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1. Rationale

(1) Safely managed educational visits with a clear purpose are an indispensable part of a
broad and balanced curriculum. They are an opportunity to extend the learning of all
pupils, including an enrichment of their understanding of themselves, others and the
world around them. They can be a catalyst for improved personal performance,
promote a lifetime interest and in some cases lead to professional fulfilment.
Educational visits are to be encouraged.

(2) This school recognises its duty of care and statutory responsibilities for the health,
safety and welfare of pupils, staff, volunteers, providers and members of the public
in connection with educational visits for which it is accountable.

2. Purpose

(1) To ensure that every pupil has the opportunity to benefit from educational visits.

(2) To ensure that all visits are safe, purposeful and appropriate to meet the educational
needs of pupils taking part.

(3) To enable the school to identify appropriate functions, responsibilities, training,
support and monitoring for governors, staff, volunteer assistants, pupils and
providers involved in educational visits.

(4) To ensure that whenever appropriate, further advice is sought from the LA and from
other technically competent sources.

3. Guidelines

(1) The organisation of an educational visit is crucial to its success. With rigorous
organisation and control, a visit should provide a rich, learning experience for the

pupils.

(2) The following guidelines support the planning and implementation of educational
visits organised at Child Okeford School.
(3) Governors:

(i)

(i)
(iii)

(iv)

v)

All visits will have a clear, recorded educational purpose and will be
planned sufficiently well in advance in accordance with good practice and
effective planning procedures detailed in the DCC Policy of Safety and
Guidance—Offsite Events and Adventurous Activities.
(www.dorstforyou.com/schoolsafety). The Governing Body will include in
its role the support of school policy and procedures for educational visits
including the reporting of visits.

The Headteacher will be responsible for the approval of all visits, or may
designate this function to the Educational Visits Co-ordinator.

A named and trained Educational Visits Co-ordinator (EVC) will be
appointed to support the Governing Body and Headteacher. In the absence
of a suitably trained Educational Visits Co-ordinator the Headteacher
automatically assumes this role.

There will be a named and approved Event Leader (and where appropriate,
deputy) on all educational visits. This Event leader will be specifically
competent for the role as detailed in the DCC Policy of Safety and
Guidance Offsite Events and Adventurous Activities
(www.dorstforyou.com/schoolsafety). If in any doubt confirmation will be
sought from the Outdoor Education Adviser.
p.burrows@dorsetcc.gov.ukp.burrows@dorsetcc.gov.uk

Working with the EVC as necessary, the Event Leader will be responsible
for all aspects of the planning, risk assessment and organisation of the
visit. The Event Leader will assume full responsibility during the visit,
including ongoing risk assessment. At Child Okeford School we use
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Dorset County Councils Generic Risk Assessments for offsite Activities
and Visits (www.dorsetforyou.com/schoolsafety).

(vi) The Event Leader will ensure when purchasing goods and services that
appropriate checks are made and that insurance and financial procedures
have been followed.

(vii) Wherever possible the group leader should undertake an exploratory visit
to:

(@) ensure that the venue is suitable to meet the aims and objectives of
the school visit;

(b) assess potential areas and levels of risk;

(c) ensure that the venue can cater for the needs of the staff and pupils
in the group; and

(d) ensure that the group leader is familiar with the area before taking a
party of young people.

(viii) If it is not feasible to carry out an exploratory visit, a minimum measure
should be to contact the venue, seeking assurances about the venue’s
appropriateness for the visiting group. In addition, it may be worth seeking
views from other schools who have recently visited the venue. In some
cases, such as when taking walking parties to remote areas, it may be
appropriate to obtain local information from the Tourist Boards.

(ix) Details of any residential visits at home or abroad or day visits involving
activities of a hazardous nature will be submitted to the LA for assessment/
monitoring through use of FORM 5 at least 1 month before the departure
date.

(x) All residential trips at Child Okeford School are signed off by our
designated safeguarding governor.

(4) Parents and Carers

(i) The school will provide parents and carers with information about policy
and procedures relating to the safe management of educational visits.

(i) Parents and carers will be given sufficient written and supplementary
information about educational visits to enable them to make informed
decisions and give written consent together with medical and emergency
contact details.

(ii1) Whenever appropriate for higher risk, residential and foreign visits a
briefing meeting with parents/ guardians will be arranged.

(iv) Expectations with regard to behaviour and codes of conduct will be
explained to parents/ guardians. This information will include the necessity
of meeting additional costs and making collection arrangements in certain
circumstances.

(5) Pupils

(i) Wherever possible, pupils should be involved with the planning of an
educational visit, establishing codes of conduct, assessing and managing
risk and evaluating their own learning, development, attitudes and
behaviour.

(if) Pupils should be adequately briefed about aims, expectations and codes of
conduct for all educational visits. Ongoing briefings are an important
element of learning and safety.

(iii) Any pupils whose behaviour may be considered to be a danger to
themselves or to the group may be stopped from going on the visit. The
curricular aims of the visit for these pupils should be fulfilled in other ways.
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(6) First Aid

(i) First Aid provision should be considered when assessing the risks of the
visit. For adventurous activities, visits which involve overnight stays, or
visits abroad it there must be at least one trained first-aider in the group. The
group leader should have a working knowledge of first aid and all adults in
the group should know how to contact emergency services.

(i) The minimum first-aid provision is:

(@) asuitably stocked first aid box; and
(b) a person appointed to be in charge of first aid arrangements.

(iii) First-aid should be available and accessible at all times. If a first-aider is
attending to one member of the group, there should be adequate first-aid
cover for the other pupils. The Educational Visits Co-ordinator should take
this into account when assessing what level of first-aid facilities will be
needed.

(7) Supervision
(i) It is important to have a sufficient ratio of adult supervisors to pupils for
any off-site visit. The factors to take into consideration include:

(@) sex, age and ability of group;

(b) special needs pupils;

(c) nature of activities;

(d) experience of adults in off-site supervision;

(e) duration and nature of the journey;

(f) type of accommodation; and

(g) competence of staff, both general and on specific activities.
(if)  Ratios - general guidelines:

(@) 1 adult for every 4 children- Reception;

(b) 1 adult for every 6 children -Years 1-3; and

(c) 1 adult for every 10 children -years 4-6.

(iii) Higher ratios may be appropriate in particular cases, such as for higher risk
activities, for particular groups of pupils or for all trips abroad. Higher
ratios are also recommended for swimming activities.

(iv) Swimming in the sea on a coastal visit, will not be allowed for Child
Okeford School children. Paddling will only be allowed as part of a
supervised activity, preferably in recognised bathing areas which have
official surveillance.

(v)  Where paddling is to be allowed on a visit, a ratio of 1 adult:4 children is a
minimum.

(vi) Where there is more than one adult supervisor a group leader, who has
authority over the whole party, should be appointed.

(vii) Where a high adult: pupil ratio is required, it is not always feasible to use
school staff alone. Parents with appropriate clearance may be used to
supplement the supervision ratio. They should be carefully selected and
ideally they should be well known to the school and the pupil group.

(viit) All adult supervisors, including school staff and parent helpers must
understand their roles and responsibilities at all times. In particular, all
supervisors should be aware of any pupils who may require closer
supervision, such as those with special needs or those with behavioural
difficulties. Teachers retain responsibility for the group at all times.

(ix) For the protection of both adults and pupils, all adult supervisors should
ensure that they are not alone in a one to one situation with a pupil.

(x) If the school is leading an adventure activity, such as canoeing, the LA or
Governing Body must ensure that the group leader and other supervisors
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are suitably qualified to lead and instruct the activity before they agree that
the visit can take place. Qualifications can be checked with the National
Governing Body of each sporting activity.

(xi) Whatever the length and nature of the visit, regular head counting of pupils
should take place. The group leader should establish rendezvous points
and tell pupils what to do if they become separated from the party.

(8) Inclusion: the Educational Visit Co-ordinator will not exclude pupils with special
educational or medical needs from school visits. Every effort should be made to
accommodate them whilst maintaining the safety of everyone on the visit. Special
attention should be given to appropriate supervision ratios and additional safety
measures may need to be addressed at the planning stage.

4. Links
(1) Although this policy focuses on the management of health, safety and welfare,
educational visits are an integral part of the strategy for learning and the curriculum
plan. The policy should therefore be linked to complementary policies concerned
with such issues as: equality of opportunity, special educational needs, social
inclusion and staff development.
(2) DCC Policy of Safety and Guidance — Offsite Events and Adventurous Activities.
Access at: www.dorsetforyou/schoolsafe
(3) Useful Dorset County Council Contacts:
(1)  Service Manager /Adviser Outdoor Education: Tel: 01929 552265 e mail:
p.burrows@dorsetcc.gov.uk
(i) Health and Safety — Senior Adviser: Tel: 01305 224092 e mail:
p.downton@dorsetcc.gov.uk
(ii1) Insurance and Risk Management — Technical Officer: Tel: 01305 224075
e mail: d.l.samways@dorsetccc.gov.uk
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