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Introduction

All offsite visits and activities, (apart from work experience placements which are dealt with separately), that are organised and undertaken by the school, are regarded as “educational visits”. 

Whenever pupils leave the school site under the direct or indirect supervision of school staff, they are deemed to be undertaking an “educational visit”. 

The Belfast Model School for Girls (GMS) retains ultimate responsibility for its pupils at all times during school visits, even when activities are undertaken under instruction from outside providers.

It is the policy of the GMS to encourage educational visits and to ensure that they are properly organised and run in accordance with best practice and having full regard to health and safety and the School’s duty of care to pupils. 

Aims and Objectives

The GMS, recognises the significant educational value of visits and activities which take place away from the immediate school environment and believes that staff should be encouraged to organise educational visits that enrich the curriculum and enhance the learning and development of our pupils, in order to enhance our pupils moral, cultural, mental and physical development in preparation for adult life. This policy is designed to help teachers, governors and other interested parties to ensure that pupils stay safe and healthy whilst on GMS Educational Visits.

Types of Educational visits organised by GMS

The GMS encourages visits linked to all aspects of the curriculum; academic, sport, music, art and drama. All visits will be appropriate and relevant to the age group and the needs and development of the students participating.  

Compliance

The GMS policy is to comply with BELB policy on Educational Visits and staff must make themselves aware of the BELB publication, “Educational visits policy, practice and procedures 2007” and the DfSS publication, “Health and Safety of pupils on Educational Visits”. 

This Educational Visits policy should also be read in conjunction with the other relevant school policy documents, such as the following:

· Health and Safety policy and Welfare policy statement

· First Aid Policy

· Emergency Management plan.

The GMS is committed to equal opportunities and will make every effort to ensure that these activities will be available and accessible in some form to all who wish to participate or are required to take part.

Access to Policies and Guidelines

Staff involved in the leadership and management of visits should be familiar with all relevant guidelines and policy documents, which can be accessed as follows.

· Staff handbook

· RM staff

· Heath and safety

· Educational Visits

· First Aid Policy

· Staff room notice board.

· BELB website
Advice and Guidance
Staff should seek advice and guidance regarding educational visits from:

· the school EVC

· the principal

· the Belb health and safety officer

The duty of care (In loco parentis)  

· When teachers and other staff are responsible for the children of others on educational visits, they are said to be `in loco parentis'. This means that they have a common law duty to take the same care that a reasonably prudent parent would take in similar circumstances. 

· The principle of in loco parentis applies to all young people under the age of 18. 

· Pupils are, of course, generally responsible for their own criminal acts and particular problems may arise where civil or criminal offences are committed in a foreign country.  It is impossible to provide specific guidance here on relevant aspects of foreign law, which differs considerably from one country to another.  It is suggested, however, that teachers leading visits abroad should adopt as a minimum standard that which would be expected under English Law. 

· They should make pupils aware of the very serious implications of any involvement in illegal drugs in many countries. 

· Group leaders should obtain information on basic legal 'dos and don'ts' from the Foreign and Commonwealth Office's Travel Advice website and the appropriate embassy or high commission or the national tourist office of the country to be visited, recognizing that information provided will not be exhaustive. 

· In the unfortunate event of the arrest of a pupil, the group leader is best advised to contact the British embassy or consulate for advice.  

· Except where a child is in the care of the Local Authority, it will be the responsibility of the parents or guardians to ensure that they are legally represented. The role of a teacher in such cases will normally be confined to that aspect of their position that relates to pastoral care, coupled of course with their legal duty to assist the police in the course of their enquiries.

Legal liability

· Educational visits, whether in term time or holiday time, are regarded as an extension of the school situation and the same legal liability on the part of the teachers involved applies. 

· As in the school situation, teachers will be liable for damage resulting from their own negligence, but the BELB has a vicarious liability in those cases where the employee is acting in the proper course of their employment. I

· in such cases it will be the BELB that is sued. 

Other agencies

· Where an activity involves the use of the resources or expertise of another organization, the school should take reasonable steps to be sure that the agency involved is reputable, competent and the provision safe.

· For air travel, group leaders should book with an operator who holds an Air Travel Organisers License or ATOL. This license provides security against a license holder going out of business. 

· When travelling abroad and using a travel agent, the group leader must check whether or not the whole package is covered under ATOL. If not, the group leader must 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 currently seven bonding bodies approved by the Department of Trade and Industry:

· Association of British Travel Agents - ABTA
· Federation of Tour Operators Trust - FTOT
· Association of Independent Tour Operators Trust - AITOT
· Passenger Shipping Association - PSA
· The Confederation of Passenger Transport  - CPT

· Yacht Charter Association -YCA

· The Association of Bonded Travel Organisers Trust - ABTOT

 Basic Principles of Safe Practice for Educational Visits 

Educational Visits carry elements of danger and risk and it is recognised that the risk of accidents and incidents occurring cannot be completely eliminated, however by adopting the principles of safe practice listed below their likelihood can be reduced to acceptable levels. 

· Ensuring there is a clearly identified purpose for the visit, which is appropriate to the age and ability of the group. 

· The carrying out of a risk assessment, which considers the health, safety and welfare of all prospective participants.

Ensuring compliance with statutory requirements.

· Ensuring the availability of appropriate personal and group equipment and clothing.  

· Maintaining good discipline and ensuring that codes of conduct in relation to smoking, alcohol and behaviour between the sexes are clearly established, understood and adhered to.

· Maintaining adequate supervision at all times, which may be direct or indirect.  

· Preventing access to dangerous situations for those ill equipped to cope. 

· The carrying out of a pre-visit or gathering adequate background information to make management more effective. 

· The recording of accidents, incidents and near misses in order to improve procedures.

Roles and responsibilities

The Board of Governors 

· Have overall responsibility for all the school’s educational visits. to ensure that the management of visits meets the regulations and guidance offered by the BELB as well as conforming to the schools own Health and Safety Policy. 

· The Governors need to be satisfied about the school's procedures and practice in relation to the policy. They need to ensure that the policy is in place in school and is actively followed. They are also obliged to ensure that the Principal and staff have the time and expertise to fulfil their responsibilities for educational visits. 
· It is not necessary for the governors to approve each visit. However, the Principal will inform them in advance where possible, of all non-routine visits, particularly those involving adventure activities, residential visits and visits abroad. 
· The Governing Body representative who is responsible for overseeing educational visits is Mr Barton Hunter
· If the Principal is absent or unavailable either of the two Vice Principals, Mrs Mairs or Mrs Pinkerton, will act as the appointed deputy, and fulfil the same responsibilities regarding the management and approval of educational visits.

The Principal

The Principal must ensure that staff involved in educational visits have access to and understand their responsibility to follow this policy.          

The Principal must authorise all visits ensuring that staff are aware of the correct procedures and that every visit is adequately planned and prepared for by the teachers concerned. 

For each visit the principal must ensure that:

· the visit has a sound educational objective

· the procedures laid out in this policy are and will be followed 

· that checks have been completed of locations and providers

· risk assessments have been completed and appropriate safety measures are in place

· suitable supervision has been arranged and the group leader and other leaders have the necessary skills and experience to lead the visit 

· all leaders are aware of their roles and who is in overall charge

· the governing body has been appropriately informed

· the head teacher has given written approval 

· for residential visits, visits involving adventure activities or hazardous outdoor environments or visits abroad, the BELB has been informed of the visit in advance and approval obtained

· 24-hour emergency contact procedures will be in place 

The School’s Educational Visits Coordinator (EVC) 

Currently the GMS EVC is Mr William Hamilton, who is responsible for overseeing the planning and organisation of the school’s visits. 

Particular functions of the EVC include  

· supporting the head with approval and other decisions

· Assigning competent people to lead or supervise a visit

· assessing the competence of leaders and other adults proposed for a visit. 

· assisting visit leaders with risk assessment

· organising the training of leaders of visits. This might involve training such as first aid, hazard awareness 

· organising, with the group leader, induction of leaders and other adults taking pupils on a specific visit

· working with the group leader to provide parents with full details of the visit beforehand and to obtaining parental consent or refusal 

· organising the emergency arrangements and ensuring there is an emergency contact for each visit

· keeping records of individual visits including reports of accidents and ‘near-accidents’ (sometimes known as ‘near misses’) 

· reviewing systems and, on occasion, monitoring practice
Role of the Group leader

One teacher must take overall responsibility for the planning and supervision of the visit as group leader.  He or she has a duty of care to the students, providing welfare, support and supervision throughout the visit, exercising the same level of care, as would a reasonable and careful parent. 

The group leader is responsible for 

· following the policy and procedures contained in this document and other relevant school policies and procedures

· all necessary planning and preparation before the visit, as detailed in this policy, including risk assessment and briefing of other leaders, parents and pupils 

· overall organization during the visit, including leadership of staff, supervision of pupils and overall health and safety of the whole group 

· evaluating the experience after the visit, and reporting any important issues to the school's educational visits coordinator.

The EVCs and Principal need to be satisfied that the group leader and other teachers leading pupils on a visit are sufficiently competent to carry out their responsibilities. The Principal also needs to be satisfied that any other adults accompanying the visit are suitable for their role in the visit. 

Competence as a group leader will result from:

· experience of the environment to be visited 

· experience of the activities involved 

· leading similar educational visits 

· knowledge of the pupils involved

· appropriate training

· leadership skills and other personal qualities 

Role of other teachers and other adult leaders

· Other teachers on a visit are responsible for assisting the visit leader in his/her responsibilities. One should be appointed as deputy leader, prepared to take full responsibility for the leader's role if the leader is unable to do so. 

· Teaching assistants, parents, governors and other adult voluntary assistants play an important role in providing extra supervision and/or undertaking other tasks.  The group leader must ensure they are competent to undertake their duties and understand their role. Such as 
· doing their best to ensure the health and safety of everyone in the group;

· taking reasonable steps to avoid exposing pupils to dangers that are foreseeable and beyond those that the pupils can reasonably be expected to cope with;

· Considering stopping the visit or the activity and notifying the group leader if s/he thinks there is an unacceptable risk to the health and safety of the pupils in their charge.

Responsibilities of pupils

· The group leader must make it clear to pupils. that they have a responsibility to behave sensibly and appropriately. 

· Pupils should be told that they must follow instructions, not take unnecessary risks and that they should tell one of the leaders about anything that worries or concerns them. 

· They must understand their individual and group responsibilities, have regard for the rewards and sanctions in place and ensure they follow the schools dress and behaviour policy and be sensitive to local customs;

· A pupil whose behaviour may put themselves or others at risk may be stopped from going on a visit or if on a visit, their activities may be curtailed and arrangements may be made to return them home. The curricular aims for the visit should be fulfilled in other ways where possible.
Responsibilities of parents

· Parents must be able to make an informed decision on whether their child should go on the visit.

· They must provide written consent, including an acknowledgment of their and their child’s responsibilities to support the disciplinary arrangements for the visit and provide the school with medical information and emergency contact arrangements. 

· Parents must prepare their child for participation and accept that a child who is a risk to the health and safety of either him/herself or others may be sent home early.

Overall Planning and approval procedures 

· Teachers proposing an educational visit must consult the EVC as early as possible to ascertain whether the visit can take place. 

· Teachers should not consider local excursions as unofficial visits and therefore not subject to this policy.

· Visits should be recorded, checked, and approved in accordance with the following procedures:

Routine day, (non residential visits).

· Those Routine day, (non residential visits). that take place on a regular basis throughout the year, or over a specific period of time (e.g. visits to local library/swimming pool/away sports matches do not need to be recorded on each occasion.  

· Instead “blanket approval” can be obtained by the completion of one set of forms to cover a number of similar, regular visits. 

· However, parents must be made aware of this policy and that these regular activities take place. 

· If the activity takes place after school hours, e.g. sports matches, parents should normally be informed in writing of the specific dates and times of each activity.

· In addition a specific risk assessment for each type of activity must be conducted and reviewed annually. The specific risk assessment should include agreed ratios and school agreed procedures for the safe supervision of pupils. 

· All Educational Visit documents need to be completed either at the start of the academic year, or at least one week before the first visit is to take place.
· Such Routine Day visits should be recorded using the form entitled “Educational Visit Non Residential”.

· This form can be located in RM staff in the folder “Educational Visits”.

· Once completed this form must be forwarded to the EVC, (Mr. Hamilton) for his and the Principals approval

· In addition the organizer or group leader must also complete and return the form entitled, 

· “ Educational Visit Group leader Planning Checklist”, which is also available in RMstaff, “Educational Visits”.

· Parental consent/medical forms (available in RMstaff, “Educational Visits”) must be distributed by and returned to the group leader.

· The group leader must also conduct a risk assessment and the completed risk assessment form (available in RMstaff, “Educational Visits”) must be returned to the EVC along with the “Educational Visit Non Residential” form and “ Educational Visit Checklist”.

· The group leader must also assess specific potential hazards and complete further risk assessments to cater for these.  

· A range of risk assessment forms are available in RMstaff, “Educational Visits” which cover many typical hazards.  

· If the group leader identifies a hazard which is not catered for, a blank risk assessment form is available in RMstaff, “Educational Visits”, called “Risk Assessment template form”   

Non-routine residential/Overseas visits.

· Any visit which involves a residential stay of any duration and/or travel beyond N Ireland must be recorded on the form “Educational Visit, Residential/Overseas”, (available in RMstaff, “Educational Visits”). 

· This must be returned to the EVC, (Mr. Hamilton) for his and the Principals approval, at least one month before the visit is to take place.

· As in the case of routine day visits, the “ Educational Visit Checklist”, parental consent forms and risk assessments must be returned as well. Residential visits involve additional risks and group leaders must assess these additional hazards and complete specific risk assessments as are deemed necessary.

Researching locations and use of other organisations
· In choosing the location of a visit, leaders should consider the age of the pupils and their ability to cope with the length and type of travel. 
· Consideration should also be given to staff experience and knowledge of the environment to be visited. 
· Through the process of the risk assessment, consideration should be given to the risks associated with the proposed location and journey. 

· After consideration, it may be appropriate to avoid certain options and choose others. In researching information about other countries, leaders should refer to the Foreign and Commonwealth Office website "Travelling Overseas" (and select information for the particular country.  This website lists specific security and health risks of specific countries and provides other useful information. 

Self organised or using a tour operator

· School self-organised visits are appropriate in many circumstances as this ensures that the programme can be specifically planned to meet the educational needs of the pupils involved.
· However, in specific cases, it can be wise to arrange visits through specialist providers or tour operators.  
· Group leaders should always choose a reputable operator experienced in providing for school groups. 
· Reputable operators should be able to demonstrate their awareness of the health and safety concerns of schools and LEAs, and should provide activities that meet UK safety standards. 
· If they offer adventure activities such as water sports or rock climbing in the UK they must have an AALA licence. 
· They should offer accommodation, which is suitable for young people, which meet health and safety and fire regulations. 
· They should be able to provide copies of their safety audits and risk assessments and may offer leaders a subsidised inspection visit. 
· Tour operators who sub-contract service delivery to other providers, (e.g. a ski tour operator who organises ski school, accommodation and transport in a package) must give the school assurances that the contractors will provide a suitable level of service to the school. 
· No contract should be entered into with any provider or tour operator until the school is satisfied that there is good safety provision.
Advance visits

· An advance visit should normally be made by the leader to become familiar with the venue, plan activities and undertake a risk assessment. 

· If for any reason a preparatory visit does not take place, the group leader must obtain sufficient information to complete a satisfactory risk assessment and plan the visit. 

· This might include information from a tour operator, from other schools who have used the company or visited the location, and from the Foreign and Commonwealth Office's Travel Advice unit. 

· Particular care must obviously be taken on any venture for which a pre-visit has not taken place. 

Checking accommodation 

· Group leaders should take all reasonable steps to ensure that accommodation and other facilities used on the visit are suitable and safe.  

· If travelling abroad bear in mind that standards of health and safety including fire precautions in other countries vary, and may be less stringent than from those in the UK. 

· Information provided by a tour operator should be considered carefully. 

· If a group leader is independently arranging accommodation, a pre-visit should normally be made. 

· On arrival at the accommodation, leaders should check the nearest fire escapes and fire alarm point and the availability of any fire equipment and note any other obvious health and safety hazards.  

· Any problems, such as obstructed escape routes or locked doors, should be reported to the management and satisfactorily resolved.  

· Leaders must ensure that every member of the party knows what to do in the event of fire or other emergency including the location of an agreed assembly point.

 Risk Assessment and risk management
· As with any other aspect of school activity, group leaders must give careful consideration of the hazards involved in the visit and ensure that any areas of risk are contained within acceptable levels by the carrying out of a risk assessment for every visit as all activities involve a level of risk.

· Risk assessments must be suitable and sufficient, they need not be complex but should be comprehensive. All activities involve a level of risk. 

· Risk assessment includes the assessment of hazards and their management so as to reduce the risk to an acceptable level.

· A set of educational visit generic risk assessments is available to group leaders in RMstaff. These cover most risks associated with most visits undertaken by schools. 

· If group leaders are planning a visit or activities not covered by these generic risk assessments, the EVC will contact the BELB to obtain a relevant generic risk assessment.   

· For each visit, the group leader must consider the generic risk assessment portfolio and decide which ones apply to the specific visit. 

· These should then be photocopied and followed in respect of the specific visit.  

· The visit leader should indicate that the appropriate action points will be complied with by signing each form. 

Risk assessment when using other organisations

· Group leaders need not complete risk assessments for aspects of visits that are the responsibility of a provider or other organization. 
· For example, it is not necessary for a school to complete risk assessments for adventure activities provided by a tour operator as part of a packaged adventure trip. 
· The group leader must however check that the provider has suitable and sufficient risk assessments and the necessary control measures in place. 
· While a provider is responsible for their aspects of the programme, the group leader must undertake an overall risk assessment of the visit including assessments of aspects of the visit which are the school's rather than the provider's responsibility, including any self-organised travel, supervision of the pupils and any excursions organised by the school.

Significant incidents or “near misses”

· At the end of a visit, the leader should review the venture and report any issues of significance to the educational visits coordinator in order to improve practice next time. 

· It is important to share learning outcomes with other leaders in the school and is good practice for the EVC to let the BELB know of any issues that might be of use to other schools.
If a provision does not meet the standards required 

· Whilst actually on a visit, any problems should be immediately reported to those responsible, for example the centre manager or the tour operator's representative.  Aim to obtain improvements to the situation at the time.  This is essential if there are concerns over the health or safety. 

· The visit or activities must not proceed if safety concerns cannot be satisfied. 

· If necessary contact the Principal/EVC for advice

· If provision during a visit is not satisfactory, collect evidence to support a complaint.  

· Detailed photographs may be useful. 

· Other parties may be prepared to support by a brief written statement or by leaving you their name and address. 

· The school will write to the company detailing the complaint, stating clearly what action is required and enclosing copies of any evidence.  

· A copy of this letter should also be sent to the BELB

· If the company's response is unsatisfactory and the company is a member of a tourist or bonding association, or holds other accreditation, it is possible to approach the relevant association. For a health and safety matter in the UK, the Health and Safety Executive or the Adventure Activities Licensing Authority can be informed.  A claim for compensation can be made in the Small Claims Court. Legal Services will be able to advise. 

Insurance for visits 
· During visits approved by the Principal, the BELBs insurance arrangements (public liability insurance and personal accident insurance for staff) are identical to those that operate during a normal school session. 

· It is not always necessary to take out additional insurance for visits in the UK, however, the BELBs standard insurance provides, no cover for cancellation due to illness, no personal accident cover for pupils or cover for the theft of property. Therefore group leaders need to arrange specific insurance cover for visits, particularly residential visits and those involving adventure activities. Appropriate travel insurance cover must be taken out on behalf of all participants for every visit abroad.
· Where insurance is provided from another agency, for example via an inclusive charge for a package holiday from a tour operator, or to cover a specialized activity, schools must forward full details of the policy to the BELB legal section for their approval. This approval must be gained for each separate visit abroad.

· In the event of an incident (particularly abroad) it is important to:

· obtain and retain receipts and other documentation relating to any claim

· report any loss or theft of property to the local police within 24 hours of the incident and

Obtain written confirmation of this

· On visits abroad, leaders must take a copy of their insurance policy with them. 

· When using a provider or tour operator for a school visit, the group leader should check that the organisation has public liability insurance at least £5 million sterling or equivalent, with a clause giving "indemnity to principal". .

· It is important to make all insurance arrangements, including the extent and limits of the cover, clear to parents. 

Supervision

· To exercise supervision means to be in a position of awareness of all that is taking place in any given situation and being able to intervene effectively should the need arise. 

· It does not always mean direct visual contact but it does include the ability to anticipate potential problems and to take appropriate preventative action. 

· Clearly, adequate supervision depends on the appropriate experience and judgment of group leaders.

· Supervision can be close or remote but must always be there:

· close supervision occurs when the group remain within general sight and/or contact of the supervisor;

· remote supervision occurs when, as part of planned activities, a group works away from the supervisors but is subject to stated controls (e.g. during souvenir shopping in a town centre or on a Duke of Edinburgh’s Award expedition). The supervisor is present though not necessarily near or in sight, but his or her whereabouts are known; 

· recreational time - for example during the evenings - may involve close or remote supervision, but should not be unsupervised - the supervisors continue to be in charge.  

· The closeness of supervision, the size of party and the teacher and adult/pupil ratios should be governed by,

·  the age and experience of pupils, 

· the competence of staff, the nature of the venture, 

· and the location. 

· It is important to ensure that there are sufficient experienced staff to deal with an emergency.  

· In an emergency, safe and efficient action may be necessary with one or more pupils whilst maintaining adequate supervision for the rest of the party.
Supervision Ratios

· Suitable ratios are a matter of judgement for the Principal and EVC after consultation with the group leader and as part of the risk assessment. Factors to consider include:

· Age and ability of pupils

· Pupils with special educational and/or medical needs or behavioural difficulties

· Nature of journey, location and activities

· Experience and competence of staff 

· Recommended adult: pupil ratios for a normal day or residential visit are: 

· 1 teacher or adult for every 15 - 20 pupils on day visits; 

· 1 teacher or adult for every 10 pupils on residential visits 

· Recommended adult: pupil ratios for visits abroad:

· 1 teacher or adult for every 10 pupils  

· minimum of two teachers,

· The above ratios are guidelines that should not normally be exceeded. However, schools should assess the risks associated with the venture and arrange an appropriate supervision ratio for the particular group. 

· For pupils with special needs or very young pupils very high ratios through the support of parents and other adults will usually be necessary. 
· Ratios will need to be increased for certain outdoor activities. 

· Ratios may be reduced for short local routine visits.

· A minimum number of two teachers/adults with each group is usually necessary. However, for small groups in certain circumstances the Principal, EVC and group leader may agree that only one supervising teacher is required. 

· On residential visits it is usually necessary that both male and female adults accompany a mixed party though parties of younger pupils can often be adequately supervised by female adults. 

· There should always be a male and female adult with any mixed group abroad.

· Careful consideration should be given to the inclusion of other people on an educational visit such as leaders’ own children or friends. Care should be exercised to ensure that the safety of the party is not put at risk because of their inclusion and that suitable supervision of all pupils will be maintained at all times. 

· If additional children are not of the same age and ability of the main group, separate supervision must be arranged for them and their supervisors may not be included in the main group’s staff/pupil ratio.

Planning supervision; briefing and induction of leaders

· Supervision for the visit and specific responsibilities should be planned in advance. 

· Whilst rotas for those on duty may be established, all supervisors must accept that they share responsibility for the health and safety of the whole party throughout the visit and their prime duty is to all the pupils in the group.

· The group leader must ensure that all leaders and supervisors:

· understand the overall aims and programme for the visit, the supervision arrangements and their role

· understand the risk assessment and control measures for the visit

· have prior knowledge of the group including any special needs

· understand the emergency procedures

· Leaders must regularly check that the entire group (or their section of the group) is present, especially when leaving a site or rest stop on a journey. 

· Particularly in crowded venues, pupils can be made easily identifiable by wearing similar caps or tee shirts. 

· In public areas, pupils should not wear name badges but can carry their name and a contact details in a pocket. 

· Rendezvous points should be established and pupils told what to do if they become separated from the group.

· In many situations, both safety and educational aims will be best served if large parties are broken into smaller groups each independently supervised. 

· Potential danger points can occur when rearranging groups, in particular:

· when a large group is split into smaller groups for specific activities

· when groups transfer from one activity to another and change supervisor

· during periods between activities

· when small groups re-form into a large group

· Each supervisor must clearly take responsibility for a group when their part of the programme begins, making certain that all group members are aware of the changeover. 

· They should clearly pass on responsibility for the group when their part of the programme is concluded, together with any relevant information ensuring that the group members know who their next supervisor is. 

Remote supervision

· During visits involving older pupils remote supervision may be integral to the activity; on others there will be occasions when it is appropriate pupils experience some independence, for example for souvenir shopping. 

· In organizing such activities, leaders still remain responsible for pupils and must follow all relevant advice in this document in relation to risk assessment, planning and preparation. 

· Leaders must assess the risks of the particular location, situation or activities proposed and the competence of the pupils to act sensibly and take responsibility for themselves. 
· Some locations and activities, including beaches and swimming, are not appropriate for remote supervision. 
· Parents must be informed of the supervision arrangements and their written consent obtained. 
· Depending on the circumstances and risk assessment, for remote supervision to work effectively, the group leader must ensure that pupils have:

· the competence to act safely and independently in the particular situation 

· maps, plans and/or other information for them to act effectively 

· suitable clothing and equipment

· knowledge of risk assessment control measures, agreed rules and boundaries

· written details of the rendezvous point and time and how to contact leaders in emergency and/or return to base

· coins, phone cards and/or mobile phones; telephone numbers 

Child Protection issues 

· Any member of staff who organises an educational visit, must take responsibility for the welfare and safety of pupils in their care.

· A school mobile phone must be collected from the school office for any school trips and the number could be given to pupils and parents in case of emergency.

· If a serious child protection concern arises when out of school, a call must be made to the designated Teacher.

· If a child protection concern arises outside normal school hours day and the Designated Teacher or Deputy Designated Teachers are not available then a call must be made to the Gateway Service (02890507000 (9am-5pm)  or  02890565444 (out of hours emergency service)

· Or contact should be made with P.S.N.I if necessary. P.S.N.I: Child Abuse Investigation Unit. A District (N&W Belfast). 

· Mark Mehaffey Grosvenor Road Police Station 02890650222 Ext 26725

· If a pupil in your care causes injury to themselves or is threatening self harm a parent/guardian must be notified immediately and the pupil placed into their parents care, or taken to A&E and an emergency appointment with the family G.P arranged by the parents.

· A written report of any child protection issues and procedures followed must be kept and given to the Designated Teacher Mrs J.Duncan as soon as possible on return to school.

Providing for pupils with special needs
· The Human Rights Act provides that no person should be denied the right to education. 

· The Principal must take all reasonable steps to include pupils with special educational or medical needs in any visit, whilst maintaining the safety and educational benefit for everyone in the group.

· If a group leader is concerned about a particular pupil’s medical condition, advice should be taken from the pupil’s doctor or community paediatrician. 

· When selecting pupils for a visit, there are several criteria to consider, 

· such as the specific class or group for whom a visit is planned, 

· the number of places available 

· and the individual needs of the pupils. 

· The ultimate decision on the selection of the members of the party lies with the Principal after consultation with the group leader and staff. 

· Any pupil whose behaviour puts him/herself or others at risk may be stopped from going on the visit. 

· The curricular aims of the visit for pupils who are unable to attend for medical or behavioural reasons should be fulfilled in other ways wherever possible.

· The Special Educational Needs and Disability (SEND) Act 2001 now places new duties on schools and LEAs. These duties are aimed at preventing discrimination against disabled pupils in accessing education. 

· The new duties make it unlawful to discriminate, without justification, against any disabled pupil in all aspects of school life, and this will include off-site visits.  

· Those organising school visits where disabled pupils are involved should refer to the guidance contained in the SEND Act Code of Practice. This is available on the Disability Rights Commission website: www.drc-gb.org.  

· Schools have two key duties to ensure they do not act unlawfully; namely:

· Disabled pupils must not be treated less favourably, and

· Reasonable adjustments have to be made to avoid putting disabled pupils at a substantial disadvantage

First aid

· At least one person, trained to an appropriate level based on the risk assessment, should accompany each group. 

· First aid provides “immediate temporary care”, and if in any doubt, medical advice should be sought as soon as possible. 

· Leaders must find out how to contact medical help in the location visited, before this is required.

· A six-hour to eight-hour course by an HSE approved organisation is recommended as a minimum training for leaders of off-site visits. 

· First aid qualifications are only valid for three years; refresher training should be arranged before the certificate expires. 

· Where activities take place in remote areas a higher standard of training in first aid may be appropriate. 

· First aid kit(s) must be taken with every group. It is recommended that schools use a basic first aid box ensuring the contents include (for 10 people) 

· 1 first aid guidance leaflet

· 20 adhesive dressings (plasters)

· 2 sterile eye pad bandage

· 4 sterile triangular bandages 

· 6 safety pins

· 6 medium sterile wound dressings

· 2 large sterile wound dressings

· 6 moist cleaning wipes

· 1 pair disposable gloves

· Leaders should consider the remoteness and duration of the venture, and take with them extra supplies of the above and any supplementary first aid items that may be necessary including such items as sanitary towels and sick bags. 

· First-aiders trained in resuscitation may choose to carry an anti-infection resuscitation device. 

· If people are allergic to fabric plaster a waterproof or ‘micropore’ plaster may be used. 

· Pupils may carry their own first aid kits to deal with minor injuries. 

· If travelling to countries where the availability of sterilised equipment may not be assured, leaders may decide to take emergency medical travel kits including syringes, needles and sutures.

Medication and drugs
· Teachers should be aware that no drugs, other than those prescribed by a physician, might be administered to a pupil. 

· Teachers cannot be required to administer drugs but can volunteer to undertake the role. 

· It may be sensible that pupils self-administer under supervision. 

· During visits, safe arrangements should be made for the control and administration of prescribed drugs to pupils on the basis of signed written information and consent from parents and agreement on appropriate action by the staff responsible for pupils.  

· Similar arrangements may be made for non-prescription drugs, e.g. painkillers such as paracetamol, which parents wish pupils to self-administer for such conditions as headaches or period pains. 

· Reference should be made to the DfES publication, “Supporting Pupils with Medical Needs” and the recommended parental consent form.

Protection of Young People

· Schools should take measures on all visits to protect all pupils, particularly those with special educational needs, from racial, physical or sexual abuse. 

· Schools need to consider the possibility of abuse from someone within the group, or with access to the group, or from an intruder entering the accommodation or a pupil leaving the accommodation and should ensure adequate control measures are in place. 

· Teachers and school staff undergo a criminal record check before appointment. This is the Criminal Record Bureau’s (CRB) “enhanced” check, which should be completed for all leaders on residential visits. 

· A CRB check is no longer recommended for volunteer leaders accompanying school staff in non-residential situations unless they are to be in sole charge of children. 

· For the protection of both adults and pupils, all adult supervisors should avoid being alone with a pupil wherever possible. 

· On residential visits, separate male and female sleeping areas should be arranged and, except with young or special needs pupils, staff should avoid sleeping in the same room or tent as pupils and never directly next to pupils. 

· Staff accommodation should however be in close proximity.

· Leaders should be aware of child protection procedures. 

· If a disclosure is made or incident occurs in another county, the local Social Services Department should be informed as well as the Designated teacher.

Communicating with parents 

· Parents must be informed of all visits including day visits, residential visits, adventure activities and visits abroad, by specific written information describing the visit and their specific consent obtained. 

· For residential visits and visits abroad it is expected practice that parents are invited to a parents’ meeting where the visit is described and they can meet the leaders involved and ask questions.

· So that they can make an informed decision about their child’s participation, parents should be advised of the educational value of the visit and the risks involved. 

· Parents need to be informed of any significant hazards, especially those that they might not reasonably be expected to be aware of.  

· Parents must be informed if health and safety standards are expected to be below those of the UK, e.g. in developing countries there may be a lack of vehicles with seat belts. 

· It is useful to point out that there is always some level of risk in any activity, but that the visit will be managed to minimize risk as much as possible. Some schools provide parents with copies of the risk assessments.

· Depending on the particular visit, details should be provided on the following information. (Some of these points may be covered in initial information to parents, and some in later communications.)

Initial information for parents may include:

· purpose of visit and educational value

· location, proposed itinerary and activities 

· risks involved 

· dates and times 

· transport arrangements and name of any travel company involved

· accommodation/catering details

· cost /voluntary contribution requested (see section 8) 

· year groups and number of pupils and number of staff and name of group leader

· supervision arrangements including arrangements for free time and any remote supervision

· code of conduct/standard of behaviour expected (parents may be expected to fund the early return of a pupil whose conduct or behaviour puts him/herself or others at risk)

· medical and other information required on parental consent form

· insurance arrangements 

Plus for visits abroad: 

· copy of the insurance policy  

· passport and visa arrangements

· any vaccinations or medical preparation required

Later information may include:

· dates, times and place of departure and return (including arrangements for collection of pupils at the end of a visit)

· any revisions to previous information

· pocket money arrangements

· medical arrangements and reminder to bring prescribed drugs such as asthma inhalers

· advice re necessary clothing, equipment and footwear including advice on the climatic conditions of the destination and advised protection against sun, insects etc.

· check list of clothing, equipment, passport/identity card, E111, medication and other essentials

· weight and size limits on luggage, particularly when travelling by air

· name and telephone number of emergency contact and/or address and telephone number of place(s) to be visited

· Residential visits and visits abroad may need a series of letters, parents' meetings and a handbook giving parents details. Parents should be notified in writing of any significant alterations to plans.
· Disciplinary requirements should be made clear to both parents and pupils. Leaders should be very explicit about rules on alcohol, smoking and illegal drugs, general behaviour, dress codes and the policy on sleeping arrangements. 
Parental consent
· Specific written parental consent should always be obtained for all visits, 

· One consent may be obtained for a series of similar visits but parents must be informed of any changes to plans. 

· Parental consent forms should ask for information from parents about any illness, conditions, night-time tendencies, medication and any other information which the school needs to know in order to care for the child. 

· Medical evidence as to the fitness of a child to participate may be required for a child who has had a recent serious illness or is suffering from a serious condition

· A declaration of agreement to emergency medical treatment, including anaesthetic and blood transfusion, should also be included. 

· Whilst doctors might be expected to carry out necessary emergency treatment without parental consent, if parents do not agree to emergency treatment it is reasonable for the Principal to to withdraw the pupil from the visit, given the additional responsibility this could entail for the group leader.

· The parental consent form provided in RM staff should be used for all residential visits and visits abroad. 

· Except for local visits during the school day, copies of each pupil’s form must be taken by the leader on the visit and also held by the Principal. 

Preparation of pupils
· Pupils who are involved in the planning and risk assessment and are well prepared, will make more informed decisions, gain more from a visit and be at less risk. 

· The group leader should decide how and what information is provided and must ensure pupils understand key safety information. 

· Depending on the age and ability of the pupils, pupils should understand: 

· the aims of the visit

· background information about the venues and/or activities

· hazards involved and measures to reduce risk (the risk assessment process)

· what rules must be followed and what standard of behaviour is expected

· what food, clothing and equipment they need

· what to do if separated from the group

· emergency procedures

· In a large party, each pupil should know which leader is responsible for his or her group. 

· During residential visits it may be sensible for each pupil to carry the address and telephone number of where they are staying. 

· Leaders should conduct a final check before departure, to ensure that all pupils have the necessary documents, clothing, equipment, medication, and other essentials.
Finance

Costing a visit

· In assessing the costs of visits, organisers will need to consider a number of components. These may include:

· Preparation and pre- visit expenses

· Transport

· Meals/refreshments en route

· Accommodation and food

· Instruction

· Entry charges/site fees

· Equipment hire

· Insurance

· Passports and visas if abroad

· Pocket money

· Contingency money

Financing a visit

· In arranging any visit, schools should bear in mind whether the cost to parents is reasonable and within the scope of the majority of families in the school. 

· If there is a case of a pupil who wishes to go on a visit but is debarred by reason of genuine financial hardship, the Principal may consider providing assistance from the school's budget. 

Charging regulations

· The Education Act 1996 allows charges to be made only for strictly defined school activities as outlined in DfES Circular 2/89. 

· A summary of the main principles is given below 

· The Act largely forbids charges for activities that take place in school hours. Charges are permitted for activities taking place outside school hours provided that they are not required as part of the syllabus for a prescribed public examination or to fulfill statutory duties relating to the National Curriculum, these are known as `optional extras'. 

· Charges are permitted for the board and lodging element of any residential activity, although these charges will in most circumstances have to be remitted for pupils eligible for free school meals.

· Even where charges are forbidden, schools may invite voluntary contributions for the benefit of the school or to support a particular visit. 

· Such contributions must be genuinely voluntary and it must be made clear that pupils will not be treated differently according to whether or not their parents have made a contribution. 

· However, if a visit cannot be funded without voluntary contributions, this can be made clear to parents at the planning stage.

Charges for adults

· The cost of the adults participating in visits over and above the number required to adhere to the determined ratio should not be subsidised either directly or indirectly by the parents of the participating pupils.

· It follows, therefore, that where the number of adults exceeds this ratio, the adults concerned will be responsible for meeting their own expenses. 

· This obviously does not preclude the sharing of adult costs between all adults participating if there is voluntary agreement to such effect.

· Any free places allowed for by the travel company should be taken in the first instance by those adults (usually the teachers) who count towards the determined adult: pupil ratio.
Collection of contributions from parents

· All monies collected in respect of visits and activities may be paid either into the school fund account or into the school budget.

· A date for payment of deposits should be publicised and parents informed in the original letter of notification whether deposits are returnable or not. It is expected that similar rules to those imposed by the relevant travel agent/company will apply. 

· Final payment of all balances due should be made by a date well in advance of that required by the travel agent/company.

· Where instalment payments are collectable over a period of time, parents are likely to expect a receipt for the instalments paid. 

· The receipt may take the form of either a certified entry on a personal collection card or a numbered receipt issued from a receipt book which has provision for duplicate carbon copies. In either case, the date of receipt and signature of the recipient must be shown. 

· In order to safeguard cash brought to school by pupils participating in the visit, group leaders must ensure that all monies are handed in and receipted at the beginning of the school session. 

· It is helpful if the pupils are advised to bring instalments only on pre-designated collection days where this is feasible.

Prompt banking and security of cash 

· All collections must be handed to the school officer intact without any deduction on the day of receipt. 

· The signature of that person acknowledging receipt must be obtained in the space provided on the collection sheet.

· On no account should cash be left unattended on school premises. 

· It is the responsibility of the person collecting the cash to safeguard it until the school office formally receipts it. 

· All income should be banked promptly (at least weekly) and intact.

Use of Vehicles

Coaches 

· Other than for travel on public service buses, vehicles fitted with seat belts should be used for all educational visits. The practice of seating three children on two seats should not be allowed.
· Where seat belts are fitted in coaches, leaders should take all reasonable steps to ensure that pupils use seat belts. 
· The group leader should ensure that coaches and minibuses are hired from a reputable company,

· Group leaders should obtain assurances from the operator regarding the provision of seatbelts, the times of operation and a statement that the vehicle will be operated in accordance with legal requirements. 

· The operator should be advised that the driver should not smoke during the journey
Minibuses 

· All drivers must be at least 25 years of age, and have a full driving license, clear of endorsements.

· All minibuses of 9 –17 seats must have full lap and diagonal seatbelts and conform to the “M2” standard. 

· Each passenger must be provided with his or her own seat. 

· Crew buses (with side facing seats) must not be used.   

· In minibuses the law requires the driver to ensure that any person under the age of fourteen years of age wears a seatbelt when fitted. 

· Any luggage or equipment must be securely fastened and clear of all exits and aisles. Any hand luggage must be securely stored under the seats.

· To help ensure safe use of minibuses, the following code of practice has been agreed .

Except in the case of short journeys:

a) the driver should have a break of 30 minutes before the journey

b) the driver should aim to have breaks of 30 minutes for every two hours of driving completely away from any responsibilities

c) the driving time should not exceed nine hours a day

d) there must be another supervising adult in addition to the driver

There is no simple definition of a short journey. The following factors should be considered:

a)
type of passengers

b)
route and weather conditions

c)
is the driver likely to become tired due to work already undertaken?

d)
anything else which might affect the need for another adult or driver

Group leaders should also bear in mind the EU Working Time Regulations of an entitlement of a daily rest period of eleven hours in any 24-hour period. Whilst individuals can voluntarily opt out of the regulations, when driving is involved, leaders must ensure they have sufficient rest to ensure that they can drive safely (e.g. they have had a proper night’s rest before driving the next day).

Use of Private Cars

· It is not recommended that staff use their own cars to transport pupils, but if staff do intend to use private cars on educational visits, they must ensure that:

· Prior written consent is obtained from parents for pupils to be transported in private cars (except in real emergency)

· The car is roadworthy and that they have checked with their insurers that they are insured for such use.

· Drivers are told that seatbelts must be used. 

Use of Watercraft

· Whilst it can be assumed that large vessels such as cross-channel ferries are operating within licence requirements, schools using watercraft such as pleasure boats, barges, narrowboats and fishing boats should check that an appropriate authority properly licenses such craft and skippers. 

· The provider of the vessel must have public liability insurance of at least £5 million. 

· Craft need to be used within the remit of their licence. 

· As with other visits, leaders should undertake a risk assessment of the water journey. 

· They should consider when and where personal buoyancy should be worn. 

· Particularly with large parties of small children, the leader should check that the craft has sufficient lifejackets/buoyancy aids of an appropriate size.

Visits Abroad

This section provides additional guidance for group leaders planning visits abroad. This section should be read with reference to the rest of the policy.

Travel advice/ risk assessment

· In order to complete specific risk assessments for visits abroad, leaders should visit the specific country advice provided by the Foreign and Commonwealth Office available at www.fco.gov.uk.  As Foreign Office advice is updated as situations change, this website should also be checked at regular intervals before departure.

Travel in developing countries

· When planning to visit developing countries, leaders need to be aware that the standards of accommodation, health services, vehicles, roads and other services may not meet those expected in the UK. 

· Group leaders must risk assess these factors and must ensure parents are adequately informed about the arrangements and the anticipated standards.

Language

· It is useful for at least one of the leaders to speak and read the relevant language. 
· If not, at least one leader should learn enough of the language to make basic conversation and deal with an emergency and/or the party should have a local guide who speaks good English as well as the local language.
Passports 

· Passports are required for all overseas visits, including day trips.  

· Applications for passports should be made as early as possible to allow plenty of time for any difficulties to be resolved. For information about passports, visit the Passport Agency website .

· The group leader should take a photocopy of the data page of all passports on the visit.  

· For extended visits, it may be a sensible precaution that a second copy is held at school.

· Always keep passports and other travel documents, visas, identity cards etc., in a secure place while abroad (e.g. hotel safe).  

· If a passport is lost, contact the local police and the British consulate who can issue emergency travel documents.

Health 
· Group leaders should visit the Department of Health's website, "Health advice for travellers”. 
· Group leaders must make themselves familiar with any health risks in the country visited and ensure that members of the party obtain any vaccinations that may be required. 
· Check if proof of vaccination is required.  Information should be obtained on diseases common in the country (such as malaria, rabies, HIV/AIDS, hepatitis A, dysentery and travellers' diarrhoea) and how to avoid them. 
· Guidance must be obtained and followed on personal hygiene, types of food, on water supplies that may be a source of infection, and protection from the sun. 
· Leaders should obtain information (available for most EC countries on the above website) about the medical services available in the countries which are being visited.
· Significant health hazards should be included in the specific risk assessment and pupils must be briefed on the hazards and how to avoid them. 

· Depending on the country, advice should be given on: risks of drinking tap water, certain foods (eating raw vegetables and unpeeled fruit, shellfish and undercooked meat etc.) exposure to the sun, insect bites and rabies.

E111

· Entitlement to free or reduced cost-emergency medical treatment in European Economic Area (EC) countries is dependent upon having a Form E111 for each member of the party.  

· Group leaders should obtain from a post office the leaflets 'Health Advice for Travellers', which provide advice on the entitlement to and use of E111s and includes an application form and the E111.  

· The completed application forms and E111s should be handed to the counter office at the post office who will stamp and sign the E111s to validate them. E111 forms should be carried with passports when travelling in the EC.

Medical Insurance

Appropriate comprehensive insurance for medical and other emergency expenses arising from accidents or illness is a requirement for all visits abroad including those to EC countries.  The cost of medical services abroad may be very high and the E111 will not cover all costs. Other insurance cover will be required. The cover obtained should include provision for the additional costs of a teacher staying on or travelling home with the individual and parents travelling from home to be with their child if necessary. If parents need to travel abroad to be with their child, the school should help them arrange this if necessary.

Medical Emergencies
· In the case of a medical emergency in a European Community country, full use should be made of Form E111 reciprocal health insurance arrangements but these may still require payment to be made for medical treatment, with all or part of the cost being reclaimed subsequently.  

· A cash float (in foreign currency) or a credit card should always be available for this purpose.

· When medical treatment is given abroad, while emergency treatment must be given immediately, the insurers should be contacted as soon as possible before incurring substantial expenses and before arranging any repatriation. 

· It is essential that duplicate copies of all doctors' letters, ambulance certificates, bills (e.g. for medicines), vouchers, hospital admission forms, blood transfusion certificates, etc, should be kept for the UK insurers. 

Rabies

· Advise the group not to touch any animal, even if apparently 'tame'. 

· In the case of anyone receiving a bite or scratch from any animal outside the UK immediate local treatment is of paramount importance.  

· Wash the wound with soap or detergent and water, then flush with water alone; apply alcohol if possible.  

· Get medical attention fast; a course of vaccinations may need to be started immediately.  

· Ask for 'human diploid cell vaccine'.  

· In case of difficulty, contact the nearest British consulate or embassy
· If an incident occurs, obtain and carefully record the following information:

· The date and place of incident, the animal's description and whether it was wild, stray or in the charge of its owner 

· If not wild, try to identify the name, address and telephone number of the owner. If the animal can be kept under observation for two weeks, arrange to keep in contact to see if the animal becomes sick or dies

· Inform the local police

· Ensure the victim consults his/her doctor immediately on return to the UK with the above information.

Travelling with prescription drugs

· There may be difficulties in taking prescribed drugs into and out of some countries.  

· Specific advice may be obtained from the relevant embassy but the majority of cases can be resolved by ensuring that the particular drugs are carried in the proper named prescription bottle/pack. 

Briefing of pupils 

· It is good practice that pupils on visits abroad: 

· have some background information about the country visited; some of the foreign language or at least some useful phrases; the culture, dress codes, local customs and attitude to gender

· understand that extra care must be taken when crossing the road in a foreign country. It can be difficult to get used to traffic which travels on the right, and pupils should be encouraged to use pedestrian crossings.

· carry a note in the foreign language in case they get lost, including details of their accommodation address, telephone number and/or rendezvous point and some foreign currency or a phone card

Ski trips

· Ski trips present quite specific issues in relation to safe management. 
· Group leaders proposing to run ski trips must refer to the generic risk assessment skiing early in their planning process. 
· Tour operators of ski trips who sub-contract to other providers, (e.g. ski school, accommodation and transport) must give the school assurances that the contractors will provide a suitable level of service to the school .
· No contract should be entered into until the school is satisfied that there is good safety provision.
Use of vehicles abroad 

Coaches

· Schools should ensure that coaches and other vehicles are hired from a reputable company, have drivers that are familiar with driving abroad and are aware of the legal requirements of the countries to be visited and en route.
Self-drive minibuses 

· In the EC, outside the UK, drivers of minibuses of 9 -17 seats must hold a PCV (Passenger Carrying Vehicle) licence. This requires drivers to take a theory and practical PCV test and to meet certain medical standards.  (NB - depending on the itinerary and driving time, two PCV drivers may be required for each minibus used abroad

· To conform to BELB policy, all minibuses of 9 –17 seats (category M2 minibuses) must have full lap and diagonal seatbelts, conform to EC regulations 14 and 16 and be fully tested and certified. Passenger must be provided with his or her own seat.

·  Crew buses (with side facing seats) must not be used.  

· The law requires the driver to ensure that any minibus passenger under the age of fourteen years of age wears a seatbelt when fitted. 

· Drivers must familiarize themselves with the laws and regulations of the countries to be visited or passed through and ensure they are adhered to.  Information may be available from recognized motoring organisations and/or from the embassies or consulates of the relevant countries. 

· EC regulations concerning drivers' hours require a tachograph to be installed and used for international journeys by passenger vehicles with ten or more seats, (including the driver).  The tachograph must have a current calibration certificate, which needs to be renewed every two years.  The tachograph must be used continuously from departure until return. The rules limiting the hours of driving, include limiting driving to 9 hours a day (maximum 4.5 hours before a 45 minute break) and six days in a week for each driver.

· In spite of many of the European countries being member states of the EC, it will still be necessary to obtain an Insurance “Green Card” to cover the period of your visit abroad. 

· It is advisable to take out motoring organisation Insurance (e.g. AA five star) to cover any possible vehicle failure whilst abroad. This will ensure the safe repatriation of both vehicle and passengers to the UK. 

· Thorough preparation of the vehicle before undertaking a journey abroad is vital. Preparations should include:

· headlamp deflectors to enable the beams to dip to the other side of the road

· a spare set of all bulbs on the vehicle and a warning triangle must be carried

· a GB plate should be affixed to the rear of the vehicle and any trailer

· it is advisable to carry some spare parts such as fan belts etc.

· ensure all tyres are legal and are inflated to the correct pressures including the spare wheel

· always make sure that the vehicle is topped up with fuel; spare cans of fuel must not be carried in a passenger vehicle

· luggage must be distributed evenly across any roof rack and should not exceed 100 kg in weight and ideally not more 300mm (e.g. one packed rucksack width) in height. Any luggage or equipment in the vehicle must be securely fastened clear of all windows, emergency exits and aisles. Any hand luggage must be securely stored under the seats
Emergency Procedures
Emergency contacts
· For any visit, both the visit leader and the Principal/EVCmust have:

· details of the itinerary 

· an accurate list of names of everyone in the group

· copies of completed parental consent forms including medical details and next-of-kin contacts (except for local visits)

· means of communicating between the Principal/EVC and visit leader including after-hours if the visit extends beyond times the school office is open.

· In addition, for residential visits and visits abroad both the visit leader and the head teacher/head’s representative must have: 

· next-of-kin contact details for staff

· address and contact telephone numbers for the group leader, the accommodation used and any tour operator involved

· 24-hour contact numbers for the Principal/EVC or Principals representative

· copies of insurance documents and contracts with travel operators  

· In addition for visits abroad, the group leader is recommended to 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 the party might also be taken.

· For residential visits arrangements must be made for 24-hour contact to and from the group and the Principal/EVC or a representative (who has the authority to make significant decisions). 

· This contact is often most used during travelling days (e.g. due to travel delay). 

· Principal/EVC should ensure they have day and night contact details of parents and the LEA. Arrangements should be made so that parents can contact the party in an emergency, via the Principal/EVC or directly. 
Preparation before visits
· Group leaders should plan how they will deal with possible emergencies on visits, ideally as part of a general school emergency or critical incident plan. 
· The following details the immediate procedure to be followed in the event of a serious accident or incident.  

· At the incident, the group leader should take charge if present, but all leaders must be aware of these procedures and be prepared to act in an emergency. 

· It is important to check communications in the area visited. If mobile phones are to be used, check that they will function in the location concerned. 

· If abroad, check the international dialing codes. 

· Leaders and pupils should ensure they know how to call the emergency services in the location or country visited. 

· On residential visits and abroad where pupils are working away from venue at which they are staying, it may be sensible that pupils and staff carry the address and telephone number of the accommodation, and perhaps the mobile number(s) of leaders and details of the school emergency contact. 
The person in charge of a group to which an accident or incident happens must take control of the situation and immediately follow this procedure:

· Assess the situation.  Take charge, use other staff and ensure everyone’s safety

· establish who is injured and how

· provide first aid and call emergency services

· Ensure that an adult from the party accompanies casualties to hospital

· Ensure that all other members of the party are accounted for, cared for and safe

· Arrange for one adult to remain at the incident site to liaise with the emergency services until the incident is over and all members of the party accounted for

· Advise other staff of the incident, that the emergency procedures are in operation and what your consequent course of action will be. 

· Be aware you and others may be suffering from shock
Next steps

To ensure relatives of those involved are informed correctly, the following procedure should be followed:
The leader at the incident should:

· Avoid speaking to media or group members spreading news through mobile phones etc.
· Direct the media to Principal/EVC. Where the media may try to become involved, there should be no discussion of the incident and no names or photographs should be handed over. 

· Do NOT allow anyone, apart from medical services, to see any party member without an independent witness being present

· Provide clear details of what has happened and who is involved to the Principal/EVC contact person, i.e.

· Your name, tel number and group

· What happened, to whom, where and when

· When

· Actions already taken

· Which local emergency services are involved.

· Names and telephone numbers of those affected

· Make notes of what has happened and your actions 

· Continue to keep in contact with Principal/EVC

· notify the insurers;

· notify the tour operator or provider,

The Principal/EVC should

· refer to the document: “Checklist for Principals responding to incidents on educational visits” available in RM staff, Educational Visits

· contact parents and next-of-kin of adults (although it may be agreed that the group leader should do this directly). In any event, the parents of any injured pupil must be informed as soon as possible. Parents of other pupils on the visit should then be informed as appropriate. 

· assist as necessary  (with BELB help if required) parents of an injured child who may wish to travel to be with their son or daughter. Arrange a means of keeping in contact with these parents.

· Avoid making any comments to the media until you are sure of the facts and all relatives have been informed. Contact BELB to construct an agreed press statement. 

· In the case of a serious incident, inform the BELB

· If the incident is very serious or fatal, ensure the leader has informed the local police and if abroad, the British Consulate.

· if the visit is abroad, after arranging immediate emergency care, contact the  insurers of the visit before incurring substantial medical or other expenses. 
Reporting and reviewing of incidents and accidents
· All leaders involved should prepare a written account of any serious incident as soon as possible noting all events and times. Note the names and details of any witnesses and, if possible, obtain a written account from them, using the relevant proforma available in RM staff, Educational Visits 

· If abroad, it may be necessary for the party to comply with local accident reporting procedures in the country where the accident occurs. Local police or the British consulate should be able to advise on these procedures. 

· If the incident involves a major injury, condition or fatality, the British consulate should be informed. 

· If the incident is the subject of a police investigation abroad, the British consulate will assist British subjects in obtaining legal advice.

· For insurance purposes, obtain and retain receipts and other documentation relating to any claim. Report any loss or theft of property to the local police within 24 hours of the incident and obtain written confirmation of this.

· The Accident Report Form, should be completed within 24 hours (or as soon as possible thereafter) and copies sent to the BELB. 

· After any significant incident, schools should undertake a review of the incident and their emergency procedures. Even if no injury was caused, it is good practice to record and review “near misses” so that learning outcomes can be shared and practice improved. Schools’ educational visit coordinators should record and review near misses and pass any issues that other schools could learn from.
	EDUCATIONAL VISIT : ROUTINE/NON RESIDENTIAL 



	This form must be completed by the group leader and returned to the Educational Visits coordinator (Mr Hamilton), at least one week before the visit is due to take place.



	Purpose of visit


	

	Address/location of visit


	

	
	

	
	

	List/describe any activities which pupils will be involved in and are potentially hazardous
	

	
	

	
	

	
	

	
	

	
	

	
	

	Dates


	From
	
	To
	

	Times


	From
	
	To
	

	Year group(s) participating


	
	Total number of

participating pupils
	Female
	Male

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Name of Group leader


	
	Mob no
	

	Names of

accompanying

staff
	1
	
	Mob no
	

	
	2
	
	Mob no
	

	
	3
	
	Mob no
	

	
	4
	
	Mob no
	

	
	5
	
	Mob no
	

	Transport arrangements.

[Include the name of any transport company used.  

If the school minibus is to be used, state the name of the driver]


	

	Cost paid per pupil

[If applicable]
	

	Signature of group leader
	
	Date
	

	Signature of EVC
	
	Date
	


	BELFAST MODEL SCHOOL FOR GIRLS

	EDUCATIONAL VISITS: NON ROUTINE/RESIDENTIAL/OVERSEAS

	This form must be completed by the group leader and returned to the Educational Visits coordinator 

(Mr Hamilton), at least one month before the visit is due to take place.



	Purpose of visit


	

	Location
	

	Dates


	From
	
	To
	

	Accommodation details


	Name of

Accommodation
	

	
	Address
	

	
	Tel number
	
	Email
	

	Travel agency/

tour operator

details
	Name of company
	

	
	Address
	

	
	Tel nu
	
	Email
	

	Transport company

details
	Name of company
	

	
	Address
	

	
	Tel nu
	
	Email
	

	FLIGHT DETAILS

	OUTWARD
	INWARD

	Departure Date
	
	Departure Date
	

	Departure Time
	
	Departure Time
	

	Departure location
	
	Departure location
	

	Flight number
	
	Flight number
	


	Year group(s) 

participating


	
	Total number of

participating pupils
	Female
	Male

	
	
	
	
	

	Name of Group leader


	
	Mobile  number
	

	Names of

accompanying

staff


	1
	
	Mobile  number
	

	
	2
	
	Mobile  number
	

	
	3
	
	Mobile  number
	

	
	4
	
	Mobile  number
	

	
	5
	
	Mobile  number
	

	List/describe any activities which pupils will be

involved in and are potentially hazardous.

[Continue on a separate page if necessary.]

Pupils must not engage in any activity which is not included on this proforma
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Cost paid per pupil

[If applicable]
	

	Signature of group leader
	
	Date
	

	Signature of EVC
	
	Date
	


	BELFAST MODEL SCHOOL FOR GIRLS

	EDUCATIONAL VISIT: PARENTAL CONSENT AND MEDICAL DETAILS FORM

	VISIT DETAILS
	VENUE OF VISIT
	

	
	DATE (S) OF VISIT
	

	
	GROUP LEADER


	

	PARENTAL

CONSENT

DETAILS


	· I confirm that I have received and read details of the above visit

· I consent to my child taking part in this visit and the activities indicated

· I confirm that my child is medically fit to participate

· I accept the code of conduct for the visit and agree to reinforce this information with my child and agree to the arrangements (including costs) in the event of my child having to be sent home early from the visit.  

· I agree to my child receiving emergency medical treatment, including anesthetic, as considered necessary, by the medical authorities present.
· I understand the extent and limitations of the insurance cover provided.

	FULL NAME

OF CHILD
	

	PARENT/GUARDIANEMERGENCY

CONTACT

NUMBERS


	HOME TEL NU
	

	
	WORK TEL NU
	

	
	MOBILE NU
	

	MEDICAL or

SPECIAL NEEDS

[Please provide all relevant information which will enable staff to care for your child]


	Does your child have any significant allergies, especially to medicine?
	YES
	NO

	
	
	
	

	
	Does your child have any medical conditions or disabilities?
	YES 
	NO

	
	
	
	

	
	Has your child had any recent significant illnesses or injuries?
	YES
	NO

	
	
	
	

	
	Is your child currently taking any medication?
	YES
	NO

	
	
	
	

	
	If the answer is “yes” to any of these questions please give details below,

 (use an additional sheet if necessary)



	PARENT/GUARDIAN

SIGNATURE
	
	DATE
	


	BELFAST MODEL SCHOOL FOR GIRLS

	EDUCATIONAL VISITS: GROUP LEADER: PLANNING CHECKLIST

	Group leader
	

	Date from


	
	Date to
	

	Purpose of Visit


	

	Location of Visit


	

	Key tasks to be completed by the group leader
	Y
	N



	The Educational Visits Form 1 for Routine Non residential visits, (or Form 5 for Non Routine residential visits), has been completed and forwarded to the EVC
	
	

	The EVC has approved the details of the Visit as outlined in Form 1 or form 5
	
	

	The general risk assessment, Form 4 has been undertaken for all aspects of the Visit.  In so doing ..
	
	

	· Potential hazards have been identified

· People who may be at risk have been identified

· Having evaluated the risk, appropriate safety control measures have been adopted.
	
	

	
	
	

	
	
	

	A group leader has been identified and is fully aware of his/her role and responsibilities
	
	

	Supporting staff/volunteer supervisors have been identified
	
	

	Where necessary police checks have been carried out
	
	

	Parents and pupils have been made aware of the code of conduct required
	
	

	Parents and pupils have been fully briefed on the nature of the Visit
	
	

	All parents/Guardians have returned the consent form, (form 2) 
	
	

	All relevant contact, medical, dietary details have been obtained, recorded & acted upon
	
	

	Appropriate transport has been arranged
	
	

	Where necessary appropriate and adequate insurance has been arranged
	
	

	Where a residential visit is planned the accommodation has been properly assessed
	
	

	Where the visit involves outdoor or adventurous activities the group leader has …..

· Assessed the risks involved and put suitable control measures in place

· Ensured that all assistant staff are competent to supervise the activities

· The EVC is satisfied that the group leader has carried out the above tasks
	
	

	· 
	
	

	· 
	
	

	The EVC has approved all of the arrangements for this visit
	
	

	Group leader signature
	

	EVC signature
	


	BELFAST MODEL SCHOOL FOR GIRLS



	EDUCATIONAL VISITS: CONTACT/MEDICAL DETAILS FOR RESIDENTIAL VISITS



	Group Leader
	

	Date from
	
	Date to
	

	Purpose of Visit


	

	Location of visit


	

	Name of pupils
	DOB
	Contact number
	Medical 

conditions
	Dietary 

needs

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	BELFAST MODEL SCHOOL FOR GIRLS



	EDUCATIONAL VISIT: ACCIDENT/INJURY REPORT FORM



	DETAILS OF THE PERSON INJURED
	SURNAME
	
	FORENAME
	

	
	DATE OF BIRTH
	
	STAFF OR PUPIL?
	

	
	HOME

ADDRESS
	

	DETAILS

OF

THE 

ACCIDENT/

INJURY
	1
	DATE
	

	
	2
	TIME
	

	
	3
	LOCATION
	

	
	4
	DESCRIPTION OF HOW AND WHY 

THE INJURY 

OCCURED


	

	
	5


	DESCRIBE THE NATURE OF 

THE INJURY


	

	
	6
	GIVE DETAILS OF FIRST AID TREATMENT 

GIVEN AND BY WHOM


	

	
	7
	WAS THE PERSON TAKEN TO HOSPITAL?

STATE YES OR NO.
	

	
	8
	IF ANY OTHER EMERGENCY SERVICES WERE INVOLVED, IDENTIFY THEM
	

	WITNESSES


	NAME


	

	
	ADDRESS
	

	
	NAME


	

	
	ADDRESS
	

	SIGNATURE OF PERSON COMPLETING THIS FORM
	

	STATUS OF THIS PERSON
	
	DATE SIGNED
	


	BELFAST MODEL SCHOOL FOR GIRLS



	EMERGENCY INCIDENT REPORT FORM

	The group leader or person deputised to contact the Senior leadership Team, should complete this form before making contact

 

	Name of person reporting the incident:


	
	Contact 

Number
	

	Name of person receiving telephone call:


	

	Date of call


	
	Time of call
	
	

	Nature of incident, indicating what happened and how


	

	Location

of incident:


	

	
	

	Date of Incident:
	
	Time of Incident
	

	Total number of people involved in the incident:
	
	Number of injured:
	
	Number of fatalities:
	

	Full Names of the injured
	Next of kin contact nu
	Details of Injuries

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	


	Are all party members accounted for?

State Yes or No


	

	If NO, give details of what measures are being taken to locate missing party members


	

	Give detail of what emergency services have been involved, in what way and what they have advised


	

	Give details of what immediate assistance is required


	

	Give details of the

hospital the injured

have been taken to


	Name


	

	
	Address
	

	
	Tel nu
	

	Name of person who is supervising the injured at hospital


	

	Name of person who is supervising the uninjured.


	

	Location of the uninjured members of the party


	

	Details

of

witnesses
	Full name of witness
	Tel nu

	
	
	

	
	
	

	
	
	


	BELFAST MODEL SCHOOL FOR GIRLS

	EDUCATIONAL VISITS: NARRATIVE LOG FOR EMERGENCY INCIDENTS

TO BE USED BY THE GROUP LEADER 



	The narrative log should be used by the group leader to include a chronological record of the incident.  To include, 

· events, 

· actions taken 

· telephone calls, (including names/titles of those involved)

· instructions/advice received, 

· instructions given



	Date
	Time


	Narrative

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	BELFAST MODEL FOR GIRLS



	EDUCATIONAL VISITS: EMERGENCY ACTION PLAN FOR SENIOR LEADERSHIP



	GENERAL POLICY

· When any group is on an off-site visit SLT should provide 24-hour emergency contact for the group.  

· SLT must have readily available details of the visit including a list of all involved, contact arrangements with the group, day and night contact details of parents and staff next of kin. (Copies of the Educational Visit form, attendance list, visit details; parental consent forms and the school’s staff contact list should provide the necessary information) 

· On residential or after-hours visits, members of SLT will need to take this information home. SLT must make sure that emergency arrangements will work after hours, at weekends and during school holidays if visits are taking place at these times. 

	FIRST ACTIONS TO BE TAKEN BY SENIOR LEADERS



	· Offer reassurance and support as all involved in the emergency may be suffering from shock.

· Confirm that the Group Leader is in control & that other group members are safe

· For serious injuries/fatalities, check police have been contacted 

· Remind the group leader to follow the emergency procedure advice in the Educational Visits Policy (group leaders are advised to have the Emergency Procedure form with them on the visit).

· Maintain a written record of your actions using this proforma and attached log sheet. 

· Agree times for regular updates with the Group Leader
· Find out what has happened. Obtain as clear a picture as you can.

	RECORD DETAILS OF WHO HAS REPORTED THE INCIDENT AND LOCATION OF GROUP

	Name
	
	Status
	

	Mobile number
	
	Landline number
	

	Where the group is now and where it is going to
	

	CONFIRM DETAILS OF THE EDUCATION VISIT DURING WHICH THE INCIDENT OCCURRED (CHECK WITH DETAILS INCLUDED IN EV FORM)

	Venue of

Visit
	
	Nature of

visit
	

	Group

Leader
	
	Contact

number
	

	Accommodation

address
	
	Contact

number
	

	Total number in group
	
	Number of staff
	
	Number of pupils
	

	RECORD THE KEY DETAILS OF THE INCIDENT

	Date


	
	Time
	
	Location
	

	Record details of what happened and how the incident occurred
	


	RECORD DETAILS OF THE PEOPLE INJURED

	Full

Name


	Home

tel nu
	Injuries
	Where they are now and will be

going to

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	RECORD DETAILS OF WHICH EMERGENCY SERVICES ARE INVOLVED 

AND ADVICE GIVEN

	Name of emergency service
	Advice given

	
	

	RECORD DETAILS OF HOSPITALS INVOLVED

	Name of Hospital
	Address
	Contact number

	
	
	

	RECORD DETAILS OF ARRANGEMENTS FOR THE REST OF THE GROUP

	Current arrangements
	Future arrangements

	
	

	Name of person in charge of group at incident site
	Contact 

number

	
	


	SENIOR LEADERSHIP 

CHECKLIST OF ACTIONS TO BE TAKEN

	ACTIONS
	TICK IF DONE

	Contact the Principal and other senior leaders
	

	Contact other school staff, (depending on the scale of the incident) so that tasks can be delegated
	

	Contact Parents of any injured pupils

· Immediately inform these parents of what has happened and where their child is. Record what their plans are, any assistance they need and any means of communicating with them. 

· In event of a major incident the police may give advice regarding naming badly injured people or fatalities. 

· You may also need to inform next of kin of any staff who have been involved.
	

	Contact the Chairperson of the Board of governors
	

	Contact Belfast Education and Library board, in particular
	

	· The senior manager responsible for GMS

· The Health and Safety Officer, Mr. Brendan O’Reilly (02890564302)
· The Media officer
	

	Contact Insurers (if the group is abroad)

· If the visit is abroad and the incident results in substantial medical or other expense, contact BELB procurement and BELB legal office. 
	

	Contact any tour operator


	

	Inform other pupils and staff at school

· Decide what information you should give. 

· Remember that information given must be limited until the facts are clear and all involved are informed. 

· In the event of a serious incident consider how to tell pupils and what support distressed children and adults may require. 

· Staff and pupils should be told to avoid talking to the media or spreading the story unnecessarily particularly via the use of mobile phones. 

	

	MEDIA MANAGEMENT

· Introduce, if necessary, controls on school entrances and telephones 

· At least initially, the school is advised to avoid responding to media enquiries 
· Ask the BELB media officer to deal with media enquiries and prepare a press statement to be agreed by BELB and the Principal before release. 


	

	REPORTING OF ACCIDENTS

· Inform the BELB Health and Safety Officer, Mr. Brendan O’Reilly (02890564302) who will advise on reporting procedures

· When appropriate to do so, remind staff involved in the incident to: -

· Prepare a written report noting events and times.

· Complete and return Accident report forms. 
	

	REVIEW

· Review the incident and its implications with staff as soon as possible.

· Arrange any immediate and longer-term support required, e.g. for counseling/psychological support, from the BELB Educational Psychological Service (028 9056 4383) or the Belfast Health and Social care trust, (028 9024 0503) 

· Legal advice from BELB legal section (02890564053)

· help from local churches or voluntary organizations. 

· Monitor the situation and its effect on individuals for as long as necessary. 
	


	BELFAST MODEL SCHOOL FOR GIRLS



	EDUCATIONAL VISITS: EMERGENCY ACTION PLAN 



	TELEPHONE LOG SHEET FOR SENIOR LEADERS



	Name of Senior Manager


	
	Date
	
	Sheet number
	

	Nature of incident
	

	Time of call
	Names
	Information
	Actions required
	done (tick)

	
	From


	
	
	

	
	To
	
	
	

	
	From


	
	
	

	
	To
	
	
	

	
	From


	
	
	

	
	To
	
	
	

	
	From


	
	
	

	
	To
	
	
	


	BELFAST MODEL SCHOOL FOR GIRLS

	EDUCATIONAL VISITS



	GROUP LEADER CHECK LIST FOR RESIDENTIAL VISITS ABROAD

	CHECK
	CONSIDER

	Initial planning
	Overall value, viability and safety

	· Aims/objectives                         
	Justifiable educational aims 

	· Suitable destination/ location/ dates /times
	Anticipated cost, time available, travel arrangements, accommodation, age/ability, disabled access, staff/student/transport availability, clashes 

	· Safety/suitability, availability of accommodation/venue(s) 
	Initial inspection visit of venue (s) Previous experience/recommendations 

	· Group members 

       (basic plans)
	Level of interest, anticipated numbers, age/gender, ability/special needs, behaviour/inclusion/discrimination issues 

	· Staffing 

(basic plans)     
	Staff available/interested. Anticipated deputy, assistants/volunteers– numbers, gender, competence, qualifications, experience, ratios. Staff cover required.)

	· Initial/Outline Approval 
	Submit basic details of visit for initial internal approval, to obtain go ahead with bookings and detailed planning/preparations.

	Detailed planning
	Detailed arrangements

	· Group members (details)
	Precise numbers, age/gender, ability/special needs, behaviour/ inclusion/discrimination issues 

	· Staffing (details) 
	Appointed deputy, assistants/volunteers– numbers, gender, competence, police checks, qualifications, experience, training, first aid training, overnight supervision 

	· Staff ratios
	Group members, staff available, programme, gender mix (see SG6)

	· Additional inspection/ planning visit of venue        
	Safety (risk assess), suitability, rules/procedures, sleeping arrangements, overnight security 

	· External service providers – quality/safety checks
	Quality assurances of safety management systems – transport, accommodation, places to visit, activity instruction 

	· Initial parental letter - information/consent/deposit?
	Dates/ times, staffing, cost, travel, accommodation, programme, hazards, behaviour, requirements/conditions (

	· Bookings
	Deposit/payment schedule, cancellation/refund policy, guarantees/conditions 

	· Insurance



	Type and extent of cover, especially re. cancellation, rescue/ medical costs, repatriation, exclusions, existing conditions (see 

	· Finance



	Budget, records, separate non-private account

	· Transport



	Reputable firm, times, costs, pickup/drop off points, route, contingencies if breakdown or delay 

	· Minibus (if appropriate)



	Seating, approved driver(s), additional adult, driver times 

	· Generic Risk Assessments

	Travel, general locations – identify hazards, control measures, residual risk, acceptability. Discuss with other leaders - adapt and complete form, agree and sign. 

	· Additional parent letter(s) - information/ consent/ final payments
	Individual health/fitness, medical/diet/special needs, consent for first aid/emergency treatments, swimming and hazardous activities 


	· Specific Visit Risk Assessment
	Specific location, activities, group members. – identify hazards, control measures, residual risk, and acceptability. Discuss with other leaders - complete form, agree and sign. 

	· Staff briefing/training


	Objectives, individual roles/ responsibilities, discuss and agree risk assessments (see

	· Kit lists



	Clothing and equipment requirements 

	· Student briefing/training


	Objectives, code of conduct, schedules, clothing/equipment 

	· Parent briefing                     
	Photos, maps, FAQ, safety concerns 

	· Medical/diet/special needs


	Allergies, illness, disabilities, diets, swimming ability

	· First Aid/Accident records



	Personnel, first aid kit(s), accident/incident book 

	· Group Lists

 
	Include special/medical needs and home contacts – give to Leaders and Emergency Contacts 

	· Emergency procedure

	Contingencies, contacts, communication, action plans 

	· Final Approval            
	Submit final plans (6 weeks before visit if possible) (see SG17)

	Additional Items for Travel Abroad/Home exchanges
	

	· Travel agent/ tour operator   
	ABTA bonded

	· Passport


	Personal/Group? - allow time to obtain

	· E111

     

	Individual - allow time to obtain



	· Foreign Currency/ 

      Travellers Cheques 

	Personal/Group - allow time to obtain, security, 

	· Insurance



	Check cover for all activities and medical/repatriation – inform re. existing medical conditions

	Additional Items for Adventurous Activities and Hazardous Environments
	

	· AALA Licence
	Check if using an outside provider

	· Instructor qualifications
	Qualifications, experience, ethos

	· Staff competencies


	Ensure competence

	· Equipment
	Appropriate, maintained in good condition

	· Clothing
	Suitable for conditions, emergency spares

	· First Aid
	Higher level of qualification may be required for adventure activities or remote locations

	· Water hazards
	Particular care with risk assessment and supervision


	BELFAST MODEL SCHOOL FOR GIRLS



	EDUCATIONAL VISITS : SCHOOL CONTACT NUMBERS



	School Tel. No.


	028 90718111
	School Fax

No.
	028 90714448
	
	

	Principal
	Mr J Graham
	Mob. No.
	02890 718111
	Home No.
	028 90864740

	Vice-Principal
	Mrs Mairs
	Mob. No.
	07803124954
	Home No.
	028 93323832

	Vice-Principal
	Dr. M Pinkerton
	Mob. No.
	07957685785
	Home No.
	07957685785

	Safety  Co-ordinator
	Mr W Hamilton
	Mob. No.
	07443223046
	Home No.
	028 90362769

	Senior Teacher
	Mrs W Catherwood
	Mob. No.
	07595259770
	Home No.
	028 9061610

	Senior Teacher
	Mrs P Leitch
	Mob. No.
	
	Home No.
	028 92677854

	Senior Teacher
	Mrs S Logan
	Mob. No.
	07808279698
	Home No.
	028 90482162

	School Counsellor
	Mrs J Duncan
	Mob. No.
	07968134184
	Home No.
	028 94422083

	Designated teacher
	Mrs J Clarke
	Mob. No.
	07946191366
	Home No.
	028 92648860

	Senior Admin Officer
	Ms E Lowry
	Mob. No.
	07780563195
	Home No.
	028 97564756

	Senior Exec. Office
	Mrs M Gillespie
	Mob. No.
	07731004906
	Home No.
	028 90718233

	Amey FM Manager
	Mr J Dawson
	Mob. No.
	07896427331
	Home No.
	


	BELFAST MODEL SCHOOL FOR GIRLS



	EDUCATIONAL VISITS : PUPIL CODE OF CONDUCT



	Pupils are representing the Belfast Model School for Girls and must act responsibly at all times, showing courtesy and consideration for others and upholding the good name of the School. Pupils s should observe all normal school rules with regard to behaviour, and should support the staff to ensure the safety of all members of the party. Belfast Model School for Girls staff have delegated parental responsibility and will act on behalf of parents and guardians for the duration of the trip.  

	In particular all pupils must adhere to the following code.
· Cooperate fully with leaders at all times.

· Participate fully in all activities and sessions during the visit.

· Be punctual at all times.

· Not leave group sessions or accommodation without permission.

· Always return to the meeting point or accommodation at agreed times.

· Be in a group of not less than three pupils if granted indirectly supervised time.

· Avoid behaviour, which may inconvenience others and be considerate to others at all times.

· Respect all requests made by school staff and accompanying adults.

· Behave at all times in a manner, which reflects positively on themselves, the party and the school.

· Abide by the laws, rules and regulations of the countries and places visited.

· Comply with customs and duty-free regulations.

· Not purchase or consume alcohol, tobacco products or any drugs or medicines, (other than those listed on the parental consent letter) 

· Not purchase dangerous articles such as fireworks or knives.

· Consult with school staff if in doubt about any issues.

· Accept that if this Code of Conduct is not obeyed, that this may result in the pupil being returned home at the expense of her parents.
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