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Guidance for the planning, management and leadership of Educational Visits and Learning Outside the Classroom 
This guidance is mandatory for all Gateshead Council employees working with children and young people, including teachers in schools, Integrated Youth Support Service workers and any other Council staff providing Services for Children and Young People

Educational Visits Guidance – Code of Practice
1
Introduction
1.1
Definitions 
Activity Any specific element within a visit. This could, for example, refer to a particular activity such as swimming, but could equally refer to a specific element of the visit such as travel, residence or free time. Visits should be regarded as comprising a number of consecutive activities. 

Level One Visits Visits which do not include any of the higher-risk activities in Level 2. Although activities in Level One are generally lower-risk, they still require appropriate risk assessment. Visits to Gateshead Council facilities such as Whickham Thorns centre and WinG are classed as Level One for the purpose of approval. 

Level 2 Visits Visits which include any of the following activities: 

· travel outside the UK 

· adventurous or unusual activities that are potentially hazardous, including: 

· airborne activities 
· bushcraft
· canyoning, gorge walking, ghyll scrambling, river running etc. 
· caving and mine exploration 
· climbing 
· equestrian sports 
· fishing 
· high-level ropes courses 
· land-yachting 
· motor sports (inc quad biking and go-karting)
· mountain biking 
· open country, fell and mountain walking 
· power-kiting 
· snow sports 
· sub-aqua 
· swimming in open water and in pools without a lifeguard service 
· water sports (including canoeing, kite-surfing, sailing, surfing, water skiing, windsurfing, whitewater rafting) 
· wild camping 
activities (including field studies and orienteering) in remote or unusual hazardous environments, including: 
· areas more than 30 minutes walk from a road or refuge 
· coastal areas with significant tidal hazards 
· hazardous quarries 
· steep terrain 
These lists are not exhaustive: if in doubt advice should be obtained from the Educational Visits Advisory Service. Visits to Gateshead Council facilities such as Whichkam Thorns and WinG are classed as Level One for the purpose of approval. 

Emergency Base Contact A person who is contactable at all times during a visit and who acts as the communications link in an emergency (see 3.3.1) 

Educational Visits Events which involve children and young people being away from their normal school, centre or residential home premises, while in the care of the school or other service. Includes educational visits, outings, school trips, community-based activities and out-of-centre activities such as: local visits to parks, museums, libraries and sports facilities; cultural, educational, recreational and exchange trips; sport and outdoor activities outside the school/centre grounds; residentials; field trips. 

Educational Visits Co-ordinator (EVC) This is a person nominated by a school or other service, whose function is to co-ordinate the planning of visits and to provide a focal point for advice and information. 
External Provider Any person or organisation who is not employed by or part of Gateshead Council that is contracted to organise, provide or take responsibility for a visit or activity. 

Group Leader This is the person who has direct responsibility for the supervision and conduct of a group of children or young people during a specific activity, session or visit, including responsibility for the health, safety and welfare of the group. For specific activities an external provider may be responsible for the safety of the activity, but the Group Leader retains the overall responsibility. 

HASPEV The DCSF publication Health and Safety of Pupils on Educational Visits (HASPEV) and its supplements, available on the Educational Visits Advisory Service website at www.GatesheadVisits.org or on www.teachernet.gov.uk/wholeschool/healthandsafety/visits 
Hazard & Risk  A hazard is something with the potential to cause harm. Risk is the likelihood of it happening and severity of the consequences. 

Organiser  A person who initiates, plans and/or organises a visit and who may or may not act as a party or group leader. 

Visit Leader The person responsible for the visit (who may also be the organiser) and who will have overall responsibility for the safety and conduct of party members throughout the visit. The responsibility may at times be delegated to Group Leaders. For specific activities an external provider may be responsible for the safety of the activity, but the Party Leader or Group Leader retains the overall responsibility (see 3.4.10). 

Parents/carers The people with legal parental responsibility for the child in question. 

Risk See Hazard. 

Service Managers Managers of individual services who are responsible for the operational delivery of those services. 

Visit  The entire period between departing from and returning to the establishment or home base, including travel. A visit will often comprise a number of activities. 

Volunteer An unpaid helper or member of staff. 

1.2 
Acknowledgements 
Many of the details in this document are based upon the DCSF publication Health and Safety of Pupils on Educational Visits (HASPEV) (1998) and its supplements. Information has also been provided by the Outdoor Education Advisors’ Panel, and particularly by the advisors from Sunderland City Council and the North Yorkshire and East Riding of Yorkshire Councils. 

1.3 
Educational Visits Development Group 
Monitoring and review of the policy, procedures, guidance and training is supported by the Educational Visits Development Group, currently comprising: 

Insert list of Members of development group
1.4 Review 
The policy and guidelines will be reviewed annually by the Educational Visits and Outdoor Education Consultant in consultation with the Development Group, and any recommendations for change made to the Director of Children’s Services. 

2 
Management of Health and Safety on Educational Visits

2.1
Roles and Responsibilities 
2.1.1
Overall responsibility 
The overall responsibility for the health and safety of visits lies with the employer. For Council services, Connexions, community schools, community special schools, maintained nursery schools and pupil referral units the employer is the Council, which delegates the management of health and safety to Head Teachers and service managers. 
For Youth & Community Learning Service organisations the employer is usually the Council. Some voluntary management committees or boards of trustees of organisations providing Youth & Community Learning may employ staff directly. In this case they have employer’s responsibility for Health and Safety in relation to those staff.
For foundation schools, foundation special schools and voluntary aided schools, the employer is usually the governing body. For independent schools, the employer is usually the governing body or proprietor. Further details are contained in the DCSF guidance document Health & Safety: Responsibilities and Powers (2001), available at www.GatesheadVisits.orgor www.teachernet.gov.uk/wholeschool/healthandsafety/visits 
2.1.2 Outdoor Education Advisor
An Educational Visits and Outdoor Education Consultant is appointed by the Director of Children’s Services and fulfils the role described as Outdoor Education Advisor in HASPEV. This role is responsible for advising the Council on policy and good practice in Educational Visits and also manages the Council’s Educational Visits Advisory Service, which is responsible for: 
· issuing advice and guidance regarding Educational Visits; 
· organising and providing appropriate training for Educational Visits Co-ordinators; 
· assessing proposals for Level 2 visits (see 1.1); 
· setting the standards required of leaders and supervisors for specific activities, especially adventure activities; 
· monitoring practice. 
2.1.3 School Governors and Management Committees
Governing bodies should ensure that: 

· schools have a policy for Educational Visits, which includes a charging policy 

· Head Teachers and party/group leaders comply with these guidelines, the Council’s health & safety policy and other regulations 

· visits have clear objectives 

· they are informed about less routine visits and visits abroad well in advance 

· Council approval for Level 2 visits is obtained in line with these guidelines 

· Governing bodies of voluntary-aided and independent schools are the legal employer and so have a wider responsibility, including to: provide written guidelines including advice on risk assessment; assess proposals for certain kinds of visit; provide emergency support; ensure training needs have been addressed; provide access to named staff for advice; maintain appropriate insurance cover. In practice, they may choose to fulfil some of these responsibilities by using the services of the Council. 

2.1.4 Service Managers and Head Teachers 
Managers of services, including Head Teachers, are responsible for ensuring that: 

· visits comply with the Council’s Educational Visits and Outdoor Education Policy and Guidelines, the Council’s Health and Safety and other policies, and the school’s/service’s own policies and procedures 

· Group Leaders are competent to monitor risks throughout the visits 

· there is clarity about their own role if taking part in a visit, and to follow the instructions of the Party/Group Leader who will have sole charge of the visit/activity 

· adequate procedures are in place for safeguarding children from harm, including Enhanced CRB disclosures for staff and volunteers if they are to have unsupervised access to children or young people 

· risk assessments are completed and that adequate resources are available for implementing the identified control measures 

· planning and preparation have been properly completed 

· the needs of staff, children and young people have been considered, and training needs have been assessed by a competent person 

· party leaders have appropriate skills and experience for the group in question, will organise the party effectively, and are allowed sufficient time to organise visits properly 

· volunteers and non-professional staff are appropriate to supervise children and young people 

· Group Leaders are competent to lead activities and are familiar with proposed locations for activities 

· ratios of staff to participants are appropriate 

· proposals for visits are approved as required 

· informed parental consent has been obtained 

· arrangements have been made for medical needs, first aid and special educational needs as appropriate 

· appropriate travel arrangements are in place, including timings, pick-up and drop-off points 

· there is adequate and relevant insurance cover 

· an Emergency Base Contact has been nominated, and communication arrangements put in place 

· the Party Leader, Group Leaders and Emergency Base Contact have the names of all adults, children and young people in the group, and the contact details of parents/carers and of staff’s next of kin 

· contingency and emergency plans are in place and are known to all involved 

· if they provide adventure activities for children or young people from outside their own school/service, they hold an AALA licence if necessary (see 3.5). 

2.1.5 Organisers / Visit Leaders 
Organisers / Visit Leaders are responsible for ensuring that: 
· the prior agreement of the Service Manager / Head Teacher is obtained before any visit takes place 

· they comply with these guidelines, the Council’s Health and Safety and other policies, and the school’s/service’s own policies and procedures 

· a deputy is appointed if necessary 

· the roles of all group supervisors have been clearly defined and all tasks clearly assigned, and that supervisors are fully aware of what the proposed visit involves, have details of any special educational or medical needs within the group, have details of the school/base contact, and are aware of the emergency procedures 

· they are able to appropriately control and lead the children and young people involved 

· they are suitably competent to lead the activities and are familiar with the locations chosen 

· they are aware of child protection issues and procedures 

· adequate first aid is available 

· adequate planning and preparation is completed, including briefing group members and parents/carers 

· risk assessments are undertaken and recorded, and suitable & sufficient control measures are in place 

· regular visits are reviewed and adjusted as necessary, informing the Head Teacher / Service Manager as appropriate 

· have enough information on the children and young people involved so as to be able to assess their ability to take part in the visit 

· they stop the visit if the risks become unacceptable, and have procedures in place for such an eventuality 

2.1.6 Employed staff 
Staff involved in visits act as employees of the Council or the governing body, whether the visit takes place within normal hours or outside those hours, by agreement with the Head Teacher / Service Manager. They must do their best to ensure the health and safety of everyone in the group and act as any reasonable parent/carer would do in the same circumstances. They should: 

· read and understand the risk assessments for the visit, paying particular attention to the control measures identified to reduce the risks 

· follow the instructions of the group leader and help with control and discipline 

· consider stopping the visit/activity, notifying the Party Leader, if they think the risk to the health and safety of the children or young people in their charge is unacceptable 

· follow the Council’s Code of Conduct 

2.1.7 Adult volunteers 
Volunteers (including parents/carers who accompany the group) also have a responsibility to do their best to ensure the health and safety of everyone in the group. They should: 

· read and understand the risk assessments for the visit, paying particular attention to the control measures identified to reduce the risks 

· be clear about their role and responsibilities 

· not be left in sole charge except where it has previously been agreed as part of the risk assessment 

· have obtained an Enhanced CRB disclosure if they are to have unsupervised access to children or young people 

· follow the instructions of the Party/Group Leader and professional staff and help with control and discipline 

· speak to the Party/Group Leader or professional staff if concerned about the health and safety of anyone in the group at any time 

2.1.8 Children and Young People 
The Party Leader should make clear to children and young people that they must: 

· not take any unnecessary risks 

· follow the instructions of staff including those at the visit venue 

· dress and behave sensibly and responsibly 

· if abroad be sensitive to local codes and customs 

· look out for anything that might hurt or threaten themselves or anyone in the group and tell staff about it 

· any children or young people whose behaviour is considered to be a danger to themselves or others may be stopped from going on or continuing with a visit, The educational aims of the visit for these children or young people should be fulfilled in other ways where possible. 

2.1.9 Parents/carers 
Parents/carers should: 

· be able to make an informed decision on whether their child should go on the visit - the Organiser should ensure that parents/carers are given sufficient information (normally in writing) and are invited to any briefing sessions (special arrangements may be necessary for parents/carers for whom English is a second language) 

· be informed how they can help prepare their child for the visit by, for example, reinforcing a code of conduct 

· be asked to agree the arrangements for sending a child home early and who will meet the cost. 

· be asked to sign a consent form, including providing relevant information about their child’s emotional, psychological and physical health, and emergency contact details (this may be a blanket consent – e.g. at the beginning of a school year - for routine visits or a specific consent for a more unusual visit). 

Sometimes parents/carers accompany visits, perhaps as volunteers to help with the group, or (often with very young children) to support and supervise their own children, or (e.g. in a community group) as a member of the group. The Party Leader and parents/carers should be clear about the role and responsibilities of parents/carers in such situations, and be aware of and risk assess potential conflicts of interest when a parent/carer has a group supervision role with their own child in the group
2.2 Management Arrangements within a school or other service 
Any school or service which provides Educational Visits should have the following arrangements in place: 

· a policy statement (see 2.3.1) 

· a trained Educational Visits Co-ordinator (EVC) (see 2.3.2) 

· arrangements for approval and monitoring of visits (see 2.3.3) 

· generic risk assessments for commonly-used activities (see 2.3.4) 

· operating guidelines (see 2.3.5) 

2.2.1 Policy statement 
This should set out the rationale behind the provision of Educational Visits, including an explanation of links with the overall values, aims, ethos, curriculum etc. of the school/service, and a policy for how charges are made for visits. 

2.2.2 Educational Visits Co-ordinator (EVC) 
Head Teachers and Service Managers should nominate a competent member of staff as Educational Visits Co-ordinator (EVC). In smaller schools/services this function may be taken by Heads/Managers themselves. The function of an EVC is to co-ordinate the planning of all visits so that they meet the requirements set out in these guidelines, and the requirements of the school/service. Detailed guidance on the functions and competence of an EVC is given in a HASPEV supplement – Standards for LEAs in Overseeing Educational Visits, available at www.teachernet.gov.uk/_doc/2576/STANDARDS%20LEAS%20FINAL%202002.doc . The Educational Visits Advisory Service provides induction training and ongoing support and information for EVCs, and should be informed of appointments and changes. 

2.3.2 Arrangements for approval and monitoring of visits 
Service Managers and Head Teachers should put in place clear procedures for the approval of proposed Educational Visits, including the appointment of an Educational Visits Co-ordinator (EVC) and ensuring the EVC attends initial and refresher training. Service Managers and Head Teachers should also ensure staff are given clear information about what level of authority is required for certain kinds of visits. For non-routine visits, Organisers should be required to obtain outline approval from senior management and/or EVC before any detailed preparation is undertaken and before children and young people are informed and their expectations raised. Prior approval must be sought for Level 2 visits from the Council’s Educational Visits Advisory Service unless authority for such approval has been specifically delegated to Service Managers (see 2.3.3.1). Visits should be regularly monitored to ensure that safety and quality requirements are met in practice. Monitoring of a proportion of Level 2 visits will also be carried out by the Educational Visits Advisory Service.
2.3.3 Approval of Level 2 visits 
Unless authority for such approval has been specifically delegated to Head Teachers or Service Managers, prior approval must be sought for Level 2 visits (see 1.5) from the Educational Visits Advisory Service. Requests for approval should be made at least four weeks before a planned visit - longer if the visit is unusual or complex. This must be done via EVOLVE, the electronic system. Where a series of visits is planned (e.g. a regular after-school canoeing club), then a single approval may be agreed for the entire series. In addition, residential visits, even if they are not a Level 2 visit (i.e. not overseas or involving adventurous activities) must be entered into EVOLVE before the visit takes place. 
Authority for approval of Level 2 visits, or for specific activities, may be delegated to Head Teachers or Service Managers by agreement between the relevant Head of Service and the Educational Visits and Outdoor Education Consultant. This is appropriate for schools and services that routinely provide adventurous activities, and which have in place a robust system for ensuring their safety, including access to technical advice regarding the activities undertaken. 

2.3.4 Generic risk assessments for commonly-used activities 
These risk assessments should be used as a basis for specific risk assessments by Party/Group Leaders, taking into account the specific characteristics of their group and other variables. 
2.3.5 Operating guidelines 
These should describe the agreed arrangements within the school/service for organising and running a visit, including for example: 

· roles and responsibilities of designated staff 

· details of the approval and monitoring system 

· details of financial systems and procedures 

· standard letters/forms for parental consent etc. 

· practical guidance for managing specific activities frequently provided by the school/service based upon generic risk assessments (e.g. detailed requirements regarding ratios, transport, supervision, emergencies, etc) 

· standard emergency procedures, to be adapted for specific visits 

2.4 Monitoring 
The Educational Visits Advisory Service monitors visits for safety and quality assurance, and to provide a means of feedback and guidance. Monitoring may take place by: 

· an appointment with the Service Manager / Head Teacher / EVC to review relevant procedures and documentation, including policies, risk assessments and plans for specific visits, or to observe a visit 

· an unannounced spot-check of a visit in progress 
The monitoring process is intended to be positive, supportive and developmental. As appropriate, initial feedback and recommendations will be given verbally to the Party Leader / EVC and a written report will be produced for the Service Manager / Head Teacher / EVC. If there are concerns as a result of monitoring, the Advisory Service will refer the issues to the Party Leader or EVC. Areas of significant risk will also be referred to the Service Manager / Headteacher, and high risk issues which cannot be resolved at the school/service level will be referred to the Director of Children’s Services. 

2.5 Emergency response 
Schools and other Services should have emergency plans in place for any visit. Guidance about emergency planning and response is provided in section 3.3 In the event of a serious incident, or an incident involving the media, or when the school/service requires the support of Council officers, the Director of Children’s Services should be informed immediately on 0191 433 3000. In the event of a death or serious injury (or an injury which might involve an employee in more than 3 days off work), the Council’s Health and Safety team should be contacted immediately on 0191 561 2375. Out of office hours, or in the event of a major incident, the Council’s Care Call Control Room should be contacted on 0191 433 2648 or 0191 433 2650. The Control Room will inform the relevant authorities and co-ordinate communications with key people within the Council. 
The Director of Children’s Services will co-ordinate support for the school or service involved in the incident. The nature of support provided will depend upon the nature of the incident. It may include: 

· Responding to specific requests for help 

· Sending senior officers to the site of the incident and the school/service base in order to give practical and moral support to staff and children and young people 

· Dealing with parents/carers and next of kin, and offering support to them when needed 

· Dealing with the media 

· Dealing with investigations by the Police, HSE, AALA, etc. 

· Liaising with local authorities abroad and in other areas of the UK 

· Providing logistical support such as emergency travel and accommodation arrangements 

· Liaising with insurance companies 

· Providing psychological support and counselling 

3 Planning and Managing Visits 
3.1 
Educational Visits Advice 
This service provides detailed information and advice regarding the planning and organisation of Educational Visits. This is available at www.GatesheadVisits.org.uk, by phone on 0191 433 3743 or by email to BillHaylock@Gateshead.gov.uk . The service provides training for Educational Visits Co-ordinators and visit leaders, for which a charge is made. The Advisory Service works with schools and other services to monitor practice and to approve proposals for Level 2 visits. 
3.2 The planning process 
A suggested planning checklist is provided (see 5.1), which can be adapted by schools and other services for their own use. Such a checklist acts as a guide for planning a visit and can be used as a record of approval. It is not necessarily exhaustive, and may contain elements irrelevant to some visits. Key points to consider when planning a visit include: 

· Careful thought must be given as to the suitability of the proposals for the particular children and young people involved. 

· Proposals should indicate clear intended benefits and objectives. 

· Some types of visit may involve significantly more planning and preparation than others, for example: with younger children or those with special needs; visits abroad; residentials; adventure activities. 

· School / service policies should be reflected where appropriate in the planning, organisation and management of visits. 

· Repeat visits or activities may not require as much preparation as one-off trips or something organised for the first time, but they require exactly the same care in their management. Complacency can be dangerous. 

· The previous experience of staff at the relevant level of activity with similar groups of children/young people should be considered carefully. 

· A post-visit review should be seen as an integral part of the visit, as documented information will inform the planning of future visits. 

3.3 Detailed planning guidance 
3.3.1 Risk assessment 
Risk assessment is a legal requirement for Educational Visits as it is for all work activities. An assessment of risk does not need to be a complicated process. It is simply a systematic examination of what might harm people, and should be based on common sense. The reasons for undertaking a risk assessment and writing it down include: 

· Deciding whether to proceed, modify or cancel a proposed visit or activity 

· Deciding what precautions need to be taken to prevent unnecessary harm 

· Making the planning process systematic and thorough 

· Informing all those involved about the risks and precautions 

· Providing evidence for those responsible for approving a visit 

· Demonstrating that good practice has been observed in the case of an incident 
There are three levels of risk assessment: 

1. A written generic risk assessment highlights hazards and control measures commonly associated with general locations, events or activities. This can be helpful in providing the foundation for a specific risk assessment. A number of generic risk assessments are available on the Educational Visits Advisory Service website which may be adapted and used. Schools and other services will find it useful to have their own generic risk assessments for frequently-undertaken activities. These must be regularly reviewed and updated. 

2. A written specific visit risk assessment of the visit, including the particular risks of the venue and programme, the medical and behavioural needs of the group and the expected environmental conditions during the visit. This is usually completed by the visit Organiser, with advice and guidance from the EVC. 

3. An “on-going” or “dynamic” risk assessment is not normally written down, but involves leaders actively responding according to circumstances, and making sensible judgments to manage risks as they occur during the visit. This is particularly the responsibility of the Party Leader and Group Leaders, but all group members should be encouraged to take responsibility for their actions and to be alert to dangers that might affect themselves or others. 
Risk assessment requires an understanding and use of two essential terms: 
1. “Hazard” is something with the potential to cause harm cause 

2. “Risk” is the likelihood that someone will be harmed by a hazard, and the severity of the consequences 
The process of formal risk assessment can be described in five steps: 

1. Identify significant hazards. It is not necessary to consider trivial hazards or extremely unlikely and unforeseeable occurrences. 

2. Identify the significant risks that might lead to injury or illness, including who could be harmed (including staff and members of the public as well children and young people) and to what extent. Additional consideration must be given to those at greater risk such as under-5s and those with special needs and medical conditions (including mental health). 

3. Consider if the hazards can or should be removed. If not, identify controls measures to be taken to reduce the risk as far as is reasonably practical. Some risk may remain even after all reasonable precautions have been taken. It is not necessarily desirable, or even possible, to eliminate all risks – the aim is to reduce risks to an acceptable level. What is acceptable is a matter of judgement, which should be informed by reference to recognised standards of good practice. For higher-risk and unusual activities, specialist advice may be required. A common control measure is to employ staff who are competent, experienced and qualified in leading the activity in question. 

4. Identify any further actions necessary. These might include the need for additional staff training. 

5. Record all these findings on the risk assessment form and ensure that this information is communicated to all those responsible for supervision. 
The number of variables that influence the risks involved in a particular visit are considerable. A change in the variables could lead to a different assessment outcome. Where visits are on-going or repeated, (e.g. weekly visits to a swimming pool, or an annual school camp), a generic risk assessment may be written but it is essential that before each visit it is reviewed in the light of specific circumstances, including the nature of the children or young people involved. It is important that risk assessment does not stop with the filling in of the form – it must go on continuously during a visit. This is often called ‘dynamic’ or ‘on-going’ risk assessment but it could be referred to as ‘applied common sense’. 
3.3.2 Informed parental consent 
The appropriate level of parental consent depends upon the type of visit. Visits that are low risk, part of the curriculum and take place within the school day do not require parental consent. E.g. walk to the local park or library. This type of visit will not usually require parents/carers to be informed about the individual visit. The information about this type of visit will usually be found in a school prospectus.

If a visit is further afield but still fulfils the above criteria then informing parents about the visit is appropriate but consent is not required. Examples include using local transport to visit a Computer Learning Centre or going in a school minibus to visit Durham Cathedral. 
All other visits require informed parental consent. 
The amount of information parents/carers need will depend upon the type of visit planned and the level of risk involved. As a general guide, parents/carers should be sufficiently informed that, in the unlikely event of an accident, there should be no justifiable grounds for them complaining that “I would never have allowed my child to go if I had known...” 
The decision about how to communicate and the level of consent/information required can be part of the risk assessment process. For routine visits from a school or other service that are outside the curriculum and school day then blanket approval may be sought. E.g. after school matches. 
For non-routine visits, including residentials, overseas visits and those involving adventurous activities, hazardous outdoor environments, or remote supervision, parents/carers should be provided with detailed specific information, and specific written consent obtained. If the plan for the visit changes significantly after parental consent has been obtained, parents/carers should be informed and provided with an opportunity to respond. If the visit is residential it is good practice to arrange a meeting where parents/carers can meet the leaders, discuss all aspects of the visit, and address any concerns. It is sensible also to record those present at any meetings, and to ensure that any absentees are fully briefed at another time, or by other suitable means. The following information should be clearly given to parents/carers, where relevant, preferably in writing so there can be no misunderstanding: 

· dates of the visit 

· the visit’s purpose and aims 

· times, location and arrangements for departure and return 

· transport arrangements including the name of any travel company, and whether private vehicles are to be used 

· size of the group and level and nature of supervision (including staffing ratios, and any times when remote supervision might take place) 

· details of accommodation with security and supervisory arrangements on site 

· details of provision for special educational or medical needs 

· procedures for children and young people who become ill (including location of nearest doctor/hospital) 

· names of leader, of other staff and of other accompanying adults (and relevant qualifications, training and experience) 

· details of the programme and activities planned, and of how the assessed risks will be managed 

· expected standards of behaviour, and consequences of misbehaviour 

· policy on smoking, alcohol and drugs 

· repatriation arrangements if a child or young person needs to return home, either through illness or unacceptable behaviour 

· what should not be taken on the visit (or brought back!) 

· details of insurance 

· clothing and equipment to be taken 

· pocket money to be taken 

· the information required from parents/carers and what they are asked to consent to 

· on exchange visits, details of host families and suitability checks which have been made 

· details of costs and payment arrangements (including cancellation/refund conditions) 
The following information should be requested from parents/carers, where relevant, preferably in writing: 

· any relevant special needs or disabilities – i.e. those that might affect the health, safety or welfare of the child or others in the group, or that could foreseeably impact upon the visit arrangements in some way 

· allergies/phobias/illnesses their child may have, or be prone to 

· details of any medication their child will be taking (including dosage), and how this is to be carried, stored and administered (and by whom) 

· any contagious or infectious diseases suffered within the family during the preceding 4 weeks, and any other recent illnesses suffered by their child 

· the name, address and phone number of their child’s GP 

· any special dietary or medical requirements 

· whether their child suffers from travel sickness 

· their child’s ability to swim in the pool or open water, and their level of confidence and safety awareness 

· the parental address, and home, work and mobile phone numbers 

· an alternative contact, with their phone number and address 

· consent to photographs/video being taken for a specific purpose 

· any other relevant information which the parent/carer thinks should be known (e.g. tendencies to sleepwalk, toileting difficulties, behavioural issues) 
It should be made clear to parents/carers that this information will be kept confidential, but that necessary information may need to be shared, in the interests of health and safety, with other leaders and external staff (e.g. from a residential centre or outdoor activity provider). Forms for residential and overseas visits should also normally include parental/guardian consent for any emergency medical treatment, including anaesthetic or blood transfusion, which may be considered necessary by the medical authorities. This may be particularly relevant if urgent hospital treatment for a child is required but the parents/carers cannot be contacted. It is possible that a surgeon in another country might be reluctant to operate on a child unless assured that the Party Leader had parental authorisation. In the UK, emergency medical treatment does not necessarily require consent, but some parents/carers may have cultural or religious objections which leaders should be aware of, and should bring to the attention of the medical practitioner. 
Parents/carers should be informed, and their consent obtained, for transporting children and young people in private vehicles. This is particularly important if the driver is a volunteer or another young person. It is helpful to be able to reassure parents/carers that reasonable checks have been carried out to establish that the driver and vehicle are safe, and that the driver has been suitably briefed regarding their responsibilities. 
For children and young people who are fostered or in care, their Social Worker should first be consulted to ensure that appropriate consent is obtained. If a child or young person is a Ward of Court, advice should be sought from the court in relation to visits abroad. 
A sample parental consent form is available on the Educational Visits Advisory Service website at www.GatesheadVisits.org. 

3.3.3 Individual needs 

It may be necessary to consider additional measures to fully include and support children and young people with special or medical needs during a visit. Careful consideration should be given to each individual’s needs, and guidance should be obtained from the individual(s) concerned, their parents/carers, and others with appropriate knowledge and experience. Extra preparation time may be needed to visit proposed destinations and to check on access or other relevant issues. Depending upon each individual’s needs, some or all of the following issues may need to be addressed: 

· Staffing levels, skills, experience and support 

· Staff training – e.g. manual handling 

· Staff briefing – aware of abilities, needs, resources and responsibilities 

· Medication requirements, storage and procedures 

· Specialist equipment 

· Emergency procedures 

· Access to external medical services 

· Overnight supervision and cover 

· Physical access – transport, buildings/different floors, bathrooms, toilets/showers, activities etc. 

· Other relevant access issues – for sensory and physical impairments, mental illness, and learning disabilities 

· Facilities and signage 

· Dietary needs 

· Insurance – pre-existing medical conditions 

· Liaison with external service providers 

· Specific risk assessment
Further guidance may be obtained from the DCSF document Managing Medicines in Schools and Early Years Settings available at http://publications.teachernet.gov.uk/eOrderingDownload/1448-2005DCL-ENv3final.pdf 
3.3.4
Transport 
The Organiser must take reasonable steps to check that any transport used during the visit is suitable and safe, and that any specific Council or legal requirements are met. Some generic risk assessments for transport are available on the Educational Visits Advisory Service website. Carriers are obliged to ensure the safety of passengers, but clearly the management of children and young people is the responsibility of the Party Leader. Sufficient time should be allowed before the journey to allow group members to be fully briefed regarding safe procedures. When travelling by road, the law regarding the use of seatbelts and child seats must be followed. 

Coaches 
The coach operator’s licence is the basic safety standard, but does not necessarily guarantee the quality of the coach firm. The industry has a trade association, the Bus and Coach Council, and membership requires companies to meet identified standards. As part of the risk assessment, assurances should be obtained from coach companies that they meet accepted standards as well as legal requirements. A standard letter for this purpose is provided on the Educational Visits Advisory Service website at www.gevas.org. The number of adults supervising a group on a coach should be determined by risk assessment, including the level of supervision needed should it be necessary to disembark in the event of a breakdown or emergency. Although it is not a legal requirement for children under 14 to do so, they should wear a seat belt in buses and coaches when they are fitted. Young people over 14 are required in law to do so. 

Minibuses 
The use of minibuses must follow the guidance which can be found on the website at www.GatesheadVisits.org.uk  If hiring a minibus with driver the guidance for coaches should be followed. Council vehicles have comprehensive insurance cover in the UK. Extra arrangements will need to be made for foreign travel including motor breakdown. The Council’s Insurance Section will provide advice. 

Private Cars 
Transport by private vehicles must be risk-assessed. Statistically, accidents are much more likely in private cars than in coaches or minibuses. There is less assurance of either the roadworthiness of the vehicle or the skill of the driver. It is also more difficult for the Party Leader to exercise control of the party when it is split up into a number of different vehicles. If staff or parents/carers use their own cars the school/service should check that the following documents are in order: car tax, insurance (staff insurance should cover business use), MOT and driving licence. A standard letter for use with parents/carers is available on the Educational Visits Advisory Service website. Parents/carers should be informed clearly if their child is to travel in a private car, and who will be the driver. A clear distinction should be made between informal arrangements between parents/carers and formal arrangements made by the school/service with parent-drivers. Particular caution should be applied if a young person is the driver - by the nature of their age, these drivers will be inexperienced and there is a significantly higher risk. This option should only be used when the driver and vehicle are definitely suitable. It is important that the parents/carers of the passengers and of the driver are fully informed and give their written consent. Children under the age of 12 and less than 1m 35 cm (4ft 5in) in height are required to use an approved child restraint in a private car, goods vehicle or van (but not currently in the rear of taxis or in buses, coaches and minibuses). There are some exceptions for certain circumstances, but these do not apply to children under 3. Details are available at www.thinkroadsafety.gov.uk/campaigns/childcarseats/pdf/law-leaflet.pdf. Drivers should not be put in a position where they are alone with a child or young person. The Organiser should arrange a central dropping-off point rather than individual home drops. Council policy is that adults working regularly with young people must be CRB checked - this does not always apply to a parent/carer who occasionally transports children. The following recommendations should be followed: 
· Parents/carers and volunteers should be issued with guidance about appropriate contact with children and young people 

· The departure and collection point should normally be the school an equivalent establishment 

· Vehicles should travel in convoy 

· Parents/carers should always transport their own child if possible 

Taxis 
Taxis or private hire vehicles used to transport children and young people must be licensed by the local Council. Further information is available from the Transport Manager in Local Environment Services.  A child under the age of 12 and less than 135 cm (4ft 5in) in height must use a correct child restraint in the front seat of a taxi / private hire vehicle, but this is not required by law in the rear seats. However, schools/services that regularly use taxis should consider providing appropriate restraints. 
Trains and Air Travel 

As with coaches, the carrier is responsible for the safety of the journey, but this does not remove the need for good supervision. Party Leaders should know the whereabouts of the party all the time, especially in airports and at stations. This requires skilful management. It is worth enquiring of the carrier their arrangements in the events of delays or cancellations. 

Underground trains 

This can be an intimidating and potentially hazardous method of travel for parties of children, especially if they have not used it before. The Group Leader must ensure strict supervision, discipline and clear instructions regarding the destination and what to do if separated from the party or in the case of an incident. 


Ferries and other watercraft 
Again the carrier is responsible for the safety of the journey but the environment of a ferry is an area of high risk. In addition to the usual controls it is imperative that no child is allowed on deck without supervision. 
Smaller watercraft 

Whilst it can be reasonably assumed that large vessels such as cross-channel ferries are operating within licence requirements, groups using watercraft such as pleasure boats, local ferries, barges, narrow boats and fishing boats should check that such craft and skippers are properly licensed by an appropriate authority and used within the remit of their licence. Information about requirements can be obtained from the Maritime and Coastguard Agency (www.mcga.gov.uk 0870 600 6505) or British Waterways Board (www.britishwaterways.co.uk 01827 252000). 

Other forms of transport 
(e.g. trams, cable-cars, horse-drawn vehicles etc.) Organisers should obtain or have previous experience of all forms of transport that the group plans to use so that risks can be realistically assessed and managed. 

Transport abroad 

Standards vary from country to country, and the risks involved in travel can be significantly higher in certain parts of the world. Every effort should be made to ensure that transport used complies with local laws and best practice, and that the decisions about transport are informed by risk assessment, including on-going dynamic risk assessment. 

3.3.5 Accommodation and venues 

The Organiser must take reasonable steps to check that any accommodation that is used, and any venues (e.g. castles or museums) that the group plans to visit, are suitable and reasonably safe. This risk assessment should take place at the planning stage (e.g. checking that a hotel has a valid fire certificate or fire risk assessment), and during the visit (e.g. checking that the fire exits are clear and well-signed). Checks should be reasonable and proportionate to the circumstances. For example, it would be sensible to check carefully beforehand by a pre-visit a hotel to be used for a week’s residential visit, but it would be impractical and unreasonable to make prior checks on every service station that the group might stop at en route unless the nature of the group presents particular risks. Evidence of the standard and safety of services provided can be obtained by using one or more of the following means: 

· ask the provider to complete an EV2 form (available for download on www.GatesheadVisits.org.uk)
· carry out a pre-visit inspection 

· use experience from previous visits 
· check if the venue has a Learning Outside the Classroom Council Quality Badge
· gain information from websites and other documentation. 
Party leaders should maintain an ongoing risk assessment during the visit. Conditions may have changed since earlier inspection visits, and additional unforeseen hazards may be present. Leaders should be particularly alert to hazards that become apparent at venues that they have not previously visited or checked. They should beware of complacency, and check carefully with the manager of the accommodation/venue to see if significant changes have occurred, and what impact they might have upon the group’s visit. A record of the address and other contact details of any residential accommodation used should be left with the EVC and Emergency Base Contact. 

3.3.6 Supervision and ratios 

Effective supervision is critical to maintaining the safety and welfare of children and young people on Educational Visits. There are no fixed legal requirements for staffing ratios or for the number of qualified professionals as leaders. There are so many variables involved in any visit that it is not helpful or practical to be prescriptive. Whilst the following recommendations are based upon established good practice, each visit must be individually risk assessed, and judgments regarding supervision levels should made accordingly. Children and young people must be adequately and effectively supervised at all times by an appropriate number of responsible adults, who have been assessed as suitable and competent to carry out their roles (to be “supervised” does not necessarily require staff members to be physically present with the group at all times – see the guidance on remote supervision 3.2.9). The Service Manager / Head Teacher is responsible for determining suitable levels of supervision, but this might be delegated to a suitably competent EVC. There should always be a qualified professional (e.g. a Teacher in the case of a school) with overall responsibility for supervision during a visit. In most circumstances, this professional will actually lead and accompany the group, but there are some circumstances when it may be acceptable for another adult to take this role. The accompanying adult should be employed or engaged by the school/service in a role with appropriate supervisory responsibilities and experience (e.g. a Higher Level Teaching Assistant), and will remain subject to the direction and supervision of an appropriate professional, in accordance with the school/service policy. For example, the DCSF states that appropriately qualified and experienced Higher Level Teaching Assistants might “deliver out-of-school learning activities, within the guidelines established by the school”. It also makes clear, however, that “accountability for the overall learning outcomes must rest with the teacher” (see www.teachernet.gov.uk/remodelling for further details). Such decisions should be part of the overall risk assessment, which should consider whether the supervisor: 

· is suitable, competent and experienced 

· has received relevant training 

· has been briefed fully regarding their role and responsibilities 

· is knowledgeable and familiar with the emergency procedures 

· is CRB checked 

· is able to contact and obtain assistance if required. 
Organisers should be aware of issues that may arise when a member of staff and their own child take part in a visit together. These may be particularly acute when the child is of a different age or ability from the rest of the group. Risk assessment should consider factors such as motivation and potential conflicts of responsibility. Parents/carers should be fully informed about, and give their consent to, supervision arrangements. Factors to consider when deciding staffing ratios will include the: 
· age, aptitude, experience, behaviour patterns and gender of the group 
· length and type of journey (particularly if staff driving is involved) 

· nature, location and duration of the visit or activity 

· special educational, medical or other needs 

· the health and fitness, experience and competence of the staff 

· requirements of the provider/venue to be visited 

· weather conditions 

· availability of prompt outside assistance 

· mobile phone/radio signal coverage between sub groups 

· arrangements if one or more staff members are taken ill, need to return home, or need to accompany someone to hospital, etc. 
In most situations, it is preferable for the number of staff who have a professional duty of care (e.g. who are employed as Teachers and Teaching Assistants) to be at least equal to the number of volunteer leaders. However, for groups that need high staffing ratios, and thus depend upon a large number of adult volunteers, this is unnecessary and unlikely to be the case. 
When more than one member of staff is working with a group, then at any time it must be clear who has the overall responsibility for the safety of the group in order to avoid confusion. Ratios for residentials, and for visits abroad, should take account of the 24-hour responsibility, the need for staff breaks and reserve capacity, and gender issues. Whilst staffing costs and cover availability are factors to consider, the safety and welfare of children and young people must not be compromised. The following are recommended minimum ratios for staff to accompany visits, based upon DCSF guidance: 

· age 0 to 2: 1 adult for every 2 children 

· age 3 to 4: 1 adult for every 4-6 children 

· school years 1 to 3: 1 adult for every 6 children 

· school years 4 to 6: 1 adult for every 10-15 children 

· school year 7 and above: 1 adult for every 15-20 children or young people. 

A minimum of two staff should accompany a group except where risk assessment indicates that this is un-necessary. 
For hazardous activities and certain types of group, the staffing ratios often need to be higher. On occasion, with appropriate groups and settings, it may be acceptable to work with lower ratios. 
3.3.7
Behaviour 
Risk assessment and the nature of supervision should take into account the likely behaviour of the group, and any individual communication difficulties. Young people should know and agree to a code of conduct (which should include clear statements about smoking, alcohol, illegal substances and sexual behaviour, and the relevant sanctions). It is important that sanctions for one individual do not diminish the value of the programme for the remainder of the group. Incidents may need to be followed up on return, and so facts should be recorded at the time. If negative behaviour involves people outside of the group, or engages the attention of the police or other authorities, the Group Leader should co-operate with the authorities but the safety and welfare of group members (including wrong-doers) should remain the priority. Senior management should be informed immediately of serious incidents, or if incidents might attract press attention. If overseas, and the incident or accusation is serious, the nearest British Consul should be contacted. 

3.3.8 Safeguarding – Child Protection 
The nature of visits, especially residentials, can lead to particular risks, often linked to accommodation and ‘free time’. The planning of visits, including risk assessment, should include consideration of safeguarding issues, and must follow the school’s/service’s safeguarding policies and procedures. Visits can also provide opportunities for children and young people to disclose information to staff. All staff have a responsibility to listen to and take seriously what young people are saying in relation to disclosures, for example about: 

· their safety/well-being at home 

· their safety/ well-being whilst on the visit 

· the safety/well-being of a friend or another child 

· a staff member at the activity centre or accommodation 

· a staff member accompanying them on the visit 
If a child makes a disclosure, staff should: 

· listen carefully to what they are saying 

· not make any promises to the child (e.g. to keep what is said confidential) 

· immediately share concerns raised with the school’s or service’s Designated Person (who should be appropriately trained) 
Advice may be obtained from the Education Child Protection Officer.
3.3.9 Remote supervision 
Remote supervision may be used during an activity where it is considered appropriate for children or young people not to be under the direct supervision of staff for a time (e.g. during a visit to a museum or zoo; a town survey; shopping; orienteering). These activities can provide important opportunities for young people to develop independence and self-reliance. Leaders should be aware that even in seemingly the most carefully monitored and controlled situations, children and young people (and adults!) can get lost by making unpredictable or irrational decisions. Whilst it is valuable for young people to learn from their mistakes, leaders still have a duty of care, and should put into place appropriate control measures to ensure that any mistakes are unlikely to have serious consequences. For this reason, remote supervision should be gradually and progressively introduced. Particular attention needs to be given to the training and information provided to children and young people before direct supervision can be withdrawn, and parents/carers need to be fully informed and give their consent. Strategies for remote supervision may include some or all of the following. 
Some of these could be used as procedures for a child becoming separated from a group during direct supervision. 

· Clear physical and time boundaries 

· A specified meeting place at the end of the activity 

· Instructions of what do in an emergency or if lost or concerned, perhaps written on tags or cards 

· A means of contacting staff, including knowing where staff can be found 

· group sizes (e.g. pairs or threes) with instructions of what to do if split up 

· Remote observation or shadowing 

· Distinctive clothing 

· A means of staff contacting individuals and terminating the activity 
For the remote supervision of adventure activities, see 3.4.4. 
3.3.10 Managing large groups (e.g. at theme parks or sports events) 
The value of such activities should be carefully considered before deciding to proceed. Clear, realistic strategies are necessary to ensure a successful visit. The supervision and behaviour management control measures must be planned beforehand, which means that the venue must be known and manageable. For example, any rides or activities must be suitable for the group. A code of conduct agreement is an essential starting point. Most theme parks have detailed risk management systems and will be clear about how they wish groups to operate, and provide meeting places and other facilities. The possible behaviour of other user groups and members of the public must be taken into account and everyone must be briefed on an incident plan. 

3.3.11 Staff competence and qualifications 
Leaders should be assessed as competent and suitable for the planned visit. Competence and suitability derive from: 

· leadership and group management skills 

· common sense and sound judgement 

· personal qualities such as reliability, patience and calmness 

· an awareness of hazards and alertness to safety issues 

· an ability to carry out a dynamic re-assessment of situations, where necessary 

· an appreciation of one’s own and other leaders’ abilities, roles and limitations 

· good organisational and risk management skills 

· experience of the environment to be visited and activities involved 

· experience of leading similar visits 

· an understanding and appreciation of the objectives involved 

· good working relationships with the children, young people and other staff involved 

· knowledge and understanding of individuals’ abilities and needs 

· appropriate training in relevant activities and environments 

· appropriate training in first aid and crisis management 

· relevant qualifications 

· knowledge and understanding of relevant policies and procedures 

· references and Enhanced CRB checks 
Whilst a degree of competence can reasonably be assumed from professional qualifications - such as Qualified Teacher Status; Diploma in Social Work; NNEB Diploma in Nursery Nursing; Diploma in Youth Work; Accredited Practitioner of the Institute for Outdoor Learning (APIOL), a relevant leadership or coaching qualification - it is important that other factors such as experience and personal qualities are also taken into consideration. Suitability is a matter of judgement of the character, attitude, skills and experience of the person to undertake the required level of supervision. It assumes a mature and responsible outlook, and general conduct and behaviour that is appropriate. 
Specific additional technical competences are required for leaders of outdoor and adventure activities including field studies, camping and activities in or on water. See 3.4.1. 

3.3.12 Finance 
The Organiser should ensure that: 

· the visit is accurately costed and budgeted for 

· adequate allowance is made for additional unforeseen costs and changes in circumstances (e.g. late cancellations; changes in exchange rates) 

· financial plans – especially for more complex and committing visits – are checked and agreed first Service Manager / Head Teacher before commitments are made 

· legal requirements for charging are met (see 3.2.13) 

· no financial commitments are made until the visit has outline approval 

· parents/carers are clearly informed if they are to be charged or asked to make voluntary contributions, and be given enough time to prepare financially for the visit 

· for significant expenditure, such as a ski trip with a tour operator, a number of quotes should be obtained 
When money is collected towards a visit, a separate bank account or sub account should be opened in the name of the project in order to keep the funds separate from other funds and private accounts. Such accounts must be available for scrutiny by auditors if required. Parents/carers should be encouraged to pay by cheque not cash: cheques must be made payable to the account name and not to a private individual. If cash is required during a visit, the float should be authorised by the Service Manager / Head Teacher. Receipts must be obtained for all expenses and the float should be accounted for within two weeks of return. When parents/carers have contributed towards the cost of a visit, a prior agreement should be reached with them on whether any surplus funds (or interest) will be returned or retained to subsidise future visits. Accounting records should be regularly reviewed by the Service Manager / Head Teacher. Accounts and records of visits should be kept for a minimum of five years. VAT is reclaimable only if the visit is of direct educational value and there is no recovery in excess of the direct cost of the visit. If any profit is made, tax may be payable on the whole visit. 

3.3.13 Charging 
The following rules apply not only to schools, but also to other services that organise visits for children and young people of school age during school time. 
The restrictions on charging for visits do not prohibit seeking voluntary contributions in support of a visit. Such contributions must, however, be genuinely voluntary. It must be made clear to parents/carers that there is no obligation to contribute, and children or young people must not be treated differently according to whether or not their parents/carers have made any contribution. It is important to explain in a letter to the parents/carers the nature of the proposed visit, the likely value in educational/developmental terms and the financial contribution per person which would be required if the activity were to take place. The letter should emphasise that there is no obligation to contribute and that no-one will be excluded because parents/carers are unwilling or unable to contribute. However, it must be made equally clear if the visit is likely to be jeopardised by lack of parental support in the form of insufficient contributions. There is no limit on the level of voluntary contribution, nor is there any restriction on the way in which such contributions may be used. Thus voluntary contributions can be used to subsidise children or young people of lesser means and to pay the travel and accommodation costs of accompanying staff. 

3.3.14 Insurance 
Indemnity 
The Council provides an indemnity to its employees against claims that arise as a result of their work activities. There are a small number of exceptions to the provision of this indemnity. 

Employers Liability 
The Council maintains a policy that will pay compensation arising from the Council’s proven negligence to an employee who suffers injury at work. 

Public Liability 
The Council maintains a policy that will pay compensation arising from the Council’s proven negligence to anyone who is not an employee and who suffers injury or damage to their property. 

Personal injury 
The Council provides cover for employees who sustain bodily injury by assault whilst on official duties – this provides pre-determined benefits payable only in the event of serious injury and permanent disability. This policy does not cover volunteers or service users such as children and young people, nor does it cover any cause of injury other than assault. Employees may also have additional cover through their Conditions of Service, and should check this for their own particular circumstances – for example, the ‘Green Book’ gives details of cover for assault resulting in death or disablement. Staff may wish to consider taking out less limited Personal Accident cover privately or through a professional association. Schools and other services are strongly advised to arrange Personal Accident cover for Educational Visits, unless they already have blanket insurance cover in place. 

Cancellation 
Organisers are advised to take out insurance to cover cancellation of contracts with external providers, in the event of circumstances such as illness or injury to participants, staff or their families. 
The Council provides an opportunity for schools and other services to arrange insurance via the Insurance Section (0191 433 3714). When buying insurance cover from any source, the terms of the policy should be studied carefully, paying particular attention to the exclusions. Separate insurance or extensions to the policy should be arranged for any items for which the standard cover is inadequate. 
Organisers must observe the rules relating to charges for visits in school time and/or deemed to be statutory requirements (see 3.2.13): insurance charges may need to be treated as a voluntary contribution. Parents/carers should be informed of the details of insurance cover provided or on offer. 

3.3.15 Medication 
Service Managers and Head Teachers should be aware of and follow the Council’s Policy covering Medication in Schools, Early Years and Other Settings. Schools and other services should develop their own policy and procedures based on this document, to include the context of Educational Visits. 
Staff should never give a non-prescribed medicine to a child unless there is specific written prior written permission from the parents/carers. Group Leaders should always be aware of any medical needs, and relevant emergency procedures, and should be aware of how to manage common medical conditions such as epilepsy, diabetes, asthma and allergies. A copy of any individual health care plans should be taken on visits in the event of information being needed in an emergency. During Educational Visits, where staff act in loco parentis and may have to make independent decisions, there might be circumstances when it is reasonable and acceptable to administer some basic off-the-shelf medication/treatment providing the following precautions and preparations are made: 

Organisers should ensure that prior information and written consent is obtained from parents/carers regarding any medical conditions that may require the administration of medication or treatment (whether self or externally administered) during a visit, including for the treatment of minor illnesses/injuries that may occur during a visit (e.g. headaches, period pains, rashes, coughs/colds, insect bites, sunburn, minor cuts/grazes etc). 

A child under 16 should never be given aspirin or medicines containing Ibuprofen, unless prescribed by a doctor. 

In certain rare circumstances, it may be in the best interests of the child to administer medication without prior permission. Every possible attempt should be made to contact parents/carers to obtain verbal permission, and to consult a medical practitioner if in any doubt. 

3.3.16 First Aid 
It is good practice to offer first aid training to every leader who works with children and young people, and to update their qualification as required. The availability of a First Aider can be an important control measure in reducing risk. This means the cover should be proportional to the risk rather than the size of the group. For example: if the visit is local and close to medical support it would be reasonable for one adult to have had first aid training and to carry a small first aid kit; certain venues and events provide first aid cover; if the visit is to a remote location where medical support is not immediately available it is important that a member of staff is a current First Aider and a more comprehensive first aid kit is carried. The exception to the above is where visits are governed by the Statutory Framework for the Early Years Foundation Stage. All visits undertaken with this age-range must include a person with a current paediatric first aid certificate. 

3.3.17 Alcohol 
When used to excess alcohol can pose a substantial risk to the health and safety of adults, young people and children, resulting in significant behaviour change and impaired functioning for many hours, often well into the next day. Staff and group members should be aware that alcohol use may invalidate insurance, and Party Leaders should consider carefully the possible implications. The possibility of alcohol use/abuse by group members should be considered during the risk assessment of a visit, and sensible precautions taken. It is also sensible to consider the possible consequences of alcohol abuse and any contingencies that may be required. Normally, staff should not drink alcohol at all during visits, including during residential and overseas visits, as they have a continuous responsibility for the welfare of the group and should be in a position to respond capably to an emergency at any time. This 24-hour responsibility should be considered even when “time off” is programmed. Many schools and services operate a strict no-alcohol policy, but if it is felt through risk assessment that acceptable arrangements can be made to allow adult leaders to drink small quantities of alcohol during a visit, staff must ensure that the health, safety, welfare and reputation of the group is not in any way compromised, and should bear in mind the Council’s Code of Conduct. 

3.3.18 Smoking 
Smoking by children and young people should not be allowed during visits, and adults should not smoke in their presence. Children and young people should not be subject to passive smoking even if they decline to object. 

3.3.19 Solvents 
Volatile Substance Abuse accounts for over 60 deaths a year in the UK. Lighter refills are one of the principal causes of death although many household and personal hygiene products are also capable of being abused. Children and young people should be discouraged from taking aerosols and solvent based products with them on visits, and appropriate levels of supervision provided if there is a risk of such abuse. 

3.3.20 Other Drugs 
Young people, parents/carers and staff taking part in a visit should be made aware that the possession, use or supply (which includes sharing) of any controlled substance is not acceptable and that any contravention of this could result in disciplinary and/or legal action including them being sent home at their own expense. Although other countries may have different attitudes, for example permitting small amounts of cannabis for personal use, groups on visits abroad should abide by English law if the local law is more lenient. It is an offence for people to knowingly allow premises they own, manage or have responsibility for, to be used by any person for the supply of a controlled drug or the use of any controlled drug which is unlawfully in that person’s possession. This might mean that professional staff are held responsible for premises wholly or substantially used by young people in their care, even where ownership lies elsewhere. 

3.4 Emergencies
3.4.1 Emergency planning 
In spite of good planning and organisation, accidents and emergencies may occur. Serious incidents on educational visits are fortunately very rare but leaders should be prepared for emergencies before the group leaves, so that the impact and trauma of such an event on all concerned is minimised. Careful planning enables a greater sense of control and calm to be established from the outset of an incident, and helps to ensure that: 

· Leaders and group members know immediately what is required, and can act calmly and efficiently, following a clearly laid-out plan 

· There is less panic and more clarity of thought, allowing sensible judgements to be made 

· Any casualties are dealt with quickly and effectively 

· No further accidents occur 

· External help is accessed quickly 

· Only essential and factually correct information is passed on, and only to the right people 

· Parents/carers and other key personnel are informed at the correct time, and by appropriate staff 

· The initial shock and trauma experienced by the rest of the group and staff is kept to a minimum 

· The long-term impact of the incident is softened for all, in the knowledge that nothing more could have been done 

· Any later investigation into the incident would clearly demonstrate the preparedness and foresight of the Leaders, and their effective management of the incident. 
Preparing for emergencies and critical incidents

Service Managers and Head Teachers should prepare for emergencies during Educational Visits by establishing a procedure for dealing with emergencies and managing critical incidents (including during Educational Visits).
Organisers and Group Leaders should prepare for emergencies during Educational Visits by asking the following questions during the risk assessment process:  

· “What could go wrong?” (risk assessment) 

· “What can be done to prevent it going wrong?” (risk management) 

· “What if it did go wrong?” (emergency planning) 
Appropriate consideration should be given to contingencies that might be required if things went wrong, for example whilst: 

· travelling (e.g. an vehicle accident or breakdown, or a child becoming ill on board a coach) 

· staying at a residential centre (e.g. if a child becomes seriously ill during the night) 

· participating in a activity (e.g. an injured person in a remote location which does not have a mobile phone signal) 

· Particular thought should be given to the possible implications (especially with regard to staffing and supervision levels) if a member of staff has to depart for any reason (e.g. to return home or to accompany a child to hospital). 

Emergency planning for accidents and emergencies might include: 

· An emergency flow chart, for group leaders to follow in the event of an incident, highlighting the key things to remember, and an emergency contact list with all the key telephone numbers that leaders might require. It is recommended that these two forms are photocopied back-to-back and each leader keeps a copy with them throughout the visit 

· A list of parent/carer and next of kin telephone contacts (it might be helpful to establish a “telephone tree” that will allow important information to be passed on quickly) 

· Adequate trained first aid personnel and first aid equipment - the first aid kit should include an accident report form in the event of a messenger being sent for help 

· Means of contacting help (e.g. mobile phone, public callbox, whistle, torch etc.) 

· Spare clothing 

· Emergency shelter 

Emergency base contact

Part of the planning for emergencies should involve the establishment of one or more Emergency Base Contacts. Their role is to act as the communications link between the group, on the one hand, and the Service Manager / Head Teacher and parents/carers on the other. The role may also involve helping to overcome any difficulties that arise during the visit which require liaison with parents/carers or the school or service (e.g. homesick child wants to return home). The Emergency Base Contact should be contactable at all times. They should have immediate access to all the visit details, including (where appropriate): 

an accurate list of all the group members (including leaders) 

medical consent information 

the group’s itinerary 

contact details of the young peoples’ parents/carers 

contact details (e.g. mobile phone number) of the Party Leader and other leaders 

contact details of any accommodation 

contact details of any tour operator involved 

copies of insurance documents and contracts with travel operators 

contact details of leaders’ next of kin 

24-hour contact details of the Service Manager / Head Teacher (or their delegated deputies), and other relevant staff 

contact details of the Council’s Care Call Control Room (0191 433 2648 or 0191 433 2650) 
The role of the Emergency Base Contact is of vital importance in an emergency so it is important that the person chosen has the authority and competence to deal with a major incident, or access to immediate support. 

The Party Leader should always have relevant group information accessible during a visit, and should ensure that other staff have access to group lists, parent/carer contact details, relevant consent form information, insurance details and emergency telephone contact details including the Council’s Care Call Control Room. In addition, for visits abroad, the Party Leader should have (kept in a waterproof bag) photocopies of all passport data pages, tickets and other important documents in case the originals are lost. Passport photographs of each group member can also be useful. Arrangements should also be made so that parents/carers can contact the party in an emergency, perhaps via the Emergency Base Contact. 

3.4.2 Emergency procedure 
(i.e. a situation that requires external assistance or involves a serious injury) 
Immediate Action 

· Establish the nature and extent of the emergency. 

· Make sure all other members of the party are accounted for, safe, adequately supervised, and fully understand what they must do to remain safe. 

· Follow, where appropriate, the emergency procedures appropriate to the activity. 

· If there are injuries, immediately establish their extent, so far as possible, and administer appropriate first aid. 
Getting Help 

· Contact the appropriate emergency service giving the name of Group/Party Leader, location, the nature of the emergency and the number of injured persons, action taken so far, etc. 

· Follow advice from the emergency services 

· Advise the Organiser/local base and the Emergency Base Contact of the incident and action taken 
Organiser/ Emergency Base Contact 

· Ensure that an appropriate adult attends the receiving hospital taking with them parental consent forms and appropriate medical information for the injured persons 

· Ensure that the remainder of the party are adequately supervised throughout, are return as soon as possible to base/home if necessary, receive appropriate support and reassurance 

· Ensure that an adult continues to liaise with the emergency services until the incident is over. 

· Contact the Service Manager / Head Teacher or other senior staff as appropriate 

· Ensure there is no contact with the media and press. Restrict access to telephones, including mobile phones, and to other outside contacts. It may be appropriate to remove mobile phones from children and young people during a serious incident. 

· If support is required from the Council, contact the Care Call Control Room on 0191 433 2648 

· Ensure that an appropriate adult is accessible by telephone. 

3.4.3 Accident/incident reporting 

The Council's Incident Reporting Procedure must be followed, including sending Incident Report forms to the Corporate Health and Safety Team as soon as possible. Serious incidents must be notified immediately, by telephone (0191 433 2270). The incident report and Investigation form (HS 20) can be found on the Council intranet, at Schools Information / Education Health and Safety Policy / Section 5 appendix 02

Note the names and details of any witnesses and, if possible, obtain a signed written account from them. Any equipment involved in a serious incident must be kept for evidence. In the event of a fatality in the UK, the scene must be preserved as far as possible for examination by the Health & Safety Executive. After any major incident, schools/services should undertake a review of the incident, their risk assessments and emergency procedures, and should share the findings with the Educational Visits Advisory Service for the benefit of other schools and services. It is also good practice to record and learn from ‘near misses’. EVCs and Service Managers / Head Teachers should establish a system for doing this and should consider how best to share the learning outcomes of such incidents with other colleagues in school. Key information can then be passed to the Educational Visits Advisory Service to enable others to benefit from the lessons learned. Any “near misses should also be reported to the Corporate Health & Safety Team, who will investigate where appropriate to enable preventative strategies to be developed. 

3.5 
Specific types of visits 
3.5.1
Adventure activities and high-risk environments 
(including high-risk activities and environments, and all activities listed in Level 2 - see 1.5) 
Visits that involve adventure activities or that take place in high-risk environments require a greater degree of planning and preparation, and demand a higher level of leader competence, by virtue of their complexity and unpredictability. They often have several of the following characteristics: 

· potential for serious harm, if particular care and special precautions are not taken 

· are new and unfamiliar to at least some of the participants (perhaps even some of the leaders) 

· offer a larger than normal degree of unpredictability (e.g. weather conditions might substantially, and perhaps suddenly, change an activity from being low risk to high risk) 

· require additional and specific leader competence (e.g. qualifications, training or experience) 

· require additional specialist equipment or clothing (e.g. climbing harness or wetsuit) 

· involve locations that are remote or difficult to access, and where it might take emergency services considerable time to provide additional assistance or medical care 

Schools and other services will often use external providers to lead adventure activities. Great care should be taken in selecting such providers – see 3.4.10
If an employee of the school/service (or volunteer) is to lead an adventure activity, they must be approved to do so by the Educational Visits Advisory Service, unless authority for such approval has been specifically delegated to the Head Teacher or Service Manager. 
Employees or volunteers leading adventure activities must normally hold a relevant award from the appropriate National Governing Body (where one exists) and work within its remit. Many awards require regular revalidation to remain current. Advice regarding appropriate awards may be obtained from the Educational Visits Advisory Service. Holding an award is, however, not sufficient in itself. In certain circumstances, such as where a National Governing Body award does not exist or an individual has a high degree of experience, the Educational Visits Advisory Service may give approval based upon an assessment of competence. 
Leaders must also be assessed as generally competent using the criteria in section 3.2.11. The school/service should keep a record of staff qualifications and experience, including photocopies of certificates held. 
A useful professional qualification for those leading adventure activities is the Accredited Practitioner of the Institute for Outdoor Learning (APIOL), which includes in its criteria: 

· Understanding the nature and potential of outdoor learning 

· Promotion of responsible and sensitive use of the outdoor environment 

· Reflective practice and continuous professional development 

· Values and professional integrity 

· Design and management of learning experiences 

· Learning process and facilitation skills 

· Competent outdoor practice and risk management 

· Professional responsibilities - leadership, teamwork, client relations and involvement in the outdoor field 
It is not possible to prescribe exact supervision ratios for adventure activities. Decisions regarding ratios should form an integral part of risk assessment and will be informed by factors such as the location, weather, competence of the group and aims of the session. Competent staff who have National Governing Body awards will be aware of best practice, and should work within their remit. 

3.5.2 
Swimming & activities at water margins (including the coast) 
A number of serious accidents have occurred during activities beside, in or on water. As a consequence, leaders who are planning to take groups to these environments must have a high degree of relevant experience and competence, and must take particular care. Organisers should refer to the relevant generic risk assessments on the Educational Visits Advisory Service website at www.GatesheadVisits.org.uk, and ensure that all staff are aware of the likely hazards and recommended control measures. Expert local knowledge and advice (e.g. from the coastguard, local outdoor centre, or national park ranger) should be sought, especially regarding forecast conditions (it is also often vital to establish what conditions have been like during the previous days and weeks). Party leaders should also refer to and follow the advice provided in the DCSF document Group Safety at Water Margins, which is available on the Educational Visits Advisory Service website and at www.teachernet.gov.uk/visits . Swimming and paddling in the sea or other natural waters are potentially dangerous, and should only be allowed as supervised activities. Leaders contemplating these activities must give very careful and detailed consideration to the risk assessment which must be checked again on the day of the activity. Supervision arrangements must be robust, understood and acted upon by all staff and group members. Group leaders should not be tempted to engage in such activities on an unplanned and impromptu basis. The advice contained in the HASPEV Supplement 3, A Handbook for Group Leaders, on the pages headed “Advice on Specific Activities” (available at www.teachernet.gov.uk/visits ) should be followed. Leaders must be prepared not to proceed with the activity if in any doubt about safety or their ability to control the situation. There should be a suitable alternative activity available, properly risk assessed. 

3.5.3 
Water-based and water/rock-based activities 
A number of recent fatal accidents have involved activities along rocky coastlines (e.g. coasteering) or associated with river gorges (e.g. gorge scrambling, river walking, or plunge-pooling), which may involve wading, swimming, jumping into water or climbing on rocks beside water. However, if they are led correctly in appropriate locations, these activities can provide immensely enjoyable and beneficial opportunities. 
It is important, that leaders are aware of all the potential dangers of cold, deep, or moving water. They must understand the problems of rescuing someone who is in difficulty in water, and should be appropriately trained in lifesaving techniques. Sensible precautions need to be taken in planning and leading all such activities, and rescue procedures should be well rehearsed with correct equipment. Specialist rescue equipment such as a throwline is often useless without the relevant skills and training. 
The nature of the activities means that more than one National Governing Body qualification is usually required to demonstrate competence (e.g. a climbing and a white-water qualification). Because water environments are prone to change rapidly, leaders should plan and risk-assess suitable alternative activities, in the event of conditions on the day of the visit being worse than expected. 

3.5.4 
Remote Supervision of adventure activities 
A number of adventurous activities, including the Duke of Edinburgh’s Award Scheme, require young people to develop the skills, knowledge and experience that enable them to operate without direct supervision. The Organiser must be satisfied that the training has delivered this and that the participants have the physical ability, confidence and judgement to complete the given tasks. Remote supervision techniques such as shadowing require a high level of skill and experience from leaders. Direct supervision can be withdrawn in a four stage progression: 

1) accompanying the group 

2) shadowing the 
3) checking regularly at agreed locations 

4) checking occasionally at agreed locations 
This process can be adapted for activities such as orienteering. A useful source of best practice is the Remote Supervision booklet available from Mountain Leader Training England at www.mlte.org . 
3.5.5 Farm visits
Farms can be dangerous even for the people who work on them, but they should not all be perceived as high-risk environments. Taking children to a farm should be carefully planned, especially if it is a working farm that is not specifically set up for educational visits. Farmers may be aware of the farm’s main hazards, but they may not anticipate the unpredictable behaviour of children not used to such environments. The risks to be assessed should include those arising from the misuse of farm machinery, and the hazards associated with E coli 0157 food poisoning and other infections – suitable washing facilities must be available for the group. The generic risk assessment on the Educational Visits Advisory Service website should be referred to and followed and the site should be pre-visited to allow a suitable specific risk assessment to be completed by the Leaders. The DCSF advice on farm visits, contained in HASPEV Supplement 3, A Handbook for Group Leaders (available on the Educational Visits Advisory Service website at www.GatesheadVisits.org.uk) should also be followed. 
3.5.6 Overseas Visits 
Much of the advice in this document applies also to visits abroad, but there are some additional factors that need to be considered, not least because the legislation may be different from that of the UK and different regulations may apply. A continuing dynamic Risk Assessment is vital during an overseas visit, where the lack of familiarity can present unexpected hazards. 
In some countries, especially developing countries, local standards and laws may not be the same as UK equivalents. For example, this may apply to fire regulations in accommodation. In this case, careful consideration should be given to the risks involved, and fully-informed parental consent must be obtained. 
The Foreign and Commonwealth Office provides travel advice for various countries, and the website www.fco.gov.uk should be consulted when planning a visit abroad, and the advice followed.

Generally there are three ways of organising an overseas visit: 

1) use a commercial travel agent or tour operator who may or may not specialise in school/youth journeys. 

2) use a voluntary body established to promote school journeys, such as the School Journey Association www.sja-online.org 
3) do it yourself – make arrangements independently. 
If using a travel agent or tour operator the Organiser should ensure that it is a reputable and experienced company. This must not be seen as a substitute for careful investigation, planning and preparation. Many commercial tour operators specialise in school journeys and will organise travel, hotels, visits and all other necessary details. Such operators have responsibilities in law which require fair and guaranteed conditions and protection of pre-payments. Many tour operators hold an Air Travel Organisers Licence (ATOL). This provides security against a company going out of business. The Organiser should check whether or not the whole package is covered by ATOL. If not, the Organiser should check that the operator or agent has evidence of other forms of security to provide for the refund of payments and the costs of repatriation in the event of insolvency, usually in the form of a bond. There are a number of bonding bodies approved by the Department of Trade and Industry. Booking direct with an airline, including so-called “no-frills” carriers, will not necessarily provide ATOL protection. All ATOL tour operators can be checked out at www.atol.org.uk 0207 453 6430. Organisers may wish to check whether foreign operators based abroad are members of trade associations offering assurances. Details should be available from national tourist offices or embassies. All contracts must be made with the school/service and under no circumstances with parents/carers. Even if a tour operator is used, the school is still responsible for carrying out their own risk assessment when planning the visit. As part of the overall risk assessment process, and in keeping with their legal duty of care, the Organiser must take reasonable steps to check that any travel company/tour operator provides a suitable, reliable, and safe service - for example, that the tour operator: 

· complies with package travel regulations 

· can offer financial security for bookings 

· provides activities and services in accordance with recognised safety standards 

· has checked the accommodation and transport for suitability and safety. 

Schools and services which organise their own travel package may be affected by the Package Travel, Package Holidays and Package Tours Regulations 1992, and so would have to provide sufficient guarantee for refunds and for repatriation in the event of insolvency. A package is defined as a combination of any two of accommodation, transport and other tourist services. To be exempt from the Regulations, a package should not be a regular event. The Regulations do not apply for certain types of visit that have a clear educational aim and are part of the curriculum. For example, school ski trips (which are voluntary activities undertaken by some pupils) fall within the regulations unless they are organised only occasionally. Organisers unsure of their situation should contact the Department of Trade and Industry. 

3.5.7 
Overseas expeditions 

Organisers planning overseas “expeditions” (i.e. overseas journeys involving remote locations, often in less developed countries, and involving adventurous journeys or activities) must contact the Educational Visits Advisory Service as early as possible before commitments by the school or parents/carers are made. Schools are encouraged to take on such ventures and advice will be provided. Overseas expeditions may present significant additional hazards and organisational challenges not normally encountered in the UK or Europe. They can extend for several weeks in duration. Such experiences can be of great value, but require detailed planning, with mature and competent leadership. The Party Leader involved should have substantial and appropriate leadership experience in similar environments. 
Key principles in organising overseas expeditions include: 

· training, briefing and supervision may take on a very significant role within the safety management strategy 

· Organisers still have a responsibility for completing written Risk Assessments and for checking that any external provider has suitable and sufficient safety management systems in place. It is accepted that such environments are often less predictable, and on-going risk assessment and management may take on a higher than usual significance 

· wherever possible all group members should be involved in the planning of the venture and the risk assessment/management process 

· written and agreed emergency procedures and contingency plans must be fully understood by all concerned, with accurate knowledge of the scope and limitations of rescue services, evacuation arrangements and medical facilities 

· if a young person or adult with a life-threatening illness or injury cannot be efficiently and effectively evacuated, then the location or area should normally be considered inappropriate, and an alternative location or activity found 
· where the technical leader is external to the group, the leaders’ roles and responsibilities must be clearly outlined, and procedures should be in place for the Party Leader to question or challenge any arrangements, provision or decision in the interests of the safety and well-being of the whole party 

· there should be adequate time in training for any external leader to become acquainted with the group, decide that they can work together, and make a proper assessment of competencies. 

A useful source of advice regarding contracting and working with external providers of overseas expeditions is Guidance for Overseas Expeditions published by the Outdoor Education Advisors’ Panel, available on the Educational Visits Advisory Service website at www.derwenthill.co.uk . 

3.5.8 
Ski trips 

Ski trips present specific risk management issues. Schools and other services proposing to run ski visits must apply for approval for such visits on the Evolve system early in their planning process. Snowsports England’s Ski Course Organiser course is recommended as appropriate training for the Party Leader of any ski visit. 
Helmets should be worn by all participants in Snowsports, including staff.  The Federation Internationale De Ski (FIS) has issued a strong recommendation that all alpine skiers and snowboarders should wear helmets, based on clear evidence of reduction of risk of head injury. 
It is good practice for groups undertaking ski visits to book a minimum of two 2-hour lessons in ski school, with a lunch break in between, per day. Unsupervised free-skiing must not be permitted, but a degree of remote supervision may be possible for competent groups, providing the accompanying staff are suitably competent, the weather conditions and visibility are fine, and the children or young people are clearly limited to suitable ski-runs. A suitable award for staff supervising groups skiing is the Snowsports Scotland Alpine Ski Leader. Tour operators of ski visits who sub-contract to other providers, (e.g. ski school, accommodation and transport) must be asked for assurances that the contractors will provide a suitable level of service. No contract should be entered into until satisfied that there is proper safety provision. Leaders need to be aware of local laws regarding skiing. A good tour operator will provide this information. 


3.5.9 
Exchange visits and home stays 
Exchange visits and home stays can present unparalleled opportunities for cultural understanding and development for young people. However the context in which they occur is far removed from most other visits and requires special attention, especially as most visits take place outside the jurisdiction of English law, culture, and familiar procedures, and most of the visit will take place with host families taking the primary care of children and young people, who will not be under the direct supervision of school/service staff. 
Most of the principles required for other types of visit apply, but parents/carers must be given full and frank information about the different risks that arise from children staying with families not subject to the same vetting processes as in the UK. Exchange visits usually operate within a relationship between two organisations in which mutual trust and respect play an important part. 
Accommodation for young people and staff is usually arranged on a reciprocal basis with the partner organisation, often in private homes. For exchange visits to be safe and successful, it is vital that there is close liaison throughout between the organisations involved. The initial task for an exchange is to communicate clearly with the partner organisation the purpose of the visit. If the aims of the organisations are not the same this need not present a problem as long as the situation has been made clear before the exchange takes place. All host families (i.e. all adults in the household over 18 years old) in the UK should be CRB checked when hosting overseas guests (volunteers are not charged for CRB checks). Partner organisations abroad should be expected to make maximum practicable use of the facilities for vetting that are available in their own country. Organisers should find out about the relevant procedures in the foreign country for vetting the suitability of host families, including the availability, or not, of criminal checks. Most European countries have an established vetting procedure in place, but there may be differences from the British system. If this is too expensive, or if there are no such facilities, then the home organisation should consider, via a risk assessment, whether the placements are appropriate. Where no CRB equivalent exists, the risks might nonetheless be minimised to an acceptable level by some of the control measures suggested below and in the Educational Visits Advisory Service generic Risk Assessment for Exchange Visits, available at www.GatesheadVisits.org.uk . 
Exchange or home stay visits may be arranged through agencies, in which case the agency should operate a system for vetting the host families. If the available checks appear inadequate, the visit leader should seek further assurances and/or consider whether accommodation should be arranged in another venue. Parents/carers must be made aware and give their consent to the level of checks available. The Organiser should carry out appropriate checks beforehand to assess the suitability of the home environment (e.g. if the guest will have access to a private bathroom), and that domestic living arrangements give adequate privacy and security to guests (e.g. will the guest need to share a bedroom). If young people are accompanied by a friend, this may address some concerns regarding safety and homesickness, but the value of the experience might be diluted as a result. Guidance from the Outdoor Education Advisors Panel on Exchange Visits is available on the Educational Visits Advisory Service website at www.GatesheadVisits.org.uk. Advice may also be obtained from the Central Bureau for International Education and Training based at the British Council www.britishcouncil.org/cbiet/home.htm. 

A useful source of detailed guidance is: The Protection of Young People in the Context of International Visits published by The City of Edinburgh Council Education Department Publications Unit Level 2, Wellington Court, 10 Waterloo Place Edinburgh EHI 3EG (email: wendy.laird@educ.edin.gov.uk telephone: 0131 469 3328) 
Child-Safe www.child-safe.org.uk publishes booklets covering various child protection matters particularly relating to travel and foreign exchange visits. 

3.5.10 
Using an external provider 
If an external provider of activities is to be used, their provision must be checked as part of the risk assessment for the visit. 
During the visit, the Party Leader retains responsibility for the group at all times and must ensure that: 

· activity Risk Assessments have been carried out by the Provider 

· providers are responsible in the safe delivery of all activities 

· any concern over health and safety is conveyed to the provider immediately 

· if any concern that participants are at significant risk during an activity, that the Party Leader or Group Leader can contact the provider’s activity leader/instructor at a safe point or take steps to stop the activity and report to the provider, Head Teacher / Service Manager and Educational Visits Advisory Service as appropriate. 

when an instructor operates with the group, it is clear to everyone where responsibility starts and finishes – this must be unambiguous. 
3.6 
AALA licences 
The Adventure Activities Licensing Authority (AALA) scheme only applies to those who offer certain activities (see table below) to children or young people under the age of 18 years. The requirements only extend to providers in England, Scotland and Wales. 
A licence is required for: 

· Those who provide activities in a commercial manner 

· Educational establishments which provide activities to pupils or students from other establishments 

· Local authorities which provide activities to educational establishments irrespective of whether or not payment is made 

A licence is not required for: 

· Voluntary associations offering activities to their members, (e.g. Scout groups, local canoe clubs, etc.) 

· Educational establishments offering activities only to their own pupils or students 

· Activities where children or young people are each accompanied by their parent or legally appointed guardian (does not include teacher or youth leader). 

Within Gateshead Council, AALA licences are held by Wayout in Gateshead (WinG) and by Whickham Thorns Centre. The Council does not hold a blanket licence, and so Head Teachers and Service Managers must ensure that they do not operate in such a way that requires a licence, or alternatively must apply for a licence. Guidance may be obtained from AALA www.aala.org 029 2075 5715. 
Licenses are issued for specific activities, normally for between one and three years following a detailed inspection. Generally, licensing only applies to these activities when they are done in remote or isolated environments. For example: 

· climbing on natural terrain requires a licence, climbing on a purpose built climbing wall does not 

· the licence requirement for trekking covers activity on ground over 600 metres above sea level or when it would take 30 minutes or more to reach a road accessible by a normal vehicle or a refuge 

· the licence requirement for all watersports covers any location where any part of those waters are more than 50 metres from the nearest land or where inland waters are turbulent. 

The licensable activities include the following:
	Climbing 
	Caving 
	Trekking 
	Watersports 

	abseiling 

ghyll scrambling 

gorge walking 

ice climbing 

rock climbing 

sea level traversing 
	caving 

mine exploration 

pot-holing 
	fell running 

hill walking 

mountaineering 

off road cycling 

off-piste skiing 

orienteering 

pony trekking 
	canoeing 

dragon boating 

improvised rafting 

kayaking 

sailboarding 

sailing 

wave skiing 

whitewater rafting 

windsurfing 


The licence does not cover other activities (i.e. those ‘not in scope’), catering, accommodation or any other provision. 
4 
Leading Groups 
Detailed advice for Group Leaders is available in the HASPEV supplement part 3 – Handbook for Group Leaders. This, and other resources, are available through the Educational Visits Advisory Service website at www.GatesheadVisits.org.uk . The Advisory Service provides Group Leader training courses. 
5 
Appendices
5.1 
Planning Check List 
This checklist may be adapted by schools and services to meet their particular requirements. It could be used as the basis of an internal system for monitoring and approving visits. 
OUTLINE PROPOSALS 
· Who? – participants, Party Leader 

· What? - activities 

· Where? 

· When? 

· How? – outline plan 

· Why? – aims & objectives 

· External providers? 

· Cost and staffing estimates 

· Level of approval needed - depending on type of visit 

· Outline approval given? PLANNING AND FORMAL PROPOSALS 

· Selection of children / young people 

· Identify competent staff. 

· Supervision ratios 

· Preliminary visit to location 

· Detailed programme linked to aims/objectives (including ‘Plan B’) 

· Procedure to gain fully informed parental consent 

· Risk Assessments – generic; specific (to the particular group and visit) 

· Risk Assessment of external providers (e.g. using form EV2) 

· Safeguarding issues 

· Special needs / inclusion issues 

· Contractual issues 

· Costs and financial management 

· Charging 

· Accommodation 

· Transport 

· Insurance 

· Emergency procedures and contacts (including delayed return) 

· Formal approval obtained from Service Manager / Head Teacher 

· Formal approval obtained from Educational Visits Advisory Service (for Level 2 visits), using EVOLVE 

DETAILS TO CHILDREN / YOUNG PEOPLE AND PARENTS/CARERS 
· Full written details 

· Written parental consent with medical and other essential information 

· Agreed method to advise changes to details in the case of blanket consent 

· Parents/carers’ meeting if appropriate 

BRIEFING FOR CHILDREN / YOUNG PEOPLE 

· Full details of visit 

· Engage directly in risk assessment process as part of the preparation process 

· Personal standards of behaviour and responsibilities 

· Roles and responsibilities of staff and other adults 

· Emergency procedures 

BRIEFING FOR STAFF 

· Involve all adults taking part 

· Full details of visit 

· Special needs, first aid and medical issues 

· Define all roles and responsibilities 

· Clarify lines of communication and system to be used 

· Define risk management process with full engagement in the risk assessments, control methods and emergency procedures 

FINAL CHECK 

· Identify and record any changes to plans and ensure all relevant people are informed 

THE VISIT 

· Documentation to SMT and those accompanying the visit 

· Welfare and safeguarding young people actions 

· Identification cards, jackets etc. Emergency Contact Numbers. 

· On-going risk assessment 

· Programme management 

· On-going reviews of visit with children, young people and adults 

· Contingency management 

· All children, young people and adults to have appropriate way of contacting home 

· Emergency procedures and Senior Management stand down 

REVIEW 

· Review with all participants, parents/carers as appropriate 

· Identify issues arising for individuals 

· Identify issues for future visits – Generic / Site specific / Activity specific 

· Report as appropriate to: EVC, Service Manager / Head Teacher, participants, parents/carers 

· Inform the Educational Visits Advisory Service of anything helpful to the service or to other establishments, including new generic Risk Assessments 

