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Aiums and PNnoiplbs«
Introductions

|.  Introduction

.l BWPWSMWWWmewmmm@W
Learning Outside the Classroom, (LOtC) activities and wisits' and, recognise the key role they play i
dewdopmmtoaﬁmmwmwlum Thwa\wnpasse&boﬂ’vom-sdbw@o&ﬁ site learning;
activities: mewwmmmmb@q‘ﬂwschmbwmum@mLO% activities
WMMWWMMMLO& s considered as an educationals entitlement. This is
emident; irv our curriculuny intent:

1.2 The value of LOtC achivities and wisits are wells recognised, by the Goserning Body and, fully
supported throughout the: school by, alls staff. It is emphasised that o culbure of safety must presail
and, there s @ need, for carefuls planning and, adherence to- statutory procedures: The safety culture
WMWQWMW@MMMW Lemﬂing/Oubsidaﬂ\eC[us&\omm

I.3 This document; outlines the specific policies and, procedures for Bramber Primany School It
pubijcqh'onsz

e WSCCs RegulahmandzNote&qjﬁGuidaan:oo Leo;\nimg; Outside the Classroomn
Actinities and Visits.
o WSCC's Admenturous Actinities RW Document.

®  The Department; for Education (DfE) pubhsh;ed/gmdewlﬂwand:Sq&d}é/omEduwhom

Visits wwwgovuk/government/publications/health- and- safetiy - on-
uisits/health,- and - safetiy~ on- educational,- visits

e OEAP National Guidance wwwoeapng/ug:o

ODEMMW&%WMMMMMM
/[ vwwwnegorsuk/ health-and - - admice~
schools

® The Health and Safety Executime statement: “School Trips and Outdoor
Leo;ﬂinngdimh;e&- TaoklingﬂwHeolﬂu&So}efgmgﬂx&wailabl&at
h_U:Q:/ / W‘WWhE@g&uk/ serwices/ education/school- mpg.@&


http://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
http://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
http://www.oeapng.info/
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
http://www.hse.gov.uk/services/education/school-trips.pdf

Rolbsand/Respon,sibdihe&

*  Every person has o dubiy of care for the welfare and sofety of all children/ young people
taking part inv the Educational/Off Site visit.

e Euvery person has o duby to- stop or curtails any ackivity when it is considered that: unsafe
practice has been observed.

o [Fuery adult accompanying the visit must have o role:

plary for the year is presented to- Governors inv the Autumn termy and, off - site visits are approsed,
and recorded, irv the minutes of the: Goserning body and, amended throughs the year.

The Head Teacher -is delegated, by the Governing Body to- approse all, off-site educational wisits
of a perceired, low nisk; localy daily or regular nature.

The Educational Visits Co-ordinator (EVC) -ensures that: all, off - site actirities follow- the correct

procedures and, checklists' are: completed for the EVC to approse:

The EVC will, approse the group: leader for every visity and: monitor the writtery risk assessments to-

®  Support the group leader in identifying the purpose for the visity and, the selection training and,
W%WWWMWW Itwunpod‘onttocon&dm

will need to- be made amailable:)

® Ensure that Criminal Records Bureaw disclosures are inv place where necessary,

* Arrange Emergency Contact Duty Officer and drawe up proper procedures to be followed, iny
suchv arv exent:

e Keep records and make reports of accidents and ‘near misses’

® Review and regulanly monitor procedures

® Liaise with the WSCC Outdoor Education Adwiser where necessary to- ensure the proposed,
visit complies with, the WSCC regulations:

The Group Leader/ Residential Group Leader must hame had preious experience of off-site visits
followwing the schools planning checklist: A risk assessment is necessary for all off-site visits.
Significant; risks and, their control measures wills need to- bes recorded and, filed, with the EVC
throughy WSCC EVOLVE.

This will take account of:

®  Genenic risks (Ref: Local Authonitys Regulations and, Notes of Guidance for Off-site Actinities).

o Event Specific Risks as identified from o pre~wisit or thoroughs knowledge or expenience of the
enwironment;, accommodationy the leader's competence; the group and other factors such as
transport.



®  On-going risks identified, by the professionals staff responding to- changing circumstances and,
onv the purpose and the risk assessment; control measures.

looked after ab all times.

O(glir,e/Admim Support Teo;ww{ll/suppat’d\e E\/C and,Gr\oup, LeOdﬂ‘/ReSi,dﬂ\tlﬂL Group Leader

If necessary, ched@DBS oaCadeLhonaLadult& oﬁﬂNmshudumo&m’fheGroupLeader\

Other teachers and, adults irweolimed inv o residential educational visit

dumng;’d\mno{mal/hmu‘s} T@MMWWMWMMHMTWM
Because some of this time falls outside of normal hours, o day irv liew if offered, to- alls staff
irwolued irv residentials of two- or more nights' and half-a-day, irv liew to- all, staff trwolved v o
Teachers and other adults on the visit must:

. En&u\etheheolﬂvandxso@ehd/qj;weméonemﬂwegpoupz

o Ensure they follow the instructions of the Group Leader and, help with, control; discipline and,

or adults s unacceptable.
o Referto and, use the school, behariour policy;

Gaim(ﬁmﬂwr\ admoe/(P\om/ﬂw Group Leader or EVC iff necessany

Pupils' are encouraged to- consider nisks irwolved, inv arv off-site educationals activity and to- assist
° r\otfakeamé/unne,oeseonézr\isks
wisih



® dress and behame appropriately and responsibly
®  look oub for anything that mights hurt, or threaten themselaes or arujone in the group and,

Guidance Note&}or O&P— Site Educational Visits

To ensure proper good, practice ands compliance with the necessary regulations it is expected that
Irv order to plarv anv off-site activity the EVC should be iraolved, in discussing plans ab an early
stage. Routine or local wisits such as games matches need to be planned, ahead also. It may be
possible to- approse o serles of events onv as tenmly basis.

° tp(j[\spo{\t

® enfrance fees;
®  nsurance;

® costs related to- adult helpers;

Parental, Consent; - Coples of parental, consent should be amailable for the Emergency, Contact and,
the Group Leader to take on the visit: The Group Leader and accompanying staff should: have
o prov{deﬂwe/EVCw{ihemﬂ\gencg/wnMnumbﬂ‘(s/)
o s&gm’d\e/consenb}or\m/
° WWEVCWMW&MMMSWWM
° WWWMW@MH@WP&WWWMWMM
the cost.

EVOLVE Off- site Actiilyy Monitoring.

(Educational Visits Online Virtual Erwironment)

Al off-site, wisits must be: approved through, EVOLVE.

An EVOLVE form must be filled: irv and, submitted to the EVC. This must be: completed, for all
uisits: Tt will need, to be signed, by the EVC and, for residential visits submitted to-the LEA (Area,
Education Office) ab least one month inv advance: These types of off-site activity also need the
Gowverning bodys approval: This formy cary achieve School Journey, Insurance cover which is

Evaluah’mRe,por\t Omhemmﬂ\eGmupLeade(\musbaddmwoluahmomEVOLVEandwhﬂ\e
WQWMMWMWMMWWMMWMMMQ



Aodderﬂlnﬂd,enbr\epm\taﬁmm

A Risk, Assessment, form must be completed, and lodged, with, the EVC through EVOLVE.

A Risk Assessment; identifies hazards that may cause harm and then identifies the control

Risk; Assessments are o legal, requirement; and should be recorded and, rexiexved:
GWRMAW@WMMWWWSMSWR@AWM%@
Authonitys Healthy and Safety Policy document.  The Visit Leader should thern ensure that those
RMAmmmemwwmﬁmmw The dated,
signature by the Visit Leader confinms that alls staff/adults on the visit have reads understood, and,
adopted the writtery Risk Assessment.

There are six Key areas identified, where potential, hazards may occur:
People: Type of group & Staffing.
Context: EW& Verwe/Erwsironment

Organisation: Travel & Emergency Procedures

Externals prosiders will hame their owny risk assessment; documents that carv bes used, to- help in this
process: For certain activities arv Admenturous Activity Licence is legally required, (See the LEA
e  What are the hazards?

o Who might be affected, by them?

o What safety measures are needed to reduce risks to- an acceptable lenel?
o Can the group leader pub the safety measures in place?

o Whab steps will be taker in an emengency?

Amsk/assessmenbmusbalsooovehb\cnspm\tfoand(ﬁr\omfhevenu& Coadenpanw&usedshwld
° th&prow&on;andneqpu‘eduseqj;seabbdt&

® insurance for the drivers
* detalls of firsh aid and, emergency equipment;
®  breakdown procedures:



The group leader will: double~check that alls adults helping to supervise the trip hamve beern subject
to DBS. Th@Sd\mLBu&n@s&Mwag@dewppmtﬂngvuplmdmwdhﬂﬂmdwmk&

Tr\ansport
Tmmspmtwmg&mmi&w%aﬂowaseot}oneo&vmﬁmb@o}ﬂw&pmhj It s the schools policy
participating irv the visit.

Bus/Coachs Hire
The operator must hold a PSV licence, appropriate to- the type of uehicle and/or nature of the
journey being undertaken. Every passenger must hare their owry seat. Al coachs seats must be

Staff Parents/Carers Vehicles

At least two- member of staff must traaels i the: car with the children, when a member of staff is
Umm’d\eipowmwomusbensumﬂr\abww‘oDBS chmkedoohou@moddthabadulbﬁmm
school irv the car:
Pmﬁ/mmusthmemsmbedwthﬂpd\dd/mbangbmspu@wﬂwwwag Vehicles must

Minibuses
Any person driving o minibus must hold: o Categony DI entitlement ory their driving licence.
Al seats must be forward-facing and fithed, withs seat belts: Trailer use: must; comply, with, national

Taxis

We will, only used o reputable; local tamis firmu We will, need, to- ensure that they, carv provide the
keeping coples of insurance documents. The booking must also- be inv writkery form. Ab least one
member of staff must tranel, withs the children: No- children to trasel, inv the front passenger seat.
Vehicles must be fithed, with seatbelts. Booster seats must be used as required by the laww.

Communmhmwdhpamr\t&
U\J:Ofwmhmaboubﬂwmi'ﬂ\ded;w&t
Parents must: give their permission before a, child, can be irwolved, inv any, off-site actirmities.
Policy 2019, Payment, for offsite experiences, must be made clear to parents inv all correspondence
The timetable for the payment; of contributions should allows for the EVC/Head, Teacher to- make a
MMQWWMQMMWWWMMMQWMM



Further health, and, soffetiy considerations
Aujadults/mlpan%mg/azpw@mustb@mad@awax\& b&é/ﬂ’lbpal‘ty/lﬂodﬂ\ O(P’d'\,eemﬂ\genmgz
Before a, party leaves school the school, office: must be provided with o list of emeryone, childrer
considered

Visib Plarv

report on, preliminary visit

applications for approval, of visit;

names, ages; contach details, permission forms, medical records and, other relenant, details of all
those going on the visit;

tranel, schedule;

accommodation plary (f opplicable);

Full plan, of activities;

insurance arrangements for alll members of the group;
emengenciy contacts and, procedures;
guidance for party leaders

guidance for the emergencyy contact and, Head, Teacher
first- aid bowes:



Supemwon;mho&
The supervision ratios need to- meet; the: requirements summarised irv the table below though, these

Superwision ratios for non-hazardous ventures
| adult to betweery 10 and 15 pupil&lmyew‘s/3t06;
| adult to- 10 pupils v Years | to 2;

| adult to- 6 pupils irv Early, Years.

Actinvity Qualifications/ Ratios Notes
stoffing
Off - site Arv W group Minimurm, 2 on EVOLVE form needed.
SWATUTUUNGY coachu
oﬂmep%ui;}w,ddlfndﬂ{ Ab JfolLow
OHWP%P‘)”&M@OMS’ asse/ssm}ents,afr\om
support Splashpoint, and,
school
Off-site An expenienced Minimurmy 2 on Local Areas EVOLVE
mfo leader this canyindlade. | coach, More adults wmpimwm%opmmmg
and, from school, PE Teach;er\ needed depending events:
nwnbe;\sasreqwu\ed/ . irvthe groups
other responsible: adull(s) irv
support
Off - site, Ary ~ D the
oo - | " e e
transport th@%ﬂl%ﬂd[wdﬂ( Ab wwenbs/

oﬂwnespmwbleodult(s/)w parents will, not ¥

support altend; staff ratio
reflects age of
children, and: rumber
'Ln/gx\oup/.
the locals areq; leader coach. More adults

base. oﬂwrespmtbieodult(s)w childrery in the .
support group:

10




Vehicle transport
Local visits - inn | A expenienced, group Local Area EVOLVE form
the local area, rl:ader\ needed
base. oﬂ’ner\r\espon&bleoduli(&) uv
Walking to- and, support
fromv site.
Day wvisits - away | A expenienced, group See abose ratio- EVOLVE form needed,

oi'h/ep

oﬂwr\eepon&bleadult(s) v
Residential, visit, A ' See abore ratio- EVOLVE form needed
Uk rv experienced group
and visits abroad. other\

WW
See Section & for othmmspon&bl@adult(s) v
further
information about
Other Policies and, Procedures

Immwmwwmmmmwwmmmmm%

Su{eg/mu\(h,m&/
Medicines Policy
Behariour Management;
Staff Handbooks
Individual EHCPs, Care Plans, Behamiour Plans ete.
Incident reporting
Health, and, Safety Policy
Curriculwnmy
Residential Visits
Ouerniieme
ChildxmwKeg;S’wg;e/Z hm&ﬂweoppm@n@fofakepmtm@ne&dmhabwat The residential
Two PE curriculumy as well: as hanving, links withy RHE, science and, geography, and to- reinforce our
Bramber Values: We undertake this visity only with the writtery agreement, of the LA. Qualified,
instructors are provided for alls specialist activities that we undertake: As of July 2023, the

11



residential trips offered to- children ab Bramber are as one-night stay at Lodge HUl inv Year & o
one~nighty camp at: school iy Year S and, four-night stay at Bowles inv Year 6.

Br\(m\bcr\Pr\imw‘{é/SchooL
Roles«and:Responsibdﬂhos«mmRes&dmﬁaLTNp

Head Teacher/ Educational Visits Coordinator Responsibilities

The Heads Teacher/Educational Visits Coordinator will endearmour to- ensure that:

. Asuiiabl@Resid@nhuLGnoupLeod@l&appomiﬁd Ammbﬂ\oa(?fh,@Senior\Leo.dﬂ\shime
will also attend.

o Al required actions hare been completed before the visity begins;
place;

hame beerv met;

. Th@Re&d@nﬁaLGmupLeadmha&expeNmemagmg superm&n;g;md;ooni‘:dhngﬂdwe

. Th@Re&dﬁnhaLGmuprdmmd/mofh@wppmhngxodxdt&hmﬂ\endmmbskﬂl&

. TMRWMGWLWMMWWMMW%MSWM
pr\oto(wls(ﬁonqj%ﬁ-site/em}ex\gen%simahm&(&g C}uld;nu,s&ng/ absconded);
will hamve DBS veﬂ:mg;chﬁ,d@dw\anc&

o The Governing Body hamve approved the visit;

o Themod&oaﬁtr\amddwappropmuibsa&:eandmshamm

. Expededmebhme&boﬂvdepwmmandmeiumw\eknowmandmmm

o There is adequate and relevant insurance covers

o Full details of the visit venue including the address, phone number and, o contact name will, be
retained inv School;

. TW@@W%MWWMWW%WWWMWWMW&
of parents/guardians; stoff ands wolunteers’ next; of kin A copy wills bes retained, inv School

12



The Residential, Group Leader

A nominated qualified teacher will be appointed by Mrs Tracy Scoth (Head Teacher) as
ResidmhaLGr\oupLeadm T@MWWW&MMWWMW%
the wisit. Th@R%ldﬂﬁhﬂLGr\oup/Lead@w{lh

e Adhere to the Schools Residential, Educational Visit planning process;
e Appoint o deputy leader who will, be fully briefed, iny all, aspects of the visit;
e Beable and expenienced in working with pupils of the relewant, age range;
e Be conwensant in the good: practice for all, actiities;

*  Be suitably qualified {f instructing an activity;

o Undertake and, complete: comprehensive risk; assessments;

o Harme regard to- and monitor the health, and, safetiy of the group ab all. times;
M@MW@@WMMWWM@WWM&QQ

. Obserweﬂwagwdanc,es&oub(ﬁootmdwpsandoﬂwenaduﬁ&bdovw

o En&u\e/f}wbpupdsundex\stand;ﬂ\mwspon&bdme&

Other teachers and, adults irmolmed, inv o residential, educationals wisit
during their normals hours. They wills be: acting under an agreement; with, their Head Teacher and,
Teachers and, other adults onv the wisi must:

o Ensure the health, and safety, of emeryone inv the group;
. Cm}oveadvmdxmduabpup&ba&wo&ddamymonubl@pw\enﬂm

o Ensure they follow the instructions of the Residential Visity Leader and, help withs controly

13



or adults s unacceptable: At such o point; consideration will, be ginen by the Residential, Group
Leader to- ceasing the residentiol, visit: Irv such cases the Residential, Group Leader wills licise
with Mrs Tracy, Scott (Head, Teacher).

The Residential, Visity Leader wills prepare pupils prior to- the visit to- ensure: they, understand, that:

o They must followr the instructions of the Residential, Visit Leader and, other supporting
adults;

o They dress and behanve sensibly and responsibly;

. T@Mmmﬁk@wwmmwww&mme&m%
group.

Aw&d&mmb%WWmmwwm@dmwwMWwwmw
ResidmhuLGr\oup[mdm

Parents/Carers
TMRWMGwLmMmMMmmWMWMMW
pw\pose/and/detoxlsqj;’fhemdmhabw&b Par\enfs/car\er\s/wdbbemmtedtoa,mffimg/pr{mtoﬂ\e
residential, wisit. Th@Reﬂd@nﬁaLGmupLeﬂdenmlLolsouglmmpwmts/mhomeh&p

Po:\enbs/guw\dmnﬁvmusb

Sigm’dwResidenhaLVlsibConseanO{m&

Provide the Residential Group Leader with two named, emergency contacts & telephone
rumbenrs;

Gimve the Residential Group Leader all, known relessant; information abouts their childs health,

Where there are known health, requirements; parents / carers must ensure the school has the
opp;@pﬂafenmdimﬁom&gmhalmEpiPen& Whmﬂ\eS&deoe&nothMeﬂ\ewiped

medication for a pupil with, known health requirements, suchs children, will not be allowed, to-
Communicate to- class teachers or the Residential, Group Leader any concerns they hare for

14



Risk Assessment,

Thorough risk assessments wills always be carried, out prior to- the visit: These risk assessments
wills include the, following, considerations:

o Identification of known/possible risksi

o Detal sofety measures needed to- neduce risks to an acceptable leuel
*  Emengency procedures

o Acceptable ratios of adults to children for this visit

o Additional measures needed for certain actinities eig. canoeing: skiing

The Residential, Visity Leader and those adults supporting orv site: wills continually reassess the risks
safetiy

The type of activity and the lewel, ab which it is being undertaken;
e The location;

*  The competence; expertence and qualifications of supervisory stoff
o The group members age competence; fitness and temperament;
e The supporting adults’ competence;

e Children, with special, educational, o~ medical needs;

e The quality and, suitabilityy of anailable equipment;

Explo;ui‘omd;vbsib
Where feasible, the Residentiall Group Leader or nominated person will undertake an exploratory

e Ensure that the venue s suitable to meet, the, aims and, objectives of the, school visit;

e Assess potential, areas and, levels of riski

e Ensure that the venue can cater for the needs of the staff and, pupils inv the group:

e Ensure that the Residential, Group Leader and/or participating adult are familiar with the

arealverue. Alﬂxoughunhkdgtocu\se me/xcephonabdmmstanoe&whmlbi&not}:easiblefo

15



o Please note it is unlikely the Goserning Body, wills sign off o residential visity without the secure

knowledge gained from o site visit:

Fiurst Aid,

First, Aid proaisions should, be considered as essential, when assessing the risks of a residential, visit.
A minimuny of one member of school, staff trained; irv first aid will: accomparuy the visit. The
Residential Group Leader wills ascertain the first aid, provision amailable from the site and report; to
%HMTWWMMMWWwMWWWW
MWWA&MWWWMM&MWMW%M
. Atmmwmﬂgmw-mmwbemkmdmgﬁd@mmwwk@w
o A named person will be appointed, to- be irv charge of first-aid arrangements.
o An emergency contact sheet, will be included, inv eachy first-aid boxu

memw%m@mﬁm@m%HMTMEvc vwcht&ses&%?’dwe
lfjvel;oa@oﬁust-wd/wodwate

Medicines and, First Aid - Parent/Carer Responsibilities
child, requires. If o child has o specific health plans parents/carers may, wishs to- meet; withs the
Residential, Group leader and/or class teacher to discuss their needs.

forn of Calpol

Medicines and Firsb Aid, - School Procedures
A medical logy books will, be created, by a member of the office/admin team: Orv the moming, of the
alongside the detaileds notes. Once this medicine has beer received; the designated, first aider or

Medicines and First Aud - O@—sﬁlbe/ Procedures
beyond standard, first aid; a text must be sent, home to- confirm to parents whaty has occurred: If

16



relief can be administered by o school adults if consent; has beer agreed: Howener, the Groups
Leader should communicate to the parents that medicine has been gisen viaw o text or phone call

if further information s required: If o staff member is unsure; they should, consully with the
Re&dmhaLGmprdmwhomwmlbwiﬂvfh@m%nmwy PleazseseeAppendmw

Supﬂwisimn

Itwmpo&ﬂntwhmww@mbmhoo}?adulbwwdﬂ&mwwmdenmm

* Genden age and ability of the group:

o Children with, Special Educational, Needs and/or Disabilities;

o The nature of activities;

e [Expenience of adults in off-site supervision

e Duration and nature of the journey;

*  Type of any accommodation;

Competence of staffs genenals and; related: to- specific activities:

There should, alimays be enough supervisons to cope effectively with an emergency. When visits

will be used:

bakoplace TMRWMVMLM@MWWMMMWMMMMW

all, pupils know- what to- do- if they, become separated, from the party, The Residential, Visit Leader
Mmﬂmﬁa@n@@%mm%%smgwmmm
their roles v implementing such protocols. See Section 6.

Mobile telephone numbers of the Residential, Visit Leader and, all, adults supporting the wisit, will

Photographuy
Bramber Primary School does not permit the use: of personal, mobile phones to video or
photograph pupils whilst trarelling to- or on-site ab residential, educationals visits: All video or
and, sign the Schools ICT Acceptable Use Agreement; prior to- commencement, of the wisit. The
GWLWMWMM/WMwMWW/W
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the schools website, the internet or release to- the media.

Preparing Pupils

Wherewer possible; pupils will: be inwolued, in planning, implementing and, evaluating their own
curricular works and have opportunities to- take different; roles withiny an activity. This may include
Pupils musb understand key safetyy information: This includes:

e The aims and, objectives of the uisit/actinity;

e Background information abou the place to be visited;

o How-to awoid specific: dangers and whiy they should, follows rules;

*  Why safety precautions are inv place;

o Why special sofety precautions are in place for- anyone: with disabilifies;

e What standard of behamiour is expected;

e Who is responsible for the group:

e What to do if approached, by o stranger:

e Whab to do if separated from the group:

*  Emergency procedures

e Rendemwous procedures.

Al pupils should be made amare of basic safety rules including:

. Aweomhm&and/fowmbwa/scnfeplaw g{iuos&ng/madsfogﬂtfo’dwbb\anspor\tdoso
safely and, lister to- the adult's instructions;

o Walk irv any ordenly line to- and, fromv the transport;

feel, urwell, whiles tramelling they must tell: o teacher or the person who is otherwise responsible
for-the: group.

*  Make sure their bags do not block aisles on the transport;
. Thﬂé/shmddnmattempbwgfbmooqﬂiﬂwebﬂnspmtw}ulstwbm&b
o Thﬂd/mustnotﬂ\mwﬂ\mg&oubqpth&b\onspa\tvehxdeswmdow&

o Only exib the vehicle when directed, by arv adull (unless i the case of an emergency where
adulb directions cannot be made));

o Nemer try to pass someone on steps or stairs;
18



e Newmer distrach or disturb the driver:
o Stay dear of automatic doors/manual doors after boarding or learing the transport;

Pupil&mm&;olsone@d;emoﬁonaLheassumnmand/RHE lesson&leadmg/uptoﬂ'\fjne&denhubshould;
they have.

Children, may be asked, who- they would, like to- share a roomy with, while they are ab the residential
It is the choice of the class teacher if this procedure is followed. In some instances, & may be
suitable to- choose on behalf of the children: Specific needs wills be takery into- account; wher
Fauhiwesar\& Chdd:mwdbknowwhoﬂ\mgroupadulbl&bq[:oreﬂwﬂd/lmme Chddxwwwdboﬁtndoub
who they are withs irv rooms when they, armive ab the residentials site.

PupAJ.&\AMﬂvaddAb.O{wLneed&
The Headteacher will never exclude children with special educational or medical needs or those
SEND team and, class teacher wills be irnmolved, irv planning,

At Bramber, we believe that, as far as possible; trans children should be supported to- be able to
others including relevant friendship groups inv v way inv whichs confidentiality is protected: Risks
assessments carv be carnled oubs prior to residentiol trips in order to- make reasonable adjustments;
which would, enable the participation of trans children. Prisacy, on residentials and, in changing
rooms will be considered, sensitively. Prior to residentials; we will want to- make clear our

Commuruooﬂng/wiﬂnpm*a\bs/(:m
Pmﬁ/mn&dwwmmwmmwmmmmwmm—‘m
MW-MW&%MWWWMM@MMWMTMMMW
information onv matters thab might affect pupilis health, ands safety will be included, v o letter to
o Dates of the wisit;

o Times of departure and returny
o Mode(s) of trarel including the name of any, trarel, company;
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o Names of the Residential, Visit Leader; staff and other accompanying adults;

o Visibs learning objectires;

o Insurance taken out for the group as o whole in respect of luggage, accident; cancellation and

o Clothing and, equipment to- be taken
o Limib on any monies to be takery

Communicatior, Social Media and Wehsite Use
Group leaders should communicate to- parents/carers when the group hare arrived ab the
residential site: Group leaders and class teachers will aim to- update the website or schools
instead, to- update parents withs general progress. It should be communicated, irv the parent; meeting
the tr.
Group Leaders and, any stoff who upload, photos shoulds be ameare whichs children cannot appear
orvthe website or Twitter feed:

Emergency planning for Offsite critical, incident

Group Leader

Control and, supervision of the group

Shm\e/’d\epx‘oblmu m%mm%mﬂwmwwm
Decide i this is & MAJOR EMERGENCY (when o school or youth, group has suffered life
U\peaterung;wgw\e& OPMO!‘[&WPH\L andmeqpu*e&}oﬂowmg’dﬁeprooedumexplmned}
Emmmm%mwwwwmmmmmw
Itwpxobableﬂwbboﬂvsto&ﬁmds@dmt&wdbb&wwsfaf@o}shochﬂwqﬁae

® remove remainder of group to- some secure accommodation and place under the care of o

® calm and comfort young persons and, arrange for their evacuation

20



mmmmEmwcme%Hm%ﬁmm

News trarels very quickly. Immediately make contact with the Head of establishment, or
emenrgency conbact point. Iof»nzoes:sar\d/ use the WS.C.C. Emﬂ\g,encg/ Number

Gimve details of the accident/emergency,

Contact with relatires should, be made by the Head, of establishment.
Lmsorvw&ﬂwthemedx@mustgoﬂwmughﬂm@de/oaCesfabhshmmb Donotgxmeoubwnmoo

information to- the media without; permission
The leaden(s) should, prepare as writkery report of the accident/emenrgency, ab the eanliest, opportunity

Emergency contacts:
Headteacher W.S.CC. Enwgem‘,g; Number
Tmad; Scott/ EVC
0796184354 01243 642104
01903 219277 (School) Monrv - Fri 08:00 - 18:00
Olbbby 411738 (ouboaﬁ hours)
At school

Identified emergency contach for wisit will receire av phone calls form the visity Group Leader:
Emergency person will: contact Headteacher and, other members of Leadenship Team:
Emenrgency control room will be set up inv school (Headteacher's office).
W%Summﬂgm@gmwb@wnm&

A room for media to- be assigned; amwaiy from parents; and, a; member of staff to supervise:

Appendices
) Internal, Risks Assessment; (Used, for alls trips).
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Appendix A

CONSENT FORM

B Residential Trip 20[]

Igwepermks&om}or\mg/dw&
Class.....

to take part iy the: abowe mentioned, experience and agree to- him/her taking part iy aruy or all, of

Ihaueen&u%d/ﬂr\abwc}uld/undﬂ\sfond&ﬂwbtbw for his/her safety, and, for the safety,
damage or- injury suffered by my son/daughter arising during or oub of the journey,

Please wnpleteﬂw}ollowmg,

f\/\g/ child, has no illness, oll,e:‘g%/ on pjmé&ml/ dusabdihd/’dwe}:ollowmg/ llress or ph”,sjc,ol, disability

I CONSENT TO MY CHILD BEING GIVEN PARACETAMOL OF WHICH THE SCHOOL
WILL ADMISTER. I CAN PROVIDE MYSELF AND HAND TO A MEMBER OF STAFF ON
THE DAY BUT CONSENT TO USING THE SCHOOL SUPPY IF NEEDED. I WILL
PROVIDE TRAVEL SICKNESS TABLETS IF REQUIRED.

Name of own doctor Tl MO
Contact details Home Mobile.
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Appendix B

RISK ASSESSMENT FOR .....couuuevvverevverrereesesvessesesssssssssssssssssssssssssessnes Date...............
ASSCSSON c..cvuivvuirviriissrusirsssssssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssss
Stage | Stage 2 Stage 3 Stage & Stage S Stage 6
Tdentify all the hazards | Identify who may be | Identify what control | Evaluate the risk: Pub into place pragmatic measures that Evaluate the
irv place to present; L&dd}wodo}hamb&ng/ fackor
semerity of harm
* Those directly
irwolved, with, the
Exh@mhd&%ﬂsk;oonh&sg&fen&ﬂmh
Ahalzw\d/wson‘.ueﬂwxg, actisity, | Workplace rules Eliminate rick SFATRP
w&ﬂvﬂwepd’mhmlﬂto * Those who whilst Workplace Reduces risk SFATRP Recalculate
et ote form the. procedures ‘ ] | I e R
plant, machinery, activity are withiry Training ' [ Cortrole ek SEATRP factor- after
pxopertg;op’d\e r\ang,e/’dwoutoom& Qu.ah&tmhon& — S PHWOLPMM@EWM all
* Those who may be
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Contirwwation sheety

Stage | Stage 2 Stage 3 Stage & Stage 5 Stage 6
Identify all. the hazards | Identify who may be | Identify what control | Evaluate the nisk: Pub into place pragmatic measures Evaluate the
uvplace’topr\e)\/enb Ltkdihood;qﬁhmmbang
senmerity o harnmy
= Those directly
irwolived, with, the Extra controls or risks control systems
A hamdl&smnﬁ,’dﬁing/ activity . V\/or\kplawr\ulﬁ& that:
with, the potential to- * Those who whilst = Workplace Eliminate risk SFAIRP
causehwmfopeople r\exnote/([;mmfh@ p:\oc,edw\e& é N _ —5 Reduces risk SFAIRP Recalculate the risk
plant, machinery, activity are withiny | = Training & | Isolates people from risks SFAIRP factor after all
property or the range the outcome, | = Qualifications — S Controls risks SFAIRP
enmironmenty of the achirity Superwvision Personal, Protective Equipment
= Those who may be Discipline
mnocenbbg»standf,r\s
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Likelihood, Consequence
| Very unlikely | Minor injury scratches bruises, no- noticeable damage to- property or
insignificant; affect onv the, enwironment.
2 Unlikf,hd/ 2 memwwwmwww
to the erwironment.
3 Likely 3 Serlous - Persor injured, causing loss of works or time, amay froms school
dwnagﬁ’toﬂieenmponmmh
L Very likely b Significant, - person taken to- hospital, or major damage to- property, or
erwironment.
Owueralls Score Risk Factor
| Very Low
2 Loww
3-6 Moderate,
8- 12 High
|6 Very High
Risk factor matris
Likelihoods
| 2 3 [
| Very Low Loww Mod, Mod,
2 Low Mod, Mod, High
3 Mod, Mod, High High
S L Mod, High High Very High
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¢ west Appendix C
sussex t
cou nty PROVIDER STANDARDS o

counci I FO RM 0 E 2 WS Learning Outside the Classroom

Feeding an appetite for learning

For completion by providers of outdoor education, visit venues and off-site activities to West Sussex
schools and education establishments

Name & address of provider/organisation: -

The provider named above is asked to give careful consideration to the statements below and sign in the
space at the end of the form that the standard of service provided will meet the conditions listed.

Please tick all specifications you meet, cross any you cannot meet or write N/A against any specification,
which does not apply to your provision.

Section A must be completed by all providers and evidence submitted upon request. Section B (adventurous
activities) must be completed if applicable.

Section A - ALL PROVIDERS

1. The provider complies with relevant health and safety regulations, including the Health
and Safety at Work etc Act 1974 and has a health and safety policy and risk

assessments which are available for inspection.

2. Accident and emergency procedures are maintained, and records are available for inspection.

3. The staff have the experience, competence, and professionalism to work with the age range and

abilities of prospective groups.

4., The provider has a Code of Conduct, which can be provided in advance of any booking

and to which visiting groups should adhere.

5. All reasonable checks, including Disclosure and Barring Service checks, are made on staff that
have frequent and intensive access to young people

6. There are adequate and regular opportunities for liaison between visiting staff and the provider’s

staff and there is sufficient flexibility to make changes to the programme if necessary and the

reasons for such changes will be made known to visiting staff.

7. The provider has public liability insurance cover of at least £5million, (please attach a copy of
your certificate of public liability insurance cover) (please note £10 million may be

required for sub aqua and airborne activities).

8. The provider will take all reasonable steps to allow inclusion and participation for any child or

young people who has special needs or a disability, following a risk assessment process, in line
with the Special Educational Needs and Disability Act 2001 and The Equalities Act 2010.

9. The provider encourages responsible attitudes to the environment as an integral part of the
programme.

10. All vehicles are roadworthy and meet statutory requirements. Drivers are PCV qualified or

operate with a small bus permit and local minibus driving assessment.
Outdoor Education Adviser, July 2023
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11. A current fire certificate covers all accommodation - or advice from a fire officer has been
sought and implemented and a fire risk assessment has been completed.

12. Security arrangements have been assessed and reasonable steps taken to prevent unauthorised
persons entering the accommodation.

13. Separate male and female sleeping accommodation and washing facilities are provided and staff
accommodation is suitably located to ensure adequate supervision.

14. Visiting groups will have access to appropriate first aid. Provider staff are practised and
competent (appropriately qualified where required) to respond to accidents and incidents.

15. There is a clear definition of responsibilities between the provider’s and visiting staff regarding
supervision and welfare of participants.

16. All equipment used for activities is suited to the task and adequately maintained in accordance
with current good practice.

Section B - PROVIDERS OF OUTDOOR AND ADVENTUROUS ACTIVITIES

17. The provider meets the requirements of the Adventure Activities Licensing Service (AALS)

For AALS licensable activities the specification in this section may be checked as part of an AALS inspection. However,
providers registered with the AALS are also asked to consider the statements below with respect to any activities or aspects
of their provision not covered by the licence.

18. The minimum ratios of staft to young people for the activities conform to those recommended by

the appropriate National Governing Body or, in the absence of this, the provider’s Code of Practice
and are informed by a risk assessment.

19. The provider operates a policy for staff recruitment, induction and training which ensures that all
staff, with a responsibility for participants, are competent to undertake their duties.

20. The provider maintains a written code of practice, for each activity, which is consistent with
relevant National Governing Body guidelines or, in their absence, recognised national standards.

21. Staff competencies are confirmed by the appropriate National Governing Body qualification for the
activity to be undertaken, or staff have had their competencies confirmed by an appropriately

experienced and qualified technical adviser.

22. Please list the adventurous activities you will be providing along with the minimum
qualification or training your instructor will have. Where appropriate please give details of
the nature of the location to be used:

ACTIVITY MINIMUM QUALIFICATION/TRAINING
LOCATION
e.g. Canoeing e.g. BC Paddlesport Instructor e.g. Sheltered Lake

.................................................................................................................................................... .(continue on a separate
sheet if necessary)

If any of the above specification overleaf cannot be met, or are not applicable, please give details:
Details of any accreditation e.g.: ‘Learning Outside the Classroom’ Quality Badge Award, AALA license
number, National Governing Body, BAPA, Tourist Board etc.:
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I certify that the organisation I represent complies fully with the requirements set out above, except
where I have deleted or crossed out the item. The organisation will observe the above conditions
during any visit from a West Sussex establishment

Signed:

Date:

Name:

Position in Org:

Email (general):

Website:

Thank you for completing this form.

Please return it, along with a copy of your Public Liability Insurance Certificate, to the
school/establishment that sent it to you, or alternatively send it to:-

T Outdoor Education
\SA(JeSSSteX The Grange, 2™ Floor,
County Hall
COU nty CHICHESTER
cou nC|| West Sussex
PO19 1RG
e-mail:

outdoor.education@westsussex.aov.uk

Outdoor Education Adviser, July 2023
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Appendix D

Standard Operating Procedure for Coach Travel

The following process will be followed whenever a coach is used to transport
children or young people.

Coaches will be only be booked from licenced operator whose details have
been checked at https://www.gov.uk/find-vehicle-operators
Where reasonable coach operators with one of the following will be
contracted:

o Coach Marque https://www.coachmarque.co.uk/operators/?q=

o BUSK Benchmark https://www.busk-uk.co.uk

o Road Operators Safety Council Safe Driver Award http://rosco-

uk.org/safe-driver-awards/

On arrival a member of the visit leadership team will meet the coach and
ensure the driver is fully briefed, to include destination, timings, numbers,
specific requirements.
The member of staff will visually inspect the coach to ensure it appears
safe key safety features are present for example fire extinguisher.
The member of staff will raise any issues found with the driver.
The member of staff will also satisfy themselves that the driver is fit to
drive i.e. does not smell of alcohol, is not unduly tired.
All participants will be briefed before leaving the school on how to board
and disembark the coach this should include:
Wearing seatbelts at all times, if fitted
No standing whilst the coach is moving
What to do if they become ill
Information about eating and drinking on the journey

o To remain seated on arrival until told to move by staff
Staff will sit next to all emergency exits, if this is not possible as a
minimum a member of staff will sit in the centre seat and at the rear of
the coach and either at the middle exit or the front seat of the coach.
On arrival a member of staff will disembark first to ensure it is safe for the
children and young people and identify a safe rendezvous point.
If the journey requires rest stops children and young people should be
instructed on what to do and timings before leaving the coach. On return
a register must be taken, head counts are not recommended.
On the return journey a full register must be taken before departure, head
counts are not recommended. The briefing given on the outbound journey
should be repeated.

o O O O
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Coach Breakdown

If a coach suffers a breakdown the Visit Leader will discuss the best course of
action with the driver to safeguard the children and young people. On a
motorway the likelihood is that all passengers will be instructed to leave the
coach and gather beyond the crash barriers.

The Visit Leader must notify the Emergency Contact as soon as possible.

All staff will monitor the use of mobile devices by the children and young people.

Coach Accident

The Visit Leadership must check everyone for any injuries and treat as
necessary.

The Visit Leader must notify the Emergency Contact as soon as possible.

Advice given by the emergency services must be listened to and acted upon.
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Appendix E
Standard Operating Procedure for Rail Travel

All staff, children and young people will be briefed in advance of any visits
utilising rail travel, including underground trains and trams. This must include
behaviour expectations, group members and leader, what to do if they miss the
train, that they must not to operate doors or windows.

Large groups will be divided into sub-groups each with a competent adult leader.
Children and young people will be assigned a ‘buddy’ with whom they must
remain at all times whilst travelling.

Group leaders will complete a register before entering the station.

Group leaders will ensure the group moves in an orderly fashion.

Group leaders will ensure everyone stays well back of platforms edges.

Where required only group leaders will press door open buttons.

Leaders will board and disembark last.

If trains are overcrowded it may be necessary for small groups to travel
independently of the main group, if this is the case pre-determined and agreed
meeting points must be known to all adults.

Wherever possible children and young people will be seated.

If a pair miss the train, they should remain on the platform from which the train

departed and ideally wait with a member of station staff for the school member
of staff to return.

If travelling in London the Visit Leader should advise TFL beforehand to take
advantage of any additional assistance that may be available on platforms and
with boarding and alighting from Tube trains

https:/ /tfl.gov.uk/info-for/schools-and-young-people

In the event of an incident or accident instruction given by the transport staff
must be followed.
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Appendix F
Lost Child, Young Person or Staff Member

To minimise the risk of a child, young person or adult being lost registers will be
taken by the Visit Leader or Group Leader at key points, these include before
departure, on arrival, when working in smaller groups, on return from activity,
at break times and before departure. Head counts should be avoided especially
when volunteers are being used who do not know the children or young people.

Staff, children, and young people may be issued with emergency contact details,
this can be recorded on a card, lost child wrist band, labels or similar.

The following suggested actions are dependent on the age of the person missing,
time of day, location, ability, known risks and should not be read as a definitive
list of actions.

On discovering a member of the party if missing

e Gather everyone together, ensure their safety and keep them together,

e Send a member of staff to check the last place the missing person is
known to have been,

e Send a member of staff to any key points where the missing person may

have returned,

Try to contact the missing person via phone or messaging service,

Contact the Emergency Contact,

Notify local police, tour operator if applicable,

Discuss with emergency contact/member of school leadership team

whether group should continue with the visit as planned or be moved to

another appropriate location,

e Group moves on to next destination leaving a member of staff and tour
company representative or other local expert to continue search (under
direction of leadership team member and local authority),

e Keep in regular contact with the member of staff left behind and with
school’s emergency contact,

e Warn students and parents/carers in advance of the use of social media
and the unnecessary concern this can cause,

e Following any incident, all present not to use social media, mobile phones,
or text home until you have given them clear information and permission.
This will be after you have discussed with the Emergency Contact.
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Appendix G

START

Is the LOLC Activity or Visit Visit Flowchart

overseas, residential or
adventurous or out of county?

Note: This process is automatically

EVOL

| followed when using EVOLVE

YES

| The member of staff must be
specifically qualified, with
—— YES — evidence available on EVOLVE, to
lead the activity. Leader approval
| must be obtained via EVOLVE

Will a member of your establishment’s
staff be leading an adventurous activity?

NO
] ] o Has the provider been ‘checked’
Will an external provider, activity centreor | YES —| by the LA?
tour operator be used?
NO |
NO

NO |

Email an OE2 Provider Form to
the provider (available on
EVOLVE) attach the completed
form to your EVOLVE visit form.

Has the all staff attending the visit be deemed as competent to lead the activity or visit, and are they
able to comply with the Visit Leader Checklist? Or are they under the supervision of an experienced
visit leader?

YES
|

Are enough staff attending to ensure the correct staff to children/young person ratio is maintained
having considered the STAGED approach?

[
YES

i
Have parents/carers been informed and consent received if required? Has payment been requested
via voluntary contributions as required? Has the programme been written? Have risk management
processes beer-n completed?

YES
|

Has an emergency contact person been identified who is back at base and who is available for the
entirety of the activity or visit? Have they got full details of the activity or visit?

[
YES
1

Is the visit covered bv It'he school’s insurance?

1
YES

Has the visfRubeeer &gpratier Ay iase Bvevshd0éad of Establishment?
If gpplicable hasqGovernlng Body approval been obtﬁgl?odr{aﬁad its polic comglledimloth?

E: www.wesatgussestﬂts.or uidan€e: wivw.oeapng.
34
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Appendix H
Planning Checklist for Learning Outside the Classroom (LOtC)

This checklist has been designed to support Head Teachers, Educational Visits
Coordinators (EVCs) and Visit Leaders to ensure:

e The maximum educational benefit to children and young people.
e The safety of all those involved in LOtC.
e Effective organisation and administration of LOtC.

It may be used both to aid planning and approval by the Head Teacher or EVC.
It is recommended that visits are recorded on EVOLVE wherever possible.

Visit Leader

The Visit Leader must be an employee of the establishment. (e.g. the
establishment has all the personal details, references, qualifications, DBS checks
etc. that would be expected of an employee). The Visit Leader may be providing
this service as a volunteer.

Visit Type

Is the visit residential, overseas or does it include adventurous activities? If yes,
then Local Authority approval is required and the visit must be submitted via
EVOLVE.

If no local policies may be followed although the use of EVOLVE is strongly
encouraged.

Purpose and Intended Outcomes

Are there clear educational outcomes, curricula or extra curricula, and have clear
learning outcomes been identified and intent defined?

Have these purposes and outcomes been clearly communicated with all staff and
if applicable the external provider to support implementation?

Are they appropriate to the age and ability of the group?
Visit Date and Times

Is there adequate time and opportunity to plan and prepare for the visit? At least
4 weeks’ notice required for LA approval.
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Venue - the location only and is not providing any activity e.g. a local
park

Is the venue appropriate to the visit, purpose and intended outcomes?

Has a there been a pre-visit to the venue? Consideration given to travel, access,
equipment, emergency procedures, shelter etc.

External Provider - the location’s staff are providing some activity

If you are using an external provider have, they been checked by the Local
Authority or do they hold a Learning Outside the Classroom quality badge?

If no they need to complete and OE2 in advance of the visit?
Adventurous Activities

Does the programme include Adventurous Activities?

If yes, are the staff leading them appropriately qualified?

Has the Visit Leader consulted the WSCC Adventurous Activities Guidance?
The visit must be submitted for LA approval via EVOLVE.

Travel Arrangements

Has appropriate transport been booked?

If using school minibuses are drivers appropriately trained and checked?
If using staff cars have vehicles and drivers been appropriately checked?

If using parental transport organised by the school, have licences, insurances,
MOT's etc. been checked, and copies taken?

Are there procedures in place in the event of delay or cancellation?
Staffing

Have enough staff been allocated to the visit to meet minimum ratio
requirements?

Are staff members and other adults suitably experienced and competent?

Have all staff members and other adults been vetted?
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Have individual needs of group members been considered in the staffing plan?
Is the staff team mixed gender?

Does the staff team include enough suitable first aiders?

Have staff been briefed on all aspects of the visit:
e Roles and responsibilities.

Learning outcomes.

Group and individual needs including staff.

Supervision plans.

Communication arrangements.

Programme.

Standards of behaviour.

Tasks.

Use of social media and photographs.

Emergency plans.

Attendees

Are all the attendee’s pupils at the school?

Have medical and other individual needs been considered?

Has the ability of the group been taken into account?

Have the attendees been briefed on:

e Clothing and equipment.
What do is they get lost or separated.

Significant hazards.

Group members and leader.
Behavioural expectations.
Outcomes.

Social media and mobile use.
Emergency plans.

Emergency Contact

Has a named emergency contact been identified?

Are they available for the duration of the visit?

Does the emergency contact have the following?

e Group details, including staff and volunteers.
e Contact numbers.
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e Programme.
e Access to the emergency response plan.

Insurance

Is the visit covered by an existing insurance policy?
Has the provider’s insurance been checked?

Is any additional cover required?

Does the visit leader have original signed parental/carer consent forms and
medical forms for residential and overseas visits?

Risk Assessments

Have the significant hazards involved in the visit been fully considered?

Have suitable and sufficient risk assessments been prepared and recorded?

Have participants with specific requirements been fully considered?

Are event specific assessments required?

Parental/Carer Letters

Have parents and carers been provided with enough information to allow them
to give informed consent?

Have any financial contribution requests been clearly itemised as those which
are voluntary and those which are chargeable?

Has a parents/carer information event been organised?
Programme

Has the programme been designed to meet the learning outcomes and
objectives?

Is the programme suitable for the group?

Are all staff aware of the programme?

Are all participants aware of the programme?

Are all parents/carers aware of the programme?

Outdoor Education Adviser, August 2023

EVOLVE: www.westsussexvisits.org National Guidance: www.oeapng.info
38



http://www.westsussexvisits.org/
http://www.oeapng.info/

Has a ‘plan b’ been made to cover foreseeable hazards such as bad weather,
transport disruption or other delays?

Other relevant documents

Staff cover requirements.

Accounts?

Code of conduct?

Approval

Is the visit approved locally?

Does the visit require LA approval via EVOLVE?

Evaluation and Review

Were the intended outcomes and learning objectives achieved?

Was the venue/provider suitable?

Did the staff perform as required?

Were the risk assessments suitable?

Have all incidents been recorded and reported via your normal routes?
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