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Context 

At Haddenham St Mary’s CE (HSM) we believe that educational visits are a fundamental part of the entitlement of every pupil to a broad and balanced curriculum. Appropriately planned visits are known to enhance learning and improve attainment, and so underpin our school vision ‘where excellence, care and fun for all make learning sparkle and shine leading to glittering opportunities.’
Application

Any visit that leaves the school grounds is covered by this policy, whether as part of the curriculum, during school time, or outside the normal school day.

In addition to this Educational Visits Policy, Haddenham St Mary’s CE School
1. Adopts the Local Authority’s (LA) document: ‘Buckinghamshire Council Guidance and Requirements for Off-Site Visits and Related Activities Linking to National Guidance & EVOLVE’ Revised: 2023/2024 in Evolve resources    
2. Adopts National Guidance www.oeapng.info, (as recommended by the LA)
3. Uses EVOLVE, the web-based planning, notification, approval, monitoring and communication system for off-site activities. 

All staff are required to plan and carry out visits in line with school policy, Local Authority policy, and National Guidelines. Staff are particularly directed to be familiar with the roles and responsibilities outlined within the guidance.
Types of activities and approval
There are different types of activities and visits that are offered at Haddenham St Mary’s CE School:
· Visits/activities within the ‘School Learning Area’ that are part of the normal curriculum and take place during the normal school day.
These might also be out of hours clubs, eg. Happy Hedgehogs.
           These follow the ‘School Learning Area’ Operating Procedure (Appendix 1).
· Visits/activities outside the ‘School Learning Area’ that are part of the normal curriculum and take place during the normal school day. These are day visits for certain classes. They are also known as ‘Local area visits’.
These are entered on EVOLVE and submitted to the Educational visits co-ordinator (EVC) for checking. The EVC then submits to the Head for approval.
Roles and responsibilities
The Educational Visits Coordinators (EVC) will support, mentor and challenge colleagues over visits and learning outside the classroom (LOtC) activities. The EVC is the first point of contact for advice on visit related matters, and will check final visit plans on EVOLVE before submitting them to the Headteacher. The EVC sets up and manages the staff accounts on EVOLVE and uploads generic school documents.
Visit leaders are responsible for the planning of their visits. They should obtain outline permission for a visit from the Head or EVC prior to planning, and certainly before making any commitments. The EVC has responsibility for ensuring that their visits will comply with all relevant guidance and requirements.

The Headteacher has responsibility for authorising all visits and for submitting all visits to the LA for approval, via EVOLVE.
The Governing Body’s role is that of a ‘critical friend’. They will ensure visits and activities are carried out safely and effectively and in line with the school’s policy and procedures. Governors will receive an annual report of all educational visits and ensure visits are age appropriate, accessible to all and value for money. Governors attend educational visits when possible as part of their monitoring role.
The Governing Body has given its approval to the following types of activities being arranged in support of the aims of the school:

· Out of hours clubs (art, dance, drama, music, science, sport, etc)

· School teams

· Local visits (village halls, libraries, shops, woodlands, places of worship, farms, etc)

· Day visits for particular year groups

· Whole school activities

It is not anticipated residential, overseas or adventurous activities will take place.
The Local Authority is responsible for the final approval (via EVOLVE) of all visits that are either overseas, residential, and/or involve an adventurous activity. 
Staff Competence
We recognise that staff competence is the single most important factor in the safe management of visits, and so we support staff in developing their competence in the following ways:

· An apprenticeship system, where staff new to visits assist and work alongside experienced visit leaders before taking on a leadership role.
· Supervision by senior staff on some educational visits.
· Support for staff to attend training courses relevant to their role, where necessary.
Where it is appropriate the school will ensure that Criminal Records Bureau (CRB) screening is available for volunteer adults assisting with visits and activities. 
In deciding whether a member of staff is ready to be a visit leader, the Head will take into account the following factors:

· Relevant experience.
· Previous relevant training.
· The prospective leader’s ability to make dynamic risk management judgements, and take charge in the event of an emergency.
· Knowledge of the pupils, the venue, and the activities to be undertaken.
Parental Consent 

Consent is not required for activities within the School Learning Area that are part of the normal curriculum during normal school time.

The school obtains blanket consent at the start of each year for certain other activities, e.g local walking trips within the school day. This is located within the school admission pack. 
Specific (i.e. one-off) parental consent must be obtained for all other visits. For these visits, sufficient information must be made available to parents so that consent is given on a ‘fully informed’ basis. Parents consent through the use of Parent Pay or the school’s standard consent form.
Inclusion

Educational visits at HSM will be available and accessible to all, irrespective of special educational or medical needs or protected characteristics. When a visit or activity is being planned, all reasonably practicable measures will be taken to include all pupils. Every reasonable effort will be made to find a venue and activities that are both suitable and accessible and that enable the whole group to participate fully and be actively involved.
Charging / funding for visits
Out of school day visits are funded by voluntary contributions from parents/carers. Where sufficient voluntary contributions are not met to break even then the trip will not go ahead. Where funds are available then the PTA may pay for coaches. 
Transport

· Private cars
Where a private (staff or parent) car is to be used to transport young people then this must be approved by the Headteacher.  The school purchases ‘occasional business use motor insurance’ annually via Buckinghamshire Council’s Insurance team.
· Coaches
HSM uses coach companies that we have used before or have been recommended to us by other schools. At least two quotations for travel are obtained for each visit. The coach company always provides advice on the appropriate seat belt / restraint system to meet the needs of the group. Bucks have a list of approved providers here: clienttransport@buckinghamshire.gov.uk
When using one of its providers, the school will request a driver that holds a valid BC Client Transport ID Badge and will check the drivers badge when the coach arrives. 

Insurance 

The school purchases ‘Annual School Journey’ insurance directly from Buckinghamshire Council Insurance team on an annual basis. 
The H&S at Work Act – Responsibilities

The Health and Safety at Work Act 1974 places overall responsibility for health and safety for educational visits with the employer:

At HSM the employer is the LA. Will we adhere adhere to the LA guidance document and use Evolve. The LA will support during an emergency and has responsibilities as the corporate parent. 
The Expectations of Pupils and Parents

The school has a clear code of conduct for school visits based on the schools’ ‘Behaviour Policy’.  This code of conduct will be part of the condition of booking by the parents.

The risk assessment for the trip will be shared with the pupils and accompanying adults as appropriate before the visit, in order for the children to understand for themselves the type of behaviour that will be expected and the reasons for this. 
Safety during the visit 
Prior to the visit, the visit leader must ensure that staff, volunteers and participants understand their roles and expectations. This will include sharing the Event Specific Plan appropriately.

Monitoring of the visit by the visit leader and accompanying staff will be ongoing, and this contributes towards both enjoyment and safety.

It is primarily the responsibility of the visit leader - in consultation with other staff where appropriate - to modify (Plan B) or curtail the visit or activity, adapting to changing circumstances (e.g. over-busy lunch area, rain etc).

Staffing supervision, safeguarding and GDPR

HSM will  ensure that the staffing of visits enables leaders to supervise effectively. A visit must not go ahead where the visit leader, EVC, or Head is not satisfied that effective supervision exists. 

Staffing ratios will be determined through the process of risk assessment. 

The Early Years Foundation Stage (EYFS) Statutory Framework (no longer sets out different requirements for minimum ratios during outings from those required on site. As with other age groups, ratios during outings should be determined by risk assessment, which should be reviewed before each outing. It is not unusual for a ratio of 1:1 to be necessary. 

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 supervision of the wider group.

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.

First Aid and Medication

In determining staffing for visits, HSM will ensure that first aiders with appropriate qualifications accompany the visit. We will also ensure that any pupils with medical conditions are supported as appropriate on educational visits. 
For children in the Early Years Foundation Stage (EYFS), there is a statutory requirement that at least one person who has a current paediatric first aid certificate must accompany children on educational visits.  

It is a legal requirement that all public service vehicles, including minibuses, carry a first aid kit.

Emergency procedures

The school has an emergency plan in place to deal with a serious incident during a visit (see Appendix 2 and 3). All staff on visits are familiar with this plan.

When an incident overwhelms the establishment’s emergency response capability, or where it involves serious injury or fatality, or where it is likely to attract media attention. then assistance will be sought from the local authority. 
Appendix 1 – School Learning Area
General

Visits/activities within the ‘School Learning Area’ that are part of the normal curriculum and take place during the normal school day follow the Operating Procedure below.

These visits/activities:

· Do not require additional parental consent. 

· Do not normally need additional risk assessments/notes (other than following the Operating Procedure below).
· Do not need to be recorded on EVOLVE if these are ad-hoc activities.
This area includes, but is not limited to, the following frequently used venues: e.g
· Haddenham St Mary’s church.
· Haddenham Library.
· Haddenham Museum.
· The local duck pond outside the Church.
Operating Procedure for School Learning Area
The following are potentially significant issues/hazards within our School Learning Area:

· Road traffic.
· Other people / members of the public / animals.
· Losing a pupil.
· Uneven surfaces and slips, trips, and falls.
· Weather conditions.
· Activity specific issues when doing environmental fieldwork (nettles, brambles, rubbish, etc).
These are managed by a combination of the following:

· The Headteacher or Deputy must give verbal approval before a group leaves.
· The concept and Operating Procedure of the ‘School Learning Area’ is explained to all new parents when their child joins the school. Parents are always informed via email when a local off-site visit is planned.
· Pupils have been trained and have practiced standard techniques for road crossings in a group. Children and staff will use a walking crocodile and high visibility vests will be worn.
· Pupils’ clothing and footwear is checked for appropriateness prior to leaving school.
· Staff are aware of any relevant pupil medical information and ensure that any required medication is available.
· Staff will deposit in the office a list of all pupils and staff, a proposed route, and an estimated time of return.
· A personal or school mobile is taken with each group and the office have a note of the number.
· An emergency first aid kit is taken.

Appendix 2 – HSM Emergency Procedure and Role of the Emergency Contact 
The school’s emergency response to an incident is based on the following key factors:

1. There is always a nominated emergency base contact for any visit (during school hours this is the office).
2. This nominated base contact will either be an experienced member of the senior management team, or will be able to contact an experienced senior manager at all times.
3. For activities that take place during school hours or outside normal school hours, the visit leadership team and the emergency contact/s will be aware of any relevant medical information and emergency contact information for all participants, including staff
4. The visit leader/s and the base contact/s know to request support from the local authority in the event that an incident overwhelms the establishment’s emergency response capability, involves serious injury or fatality, or where it is likely to attract media attention.
5. For visits that take place outside the School Learning Area, the visit leader will carry an  Emergency Card.
The Role of the Emergency Contact

The Emergency Contact will be an appropriately experienced person who fully understands the role. It is essential that contact can be made quickly and easily throughout the duration of the visits (24/7).

The Emergency Contact’s responsibilities are:

· To hold details of all the members of the group including staff and volunteers (names, addresses, contact names and telephone numbers etc).
· As point of communications with parents/guardians and group leader (e.g. cascade arrangements related to organisational issues).
· To be available to be contacted following the initiation of the Serious Incident Procedure and be ready to join the County Resilience Team at County Hall.
· To be available to act as a link with the group immediately following an incident and until such time as alternative arrangements are agreed and established e.g. Incident Control Centre set up at County Hall.
Appendix 3: Serious Incident Action Card for the Group Leader
This Action Card covers the following incident scenarios:
· ‘Generic’ emergency procedures (coach crash, fire, bomb threats, terrorism);

· Death or serious injury of a pupil / adult while on / at a school journey;

· Outbreak of an infectious disease which will curtail the school journey.

· Incident / emergency on a school trip including overseas;

INITIAL ACTIONS
· Summon emergency services if appropriate;

· Provide first aid / prevent further injury;

· Account for all party members including staff;

· Delegate a responsible adult to take care of uninjured members of the party;

· Instruct no-one to talk to media and secure inappropriate use of mobile phones, email and social media (e.g., Facebook, Twitter etc);

· In order that you can be contactable at all times and to enable you to lead and coordinate all necessary actions you should delegate party leadership to the Deputy Leader;
· Keep a log using the Incident Record Sheet to note down:
· Full and further details of the incident such as what has happened, the exact location of the emergency, and any casualties; 

· all action taken and conversations held;

· any decisions that have been made;

· Contact the Buckinghamshire Council Duty Resilience Officer on 07738 501318 or +447738 501318 if abroad, and provide the following information: 
· their name;

· the name of the school /party;

· the nature of the emergency;

· the full telephone number (including national /area codes etc) on which they can be contacted.

SUBSEQUENT ACTIONS

· Do not make any public statements about the incident without prior agreement of the School and the Council.

· Depending on the circumstances some or all of the following actions may be required:

· Retain all equipment involved in an accident or incident in an unaltered condition - unless it is required by the police;

· Begin to make appropriate arrangements for those not injured to return home immediately;

· Arrange any support for the staff and injured in hospital;

· Obtain necessary documentation from the medical authorities e.g. death certificates, medical certificates indicating how injured may travel home, and case histories including x-rays;

· Retain receipts for all expenditure connected with the incident.

Appendix 4: Contacts at Bucks Council 
	Buckinghamshire Council Duty Resilience Office (DRO)
	07738 501 318 or +44 7738 501 318 from abroad

	Outdoor Educational Advisor
	Mike Harwin

Tel: 07890 395 028
Email: mike.harwin@buckinghamshire.gov.uk


	County Educational Visits Coordinator
	Tracey Erasmus

Tel: 01296 383030

Email: tracey.erasmus@buckinghamshire.gov.uk


	Outdoor Learning teacher / specialist provider of onsite LOtC and INSET / Lead for Bucks Outdoor Network and Forest Schools 
	Julie Lloyd-Evans

Tel: 07561 710590   

Email: LearningWithoutWalls@outlook.com


	Swimming Adviser
	Zoe Rogers

Tel: 01296 388222 ext 421
Email: swimming@ahs.bucks.sch.uk
Website: Bucks School Swimming Partnership (bssp.org.uk)




	EVOLVE website
	www.bucksccvisits.org 

	Health & Safety
	HR Service Desk

Tel: 01296 382233

Email: hrservicedesk@buckinghamshire.gov.uk

	Insurance 


	Rachael Ruddy

Tel: 01296 383197

Email: insurance@buckinghamshire.gov.uk
Or

Sue Clowe 

Tel: 01296 531168 

Email: insurance@buckinghamshire.gov.uk


	Transport
	clienttransport@buckinghamshire.gov.uk

	Resilience Team
	Stephen Irons

Email: stephen.irons@buckinghamshire.gov.uk
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