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Owr cwrriculum vision at St Helenw's CE Primary School

S eeking Achievement for all

H opeful through owr Christian values

I nspire thirough owr knowledge rich auriculum
E mhrucing equality and diversity

Owr LDST Pruayer
Heavenly Father,

Let peace, friendship and love grow in our schouls.
Send the Holy Spirit to give:
Excellence to our learning,

Love to owr actions and
Joy to our worship.

Guide us to help others,

So that we may all
Learn, Love and Achieve, Together with Jesus.
Amen




1 Generul

The Governing Body of St. Helen's C.E. Aided Primary School acknowledges the immense value of, off-site visits
and related activities to- young people, and fully supports and encouruges those that are well plannedand
managed. They have elected to follow the published Warrington LA guidance for Learming Outside the
Classroom.

The LA uses the weh-hased system ‘EVOLVE' to facilitate the efficient planning, management, approval, and
evaluation of visits. All staff that lead or accompany, visits can access their own EVOLVE account, which is setup

by their establishment's Educational Visits Coordinator (EVC). As well as being an efficient tool for planning
and approving visits, EVOLVE also contains a vuriety of features including: search and report facilities,
EVOLVE: www.wuuringtonvisits.org.uk

We will use the web-based system ‘EVOLVE’ for Residential visits that require the approval of the LA.

At the time of this document's production (2011), there is no single national guidance documentation in existence;
that is recognised across all Local Authorities. Reference is therefore made to- a numhber of separate sources, including
but not limited to those of:

- Outdoor Education Advisers’ Panel http://ceapng.info/

- Department for Education. www.dfe.gov.uk

- Council for Leaming Outside the Classroom www:.lotc.org.uk

In order to be concise, hyperlinks are used throughout this document. Al documents are also avuilable on
EVOLVE.

2 Role of the Educational Visits Coordinator

To help fulfil its health and safety obligations for visits, establishments must appoint an Educational Visits!
Coordinator (EVC) who will support the Head of Establishment. (At St Helen's Schoot, the EVC is the
Head Teacher).

The EVC should be specifically competent, ideally with practical experience in leading and managing a rangeof]
visits similarto those typically run by the establishment. Commonly, but not exclusively, such competencewill be
identified in a person on the senior management of the establishment.

The EVC should attend a full Warrington Borough Council/OEAP EVC truining day, and thereafter attend EVG
update training at least once every 3 years. Training records will be held on Evolve.

The EVC will ensure that competent staff are assigned to lead and accompany visits, (see Section 10), and
The EVC should enswre that a policy is in place for educational and off-site visits, and that this is updated as
necessary, and readily available to staff, e.g. via EVOLVE.
Refer to OEAP dotument: £/C



http://www.warringtonvisits.org.uk/
http://oeapng.info/
http://www.national-library.info/
http://www.dfe.gov.uk/
http://www.lotc.org.uk/

START VIS FloWehart
Will an External Provider, I'Ictivi'v7 Note: This process is automatically
09"“'“ Yo °¢°'Ia'°' b Ueed? followed when using EVOLVE
NO YES
|
Does the provider hold an LOIC Quality Badge? |__. no
www.lotcqualitybadge.org.uk

YES
Email a ‘Provider Form' to the provider. Retain completed
unmodified form at your establishment - see Section 29
Will a member of your establishment's staff be The member of staff must be specifically approved
leading an adventurous activity as defined in | YES — by the Headteacher 1o lead the activity.
Section 21?
NO

l

Will the visit be residential, overseas, or involve
an adventurous activity as defined in Section 21?7 [— YES ~

I

NO

l

Has the Visit Leader been assassed as competent to lead the visit,
and is he/she able to comply with the Visit Leader Check-List?

I I

YES YES

l I

Has the Pre- visit Form been completed and approved by the EVC?
I applicable, has Governing Body policy been complied with?

I I

YES YES

I I

Approval is delegated to the Head of Establishment

The visit must also be approved by the LA
This would normally be via EVOLVE, unless operating

under standard operating policies or procedures for Submit visit to LA via EVOLVE
simple, local low risk activities
It approved by Head/Manager: It approved:
Estabishment should moritor THE VISIT MAY PROCEED
visits on a 'sample’ basis

Assess risks on an on-going basis
and implement appropriate
control measures

|| Evaluate the visit via EVOLVE
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3 Approvul of Visits

Based on the visit types, EVOLVE automatically directs the flow for approval.
Approvul is delegated, to the Head of Establishment for all visits, except for the following visit types:

- overseas

- residential

- involving, an adventurous activity as defined in Section 21
The ahove three categories are ‘authorised’ within the establishment, but are ‘approved by the LA via
EVOLVE.
All visits that require LA approval must be submitted to the LA at least 30 working days priorto the visittaking
place.
In approving visits, the Head of Establishment and EVC should ensure that the visit leader has been
appropriately inducted/trained, and is competent to lead the visit, see Section 10
A member of staff intending to supervise or instruct an adventurous activity, as defined in Section 21 must he
specifically, approved by the head of establishment to do so, see Section 29

4 Outcomes

Up,w}our intended cuipmne&wbamwrdmimEVOLVE or the pre-visit Planning Form duringthe planning

Work that takes place outside the classroom can provide a very powerful means of developing leaming in all
cwrriculum areas and raise attainment. Experiential learning can also provide opportunities for development in other
areas, including:

- Relationships

- Emotional & spiritual

- Cross cwrricular

~ Individual

- Teamwork

- Erwironmental

Preparatory work should take place in advance of the visit where appropriate. This, in conjunction with
Refer to OEAP document. £valuation gfLOTC

High Quality Outdoor Education can he used as a tool by visit leaders to assist in hoth identifying outcomes

5 Incdusion

Under the Equality Act 2010, it is unlawful to discriminate against disabled participants because of their
disahility, without material or substantial justification. You are required to make reasonable adjustments toavoid
participants being placed at a substantial disadvantage. However, the Disahility Discrimination Act does not]
require responsible hodies to place employees or participants at inappropriate risk iff o health andsafety issue
arises. It is also the case that the adjustments made to include a disabled young person should not impinge
Refer tor OEAP document: Jnclusion




6 R ihiliti

The Health and Safety at Work etc Act 1974 places overull responsihility for health and safety on educationalvisits/
with the employer:

- For community schools, community special schools, voluntary controlled schools, maintained nursery schools,
pupil referral units, and statutory youth groups, the employer is the local authority. These estahlishments
must adhere to this guidance document.

- For academies, foundation schools, and voluntary aided schools, the employer is usually the
or proprietor. Although welcome to do so, these establishments are not ohliged to- use the guidance ofthe LA. I
using LA guidance, this should be clearly stated. If not using LA guidance, establishments are advised to ensure
that the systems in place are equally as robust as those of the LA. The Governing
Body of St Helen's Schovl is using the LA Guidance.

All persons involved, in a visit have a specific responsibility which they should be clear ahout prior to the visit
taking place, see checklists helow:.

Refer to checklists: Visit Leader;, FVC, Head/Manager; Parent/Guardian , Management/Governor
Refer to OEAP document: Planning Basics
Refer to OEAP PowerPoint: Planning Visits, Off-site Activity and LOLC (link not yet active)

Luggage for residential trips can he stored in school prior to the trip. However, approvul should he

7 Planning

EVOLVE provides a means of recording planning during the planning phase, and enables the EVC and
Headteacher to- monitor, contribute and support the activity.

The extent of planning required is related, to- the complexity of the visit, see:

- Planning with EVOLVE diagram.

- Visit Leader Check-List

- RADAR model: hased on STAGED: Staffing, Timings, Activity, Group, Environment, Distance.
Risks are expected to he reduced to- an acceptable or tolerable level, and not necessarily eliminated. Planning should
achieve a rational balance hetween potential adverse risks and the intended henefits and outcomes ofthe activity.
See Managing Risk in Play Provision

Many aspects of planning will normally already be in place in the form of existing policies and guidance, such
as the establishment's own policy, LA policy, etc. These, in conjunction with the EVOLVE Visit Form mayhe

sufficient for a particular visit, as it is not necessary to  repeat generic policies on EVOLVE.

Due to the complex nature of off-site visits, corwentional ‘risk assessment’ as a stand-alone tool is not]

pamwmwwmmmm&mbemwm Itl&o‘j&grwwben&,twcon&derthzcvmu ‘risk

effectively through a comhbination of the EVOLVE visit formvitself, and where appropriate, arug,wentspzc%o notes
or attachments.

Vmbplmmngwﬂudmwnsdzmﬂmoj&ﬂwa,uesﬂm Whatamt/wmallg/unpoﬁa/wﬂwzg&t/mtmneedtadau‘




needs of the group (including special and medical needs), the experience and competency of the staff team, and
the leader in the context of the event. Significant issues must be recorded on EVOLVE, either notesor as an
attachment, and shared with all parties.

This planning process by the leader may he compared to the expectation of a teacher to- plan a lesson/session
which is relevant to the needs of the group.
Planning that includes adventurous activity, commonly, involves delivery by an external provider (see Section29)
and the provider will have responsibility for risk assessing and managing the activity. As such, the provider's
risk assessment is not the concern of the establishment leader, does not need to be requested from the provider, and
does not need to be attached to EVOLVE.

Alternative arrungements (Plan B) should be included within the planning process where appropriate, for
example, where weather conditions or wuter levels might be critical, or where an overcrowded, venue might

necessitate an alternative option.

make more informed decisions, and will hecome more ‘risk awwre and hence at less risk. They will also have
- this is endorsed by HSE in Principles gf Sensible Risk Management

Refer to OEAP document: Planning Basics
Refer tor OEAP PowerPoint: Planning Visits, Off site Activities & LOLC (link not active)

Schovl Specific Procedures for Planning Visits, other than Residential,

+  Follow Flow chart at the heginning of this document

+  Complete Pre-Visit form and gain approval from the EVC

+  Costout the visit and complete the first part of the Financial Statement; this must be approved bythe
EVC

»  Atleast 2 weeks before the visit is due to take place, send out letter asking for contributions tocover
the cost gf the visit

+  Complete Risk Assessment and submit to EVC at least 2 days before the visit take place

Provide EVC with emergency contact details

Afterthe visit, complete the second part of the Educational Visits Financial Statement

+  Afterthe visit, note any issues that might affect future visits on the EVC's copy of the Risk
Assessment.

8 S During the Visit

It is primarily the responsibility of the visit leader, in consultation with other staff where appropriate, to

or curtail the visit or activity (e.g. Plan B) to suit changed or changing circumstances - for example: over-
lunch area, rain, rising wuter levels, etc.

Following the visit, the visit leader should record any, significant issues as a note on EVOLVE (residential visits)
or THE HEAD TEACHER'S COPY OF THE RISK ASSESSMENT ( non-residential visits) for hoth reference and to
Refer to DPE document: A Handbook for Group Leaders
Referto OEAP document: Responsibilities gf Visit Leader

9 Parent / Carer Consent




parents are informed..

The LA recommends that annual consent is appropriate for regular routine activities.

Forall,othervmt& oonsenbshould,beobaned,onanmd»ndmwbasw In}ormahmpm\ndzd/torpamnts
The LA will support those establishments who would, prefer to ohtain consent for every visit.

The DPE has produced new guidance for schools, within the guidance is an example consent form which will
cover leamners for the dwration of their school life. We acknowledge this guidance and will support
establishments who wish to follow this route.

Refer to- DPE:

http://www-.education.gov.uk/schools/adminandfinance/healthandsafety/f00191759/ departmental-advice~ on-

Refer to DPE consent:
http://media.education.gov.uk/ assets/files/ doc/ d/ dfe%20consent%20form.doc

At St Helen's School, we require Parental Consent for all visits involving the use gf transport. Parents|

complete a form giving permission for their child to take part in walks around the village or to churchwhen

10 Competence to Lead
The EVC and/or Head of Establishment must therefore consider the following when assessing the competenceof ¢
member of staff to lead a visit:
a) What experience has the leader in leading or accompanying similar or other visits? (check Visit Historyon
EVOLVE or previous Educational Visits Forms).
) Isthe leader competent in planning and managing, visits?
) What are the leader’s reasons for undertaking the visit?
d) Isthe leaderan employee of the local authority?
) Does the leader have the ahbility to manage the pastoral welfare of participants?
f) Does the leader exhibit sound decision making abilities?
) What experience has the leader of the participants he/she intends to supervise?
) What experience has the leader of the enwvironment and geographical area chosen?
Does the leader possess appropriate qualifications?
If appropriate, what is the leader's personal level of skill in the activity, and fitness level?
k) If leading adventurous activities has the leader been ‘approved’ by the LA?
l) Istheleader aware of all relevant guidelines and able to- act on these?
Refer to diagram: Planning with EVOLVE
Referto OEAP document: Assessment gf Competence

n Staffing and S

On all visits there must he ‘effective supervision that has heen approved by the EVC and Head of
Establishment, and where applicable in accordance with Governing Body, policy.



http://www.education.gov.uk/schools/adminandfinance/healthandsafety/f00191759/departmental-advice-
http://media.education.gov.uk/assets/files/doc/d/dfe%20consent%20form.doc

Ratios for Early Years are specified and must he adhered to, see Statutory Framework for the EFarly Years
Foundation Stage

For all other visits the visit leader, EVC and Head of establishment will make a professional judgement regardingt
- the experience and competence of staff and other adults;

- the contingency, or ‘Plan B’ options.

The LA recommends the following rutios for category 3 visits

Nuwrsery Class 1:2
Reception Class 1:4
Years 1-3 1:6
Years 4-6 hetween 1:10 and, 1:15
Years 7 and ahove hetween 1:15 and. 1:20

A visit must not go ahead where either the visit leader, EVC, or Headteacher is not satisfied that an appropriate
level of supervision exists.
Visit leaders, EVCs and Heads/Managers often find, it helpful to have ‘a starting point for considerationy. Where
departure from the starting point results in fewer staff, the justification should be recorded as a note on EVOLVE on
the Planning Form see OFAP Underpinning Frameworf
Staff who are assigned, to- support the special needs af an individual, cannot be included, in the overall staffing
Particular consideration should be given to the additional implications that may arise i staff are to he
accompanied by family memhbers (or partners) on visits.
Staff and volunteers who work frequently or intensively with, or have regular access to young people or
vulnerable adults, must undergo an enhanced CRB check as part f their recruitment process. For the puwrposeof,
this guidance:

- Jrequently’is defined as ‘once a week or more.

- ‘intensively’is defined as ‘four or more days in a month, or overnight'.

Refer to OEAP document: Group Management and Supervision
Refer to OEAP document: Vetting and CRB Checks

12 _Remote Supervision
vmwmmwmwm At times they may be unaccompanied by a member of
staﬁorothzrresponsmlzadm e.g. DofE expeditions, ‘down time’ in a shopping mall, etc. This is known as
‘remote supervision.
wmgpendmwwwbeerwoumgzd,
In addition to considering the benefits of the activity, staff should also ensure that reasonably practicable safetyl
precautions are taken.
Jactors as:

- prior | todge of. the individuals (including their ity and levels of ihility):

- venue and conditions;

- the activity taking place;

el . ko




- the competence of the supervising staff;
- the emergency systems in place.

For all visits there should he a responsihle adult with a good working knowledge of first aid appropriateto

the enwironment (e.g. urhan, remote, wuter, etc).

‘Basic Skills' is a level which may be suitable for routine urban visits, however the nature of the visit mayj
indicate that a higher-level qualification is appropriate, especially in circumstances where it is likely that access

Based on the nature of the particular visit, the EVC (or visit leader) should make a professional judgement
regarding the level of first aid required. However, any residential visit or adventurous activity should be
accompanied by, or have access to, qualified first aid provision (minimum 2 day award). For residential visitsthe
visit leader should ensure that first aid is avoilable at all times.

A first aid, kit appropriate to the visit should be carried, and there should abways be someone who is nominated

The first aid requirements relating to EYFS settings are specified and must be adhered to, see Statutory
Framework for the Early Years Foundation Stage

Refer to OEAP document: First Aid

13 Inswrunce

Advice regarding insurance may he sought from the Local Authority's Insurance section.
Contact: Christina Tomlinson, Insurance and Operational Risk Team Leader. Telephone:01925 442325, email:

working under a contruct of employment or apprenticeship and against legal liahility to third parties for
accidental loss of or damage to property, or for bodily, injury or disease arising out of exercising the functionscff
the Authority. Official Parent Volunteers and other official adult volunteers involved in taking part in educational

An optional Offsite Activities Insurance Policy (for schools only) is managed within the Insurance and)
Operutional Risk Team. This provides annual comprehensive travel inswrance for all party memhbers for all trips,
umdudumgr%MmQLULp&ahrm Schxrcl&arestmnglgadxmdtacon&dersuhmrlbmg,wm This policyf

Parents must he made awuare of the liability of the Authority. The statement which parents should receive when
their child is first admitted to the school or youth group (good practice would he to have this signed foreach visit)|
is given helow:.
"I understand that while the staff or other approved persons in charge of the party will take such care of the
children and young people as is reasonable in all circumstances, thzg,canmtbe,hzld,msponsxbjzﬁordmﬂbm
connection therewith, nmmdwg,b@hddr%pommle}orwbs&wdamgzwwdwdspmpwwm
either during a visit or whilst travelling in connection therewith'.

It is important that parents are made aware on all occasions about the insurance position.

It is the responsibility of the Governing Body and Head Teacher/Service Manager to ensure that adeguate
insurance cover exists for activities which take place off the premises. This includes ensuring that hoth thecentre

/establishment visited and any external trainers/activity leaders have their own appropriate liahilityinsurance
in place.



mailto:ctomlinson@warrington.gov.uk

ItshouldbzmwdthmmereLpoﬁug,memnuLLmhwtgﬁorthQMpmmbm however this excludes liahilityf

arising directly or indirectly, in connection with any mechanically propelled, vehicle, aircroft or watercraft. It also
excludes any liahility arising from any racing activity. The standard Public Liahility policyhas an extension forf
Overseas Personal Liahility — but this similarly excludes any liability arising from the useof motor vehicles,
caravans, wuotercraft or airoraft. So care should be taken to enswre that i any such equipment is hired for
personal use that the hire includes suitable insurance (e.g. jet-ski's).

For those establishments who make their own insurance arrangements, personal accident / travel inswrancemust
betaken out forallvisits abroud. Forall othervisits it is the responsibility of the Governing Body, (whereapplicable),
Head of Establishment, and Educational Visits Coordinator to determine whether additional insurance should)
be taken out. The estahblishment should particularly consider the need for additional inswrance for residential

IJZnmmnmsdmtbmenmwtﬁPdeo}ﬂwM&mﬂmmAuﬂmwwmAmdm
school or any school that does not buy into the Authority s insuronce arrangements, they will haveto make thei

O\NTLU’LSUJ’WLC?/[JJ’OVLSAUI’LS/

For travel within the Ewropean Union (plus Iceland, Liechtenstein, Norway, and Switzerland), all participants
must hold a valid EHIC (Ewropean Health Inswrance Card). See www.dh.gov.uk

There is separate Marine insurance in force for those AALA approved schools directly providing access to such
wutercraft activities under AALA and RYA guidelines. This policy has to he arranged separately and schools|
must contact the Insuwrance and Operational Risk Team. There is no automatic cover under this policy. It also

Refer to OEAP document: [nsurance

The schovol uses the LA insurance

14 Transport
Referto OEAP document: 7Transport: General Considerations

PRIVATE CARS

Where a private (staff or parent) car is to he used to transport young people then this must be approved bythe
Head of Establishment, and a form must be completed and retained by the estahlishment

on an annual basis. Cwrently, at St. Helen's C.E. School, governors have not given permission for staff totranspor
children in their cars.
Refer to OEAP document: Transport in Private Cars

=

The Governing Body has taken the decision that parents should not transport children to visits or events using)
theirown transport, unless a private arrangement hetween parents has been agreed.

BUSES AND COACHES
The LA does not ‘approve’ any bus or couch companies. Whilst UK legislation ensuwres that companies are fitfor
public use, the facilities avuilable may vary. Liaising with other establishments within the LA that have used d
particular company (via a search on EVOLVE) will help to determine the level of service that could beexpected.
MINIBUSES

Establishments that own or hire a minibus must have an operational policy in place for this. For

PLrthor information, see. alsa:



http://www.dh.gov.uk/

- Referto OEAP document: 7Transport in Minibuses

- DVLA www.dvla.gov.uk Select ‘Online leaflets’, INF28 ‘Driving a minibus’
-~ ROSPA ‘Minibus Safety: A Code of, Practice’ 2008
- MiDAS (Minibus Driver Awareness Scheme) vioo Community Transport Association UK This also
contains information on PCV licences, weight limits and towing.
All drivers of minibuses should undertake MiDAS training, and keep that training current (3 yearly refreshers). This
applies to pre & post 1997 licence holders operating under the section 19 permit scheme as ‘volunteerdrivers. Post
1997 licence holders may drive a minibus provided:

- Drivers are aged 21 years or over.

- They have held their category B driving licence for at least two years.

- The minibus is being used by a non-commercial hody, for social purposes, but not for hire or rewaurd.

- Drivers are not heing paid to drive the minibus, other than out-of-pocket expenses.

- The minibus does not exceed 3.5 tonnes (or 4.25 tonnes iff specialised equipment for the carriage of
disabled passengers is included) gross vehicle weight.

- No truiler is towed.

If any of the above provisions are not met, then a full D1 PCV is required.

15 Farm Visits

In addition to considering the henefits of the activity, staff should also ensure that reasonably practicable
safety precautions are taken.

Refer to Farming & Countryside Education: www:face-online.org.ukRefer

to OEAP document: Farm Visits

16 Water-Margin Activities
This section applies to:
Activities that take place near or in wuter - such as a wulk along a riverhank or seashore,
samples from ponds and streams, or paddling or wulking in gentle, shallow* wuter. It does not apply
going cruft.
* ‘shallow’ typically means up to the knees of the participants.
In addition to considering the henefits of the activity, staff should also ensure that reasonably practicable safety
precautions are taken.
At the outset the establishment must decide whether the activity:
a) Falls within the definition in hold ahove - in which case the helow guidance
applies, or
b) Exceeds the definition in hold ahove - in which case this is o wuter-based adventurous activity and
Section 23 applies.

All staff involved, in water-margin activities should be corwersant with the guidance contained within Grous
Safety at Water Margins . This document must be made available to all supervising adults in advance of the
As with all visits, where appropriate there should bhe an approved alternative ‘Plan B’ that could bhe used where



http://www.dvla.gov.uk/
http://www.face-online.org.uk/

LA approval is not required for wuater-margin activities, but the leader must have previous relevant experience, and
must have heen be assessed as competent to lead the activity by the EVC and/or Head of Establishment.
12
17 Residential Visits

The LA acknowledges the immense educational henefits that residential visits can potentially bring to children
conducted.

precautions are taken.

Refer to OEAP document: Residential Visits Mindmap (link not yet active)

All visits are authorised by the establishment, but ‘approved’ by the LA, using EVOLVE.
Submission for approval is at least 30 working days prior to the visit taking place

18 Overseas Visits

The LA acknowledges the immense educational benefits that overseas visits can potentially bring to young)
people, and fully supports and encourages overseas visits that are correctly planned, managed, and conducted,
In addition to considering the henefits of the activity, staff should also ensure that reasonahbly practicable safety
precautions are taken.
Forallvisits it is essential that consideration is given to the following:

a) Culture: JZUUd/Cmd/dNLk/ LooaLcu,sw’m& rehgwn xpectedbdwmgur/dxm gender issues;,

b) Accommodauon dw,ched,}orswtahwtg, secumg, sojw‘;,prmmmgrrwgmwwmn

C) Trunsport systems have heen assessed as safe for use.
The visit leader should consider the relevant country information from the Foreign and Commonwealth Office
wehsite: www.fco.gov.uk (‘Home page, ‘Travel & Living Abroad, “Travel Information by Country). All relevant)
FCO information should be circulated amongst the staff team.
For travel within the European Union (plus Iceland, Liechtenstein, Norway, and Switzerland), all participants
must hold a valid EHIC (Ewropean Health Insuronce Card). See www.dh.gov.uk

For exchange visits:
- The LA has adopted, the Outdoor Education Advisers' Panel guidance document: Young People’s
Exchange Visits LA establishments are required tor adhere to all relevant aspects of this guidance.

- Refer to the British Council (Learning) www.britishcouncil. org
- Refer to OEAP document: Exchange and home-stays

For Overseas Expeditions see Section 26
Refer to OEAP document: Overseas Visits
Refer to Alcohot & Drugs policy. (link not yet active)

19 Weather, Clothing & Swvival
Where appropriate, the leader must obtain and act upon recent weather forecasts and local advice.
Participants should be adequately clothed appropriate to:

- The time af year, prevuiling weather conditions, altitude and exposwre to elements;

- Likely changes in weather;

- The experience and strength of the party;

- The nature of the visit and enwvironment.

- Comfort, insulation and shelter for a casualty,;


http://www.fco.gov.uk/
http://www.dh.gov.uk/
http://www.britishcouncil.org/

- Comfort, insulation and shelter for the whole group;
Provision af emergency food and, drink;
- Torch;
- Possible need of signalling equipment and/or mohile phone (NB. Mohile phones may not work in remote
areas);

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

20 Swimming
The LA acknowledges the immense educational henefits that swimming activities can potentially bring to youngy
In addition to considering the benefits of the activity, staff should also ensure that reasonably procticable
All swimming activities and venues must be included within the visit plan, and lifeguarding arrangements
checked in advance. This is particularly important in respect of visits abroud, where for example, a hotel poolmay
be avuilable.
Particular consideration should he given to the following factors:

- Unknown locations and hazards, especially overseas.

- Changing enwironmental conditions.

- Supervisor complacency & lack af transferable knowledge.

- Adherence to local advice.

- Preparation and knowledge of young people, ie. is it a planned activity?

Young people must he supervised hy a competent adult at all times, whilst undertaking swinuning
tivities. The followi tori lu:

Open wuter swimming

LA Approval is required, via EVOLVE.

The designated, lifeguord must be dedicated exclusively to the group, and the location used must fall withinthe
RNLI/RLSS definition of a ‘safer bathing area’. Local advice must always be sought.

For free swimming activity,

- A vulid National Beach Lifeguard Qualification (NBLQ) or equivalent in the country, visited, see
www.lifesavers.org.uk Note: this is for beach/sea only, not inland wuter. or

For structured or programmed activity

- A vulid RLSS UK National Rescue Award, for Swimming Teachers and Couches
(NRASTAC) or equivulent - see www . lifesavers.org.uk or
- A vulid RLSS UK Water Safety Management Award (WSMA),

withappropriate endorsement. (available from 2012) see www.lifesavers.org.uk

Swimming pools (lifeguarded)
LA Approval is not required,
- UK Swimming Pool safety is guided by various Health and Safety at Work Acts and Regulations. Pool



http://www.lifesavers.org.uk/
http://www.lifesavers.org.uk/
http://www.lifesavers.org.uk/

operutors have a duty to take all reasonable and procticable measwres to enswre that teaching and
couching activities are conducted safely.

- For publicly lifeguarded pools abroud, the establishment's staff must seek assurances that appropriate
lifeguard cover is in place prior to participants entering the wuter.

- Unless suitably qualified, the establishment's staff should not have responsihility for lifeguarding. However,
they do retain a pastoral role for participants at all times either through direct or ‘remote supervision.

- For swimming lessons, the LA establishment should enswre the swimming teacher in charge or other

Hotel (and other) swimming pools
Establishments should check the lifeguarding position in advance.
LA Approvual is not required, for this activity, if qualified lifeguarding is provided, at the pool.

ensuring swimming safety, and approvol to lead, the activity will be required via EVOLVE.

The following awards/ qualifications apply:
For free swimming activity

- A valid RLSS UK National Pool Lifeguord Qualification (NPLQ), or equivalent in the country visited
- see www . lifesavers.org.uk

For structured or programmed,
-

- A vulid RLSS UK National Rescue Award for Swimming Teachers and Couaches (NRASTAC) or equivalent

- A vulid RLSS UK Water Safety Management Awwrd (WSMA), with appropriate endorsement.
(avuilable from 2012) see www.lifesavers.org.uk

The role of the lifeguard, is:

- To directly supervise the pool and the pool users, exercising appropriate levels of control. (Note: thelifeguourd,
should remain on the poolside at all times except in the case af an emergency)

- I necessary, hrief pool users in advance regarding rules (eg. no diving, running, etc.).
- To communicate effectively with pool users.

- To anticipate problems and prevent accidents.

- To intervene to prevent hehaviour which is unsafe.

- To carry out a rescue from the wuter.

- To give immediate first aid to any casualty.

should be wulked through at the pool.

Staff must be aware of the procedures in the event af an emergency, and who at the venue will provide hackup.
Staﬂshnuldalsuhnnw@ﬂwg,huwexdummoj&tthoot as other pool users may increase the supervision
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2 Definiti £ an ‘ad

The following activities are regarded as ‘adventwrous’ and require LA approvul:
+ All activities in ‘open country (see helow)
+ Swimming (all forms, excluding publicly lifeguarded pools)
+ Camping
+ Canoeing, / kayaking
* Sailing / windswifing / kite surfing
* Rafting or improvised rafting,
+ Use of powered safety/rescue cruft
+ All other forms of houting (excluding commercial transport)
+ Water skiing,
* Snorkel and aqualung activities
+ Hill walking and Mountaineering
+ Abseiling
* River/ gorge wulking or scramhbling
+ Cousteering/coustal scrambling/sea level traversing
* Underground, exploration
+ Shooting and archery
* Snowsports (skiing, snowhourding, and related activities), including dry slope
+ Air activities (excluding commercial flights)
+ Horse riding,

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

‘Open country' is normally defined as land above 300m, or more than Tkm from vehiculor access. However, this
is an arhitrary boundary and there may be occasions where this deflinition is inappropriate. Please contact the
local authority if youw think this might apply. For level of competence required to lead in open country see Section
24

For the purposes of LA approval, the following activities are not regarded, as adventwrous and, therefore do not require
approval. However, these activities must be supervised by a member of staff who has previous relevant experience
and who in the opinion of the EVC and Head of Establishment is competent to supervise the activity:

+ Walking in parks or on non-remote country paths

+ Field studies - unless in the enwironments stated in ‘open country

+ Swimming in publicly lig lod, poots

* Theme parks

+ Tourist attructions

+ Pedal go-karts

+ Ice skating (rink)

¢ Farm visits




+ Local traffic survey,

+ Museum, library, etc.

+ Physical Education and sports fixtures (other than the ahove)
+ Water-margin activities as defined in Section 16

Please contact the local authority if there is uncertainty over whether a particular activity requires LA
approval.
2 Adventwrous Activities
This section is applicable to all adventurous activities except the following, for which separate guidance
applies:
Water-hased activities - Section 23
Open country activities - Section 24
Snowsports - Section 25
Overseas expeditions - Section 26

The LA acknowledges the immense educational benefits that adventurous activities can potentially bring to

In addition to considering the benefits of the activity, staff should also ensure that reasonably practicable
safety precautions are taken.

The responsibility for the safety of participants in an adventurous activity will rest with either:
a) An external provider - see Section 29
The provider must hold an LOtC Quality Badge or complete o Provider Form

Note: If a Provider holds an AALA licence (and/or any other accreditation) but not an LOtC QualityBadge!
then a Provider Form is still required.

Note: Whilst the responsibility for the safety of participants rests with the provider, the
accompanying staff continue to retain a ‘pastoral duty of care.

or

b) A membher of your establishment's staff - see Section 28

This person must be specifically approved by the head of establishment to lead the activity,via
EVOLVE.

23 Water-Based Activities
or clarification hetween wuter-margin and wuter-based, activities see Section 16

The LA acknowledges the immense educational henefits that wuter-hased activities can potentially bring to

conducted.

In addition to considering the henefits of the activity, staff should also ensure that reasonably practicable
safety precautions are taken.

The following are not regarded as adventwrous activities for the purposes of LA approval:
- Swimming in publicly lifeguarded pools - see Section 20




- Water-margin activities as defined in Section 16

With the exception of the ahove, all other forms of wuter-hased, activities are regarded as adventurous
activities, and as such require LA approval.
a) An external provider - see Section 29

The provider must hold an LOtC Quality Badge or complete o Provider Form

17 Note: If a Provider holds an AALA licence (and/or any other accreditation) but not an LOtC Quality Badge,thef
a Provider Form is still required.
accompanying staff continue to retain a ‘pastoral duty of care.
or

b) A memher of yourestablishment's staff - see Section 28

EVOLVE.

Inordartapurﬂupat@mmmtzrbasedmm pwﬂupwu&shﬁuld,noﬂnullg,baquwn}tdw Pamapunt&who
Leaders should have knowledge of the wuter conditions/hazards (and potential changes) that might be
encountered and prepare accordingly. Local advice must be sought where appropriate, e.g. coustguard, harbous
master, other site users, etc.

Personal buoyancy conforming to the appropriate National Governing Body must be wormn at all times by, all
participants in wuter-hased activities, except, at the discretion of the activity, leader, where the activity:

a) takes place in a swimming pool, or

b) is ‘swimming, or

C) is an activity for which personal buoyancy would not normally be wom by young people.

24 Open-country activities

The LA acknowledges the immense educational beneflits that open-country activities can potentially bring toyoung)
people, and fully supports and encowruges open-country activities that are correctly planned, managed, and

In addition to considering the henefits of the activity, staff should also ensure that reasonably practicable
safety precautions are taken.

For the pwrposes of LA approval, ‘open-country is normally defined as land ahove 300m, or more than Tkm

is inappropriate. Please contact the LA if you think this might apply.
Open-country, activities are regarded as ‘adventwous and therefore these visits requires LA approval. The
responsibility, for the safety of participants in an adventurous activity will rest with either:
a) An external provider - see Section 29

The provider must hold an LOLC Quality Badge or complete a Provider Form




Note: If a Provider holds an AALA licence (and/or any other accreditation) but not an LOtC Quality,
Badge, then a Provider Form is still required.
Note: Whilst the responsibility for the safety of participants rests with the provider, the
accompanying staff continue to retain a ‘pastoral duty of care.
or
b) A memher of yourestahlishment’'s staff - see helow

EVOLVE.
The following minimum levels of technical competence apply where a member of the establishment's own

staff intends to lead an open-country activity:
a) For leaders of walking groups outside the UK or Ireland, please contact the LA for further guidance.

b) For leaders of wulking groups in mountainous terrain within the UK and Ireland,

18 Mountain Leader Award, (Summer or Winter as appropriate) www.mltuk.org or
- A written statement af competence by an appropriate technical adviser - see Section 28

c) Forleaders of wulking groups in summer conditions in non-mountainous hilly terrain
(Known variously as upland, moor, hog, hill, fell or down), with well defined ohvious houndaries, suchi
wild camping or movement on steep ground is not involved.

- Walking Group Leader Aword www. mltuk.org, or
- A written statement af competence by an appropriate technical adviser - see Section 28

d) For leaders of wulking groups in terrain ‘easier’ than that defined in c)

The leader must demonstrate an appropriate level of competence. This may include one or more of the

Jollowing:

-Sports Leaders UK Level 2 Award in Basic Expedition Leadership (BEL). This is appropriate for leading,
groups in lowland areas, and for organising base and mohile camps. See www. bst.org.uk

-Completion of a ‘Leader Truining Course.

- A written statement of competence by, an appropriate technical adviser see Section 28 -

Evidence of, recent, relevant experience, appropriately corrohoruted.

25 Snowsports

The LA acknowledges the immense educational henefits that Snowsport activities can potentially bring to young
people, and fully supports and encouruges Snowsport activities that are correctly planned, managed, and

In addition to considering the henefits of the activity, staff should also ensure that reasonably practicable safety
precautions are taken.

Snowsports (e.g. skiing and snowhowrding) are regarded as adventurous activities, and the visit therefore
requires LA approval.

There are advantages to- Snowsports taking place during term time as opposed to during the establishment|
holiday period. These include: greater choice generully, less queueing for lifts, less crowded slopes thereforeless
more likely to be conducted by permanent Snowsport establishment instructors (as opposed to ‘casual instructors)
(possibly allowing more young people to- participate), etc.
A _member of staff intending to organise a Snowsport visit (but not instruct, lead or supervise on snow) must



http://www.mltuk.org/
http://www.mltuk.org/
http://www.bst.org.uk/

hold the Snowsport Cowse Organiser Awwd (SCO), administered by Snowsport England
www.snowsportengland.org.uk and must have previously accompanied at least one educational Snowsports
Establishments should therefore consider the merits of fully instructed lessons of 4/5 hours duration per day.

A membher of staff intending to lead, skiing or snowhowrding (ie. not using a ski school instructor) must bel
qualified as below and have been approved by the LA via EVOLVE- see Section 28
Skiing: The minimum qualification to lead, skiing on snow is:
The Alpine Ski Cowrse Leader Award (ASCL) www-snowsportengland.org.uk or
- The Alpine Ski Leader Award (ASL) www.snowsportscotland.org or
- A statement of competence by an appropriate ‘technical adviser’ - see Section 28

- The Snowhowrd Leader Award, (SBL) administered www.snowsportscotland.org or
- A statement of competence by an appropriate ‘technical adviser - see Section 28

See EVOLVE for the cwrrent good, pructice guidance on helmets for Snowsport activities.
Important: Owing to unacceptable liahility wuaiver requirements, cwrrently LA establishments must not use the)

Jollowing resorts: Vail, Beaver Creek, Breckenridge, Keystone and Heavenly Lake Tahoe, until further notice. For other|
resorts in USA or Canada, the establishment must check the liahility position prior to making a commitment.

26 Overseas Expeditions

The LA WWWWWWW@W%MMWW%
comiud:@d.
In addition to considering the benefits of the activity, staff should also ensure that reasonably practicable safetyl
precautions are taken.
Overseas Expeditions (forthe purposes of this document) are defined as those which typically involve journeying
in remote areas af the world and/or in developing countries.
There are stringent requirements on Overseas Expedition providers, and, establishments may therefore need to- allow
upto 18 months for LA approval to-he granted. A ‘Note’ (forthe attention of the LA) should he added tothe EVOLVE
Visit Form as soon as possible during the planning stages.

a) Holds an LOtC Quality Badge www:.lotcqualitybadge.org.uk o7

b) Provides a statement of compliance with Guidance for Overseas Expeditions, Edition 3

For providers that do not hold an LOtC Quality Badge, ‘Guidance for Overseas Expeditions, Edition 3" shouldhe
referred, to- when the proposal is initiated. This document contains information for both establishments and
providers, and includes a checklist of vital aspects that must be considered prior to the establishment i

commitment with an external provider. Overseas expedition providers are required to- comply with the minimum

When planning an expedition and selecting a provider, establishments should particularly consider the

Value' are met.

Visit leaders may find it beneficial to attend the one day course entitled ‘Overseas Expeditions and, Fieldwork:



http://www.snowsportengland.org.uk/
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http://www.snowsportscotland.org/
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http://www.lotcqualitybadge.org.uk/
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27 Emergency Procedwres
Establishments should ensure that their Health and Safety policy includes off-site visits.
Staff inwvolved in  visit must be aware of and adhere to their establishment's policy on emergency procedures.
For visits that take place outside normal establishment hours:
- mewgwwyca/d— Visit Leader(or equivalent) must be with the Visit Leader at all times,

- A completed Emergency Card - Home Contacts (or equivalent) must he with the emergency home
contact(s) at all times, where access to EVOLVE is not possible.

In an emergency, if it is not possible to reach any of the designated establishment emergency contacts, theleader
should call the LA 24 hour emergency numher - see Contacts

Referto OEAP document: Critical Incident Management for Visits
Refer to A Handbook for Group Leaders

28 Approvul of staff to lead an adventurous activity

PROCEDURE FOR OBTAINING APPROVAL

Staff who wish to lead (ie. supervise or instruct) an adventurous activity, as defined in Section 21, must fi
upload details and scanned copies of all relevant qualifications (eg instructor certificates, first aid, etc) to the ‘M
Details’ section gf their EVOLVE account.

The visit leader should complete the Visit Form on EVOLVE as usual. During this process EVOLVE will ask foran
Activity Leader Form (ALF) to be completed, which will request further details regarding the proposed venture
(eg dates, venues, numhers, etc). The ALF will then he emhedded, within the Visit Form for that particular visit.
On receipt of a Visit Form (and emhbedded ALF), the LA will view the proposed activity in the context of the
Where approvul is not granted to lead the activity, the Visit Form will be retumed, to the EVC via EVOLVE, with
an attached note. Where this is the case the activity must not take place.

29 CRITERIA FOR APPROVAL

Approval will normally, be given where the leader of the activity has recent relevant experience, and:

- is appropriately qualified through the relevant National Governing Body, or

- has o ‘Statement of Competence from an appropriate ‘technical adviser - see helow.
For most activities the competence required of a technical adviser is stipulated by the activity's National
Governing Body.

In some cases approval may be granted where no qualification is held, but the person concerned is deemed hythe
LA to have a sufficient level gf competence in addition to recent relevant experience.

In cases where no National Governing Body exists, the LA will make o decision hased on factors which may
include: technical advice, the leader's stated competence, ohserved competence, past experience, and attendance
at training courses.
Approval will always be subject to a requirement that the leader must act at all times within the remit of his/her
qualifications, and in accordance with National Governing Body Guidelines where these exist. Approval may
also be subject to other conditions which will be specified by the LA on the Visit Form.

Where there is insufficient information for the LA to make a decision regarding approvol, then the applicantmay




he asked to provide further information (eg evidence of awwrds, experience, and log book details, etc). In some cases
a meeting with the applicant may be requested by the LA.
Approval to lead an adventwrous activity is specific to the technical aspects of the adventuwrous activity, detailed.

It is not an indication in respect of other aspects af the visit such as general management and supervision skills,
the assessment of which may be the responsihility of Head of Establishment and/or EVC.

30 Using an External Provider

An ‘External Provider is defined as where there is an element of instruction, staffing, or guiding, for example:
- Activity Centre

- Overseas Expedition Provider
- Climhing Wall where instruction is provided, by, climbing wull staff
- Youth Hostel (where instruction is provided)
- Voluntary organisation (e.g. Scout Association), where instruction is provided.
- In some instances, for example where an establishment intends to use an ‘extemal’, voluntary individual forf
services, then this person may be regarded as a temporary member of staff and the procedure outlined in Section
28 may, be appropriate.
22

The above procedure is not sufficient for Overseas Expeditions (ie. those which typically take place in remoteareas
of the world and/or in developing countries), for which separute arrangements are applicable and musthe
complied with, see Section 26

For the purposes of LA approvual, an External Provider is NOT a:

Youth Hostel (where accommodation only is used)

- Hotel, B&B, etc

- Campsite

- Museums, galleries, etc

- Tourist attractions

- Theme Parks

- Farms

- Couch, Train, or Airline company,

- Swimming Pool

- Climbing Wall where instruction is provided by a member of your
establishment's staff with an approved Activity Leader Form (ALF) (Section 28
applies)

- 'Volunteer' instructor of adventurous activities (see below)

The decision about the use of an external provider is the responsihility of the visit leader, EVC, and Head of
establishment. The LA does not ‘approve external providers or towr operators. Establishments will find it useful
to ‘Seaurch by External Provider’ on EVOLVE, and liaise with other LA estahlishments that have used aparticular
provider.
Establishments should consider the requirements under ‘best value® when selecting an external provider.
To confirm that all aspects of the operation of the provider are satisfactory, the establishment must ensurethat
either:

a) The Provider holds an LOtC Quality Badge www.lotcqualitybadge.org.uk



http://www.lotcqualitybadge.org.uk/

Note: If a Provider holds an AALA licence (and/or any other accreditation) but not an LOtC QualityBadge
then a Provider Form is still required.

For Providers that hold an LOtC Quality Badge www.lotcqualitybadge.org.uk

For Providers that do not hold an LOtC Quality Badge www.lotcqualitybadge.org.uk

31 PROCEDURE

- Downloud a Provider Form from EVOLVE.

- Complete the top section.

- Send, Provider Form to the provider (email, fax, post).

- On its return check that it has bheen satisfactorily completed.

- Keep Provider Form on file together with all other relevant documentation.

- Attach the Provider Form to EVOLVE.

Important: I the Provider has made any alterations to the wording of the Provider Form or is unahle to- comply,
then you must discuss this with the Provider, and if necessary seek advice from the LA prior to making o
commitment with the Provider.

The Provider Form should be sent to the provider at the time of making a provisional hooking and no deposits

The satisfactory completion of a Provider Form does not necessarily signify, that the service on offer will be)
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9.

SECTION A - ALL VISITS

Health, Safety, and Emergency Policy

The provider complies with relevant health and safety regulations, including the Health, and
Safety at Work Act 1974 and associated, regulations for visits taking place in the UK, and
has a health and safety policy and recorded risk assessments which are avuilable for
Vehicles

All vehicles are roudworthy and meet the requirements of relevant regulations in the
Staffing

All reasonable steps are taken to check staff who have access to young people for

the provider's staff and there is sufficient flexibility to- make changes to the programme

stoff.
The provider has never heen dismissed from any employment or had o contract ended,

Insurance

The provider has public liahility inswrance for at least £5 million with a clause
ing ‘indemnity to nrincinal’. A lation (if ided)

UK accommodation is covered by a cwrrent fire certificate or advice has heen sought
Jrom a fire officer and implemented, and a fire risk assessment has been completed.

If abroud, the accommodation complies with fire, health and safety regulations which apply in

the country concerned.

10. There are appropriate security arrangements to prevent unauthorised persons entering the
accommodatior.

staﬂmmmoduﬂonwdﬂwtopamapam& accommodation.

SECTION B - ADVENTURE ACTIVITIES AND FIELD STUDIES IN OUTDOOR ENVIRONMENTS

Adventure Activities Licensing Authority (AALA) Licence covering

12. dates of visit YES OUT OF SCOPE

IP YES, AALA Licence number R

D3




14.

15.

16.

17.

18.

19.

20.

22.

23.

24

25.

For AALA licensable activities in the UK, the specifications in this section are checked as part
of the AALA inspection. However, providers licensed with AALA are asked to consider

the licence.

Activity management
The provider operates a policy for staff recruitment, truining and assessment which ensures thatall
staff with a responsibility, for participants are competent to- undertake their duties.
The provider maintains a written code of pructice for activities which is consistent with relevant
National Governing, Body guidelines and/or, if abroud, the relevant regulations of the country,
concerned.

activities to be undertaken, or staff have had their competencies confirmed in writing by an
appropriately experienced and qualified technical adviser.

Where there is noNational Governing Body, for an activity, the provider has a Code of Conduct

Jor that activity which is in line with current good, practice within the UK, and this includes
appropriate instructor competencies.

Participants will at all times have access to- a person with an appropriate First Aid qualification.
Staff are pructiced and competent in accident and emergency procedures.

There is a clear definition of responsihilities between providers and, visiting staff regarding

All equipment used in activities is suited to task, adequately maintained in accordance with
necessary.

SECTION C - TOUR OPERATORS

Where a towr operutor delivers services to establishments using other providers eg. ski
establishments, trunsport operutors or accommodation, the tour operutor must ensure that each
provider meets the relevant specifications outlined in Sections A and B of this form and that these
providers operute to standards which meet the relevant regulations which apply to the country of
operution.

Sections A and, B af this form, as appropriate, have heen completed to-show that checks have

heen made. Records are avuilable for inspection.

The Towr Operator complies with the package travel regulations, including bonding to- safeguord,

customers’ monies.

ATOL, ABTA or other honding body name and numhbers

SECTION D - OVERSEAS EXPEDITIONS
The provider complies with ‘Guidance for Overseas Expeditions, Edition 3" (GOE3).




EMERGENCY CARD
(VISIT LEADER)

Emergency Card (Visit Leader)
This ‘card’ must remain with the Visit Leader at all times on a visit

In the event of a significant incident or accident that does not involve serious injury or fatality,
and/or is not likely to attract media attention, the Visit Leader should seek advice from their
establishment emergency contact(s). This should normally, include a memher Senior Management of the
establishment.

In the event of an incident that does involve serious injury or fatality, and/or is likely touttract
media attention, the Visit Leader should adopt the following protocol:
1. Assess the situation;
2. Safeguard, uninjured members of the group (including self);
3. Attend to any casualties;
4. Call emergency services, iff appropriate.
(999 or appropriate local numhber if abroad, Europe 112, North America 911)
5. Contact the LA Emergency Contact Numher and request the help of the Emergency
Response Team.
Warrington Borough Council Emergency Contact
Tel: 01925 444400
Ask for the Emergency Response Team
Be prepared to give: Your name and Establishment/Group Phone
number & back up phone numbers Exact
Location
Nature of Incident
Number in the Group
You will be called back within 30 minutes so try not to make outgoing calls until contact is
made. You will be given advice and asked what the LA can do to support you.
Then.:
+  Contact your establishment, EVC or Home Contact (see below) and seek further advice. If
yow are unahle to do this, the LA will contact your establishment on your hehalf.
+ If pructicable, delegate party leadership to the Deputy Leader, in order that yow can he
contactable at all times, and to enable you tor coordinate all necessary actions;
*  Youw will be provided with a dedicated number to refer all press, media, parental, or other
ena,umtcrﬂwLA andﬂorwnﬂmwwnmawmmm dumgﬂwmdaw

hnawnﬂLs&whhma&t}u&hu&bemagmedby/tthA o
+ Do not allow any memher of the group to discuss liahility with any other party.

+  Seekfurther and full details of the incident, how and why it happened so far as can bhe
established at this stage;

*  Maintain o detailed written log of all actions taken and conversations held, together with a
timescale
- It may bhe appropriate to- ask someone else to do this;

+  Contact the British Consulate / Emhassy, if abroad.




Name

Home

Mohile

Estahlishment

WBC Emergency, Call Centre

01925 444400

Establishment ‘Home Contact

Head of Establishment /
Chair of Governing Body (optional)

Other/EVC

28




EMERGENCY CARD
(HOME CONTACTS)

Emergency Card (Home Contacts)
For visits that take place outside normal establishment hours.

This ‘card’ or equivalent must remain with the estahlishment emergency contact(s) atall
times, if access to EVOLVE is not possihle.

The establishment’s Emergency Home Contact(s) should have all visit information, including
ltlnerary, venue detalls names, medical information and emergency contact details for all
££.

In the event of being contacted by the Visit Leader (or other memhber of staff inwolved in a visit), youshould:

«  Confim the phone numhber at which the caller can be contacted back on;
¢+ Note their locatior;

+  Determine the natwre of the emergency;

+  Determine the type of help required.

+  Provide the required assistance i possible;
+  Seek further advice or pass on details to other estahlishment contacts who may, he ahble to assist.
Ip the incident does invol ious injury or fatality, and/or is likely to i iomL:

«  Informthe Visit Leader that someone will phone him/her back within 30 minutes;

It is the responsibility of the Visit Leader to contact the LA. However circumstances may
prevent this. If you are not 100% positive that the LA has been contacted, please contact
Warrington Borough Council on 01925 444400 and state that you require immediate
d));)tal I fl UTlI th€ EIIICI gCIILy RC’DPUII)U TUGIII. GiVU bl icf dUtdill) Uf thc ;Ilb;dﬂllt.

*  Your details will be taken and you will be phoned hack within 30 minutes;

*  Youshould also contact the Head of Establishment (if this is not you);

* A Response Team will be brought into action to support the party, the establishment, andthe
Jrom the moment the emergency occwrs. The team would operate from the Emergency Control
Centre and the Head of Establishment or a senior member of staff mayhe asked to join the
team immediately;

+  The Head of Establishment should consider the appropriate time to contact the parents ofthe
pamupwlt&uwobmd,mt}wvww Advice and support should be sought from the LA indealing

] TthespmweT@ammlLﬂonnacmtmuou&hnkwuhth@aﬂeowd/gmup and depending onthe
level of emergency will send a senior officer to the incident location. The Response Team will direct

all actions; provide links with the media, rescue agencies, tour operators, inswrance companies,
etc. As appropriate the Response Team would arrange for the retwmn of the party or arrange other
transport where required;

*  Youw will he provided with a dedicated numhber to refer all press, media, parental, or other
enguiries to the LA and for continuing contact with the LA during the incident.

+  The LA will give accurate and periodic information through press releases, will arrange
mtzrvw,ws mmmwmmwmmmmummm and,




Name

Home

Mohile

Head of Establishment

Deputy Head of Establishment

WBC Emergency, Call Centre

01925 444400

Chair of Governing, Body, (optional)

Other/EVC




St. Helen's C.E. Primary School

EDUCATIONAL VISITS FINANCIAL STATEMENT

£
Extra materials £
Meals £
Overnight cost £
Additional Adults £
TOTAL £

Expenditure
Transport
Admission costs
Tuition

Extroo materials
Meals

Overnight cost
Additional adults
Other

TOTAL £

MM MHMHMHMH H M

please give details

Confirmation of statement by Office Manager_______________________




St Helenw's CE Primary School Pre-visit Planning Form

Teacher(s) in charge of visit

Date of pre-visit

Risk Assessment completed

Generic

Site/Group Specific

Contact phone numhber at place of visit

Named Adult Supervision

CRB Discloswres checked

Pupil - Adult Ratic

Transport Arrangements

Nwmwxd,pm))mrumwp,roycomparug,

Time of Departure from school

Governors approval

School cook informed, (i relevant)

Pack lunches needed

Letter home

Uniform or special clothing

Any, other issues/concermns?

Signed (Group Leader)
Date:







School___ St Helen’s C E Primary School No. of pupils

GENERIC RISK ASSESSMENT

Location of visit

Assessor

Number of Staff

Visit Leader

1. Hazards

2. Who may be affected

3. Control Measures

4. Further action

EVC

Date,




Parental Consent Form

Residential Visit to- Date

Jo the Headteacher, Mrs C Smith

. T understand the reasons for the visit and the nature of the activities to be

dndertaken.
1} am willing to allow my son/ daughter* to take part in planned activities.

joumey, or stay to the extent that a surgical operation or serum injection hecomes necessary, provided
or surgeon concerned to- endanger my sorvs/daughter's” health or safety.

I} understand the extent and limitations of the insurance cover provided.

Signed: Parent/Carer
Address:
Tel No: Home Mohile, Work,

Alternative Contact Details: Please Provide a minimum of 2.

Name: Tel No:

Name: Tel No:

Name, Address and telephone
Number of family doctor:

*| Delete as necessary




1.
(please

2.

6.

8.

Medical Information

Rlease complete the medical questionnaire for your son/daughter*

Has your child been immunised against tetanus in the last five years?
give date if known)

Is your child, sensitive to penicillin?

Doves your child, suffer from. fainting, attacks or blackouts?
Does your child suffer from.fits or epilepsy?

Does your child, suffer from. any allergy, asthma or hay fever?

Does your child take any medication for the condition?

4 Does your child suffer from diahetes?

. Does youwr child suffer from ear trouble?

Does your child suffer from any, illness, and/or injury not mentioned above?

If yes, please give details including any, infectious/ contagious illness in the last
three months and, details of other recent illness/injuries or physical disabilities.

10.

Name of medicine
How often taken? _

9. Is your child on any sort of medical treatment at the present time, is the
treatment self-administered? If yes, please give details:

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Yes/No

Please indicate any special dietary requirements due to- medical reasons

11. Does your child suffer from travel sickness?

12. 1 thmggﬁ; which school should he
: 's, ugaormauon iy aware of, e.g. suffers from
Signed, Parent/Guardian Date

Yes/No

34




Contacts

EVOLVE WWW. WaITingtonvisits. org. uk
Sarah Whittaker
01925 443181
Educational Visits Adviser
S whittaker@wuurrington.gov.uk
Debhie Watson
Health & Safety Adviser 01925 442174
Christina Tomli
Inswrance and Operational Risk
01925 442325
Team Leader
LA Emergency Contact Warrington Borough Council

(24 howr)

01925 444400



http://www.warringtonvisits.org.uk/
mailto:Swhittaker@warrington.gov.uk
mailto:dwatson@warrington.gov.uk
mailto:ctomlinson@warrington.gov.uk




