangerous activities.
The school’s insurance policy includes travel cover for school visits both in the UK and abroad. If
planning an outing that includes a hazardous activity, please check with the Business and Finance
Manager, as additional insurance cover may be required.
Parents/carers are informed in writing of the insurance arrangements.

20.Cha

rging & Voluntary Contributions

20.1

The Education Act 1996, sections 449-462 set out the law on charging for school activities in England.
The Department for Education provides guidance to Heads of Establishments and Governing Bodies as
to the requirements of a charging & remissions policy, voluntary contributions and what can or cannot
be charged for. EVCs and Visit / Activity Leaders must take account of the legal framework relating to
charging, voluntary contributions and remissions as set out in sections 449 to 462 of the Education Act
1996. Refer to National Guidance document: 3.2¢ Charging for School Activities DfE document:




20.2

20.3

20.4

20.5

20.6
20.7

20.8

20.9

Charging for School Activities. https://oeapng.info/downloads/download-info/3-2c-charges-for-off-
site-activity/

Voluntary contributions can be requested for any of the school's activities. Schools must make it
clear that there is no obligation to make a contribution and that no pupil whose parents do not make a
contribution will be treated differently on this account. Visit leaders should include appropriate
wording from the school ‘Trip Letter Guidance’ document to reflect this.

The school may be able to provide financial support for pupils/students participating in curriculum
visits. However, no support is available for non-curriculum visits. Parents/carers should submit
requests to the school for such support for consideration by management.

Pupils in receipt of Pupil Premium will be provided with financial support to enable them to participate
in curriculum and year group trips/visits, additional consideration will be given to pupils representing
the school in any other subject/activity. Parents/Carers can access the Pupil Premium plan for the
academic year on the school website or can request a copy by contacting the school.

Where regular payments are required for trips/visits, the school reserves the right to withdraw a student
from the trip if these payments are not made, or the payments fall behind on an agreed payment
schedule. Under this circumstance, any monies already paid, will be repaid to parent/carer, at the
school’s discretion.

Where deposits are required for a trip, these are non-refundable or transferable to any other trip.

If arefund is required for any reason, the school will endeavour to refund parents/carers, but this will
not be at any cost to the school. Therefore, as refunds will be given at the discretion of the Principal and
EVC, staff should not give parents/carers any indication as to whether a refund can be made and to
what value until this has been agreed with the external provider, trip organiser, finance, and the
Principal and EVC.

Where additional costs may be incurred because of welfare or discipline:

All additional costs of special measures (such as medical costs, taxis, air fares and professional
advice) necessary to protect the student’s safety and welfare or to respond to breaches of discipline
will be paid by parents/carers.

In the event that a student withdraws or is withdrawn from a school trip, regardless of the reason for
this withdrawal, the school is not obligated to provide a full or part refund. However, in all
circumstances the school will endeavour to provide a refund to the maximum amount possible, whilst
ensuring that there are no costs to the trip/school.

21. Wai

vers and Disclaimers

21.1

Schools must not undertake any activity where the provider asks for a liability waiver to be signed
(either by school staff or by parents) before participation. The Association for Physical Education,
School Sport and Physical Activity (AfPE) says ‘Schools need to be aware that they cannot sign
waivers/disclaimers on behalf of pupils, neither can they ask parents to sign waivers for children whilst
they are under the school’s duty of care. AfPE currently does not recommend that schools arrange
visits for pupils if the provider insists on the completion of a waiver/ disclaimer’. Legal advice is that
‘Teachers/school staff should not sign disclaimers of this nature as they have no authority to do so from
parents. Even if a parent gave their specific authority in respect of their children or signed the
disclaimer themselves, it would be of no effect with regard to the liabilities and obligations of the
teacher/school. Neither could a teacher purport to sign the disclaimer on behalf of the school
governors or the Local Authority as they have no authority to do so from the governors or the Local
Authority’

22. Non-Compliance

22.1

Following agreement with staff and governors, the following action will be taken should staff not
comply with the above.
The process will be confined to each new academic year:
e Onthefirst occasion a warning will be issued by the Principal, and Head of Department
notified.
e Onthe second occasion the department concerned will not be granted permission for any

e trip for the remainder of the academic year.



https://oeapng.info/downloads/download-info/3-2c-charges-for-off-site-activity/
https://oeapng.info/downloads/download-info/3-2c-charges-for-off-site-activity/




