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SCHOOL

TRIPS AND VISITS POLICY

This policy applies to the whole School (including Early Years Foundation Stage) and is
published to parents, pupils and staff.



Introduction

Learning outside the classroom through visits, both day and residential, as well as around the School
site are central to the educational experience offered at Moorfield School (“School”), providing
experiences to enable new skills to be acquired and a better understanding of the wider world. The
School views such activities as an essential part of the development of our pupils, enhancing academic
and cultural understanding, strengthening relationships between staff and pupils providing
opportunities to develop independence, initiative, resourcefulness, interpersonal and leadership skills
This policy sets out the aims of the School for outdoor learning and educational visits throughout the
School including EYFS pupils. It outlines the School’s procedures to ensure that:

e such activities benefit the pupils of the School

e appropriate safeguarding and supervision procedures are in place

e are well planned

e significant risks are identified and managed

e parents are suitably informed about trips and that the proper consents are obtained

e there are contingency plans in place for changes in circumstances during a visit or activity that
are reasonably foreseeable

e those in charge of visits have the necessary competence to manage situations appropriately

Aims

The School aims to provide a broad curriculum that is engaging and inclusive encompassing the
School’s aims of:

e Nurturing and celebrating each individual

e Enabling, through a rich and creative curriculum, many areas for pupils to shine

e Building character to facilitate curiosity, independence, perseverance, resilience and good
humour

e Building care and respect for everyone and everything on our planet

Planning and Preparation

General guidance on planning for visits and learning opportunities outside the classroom is included
in the Department for Education and Skills good practice guide for Health and Safety of Pupils on
Educational Visits, as well as the DfE’s Health and Safety Advice document.

Every trip requires careful planning. New teaching staff should receive training on planning school
trips as part of their induction.

Before taking place, all activities and visits need the approval of the Head. This decision will take into
consideration the value and impact on pupils’ learning, staffing availability, cost and how such learning
opportunities are spread through different age groups across the School, and across the school year.



A visit leader (“Visit Leader”) should be identified when a trip is proposed. This person will have overall
responsibility for the visit.

Risk Assessment

All visits and activities will involve consideration of risks. A formal assessment should be made with
the aim of reducing and managing risks. The Visit Leader will carry out a risk assessment, record it,
provide all accompanying staff with copies. A copy for internal use must be stored on the shared
system. The School Risk Assessment template should be used. Guidance can be found in the Risk
Assessment Guidance document.

The risk assessment should identify potential hazards of the location being visited and activities
planned. It should:

e List the groups of people who are at risk from significant hazards

® List control measures that are in place

e Make allowance for hazards which may not yet be fully understood due to lack of information
® Make provision for monitoring hazards during the visit

Copies of risk assessments from professionally operated licenced activity centres should be requested
at the planning stage. These will form part of the overall school risk assessment. When planning an
activity involving caving, climbing, trekking, skiing or water sports, a check must be made that the
provider holds a valid AALA license. The Visit Leader should pass the Bursar details of the AALA
certificate to keep on file.

Risk assessments from previous visits can be used as a starting point for a revised assessment, but
they must never be adopted without checking for changes which may have occurred. A catalogue of
generic risk assessments relating to sports activities, regular school visits and theatre / museum visits
are also kept within the staff folder Trips, Visits and Activities for reference.

Behaviour

The Visit Leader is responsible for all aspects of the planning and carrying out of the visit, including
pupils’ behaviour. Parents are expected to support the School in ensuring that pupils follow
instructions given by those in charge.

Consent

Written consent from parents for pupils’ participation in impromptu trips and visits is sought when
the child starts at Moorfield, so is not requested for individual or spontaneous activities organised by
the School. However, for trips and visits outside school hours and/or involving additional costs,
parents will always be informed and given the opportunity to withdraw their child. Should a child be
withdrawn from a trip our spontaneous outing they will join another class in school for the duration
of the trip.

This also applies to the EYFS.



Health and Safety

The health, safety and wellbeing of all pupils and staff is of paramount importance during all trips and
visits. When in ‘loco parentis’ all teachers must take the same care that a reasonably prudent and
careful parent would take in the same circumstances.

The Head must be satisfied with the competence (training and experience) of staff to undertake and
supervise the various activities. The Visit Leader will brief all accompanying staff about all aspects
relating to the health and safety of pupils accompanying the educational visit or outing. This may
include designating staff with specific tasks. All supervising staff should be as well-informed about the
proposed visit as the visit leader.

Where a visit is arranged to a location where third-party providers will be leading the activities, the
School must be satisfied that the individuals leading have the relevant qualifications,

experience and public liability insurance (PLI). Evidence of certificates and risk assessment
documentation must be obtained prior to the trip being signed off by the Head. School staff will always
be present and act in a supervisory capacity when third party activity leaders are utilized.

Supervision

We aim to follow the Department for Education and Skills guidelines for all levels of supervision.
This will also be dependent on the risk assessment undertaken in the planning process. The
Visit Leader should liaise with the Head if they are unsure of the ratios required.

Staff accompanying trips should liaise with the Visit Leader before the trip departs. They should
ascertain exactly what responsibilities they will have on the trip as well as what supervisory duties
they will be expected to undertake. Accompanying staff should ensure that they are aware of any
pupils who require closer supervision, such as those with special needs or those likely to need close
supervision. They should read the risk assessment, code of conduct and any other relevant
documentation.

During the trip, accompanying staff members should:

o Follow the instruction of the Visit Leader and help with control and discipline;
o Do their best to ensure the health and safety of everyone in the group;
o Consider stopping the visit or the activity, notifying the teacher in charge, if they think the risk

to the health or safety of the pupils in their care is unacceptable

Any non-teachers accompanying a trip, such as parents, must be fully briefed by the Visit Leader. The
non-teacher must be DBS checked and must accept the normal common law duty of care to act as a
"responsible parent" towards the children. Responsibility for the safety and wellbeing of those
participating remains the responsibility of the School.

Residentials

The School Office will be responsible for communicating with parents once per day via email and
include one group photograph if possible. Staff should use a school tablet or a school phone to send
at least one whole group image per day to the School office for them to send out. Additional
emergency communication is at the discretion of the Visit Leader.



First Aid

All EYFS staff (in addition to several other members of staff) have completed Paediatric First Aid
training in accordance with statutory requirements and will staff the visit or outdoor learning activity
according to required ratios.

In respect of trips from Form 1 upwards, all staff members have completed general first aid training.
Where staff accompany pupils on residential trips, at least one member of staff will have completed
paediatric first aid training.

All staff involved in visits should be aware and have easy access to details of any medical issues
regarding the pupils in their care.

Medicines relating to particular pupils and information regarding administration should be given to
the designated member of staff and administered by an individual with an ‘Administration of
Medications in Schools’ qualification.

Where age appropriate, pupils should carry their asthma inhaler, and those with an Epi-pen should
also have it on their person at all times. Where this is not the case, the Visit Leader shall ensure that
a staff member carries these on behalf of the pupil.

A First Aid kit is taken on all trips and must be supplemented as necessary depending on what the trip
entails.

Details of any incident and/or accident that may occur during a visit must be reported to the Head and
Bursar.

Transport

The School will arrange for appropriate transport for offsite learning opportunities, day visits and/or
residential visits. This will usually be the School minibus but sometimes, the use of staff vehicles will
be required subject to the School’s insurance policy cover. Staff must adhere to the School Minibus
Policy

Adults should be seated throughout the minibus. All pupils will wear seatbelts and sit on booster or
child seats where necessary. Staff must ensure these are secure at the start of each journey and during

the journey at reasonable intervals.

Pupils should be made aware of basic safety rules for travel.

Insurance

All School trips and visits are insured under a school-wide policy. Activities that are deemed ‘high
risk’ may require additional citations on the policy and should be discussed with the Bursar.

Equal Opportunities

All visits and activities should be available and accessible to all who wish to participate, irrespective
of medical needs, ethnic origin, gender, religion, etc.



Pupils with Learning Difficulties and Disabilities, Special Educational and Medical
Needs

Pupils with learning difficulties and disabilities shall be included in activities and visits whilst
maintaining the safety of everyone in the group. Any problems/limitations should be considered at
the planning stage and when carrying out the risk assessment.

Parents of ALL pupils attending residential trips are asked to declare if there are any ‘overnight’ risks
that School need to be aware of e.g., sleepwalking so that necessary risk assessments can be put in
place.

lliIness or minor accidents

If a pupil has a minor accident or becomes ill during a visit or outdoor learning activity the Visit Leader
will phone the parents’ emergency contact number and arrange for the pupil to be collected. If
contact can't be made, the child will be taken to the local hospital or if a minor issue, to School. A
member of staff will remain with the pupil until a parent or carer arrives.

Emergency Procedures
If an emergency occurs on a School visit, the main factors to consider include:

e establishing the nature and extent of the emergency as quickly as possible;

® ensuring that all the group are safe and looked after;

e establishing the names of any casualties and obtaining immediate medical attention for them;
® ensuring that all group members who need to know are aware of the incident and that all
group members are following the emergency procedures;

® ensuring that a teacher accompanies casualties to hospital and that the rest of the group are
adequately supervised at all times and kept together;

e notifying the police if necessary; and

e informing the School

The visit should be aborted if adequate supervision of all participating pupils cannot be maintained.

Details of the accident should be recorded and an accident form should be completed as soon as
possible.

No-one in the party should talk to the media and no-one should discuss legal liability with other
parties.

If required, counselling should be made available to those in the group involved in or affected by the
accident.

Evaluation and Reporting

Verbal feedback regarding a trip or activity should be given to the Head as soon as
possible after the trip with any issues noted. This feedback will be used to inform future activity and
visit planning.



PROCEDURE FOR IMPROMPTU VISITS OR TRIPS

1. Ageneral consent form when the child starts at Moorfield requires permission to be given for
impromptu outings within the school day. Parents give permission for an impromptu visit
which may arise within curriculum time to extend and enhance a particular lesson.

2. The Head must be informed whenever a trip is proposed. This may be a walk onto the moor
for geography or art, a snowy walk to the tarn or a trip into Ilkley to conduct a survey or carry
out research.

3. There are standard risk assessments (reviewed and updated annually) for walking on the
moor and for walking into town as these visits are often undertaken. The teacher taking the
pupils out must review the risk assessment. If it is not suitable for the intended activity, a
revised risk assessment must be produced and approved by the Head.

4. Staff must adhere to supervision ratios and first aid staffing requirements. They must take a
school mobile phone, first aid kit, and any medical equipment or medicine required by any
of the pupils (e.g., Epi-pen, inhalers). All staff must be aware of any allergies or medical
requirements affecting pupils and must accommodate these in the risk assessment,
following the guidance set out in the Allergy Policy.

5. Pupils are to be reminded of safety and behavioural expectations before the trip.

PROCEDURE FOR DAY VISITS OR TRIPS

1. The Head must be informed whenever a trip is proposed. This consultation must take place
before any firm booking commitments are made. Once agreed in principle, the timing of the
trip should be considered carefully. A provisional entry should then be made on the online
school calendar.

2. If the school minibus is required, the Visit Leader must liaise with the Site Manager to ensure
availability. If the Site Manager is not available to drive the minibus, alternatives provisions
need to be made e.g., an alternative staff member or alternative means of transport.

3. If staff are required to use their own vehicles for the transportation of pupils, the Visit Leader
must ensure that only pupils whose parents have consented to their child travelling in staff
vehicles do so. Staff must also ensure that they have appropriate insurance (via the school
policy) and, if unsure, request confirmation from the Bursar.

4. The Visit Leader undertakes a preliminary visit (where reasonably practicable) and carries
out a risk assessment taking into account any behavioural, medical or other issues.

5. Once approved by the Head, a letter is sent to parents if the visit incurs a cost or is outside
school hours. Parents are informed of the details of the visit together with the cost (which is
added to their termly fee invoice). Parents are given an opportunity to withdraw their child
if they so wish.



10.

11.

12.

All adults must be made aware of the pupils in their care, any specific needs, routes and
routines for the visit, and emergency procedures. Pupils must not be left in the sole care of a
non-staff member wunless this has been prearranged as part of the risk
assessment. Accompanying adults must adhere to the instructions of the Visit Leader at all
times.

The TRIP FORM (kept in the staff room) is to be filled in and the teacher takes responsibility

for:

e ensuring the correct supervisory ratios of staff to pupils

e finding the staff to accompany the class on the trip

¢ informing other staff that he/she will be out and, if necessary, leave work for teacher
covering any lessons in his/her absence

e arranging a swap of playground duties should it be necessary

e filling in the risk assessment form

e doing a licence check from the centre for high risk activities (e.g., caving)

This must be completed at least a week before the planned visit and given to the Head. Once
the Head has signed this form, it is posted on the staffroom board until the trip is over. It is
then filed together with the relevant risk assessments in the file in the Head's office.

The Visit Leader must ensure that a first aid kit (and any necessary medical equipment and
health care plans), the school camera, mobile phone, risk assessment and school contact
details are brought.

Pupils must be reminded of the expectations of their behaviour.

Pupils are divided into groups with a supervising adult.

Should an accident occur, first aid will be given, or in the case of a serious incident,
emergency assistance requested. The Visit Leader will contact school who will inform

parents of the pupil involved.

The Visit Leader shall keep parents informed in the event of a late return.

PROCEDURE FOR RESIDENTIAL VISITS AND TRIPS

Planning of a residential visit should be initiated at least two terms in advance of departure.

Visit leaders should obtain advice from the Head and SLT on suitable dates, previous
experience and requirements. Key elements of the visit should be discussed, including
purpose, location, transport, accommodation, activities, itinerary, number and age of
participants.
It is strongly recommended that the Visit Leader makes a visit the proposed site prior to any
visit with pupils. During this exploratory visit the teacher should:

e Ensure at first hand that the venue is suitable to meet the aims and objectives of the

school visit

e Assess potential areas and levels of risk

e Ensure that the venue can cater for the needs of the staff and pupils in the group

e Become familiar with the area before taking pupils
Calculate the staff to pupil ratio.



e Prepare a draft itinerary including mode of transport. Transport requirements should be
made in consultation with the site manager in good time.

e Prepare a costing for the visit, remembering to allow a contingency for delays and
Emergencies.

e Obtain written or documentary assurance that the providers (tour operators, site managers)
have themselves assessed the risks and have appropriate safety measures in place. Copies
of risk assessments should be given to the Head and all accompanying staff.

e If an adventurous activity is involved, ensure that the provider is licensed and individual
instructors possess a recognised qualification (such as the Adventure Activities Licensing
Authority - AALA).

e Obtain relevant details from the intended Centre regarding acceptance of responsibility and
copies of risk assessments before committing to the visit.

e Prepare your own risk assessment to include all elements of the visit including transport.

e Accompanying members of staff should be agreed. Consideration should be given to:
male / female ratios and paediatric first aid training

e Establish medical requirements

e Calculate the deposit required from participants

e Prepare a written summary for approval by the Head.

After permission for the trip has been granted

e Write a preliminary letter to send to parents outlining the purpose of the trip and including
the following details:
e ltinerary
e expected maximum cost and payment terms
e deadline for consent and date by when deposit must be paid
e request for information from parents regarding dietary requirements, medical issues
and any other matter which may be relevant to the trip
e Brief pupils about the visit, its dates and purpose
e Collect a list of pupils who have signed up to participate in the trip and discuss any
requirements
with SLT (including those for special educational needs as outlined in the policy)
e Liaise with Bursar regarding payment of the trip

At least a term before departure

e Finalise costs

e Arrange with finance for parents to be billed for the balance of the cost of the trip on the
end of term bill so that the trips are paid for in advance

e Liaise with Bursar regarding payment of accommodation and activity bills

One month in advance

e Arrange a letter to be sent out to parents covering itinerary, meeting and collection points,
contact details, clothes and equipment requirements, emergency arrangements.
e Risk assessments to be signed off.

Two weeks in advance

e Meet with accompanying staff members to discuss all practical arrangements for the trip
and roles and responsibilities.



e Prepare packs for the School Office and each member of staff containing full itinerary, staff
mobile numbers, a list of pupils with parental contact details and medical conditions, copies
of risk assessment

Day prior to departure / day of departure

e Give trip information packs to nominated persons

e Remind pupils about expected standards of behaviour and sanctions if not follow
e Collect travelling first aid kit (check contents)

e Collect School mobile phone and charger

During the visit or activity

Primary responsibility for the safe conduct of the visit rests with the Visit Leader. They should take
responsibility for amending the itinerary in the event of unforeseen delay or sudden deterioration in
weather conditions. They may delegate part or all of the responsibility for the following to one or
more of the accompanying staff:

e Head counts;
e Checking the fire exits and escape routes at each hotel or hostel;

® Ensuring that sleeping accommodation is suitable; and
e Enforcing expected standards of behaviour.
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