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Context 
We believe that educational visits are an integral part of the entitlement of every pupil to an effective and balanced curriculum. Appropriately planned, managed and conducted visits are known to enhance learning and improve attainment, and so form a key part of what makes Life Lodge Alternative Education a supportive and effective learning environment. The benefits to pupils of taking part in visits and learning outside the classroom include, but are not limited to:  
 
· Improvements in their ability to cope with change. 
· Increased critical curiosity and resilience. 
· Opportunities for meaning making, creativity, developing learning relationships and practising strategic awareness. 
· Increased levels of trust and opportunities to examine the concept of trust (us in them, them in us, them in themselves, them in each other).  
· Improved achievement and attainment across a range of curricular subjects. Pupils are active participants not passive consumers, and a wide range of learning styles can flourish. 
· Enhanced opportunities for ‘real world’ ‘learning in context’ and the development of the social and emotional aspects of intelligence. 
· Increased risk management skills through opportunities for involvement in practical risk-benefit decisions in a range of contexts. i.e., encouraging pupils to become more risk aware as opposed to risk averse. 
· Greater sense of personal responsibility. 
· Possibilities for genuine team working including enhanced communication skills. 
· Improved environmental appreciation, knowledge, awareness and understanding of a variety of environments. 
· Improved awareness and knowledge of the importance and practices of sustainability. 
· Physical skill acquisition and the development of a fit and healthy lifestyle. 
 

Guidelines 
The basic aim of the guidelines is to support the proper organisation and safe conduct of visits organised.  The guidelines which are provided give instructions and advice about careful planning and proper supervision, so that any foreseeable mishaps may be prevented and problems arising from unforeseeable events may be minimised. 
 

Application 
Any visit that leaves the school grounds is covered by this policy, whether as part of the curriculum, during school time, or outside the normal school day.  All staff are required to plan and execute visits in line with Life Lodge Policy. Staff are particularly directed to be familiar with the roles and responsibilities outlined within the guidance. 
 
Types of visit 
There are four types of visit: 
1. Routine local visits in the ‘Extended Learning Locality’ 
2. Day visits within the UK that do not involve an adventurous activity.  
3. Visits that are overseas, and/or residential, and/or involve an adventurous activity. 
4. Ad–hoc activities in the school locality. 

 
Roles and Responsibilities  
Visit leaders are responsible for the planning of their visits. They should obtain outline permission for a visit from the Head Teacher or The Educational Visits Coordinator (EVC) prior to planning, and certainly before making any commitments. Visit leaders have responsibility for ensuring that their visits will comply with all relevant guidance and requirements. 
 
The Educational Visits Coordinator is the Head of center, who will support and challenge colleagues over visits and learning outside the classroom (LOtC) activities. The EVC is the first point of contact for advice on visit related matters and will check final visit plans. 
 
The Head Teacher has responsibility for authorising all visits.  Visits should be passed on by the visit leaders first to the Head Teacher’s PA who will then pass it onto the Head teacher for approval.  
Head Teacher has responsibility for authorising and for submitting all overseas, residential or adventurous activity visits to the LA for approval.   
     

Staff & Parent Helper Competence 
Adults should take particular care when supervising children and young people on trips and outings, where the setting is less formal than the usual workplace.  Adults remain in a position of trust and need to ensure that their behaviour remains professional at all times and stays within clearly defined professional boundaries.   
 
Adults must not use their mobile phones unless there is an emergency and for the use of contacting the group leader of the trip.  Adults are prohibited from taking photographs and video of pupils.   Adults are forbidden to access social media sites and applications and may not use Geo Tagging devices and applications to notify others of their and the group’s whereabouts.   
 
Where activities include overnight stays, careful consideration needs to be given to sleeping arrangements.  Children, young people, adults and parents should be informed of these prior to the start of the trip.  In all circumstances, those organising trips and outings must pay careful attention to ensuring staff/child ratios and to the gender mix of staff especially on overnight stays. 
 
We recognise that staff competence is the single most important factor in the safe management of visits, and so we support staff in developing their competence in the following ways: 
· An apprenticeship system, where staff new to visits assist and work alongside experienced visit leaders before taking on a leadership role. 
· Supervision by senior staff on some educational visits. 
· Support for staff to attend training courses relevant to their role, where necessary. 
 
In deciding whether a member of staff is competent to be a visit leader, the Head Teacher will take into account the following factors: 
· Relevant experience. 
· Previous relevant training. 
· The prospective leader’s ability to make dynamic risk management judgements and take charge in the event of an emergency. 
· Knowledge of the pupils, the venue, and the activities to be undertaken. 
 
Health and Safety arrangements require members of staff to keep colleagues/employers aware of their whereabouts, especially when involved in activities outside the usual workplace. 
 

Approval 
All proposed trips must be submitted in writing.  The approval process is as follows for each type of visit: 
 
· Requests for Approval for all new visits within the UK must be submitted to the Head Teacher at least 2 weeks prior to the visit, but with as much notice as possible in advance.  Unless this is a standard outing as risk assessed.
 
· It is the responsibility of the Head Teacher to ensure that the arrangements for the visit are satisfactory. 
 
Planning the Visits 
Ensuring the safety of pupils on a visit depends largely on the extent to which the teacher can foresee the possible dangers and difficulties which may arise and can therefore plan to avoid or overcome them.  Contingency arrangements for potential problems such as bad weather, illness or the incapacity of accompanying adult supervisors should be taken into account and planned for.  The availability of telephones or other means of emergency communication should be considered, and mobile phones used where possible.  Planning for any individual needs, such as medical or dietary needs, should take place as early as possible. 
 
Preliminary Visit 
It is essential that a preliminary visit is made, at least by the visit leader, and preferably by other accompanying adults, unless the visit leader has recent experience of the site or venue.  This allows the leader(s) to gain first-hand knowledge of the venue, facilities and activities to be followed and so become aware of the potential hazards and difficulties prior to encountering them with pupils.  Particular attention will be paid to fire and other safety precautions and emergency evacuation procedures.  All accompanying adults will be familiar with the operation or use of any necessary safety equipment. 
 
Risk Assessment 
Steps should be taken to minimise risks, and all hazardous activities must be identified.  A risk assessment should be requested during the preliminary visit and risk assessments should be carried out and recorded. The Risk Assessment should be completed well before the visit and should be approved by the EVC.  
 
Any pupils whose behaviour is considered to be a danger to themselves, or the group may be stopped from going on the visit.  The curricular aims of the visit for these pupils should be fulfilled in other ways, wherever possible. 
 
Adequate child protection procedures must be in place at all stages of visit, and any guidelines laid down in the school’s Child Protection Policy should be followed. 
 
Even though an activity centre may be licensed, it remains the responsibility of the Head Teacher and staff to satisfy themselves that any activity centre to which the school proposes to send pupils is competent, trustworthy and, above all safe. 
 

The evening before the visit  
Ensure that the school mobile phones are put on charge in readiness for the school visit.  
 

On the day of the visit 
The visit leaders must obtain the mobile numbers of all volunteers accompanying the children on the school visit in case of an emergency.  The visit leader or a member of the security team must talk volunteers and staff alongside having all risk assessments, safety plans, and first aid kits.
 
Dress code on school visits   
The school dress code applies to staff, children and volunteers on all school visits unless advised differently by the visit leaders.   
   
Emergency Procedures 
A critical incident is any incident where events go beyond the normal coping mechanisms and experience of the visit leadership team. 
 
When an incident overwhelms the establishment’s emergency response capability, or where it involves serious injury or fatality, or where it is likely to attract media attention then assistance will be sought from the local authority.  
 
Parental Consent 
Activities which take place in the immediate locality of the school, and which are part of the school’s curriculum do not require separate written parental approval on each occasion.  However, we will obtain written permission as a blanket consent from all parents for all new pupils for activities of this type, and keep such information on file, for activities that fall within the ‘Extended Learning Locality’.  
 
Specific, (i.e., one-off), parental consent must be obtained for all other visits. For these visits, sufficient information must be made available to parents (via letters, meetings, etc.), so that consent is given on a ‘fully informed’ basis. As above, parents have the option of consenting through traditional paper consent form or via electronic approval/acceptance where applicable.  

 
Residential Visits 
Residential visits require full and detailed written information to parents, and this will be followed up by a parents meeting to discuss details with the visit leader.    
 
The information given to parents will depend upon the nature of the visit and whether it involves any overnight stay, but as a general rule the following details will be included: 
1. The nature of the visit and the destination 
2. Dates, times and venues for departure and return and the method of travel.  Visit leaders should note that their responsibility for pupils for the school visit ends only when the pupils return to school (if the visit is within normal school hours) or when the pupils are handed back into the care of their parents or other named adults.  Pupils should only be allowed to return home from the site of the visit or on return to school unaccompanied if this has been previously agreed by their parents. 
3. The itinerary for the visit, including details of any ‘free’ time or unsupervised activities. 
4. The cost of the visit 
5. Details of the activities in which pupils will be expected to or able to participate. 
6. Guidance concerning appropriate clothing or footwear. 
7. Guidance concerning an appropriate amount of money to be taken if applicable. 
8. Guidance concerning the behaviour expected from pupils and the procedures for dealing with misbehaviour, including the arrangements for sending a pupil home early if the activity involves an overnight stay. 
9. The size of the group taking part in the visit and the names of accompanying adults. 
10. Details of the insurance cover provided. 
11. A contact telephone number in the event of an emergency. 
12. The contact (Head Teacher or Admin) who will inform parents if there are unavoidable changes in timing arrangements of if there is an emergency of any kind. 
13. A request that any necessary parental consent form be signed and returned to the visit leader, together with details of any known medical condition from which the child may be suffering, and details of any medication which the pupil may be receiving.  Permission will also be obtained for any necessary medical treatment to be carried out in the case of an emergency. 
 
Preparation of Pupils 
1. The aim and purpose of the visit. 
2. The activities planned and the overall itinerary. 
3. The rules which apply during the visit – particularly in relation to “free” time and “unsupervised” activities – and the details of any safety procedures.  Regular head counts will take place, and an appropriate “lost” procedure will be established.  For younger pupils it may be appropriate to determine a suitable “recall signal” whereby all pupils can be immediately recalled to a predetermined point without delay. 
4. The standards of behaviour expected and the sanctions to be used for those who disregard rules and procedures, including the withdrawal of pupils from an activity or the sending home early of pupils of residential visit. 
5. The areas or activities which are “out of bounds” 
6. The type of clothing and footwear which is appropriate. 
7. The correct use of any equipment which forms an integral part of the visit (unless the visit itself includes specific tuition in the use of equipment). 


Pupils with Additional Needs 
The particular needs of individual pupils will be considered when planning the visit.  These needs may influence the adult/pupil ratio needed, and decisions about the special skills required by the adults accompanying the visit. 
 
All adults involved will have clear information about the nature of any pupil’s additional needs and it should be clearly understood how these will affect the pupil’s ability to take part in the planned activities.  Specific necessary information (such as medication required, details of any allergies or special dietary requirements) will be identified on the parental consent form.  In particular circumstances, it will also be necessary to check the venue for wheelchair access. 
 
As well as ensuring a full exchange of written information between the school and parents, it may be particularly valuable to consult directly with the parents before the visit takes place. 
 
Briefing the Supervising Adults 
It is essential that all supervising adults are fully briefed before the visit takes place and at least one briefing meeting will be arranged for this purpose. 
 
The following points will be borne in mind: 
1. The visit leader must be free to exercise full authority during the journey. 
2. Visit leaders must recognise that when experts are engaged for specialist activities such as climbing, sailing etc., their instructions on procedure and safety will be followed at all times. 
3. All supervising adults will be given full instructions concerning their own specific responsibilities and the extent to which they should exercise their own judgment. The visit leader will ensure that all supervising adults are aware of any emergency procedures. 
4. One of the supervising adults who is first aid trained, will take responsibility for welfare issues, including first aid arrangements and the supervision and distribution of any medicines which have to be taken by members of the group. 
5. The visit leader will have access to sufficient funds to meet any emergency which might be encountered. 
6. The visit leader will have at hand a list of all group members ‘names and telephone numbers, in case of emergency.  A copy of this list should be left with a responsible adult in the school. 
7. A deputy visit leader, who is competent to assume leader’s responsibilities in the case of an emergency, should be appointed.  The deputy leader should be involved in the preparation and organisation of the visit so that any handover of responsibility, should it become necessary, can take place quickly and effectively. 

 
Adult/Pupil Ratios 
1. For visits where the element of risk to be encountered ratios will be high.
2. A minimum of two adults will accompany each visit, one of whom is first aid trained.  At least one of these adults will be either a qualified teacher, or an unqualified teacher who has been approved for this task by the Head Teacher. 
3. It is strongly recommended that mixed groups should be accompanied by at least one adult of each gender.  This recommendation is particularly important for residential visits involving an overnight stay.  Where it is not possible to have at least one adult of each gender accompanying a residential visit, parents will be given clear notification of this fact, together with details of the practical arrangements for supervision throughout the visit. 


Medical Issues 
All accompanying adults should be familiar with the first aid guidelines and one of the supervising adults accompanying the group should have a current qualification in first aid. 
 
We will ensure that travelling first aid kits are available to all groups taking part in a school visit and the visit leader must be satisfied that the kit includes all of the items which may be needed, bearing in mind the possible additional items which may be required for some children with special needs.  All trips should carry a spare set of uniform for boys and girls in case of accident or sickness. 
 
The visit leader will also ensure that all supervising adults have adequate information about any special medical or dietary needs which pupils may have.  Decisions about the administration of medication to pupils must be made before the visit, and any necessary routines and checks agreed and established. 
 
Whilst teachers may be prepared to accept responsibility for administering medication to pupils, they cannot be required to do so, and it is important to discuss such issues before the visit so that the situation is resolved to the satisfaction of all concerned. 
 
Any accident which occurs on a school visit should be reported in the same way as an accident taking place on the school site.  Details of the procedure to be followed are in the school’s Health and Safety Policy. 
 
Procedure if a child needs to be collected during a school trip  
If a teacher is at all uncertain as to the medical welfare of a child, the teacher is to phone the parent directly. 
 
All trips must take the class lists including telephone numbers with them. 
 
1. The teacher will phone directly to the parent. 
2. If there is no answer, the teacher will this message: “I am sorry to tell you that your child is unwell, and we are considering asking you to collect him/her.  I will now phone the school and ask that they keep trying to contact you. Please note that if we are unable to contact you and are still concerned we may call an ambulance.” 
3. If there is no one available, they must report immediately to the school, who will keep trying the parent. 
4. If the teacher reaches a parent, they must inform the parent of the state of welfare of the child and agree whether the child should be collected. 
5. They must then telephone the school and update the office/Head Teacher. 
6. If there is sufficient concern the teacher must either take the appropriate action which could involve calling an ambulance or contacting the first aid post if there is one nearby on site if they are unable to follow the above procedure. 
7. Only the teacher should telephone. 
8. On returning to school, the incident book should be completed. 
 

Transport 
Use of staff cars to transport pupils – Private cars of both members of staff and voluntary helpers, such as governors or parents, are sometimes used to assist with transport on school visits.  Visit leaders must take reasonable precautions to satisfy themselves that such drivers and vehicles are suitable for the proposed use.  Parents will be informed if their children are to be carried in private cars and be given the opportunity to indicate if they do not wish their children to be transported in this manner. 
 
There will be occasions when adults are expected or asked to transport children as part of their duties.  Adults, who are expected to use their own vehicles for transporting children should ensure that the vehicle is roadworthy, appropriately insured and that the maximum capacity is not exceeded.  The responsibility for the insurance of private vehicles rests with the owner or driver concerned.  Members of staff must have a ‘business use’ extension to the normal, ‘social, domestic and pleasure use’ provided by motor insurance policies and the Head Teacher will verify that staff concerned have such cover.  Voluntary helpers should check with their insurance company or broker that their policy provides the necessary cover for transporting pupils on school visits. 
 
It is a legal requirement that all passengers should wear seat belts and it is the responsibility of the staff member to ensure that this requirement is met.  Adults should also be aware of current legislation and adhere to the use of car seats for younger children.  Where adults transport children in a vehicle which requires a specialist licence / insurance e.g., PCV or LGV19- staff should ensure that they have an appropriate licence and insurance to drive such a vehicle. 
 
It is inappropriate for adults to offer lifts to a child or young person outside their normal working duties, unless this has been brought to the attention of the line manager and has been agreed with the parents/carers. 
 
There may be occasions where the child or young person requires transport in an emergency situation or where not to give a lift may place a child at risk.  Such circumstances must always be recorded and reported to a senior manager and parents/carers. 
 
Hiring coaches and buses – The Head Teacher’s PA is responsible for ensuring that coaches and buses are hired from a reputable company.  Professional operators of coaches and buses are legally required to be licensed.  The school will ensure that the operators used to transport pupils have the appropriate public service vehicle (PSV) operator’s licence.  When booking transport, the school will ensure that seat belts are available for pupils.  
   
Life Lodge Alternative Education C.I.C                                EDUCATIONAL VISITS AND OUTINGS POLICY

Life Lodge Alternative Education  

Life Lodge is fully Insured -    
 
 
 
 
1 
 


 
 
 
 
image1.png
3’.

LIFE LODGE

AAAAAAAAAAAAAAAAAAAA




