SUMMARY OF OFF-SITE VISITS GUIDANCE FOR SCHOOLS SERVICE

Background
The creation of Nottingham City Children’s Service has highlighted the need to provide a consistent approach to the planning and organisation of off-site visits across the Service. This is one of a number of documents that aims to summarise the key aspects of the new Children’s Service Off-site Visits Policy as it relates to a particular Service. It does not replace the policy but acts as an overview for staff and should be used in conjunction with the full policy when organising visits away from the main establishment.

Despite the fact that a majority of visits are low risk it is still important to ensure that issues surrounding health and safety, approval, staffing, roles and responsibilities, communications and emergency procedures are clearly defined and understood by all parties from the outset and implemented throughout any visit organised by any establishment.

1. Visit Approvals

The need for an approval process ensures that the Head of Establishment is aware of any activities taking place beyond the boundary of the site, and that such activities/visits are organised according to the Off-site Visit Guidelines.

All Off-site visits must, therefore, have the approval of the Head of Establishment. 

If the visit entails any adventurous activities, an overnight stay or going abroad then approval is also required from the Outdoor and Environmental Education Development Manager (OEEDM) on behalf of the Children’s Service. 

In order that such visits comply with the approval process it will be important for Establishments to complete an OV1 form (found on College Street website www.collegest.org.uk ), or on-line, which summarises the key information about the visit. This, accompanied by the risk assessments and programme for the visit along with any other relevant information should be given to the Head of Establishment for approval at least 4 weeks prior to the visit. If there is any doubt about what should happen then contact the OEEDM, based at the College Street Centre, College Street, Nottingham, NG1 5AQ on 0115 947 6202.

A summary of the planning and approval process is given in figure 1 and a diagram illustrating the key issues in planning a visit is given in figure 2, which also acts as a contents page for the Off-site Visits policy.

It is recommended that one member of the Establishment’s staff team should attend Off-site Visits Co-ordinator training in order that the Establishment has a complete understanding of the approval process. At least one course per term is organised by the Sports, Outdoor and Environmental Education team, at the College Street Centre. For further details see section 3 of the policy or contact the team on 0115 947 6202.

2. Risk Management

The management of risk is an integral part of the visit planning process that aims to ensure that reasonable steps are undertaken to minimise the risk of harm to staff and young people alike. A key element of this process is the preparation of risk assessments, however staff meetings, pre-visits, meetings and briefings with young people are also important elements of this process.

For any off-site visit the following risk assessments should be completed:

a. Travel – as this will be involved in any off-site visit whether walking or travelling by road or rail.

b. ‘All visits’ – which covers the general management of people off-site. 

In addition to these risk assessments other assessments would need to be carried out if any of the planned activities are led by the establishment. For example, generic risk assessments have been prepared for visits to Theme Parks. Farms, Coastal locations, Walking, Canoeing etc.. Copies of all the prepared ‘generic’ risk assessments can be found at www.collegest.org.uk in the ‘Outdoor Education’ section.

When planning a visit there will also be a need to prepare specific risk assessments, which cover particular issues relating to the site, activity or group members, for example. These need not be lengthy, and can be written down at the end of the generic risk assessments, in the sections provided.

Despite all of this planning and preparation the most important risk management takes place on the visit itself. This can only be effectively undertaken by competent staff who know and understand their clients and the activities they are leading in the environments in which they are set. Good planning helps in this, but Managers need to be sure that staff are not only competent but feel competent. If there are any doubts contact the OEEDM for advice.

3. Staff competence
Competence as a leader will result from:

· Experience of the environment to be visited

· Experience of the activities involved

· Leading similar educational visits

· Knowledge of the clients involved

· Appropriate training

· Leadership skills and other personal qualities
In addition competence can be defined as ‘a person who has sufficient training and experience or knowledge and other qualities to enable that person to undertake their duties’ (Management of Health and Safety at Work Regulations – Reg. No. 7)

Heads of Establishments need to be satisfied that the visit leader (who is in charge of the whole visit) and other groups leaders (who may be in charge of smaller sub-groups) are sufficiently competent to carry out their responsibilities. They also need to be satisfied that any other adults accompanying the visit are suitable for their role in the visit.

The Children’s Service specifies particular competences required for leaders of adventure activities and activities in outdoor environments including camping and activities in or by water. Centres must refer to section 11 of the Policy if these activities are proposed.

4. Training

One element of competence is training. It is recommended that one member of staff from the Establishment attends Off-site Visits Co-ordinator (OVC) training to in turn offer support and guidance to the Head/Manager and staff at the Establishment regarding off-site visits. 

Establishments can also take advantage of Group Leader Training, which is a nationally recognised one-day, practical, course in good practice relating to the leading off-site visits. First aid training is also available.

A range of other related courses are available. For further details contact the OEEDM.

5. Use of other providers

Establishments need not complete risk assessments for aspects of visits that are the responsibility of an external provider or other organisation. For example, it is not necessary for an Establishment to complete risk assessments for adventure activities provided by a tour operator as part of a packaged adventure trip. The Establishment must however check that the provider has suitable and sufficient risk assessments and the necessary control measures in place. Tour operators and providers should be asked to complete the OV2 form. The OV2 form asks specific questions about the provider and how they operate their activities.

After the form is returned from the provider, the Establishment must carefully check it to ensure that the recommended specifications are met. Staff needing help in reviewing any information provided should contact the Outdoor and Environmental Education Development Manager.
In order to reduce the paperwork for staff, the Outdoor and Environmental Education Development Manager will complete the OV2 form for some key regular providers used by Nottingham City schools/centres/units. This will mean that staff will not be asked to for completed OV2 forms for these providers. A list of these providers can be found on the outdoor education website, www.collegest.org.uk. In carrying out this service the CS is not recommending these providers as ‘preferred’ or ‘approved’ providers.

While a provider is responsible for their elements of the programme, the Establishment must undertake an overall risk assessment of the visit including assessments of aspects of the visit which are the Establishments rather than the provider's responsibility, such as any self-organised travel, supervision during the journey, supervision before and after activities, excursions supervised by the Establishment, child protection etc.
6. First aid

It is recommended that 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. Visit leaders must make themselves aware as to how to contact medical help in the location to be visited before this is required.

7. Roles and responsibilities

It is essential that when organising a visit roles and responsibilities are clearly defined. Everyone should know who the Visit Leader and Deputy Visit Leader are and what their roles are during the visit.

8. Communications

Good communications between the organising Establishment, clients and parents/carers is essential both prior to and during the visit. A meeting prior to Visit may be necessary.

A system of communication while on the visit or during activities should be established before departure, the use of mobile phones is commonplace, leaders could have the numbers of parents on the visit as well as each others. An emergency number could also be given to parents. If mobile phones cannot be used than other forms of communication should be arranged.

Any incidents involving a member of the party should be reported to the Visit Leader immediately and pre-arrange incident procedures followed.

The Establishment is responsible for making clear to clients/parents/carers:

· The aim of the event or learning opportunity

· Dates, times, locations and activities involved, any notable hazards or risks (e.g. higher risk activities such as activities by or on water) 

· Contact details for clients and a ‘key’ person back at the Centre in case of emergency, who must have details of everyone on the trip and their contact details.

· Briefing paper on expectations and roles and responsibilities 

· First aid arrangements

· Arrangements for clients who are late back
· Etc.
9. 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 leaders.

Further guidance on supervision is provided in the DfES “Standards for Adventure” – Part 2 of a 3-part Supplement to Health and Safety of Pupils on Educational Visits, which can be found at:

http://www.teachernet.gov.uk/wholeschool/healthandsafety/visits/
10. Incident procedures

It is important to agree on these procedures before departure, it is also good practice to work through some possible scenarios with all staff as part of the planning and risk management of the visit.

If an incident does occur the Visit leader and appropriate Group leader should, in the first instance contact the Establishment, and if necessary the CS emergency contacts at Sandfield. Parental contacts should be informed as soon as possible, through the Establishment and according to the Establishment’s own emergency procedures. The CS Emergency planning team may also be alerted by ringing – 0115 915 0695, or outside of normal hours on 0115 915 1640 (Nottingham on Call)

It is important that during the management of any incident use of mobile phones must be restricted to staff dealing with the situation, and that a record of the incident and action taken should be made.

The attached incident checklist could be issued to all staff.
11. Plan B

An essential element of any on-going risk assessment is a Plan ‘B’. This should be a viable alternative to the ‘main event’ with a sound aim in case the primary activity is undeliverable. This should be risk assessed along side all other specific risk assessments and should be seen as an alternative plan and not an emergency plan.

12. Insurance

It is essential that the visit leader checks the extent of the Establishments own insurance cover for off-site visits, as the level of the cover may change from year to year. 

When assessing external providers using the OV2 it is important to recognise that the City Council requires £5 million liability insurance to be held by the provider,

More detailed advice on insurance can be found in section 2 of the policy or through the City Insurance section on 0115 915 8158.

13. Protection of Young People
Establishments should take measures on all visits to protect all young people, particularly those with special educational needs, from racial, physical or sexual abuse. Establishments need to consider the possibility of abuse from someone within the group, or with access to the group, this should form part of the risk assessment.

Nottingham City Safeguarding Children Board issued revised guidance on Child protection procedures in 2006, which should be followed by all Children’s Services, further details of which can be found on their website at www.nottinghamcityscb.org.uk .

Some excellent additional guidance has now been produced by the DfES to supplement the Circular 0278/2002 Child Protection: Preventing Unsuitable People from Working with Children and Young People in the Education Service. This latest Circular 0780/2002 Criminal Records Bureau: Managing the Demand for Disclosures clarifies the position and need for CRB checks using a number of scenarios, including school visits, and should be referred to if clarification is required. 

14. Transport

General considerations when planning transport

· Passenger safety

· The competence and training of the driver and whether the driver holds the appropriate valid license

· The number of driving hours for the journey and length of the driver’s day

· Capacity and experience of the driver to maintain concentration

· Type of journey – long distance or local

· Traffic conditions

· Contingency funds in case of emergency or break down

· Appropriate insurance

· Weather

· Journey time and distance

· Stopping points on the journey

· Supervision

· Terrain

· Communication

All journeys must be risk assessed when planning an off-site visit. Generic risk assessments have been prepared to assist in this process, however it may still be necessary to prepare a specific risk assessment, which will take into account some of the considerations outlined above.

More detailed information is available in Section 10 of the Off-site Visits policy.

15. Visits abroad

Section 12 of the policy provides guidance and support on the planning of visits abroad

16. Adventurous activities

Section 11 of the Off-site Visits Policy should be referred to for all activities involving adventurous activities and work in hazardous environments. Particular care should be taken in higher risk environments, such as those by or in inland water or the sea.

When a visit involves adventure activities or a hazardous outdoor environment, the Head/Manager or OVC should consult the Outdoor and Environmental Education Development Manager early in their planning process and before arrangements are confirmed.

17. Emergency contacts
For any visit, both the visit leader and the manager (or senior contact at the Establishment) must have:

· details of the itinerary

· an accurate list of names of everyone in the group

· copies of completed parental consent forms, if appropriate, including next-of-kin contact details for parents (except for local visits)

· effective means of communicating between the Head/Manager or nominated staff member and the visit leader ‘out of hours’

DfES’s Top Ten Tips on pupil safety

Before the activity
[1]  Work out a "Plan B"

Decide what alternative activity you would do on the day, if factors you hadn’t foreseen happened to stop you achieving your teaching and learning objectives; e.g. if you cancel or halt a planned activity on safety grounds.

[2-3] Assess the main risks

[2]  Work out (and briefly record) how likely and serious are the main risks from hazards your pupils could meet, while you are looking after them during: 

· the main (Plan A) activity;

· your "Plan B" activity;

· travel between your school / classroom and where the activity is.

Cover the main risks arising from hazards that are:

· generic (linked to this activity, wherever you do it) and site-specific (linked to doing it at this particular site) - in Plan A and Plan B;

· if outdoors, able to vary with e.g. changing weather (e.g. a river).

[3]  In working out what risk a hazard can create for your pupils:

· take account of your pupils’ personal abilities and levels of confidence;

· plan ‘cut off’ points where you could, during the visit, cancel or halt an activity if new circumstances led you to decide it was too risky

· involve your pupils in assessing risks, to help them become “risk aware”.

[4-6]  Plan safety measures to manage the risks

[4]  Remove or reduce risks, using guidance

Work out how you will remove any severe risk, and reduce any less severe risk to a level that would be acceptable to your employer:

· Use expert guidance - familiarise yourself with your employer’s safety guidance and with expert safety guidance on the activity and site, taking advice from your school’s Educational Visits Co-ordinator (or an adviser with a similar level of expertise).

[5]  Set rules for pupil behaviour  

Get pupils and parents signed up to rules that pupils must follow – and involve your pupils in deciding on the safety measures.  Make clear that your judgement, not pressure from pupils, will be final.

[6]  Plan for staffing and for skills

Use enough staff for the level of supervision that you decide is adequate to supervise pupils during both the activities, and any ‘free time’.  In particular:

· use staff, including yourself, who between them provide all the skills or competencies that you decide you need for this activity: check that they will have, and can properly use, all relevant safety equipment;

· plan for if an emergency happens: what you would do, who you would get help from, and how you would contact them.  Decide if you must have specific skills (e.g. first-aid, life-saving from water – depending on your activity and site) in your supervising staff, or if you must only know who you can seek help from, and how.

[7]  Check with your employer

Make sure your employer would accept your safety measures as reasonable, by:

[a] for lower-hazard activities, ensuring your safety measures meet existing guidelines from your employer;

[b] for higher-hazard activities*, seeking specific agreement from your employer (*e.g. remote trekking, climbing, water, caving, or residential).

During the activity

[8]  Put your safety measures into action
Do what you planned to do.

[9]  Monitor the hazards

Monitor especially the most serious ones, in case the risk changes during your activity.  If you learn of a warning or if a pupil is reluctant on safety grounds, re-assess the risk.

After the activity

[10]  Record lessons learned 

Record what you want to do the same, or differently, for any similar visit.

Further advice is available in:; A Handbook for Group Leaders; Standards for Adventure; Group Safety at Water Margins; Health and Safety of Pupils on Educational Visits; and Standards for LEAs in Overseeing Educational Visits at  http://www.teachernet.gov.uk/wholeschool/healthandsafety/visits/
SUMMARY OF APPROVAL / PLANNING PROCESS



































PLANNING A VISIT

The key elements of planning a visit are outlined in the diagram below and are expanded upon within the text of the Off-site Visit policy and guidance.
















PLANNING A VISIT – ‘things to think about’

Background research

· Ensure you are familiar with the CS process for organising off-site visits

· Consider any issues of inclusion for children and parents with special needs

· Take advice from your Head of Establishment and, if the visit involves going to a hazardous environment, the Children’s Service Outdoor Education Adviser.

· Speak to other colleagues who have previously undertaken similar visits.

· Decide on location, provider or tour operator

Planning

· Identify the relevant CS generic risk assessments and read through them

· Plan programme including activity and leisure time.

· Make preliminary visit

· Obtain information and safety assurances from any providers (use OV2 if appropriate)

· Undertake specific risk assessments with advice from your OVC

· Decide on number of parents and children and selection procedure if over subscribed

· Decide on length of visit and dates.

· Establish financial arrangements and cost - including contingency

· Establish insurance arrangements

· Investigate sources of finance for disadvantaged families.

· Book accommodation, travel and other arrangements if appropriate

Staffing

· Agree with your Head of Establishment a team of competent staff for the visit.

· Agree with your Head of Establishment what training for staff is required and who will arrange this

· Arrange a briefing of staff involved

Parents, Carers and young people
· When possible involve parents in planning and risk assessment

· Prepare written information for parents/carers/social services.

· Make arrangements for applications and collection of money if necessary

· Hold parents'/carers’ meeting if appropriate. Discuss programme and activities - use photographs if possible to explain benefits and risks involved.

· Receive applications and select group.

· Check money is being received from participants, if appropriate.

· Issue consent forms for completion, equipment and clothing lists, contact details and any other instructions

Approval

· Prepare OV1 (On-line if necessary) for discussion and agreement with OVC/Head of Establishment -  attach programme of visit, risk assessments,  OV2 if appropriate

· Gain approval of Head of Establishment on OV1 form. Ensure OV1 is copied to Education Department if the visit is residential, involves adventure activities or is abroad at least 8 weeks before visit

· Ensure you have full parent consent, check medical information provided

Pre-visit  preparation

· Review risk assessments and all arrangements

· Check arrangements with travel operator/providers; provide final numbers and details when required;

· Issue updated information to parents/carers/senior managers and young people

· Plan emergency procedures

· Brief participating staff.

· Brief parents on visit background and health and safety procedures

· Ensure all necessary documentation is obtained

· Full financial check - payments due from pupils, payments made to tour operator, etc.

· Assemble and check paperwork including all consent forms, medical information and ‘home’ contacts

· Final check of travel, accommodation and other details with tour operator

· Final check that families are prepared and have necessary equipment

· Final check of arrangements with OVC/ head of Establishment including contact details

On return

· Review visit with parents and staff and collect their comments.

· Prepare report for Head of Establishment, Governors

· Ensure financial accounts closed

· Deal with any insurance claims, complaints and accident reports.

· Write letters of thanks.

Celebrate visit.

YES





On-line approval system used.





Establishment (OV1) or On-line approval system used.





YES





YES





Visit planning takes place according to the Off-site Visits policy and all sections of the Visits checklist are completed. Have all relevant aspects been complied with?





YES





YES





Are Visit leaders competent to lead such activities, especially adventurous activities?





Are Visit leaders competent to lead such activities?





Category B





Category A





NO





YES





Will the visit be residential, overseas or involve an adventurous activity or hazardous environment? as outlined in table1 and section 11.





External provider must complete an OV2 form, which should be retained by the school along with any other evidence of the provider’s competency.





YES





NO





NO





YES





Will an external  ‘provider’ be used? 





Is an OV2 form held centrally by the Children’s Service? Check using the following link





Consult Colleagues, pupils, parents/carers





Consult OVC





VISIT PLANNING STARTS





SECTION 11 – ADVENTUROUS ACTIVITIES


Hazardous environments – water/mountains etc.


Activity Centres – AALA Licence


Our operator


Category B & C activities


Trips abroad – EHIC, Visas etc.


Residential - Accommodation


Approval - online











SECTION 9 - PARENTS/CARERS


Consent form - OV4


Meeting/briefing


Medical details


Cost


Kit list


Emergency contacts





SECTION – 10 TRANSPORT


Mode of transport


Minibus permit to drive


Seat belts


Stops en route


Use of private cars





SECTION 12 -VISITS ABROAD


Tour operator


Passports visas








SECTION 8 -YOUNG PEOPLE


Numbers and selection


Male/female


Special Needs


Behaviour 


Diets


Medical – Allergies


Mobile phones





THE VISIT





SECTION 13 – FIRST AID AND EMERGENCY PLANNING





SECTION 14 - FOLLOW UP


Thanks and celebrate


Incident reports


Transfer of learning





SECTION 7 - STAFFING


CRB checks


Leader


Assistants/Volunteers


Ratios


Briefings


Male/Female cover








SECTION 4 - AIMS


Learning outcomes


Subject areas


Curriculum links


Personal development


Year groups


High Quality Outdoor Education


Outdoor Manifesto





Children’s Service may monitor visits and inspect on a sample basis





Visit Review and Evaluation, was it a ‘High Quality Visit’?





Assess risks on an ‘on-going’ basis and adapt control measures as appropriate.





Visit plan is forwarded to Children’s Service for approval





YES





YES





YES





VISIT MAY PROCEED WHEN APPROVAL IS GRANTED





YES





Head of establishment, and where necessary governing body approval has been obtained





SECTION 6 -PROGRAMME


Clear aim/focus


Activities – 


Staff led


Provider led (OV2)


Duration


Venues


Down time/evenings





SECTION 5 - PLANNING


Gauge support


Talk to senior manager


Policy


Staffing


Pre-visit


Finance – remission


Insurance


Risk Assessment – 


Generic


Specific


Emergency planning


Approval - online










































































