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1.0 Principles

The Bridge School aims to offer our students a broad and balanced curriculum that promotes their
moral, cultural, social, emotional, mental and physical development, preparing them for their
community and their adult life. The school and its Management Committee recognise the value and
importance of learning outside the classroom, and encourage staff to organise educational visits
that enrich the curriculum and enhance all forms of learning.

2.0 Compliance

The school is required to comply with Halton’s Policy for the Management of Learning Outside the
Classroom. This Policy should also be read in conjunction with:

e The Health and Safety Policy

e The Safeguarding Policy

e Charging and Remission Policy

e SEND Policy

e Behaviour Policy

3.0 Roles and Responsibilities

3.1 The Head Teacher has overall responsibility for all the school’s educational visits. If the Head
Teacher is absent or unavailable, the school deputy will assume responsibilities, and fulfil the same
responsibilities regarding the management and approval of educational visits. The lead teacher
proposing the visit will be the designated teacher for that particular educational visit.

3.2 The Visit Leader for the particular visit will oversee the planning and organisation of the visit,
receiving advice and guidance, if required, from members of the senior leadership within the school
and the Educational Visits Coordinator (EVC). These personnel may give guidance regarding the
approval of visits.

3.3 The Visit Leader is responsible for the initial outcomes of
These responsibilities include, amongst others, effective
deployment of staff, and safe implementation of tasks.
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3.5 Administrative support can be received by the Office staff but it is the responsibility of the Visit
Leader to request this.

3.6 Monitoring
To assure the quality of standards on educational visits:

e A member of the senior leadership team will attend at least one visit per term in order to
monitor, evaluate and record practice.

e Records of the monitoring will be discussed at senior leadership meetings as a standing agenda
item, and stored for contribution to the school’s self-evaluation process

4.0 Planning and Approval Procedures

4.1 Safe, positive and effective visits can be achieved through good proactive planning, with clear

individual or group objectives, and a thorough applied understanding and anticipation of individual

student and group risk. Failure to effectively put these structures in place may lead to:

e Unanticipated high levels of individual student anxiety — sometimes producing challenging
behaviours

e Staff uncertainty over individual roles and responsibilities

o Negative perceptions from members of the public towards our students and the school

e Reluctance to provide important opportunities through future visits, because of the anticipation
of negative outcomes

4.2 Conversely, implementing the correct structures can lead to:

e Anindividual’s personal development — motivationally, emotionally, socially, etc.
e Developing citizenship awareness, and broadening individual awareness

e Staff confidence in broadening opportunities and taking planned risk

5.0 Prior to the Visit

e Initial Approval must be sought from and agreed at the Senior Leadership Team (SLT) Meeting.
This takes place once per week. The SLT initially require:

e initial rationale/objectives for the visit

e projected student and staff list

e financial needs and budget line

On Approval by SLT, Preliminary visits & Risk assessments must be completed PRIOR to date of

actual

e Visit paperwor -site Visit Checklist: Appendix D) must be
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e Once on EVOLVE, the visit must be approved by Headteacher & signed off by EVC.

e Kitchen staff must be notified, at least 48 hours prior to visit clearly identifying the number of
packed lunches required, and the number of students not on-site during lunch on that day.

e There are some visits that may take place as a spontaneous response to an emergent need or
opportunity, and as such the timescales outlined above would be counterproductive. Examples
of this may include:

e Asareward for achieving desired targets a recreational social engagement visit to the local park
was organised

e Free tickets became available for a theatrical production at a city theatre

e An original planned visit was changed due to inclement weather, and an alternative dry option
is identified

This list is not exhaustive.

5.1 Although such visits opportunities may seem reactive or spontaneous, in many aspects they can
be predicted and general risks assessment, process and management should be put in place.
Ensuring there is a consistency of process about anticipating and managing these situations, will
mean students benefit from the opportunities they present, whilst keeping safe. It must be
stressed, however, that student and staff safety is always the priority and no trip should be
requested or approved unless this is an overarching objective.

5.2 In the case of visits being arranged at short-notice, each aspect of the Off-site Checklist
(Appendix D) must be completed in all cases.

5.3 The vast majority of visits will not come under the category of immediate planning.

6.0 Visit Objectives

All educational visits should have defined purpose, with clearly stated objectives. These objectives
may not just be for academic reasons. There are many op

for the development of
individual emotional development and motivation, and group and citizenship, amongst
others. Visits should be designed to meet the group and indi tives of the school. Visits

without objectives may not be approved.

7.0 Select dents
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medical needs, ethnic origin, gender or religion.
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e An individual Risk assessment that demonstrates that the specific visit would not achieve its
objectives for the student, group or school is they were to participate

e The visit is designed to be a bespoke learning opportunity for a specific individual or group of
students, and this would be compromised if other students were to attend.

e The visit being the outcome of a predetermined individual or group target that has not been
met

e The student presenting behaviours in the moments or day prior to the visit that, were they to
attend the visit, would contradict the objectives of the school Behaviour Policy.

7.2 Should it be deemed that a student is unable to attend a visit, it is the responsibility of the Visit
Leader to ensure this is communicated to the student and their parent/carer with a clear
explanation of the reasons. This communication should take place, where possible, a least 24 hours
prior to the visit taking place. Where a decision has been made earlier than 24 hours prior to the
visit, the student and parent/carer should be notified at the earliest possible opportunity. This will
ensure the student and parent/carer can prepare themselves for the disappointment of the news,
and if they feel the decision is not appropriate, they can communicate this before the final decision
of the visit is made.

7.3 If a student is unable to attend an educational visit, they are required to attend school as
normal. If this is the case, it is the responsibility of the Visit Leader to ensure the student has full
supervision by designated staff at least 24 hours prior to the visit taking place. This ensures that
cover arrangements are well planned and do not adversely impact on the individual member staff
who is designated or the wider staff team and school outcomes.

7.4 When a student is unable to attend a visit they should be provided work that is appropriate,
well understood, and that will occupy their time fully.

8.0 Selection of Staff

8.1 The Visit Leader
The Visit Leader should be assessed by the SLT and approved as suitable and competent to fulfil the
role. The Visit Leader will most often be the person who has decided that as part of their on-going

work with a student, group or class, they wish to undertake tional visit. This may be a

Teacher or Key Worker as they most frequently have respo veloping educational or

personal aspects of learning. A Teacher Assistant may have thi ity if they are developing
professional practice, or if they have been implementing besp rk with a student or small

group that nefit from an educational visit.
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8.3 Deputy Visit Leader

A Visit Leader will designate a member of their visit team to be Deputy Visit Leader. This person will
be able to take full responsibility for the Visit Leader if necessary. In the situation where there are
only two members of staff, this would mean by default that the second staff member is the Deputy.
This situation requires agreement and clarity before the visit takes place, and should be recorded in
the Pre-Visit documentation (Visits Request Form).

8.4 The Deputy Visit Leader should have a full understanding of all aspects of the visit, and have the
prerequisite knowledge to take over as Visit Leader at short notice with as little break in continuity
as possible.

8.5 In a school the size of The Bridge School it is important that skill capacity is built up throughout
the staff team. It is therefore important that staff are able to support in the planning and
implementation of educational visits, and in the capacity of Leader, Deputy and support duties.
Some staff may have aspects of educational visits leadership agreed through the process of
Performance Management, and it may be an aspect of their Continued Professional Development.

8.6 Student numbers and supervision ratios

8.7 It is important to highlight that the most effective supervision is the result of thorough planning
and good staff leadership skills. High numbers of staff can, in some circumstances, be
counterproductive to effective communication and student compliance. As a result, thought should
be given to the behavioural profile of the individual students attending the visit, and the staff skill
set in terms of communication and leadership.

8.8 At all times, students should be supervised by or have access to a competent adult who can
support them emotionally and socially, prioritising their welfare.

8.9 It is desirable that students should have access to a member of staff who is First Aid trained and
gualified. Due to the size of the staff team this is not always possible, and where this is the case
consideration should be given in planning the visit, to the course of action to be taken should a
student or member of staff require First Aid. Where staff regularly attend educational visits it would

be desirable for their long-term professional development to in al First Aid training.

8.10 It should be anticipated that larger numbers of student e greater levels of group

management, and this should be anticipated during the plan a visit. The level of group

manageme ills required will change along wi f-management of the student
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8.11 On a visit, the presence or support, of a more experienced member of staff or a senior leader
does compromise the responsibilities or seniority of the Visit Leader. The senior leader will follow
the requests of the Visit Leader, unless for reasons of professional support it is deemed appropriate
for the senior leader to intervene.

9.0 Risk Assessment and Management

9.1 The school has a legal duty of care for its students and staff, and must therefore give careful
consideration to the hazards involved during an educational visit, and ensure that risks are
managed at reasonable and acceptable levels.

9.2 The Visit Leader should undertake an appropriate Risk Assessment for each visit and this should
be shared with the visit team and discussed. Risk Assessment can be submitted to the Educational
Visits Coordinator (EVC) so they can be documented on EVOLVE. Many Risk Assessments may
already be in place for visits that have taken place before. Many visit destinations or organisers will
have site specific Risk Assessments readily available. These also can be submitted to the EVC.

9.3 Existing site specific Risk Assessments can be found in the Educational Visits Risk assessment
folder in the school office, and are kept electronically by the EVC.

9.4 Many students will have their own Individual Risk Assessments. These are updated by the
student’s Key Worker but it is important that the Visit Leader is fully aware of them prior to a visit
taking place, so that can make an informed judgement on whether it is appropriate that student
should attend. Following an educational visit, as part of the debrief and evaluation process, it may
be necessary for the Visit Leader to inform the Key Worker on any aspects of a student’s Individual
Risk Assessment that may require updating.

9.5 Insurance and Financial Arrangements

9.6 In order for adequate school insurance arrangements to be in place, it is a requirement that the
visit is processed and approved through the EVOLVE system. Visit Leaders should ensure that
external providers have sufficient public liability insurance in place..

9.7 The Visit Leader should ensure that:
e Each visit is accurately costed and budgeted for

e Adequate allowances are made for unforeseen costs and ¢ umstances

e Financial plans are checked and agreed by a line manager, LT or Head.

9.8 Chargi
more sig

ements are generally, in by the school. Visits with

st implicatio ay require additiona hese will in all

cases be in ith ol’s Charging and Remissions Policy.




10.1 As part of the overall planning and risk assessment process, the Visit Leader must take
reasonable steps to ensure the transport arrangements are organised, safe, and meet any specific
legal requirements.

10.2 Leaders need to consider supervision levels, medical arrangements, First Aid, emergency
contact and school mobile availability. Emergency arrangements for accident or breakdown should
be considered and communicated to the visit team. Pick up and drop off arrangements need to be
communicated to the school office and individual student parent/carers.

10.3 Staff will communicate clearly their expectations for conduct and behaviour during travel
times, and towards the school minibus, staff vehicles, public transport or hired transport and its
staff.

10.4 School minibus, public transport and hired transport

For the safe supervision of students and to minimise the chance of disruption or damage, the Visit

Leader is required to:

e Direct staff to sit in various locations on transport to maximise visual supervision and proximity,
and to near to emergency exits where possible

e Carry a First Aid kit and a school mobile phone

10.5 Private cars
The Head must ensure the safety of students whilst travelling by private car, and should:

e Assess and decide if the driver is suitably qualified, experienced and competent

e Have consent from parents (obtained during the student’s placement Induction process)

e Gained assurance on main points of reference — insurance (business), licence, MoT.

e Ensure drivers are aware of their responsibilities (e.g. the use of seat belts, speed limits, etc.)

11.0 Communication

11.1 Parent information and consent
The Visit Leader must ensure that parents/carers are provided with appropriate, sufficient and
timely information about planned visits. The VL may wish to delegate this task to supporting staff
such a Key Worker or Teacher Assistant, but it is their responsibili at the communication takes
place. Communication may take place through a letter or note

etc.
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11.4 Parents who have youngsters who not allowed to attend a visit because their Individual Risk
Assessment advises against this, must be notified at the earliest appropriate opportunity so that
they can manage their child’s disappointment in a supportive and proactive manner. This further
gives parents the opportunity to understand why their child cannot attend the visit, and allow them
time to contribute to the planning process.

11.5 Staff briefing and emergency procedures

11.6 Staff involved in the visit (the Visit Team) should be fully briefed prior to the visit.

11.7 The wider staff team should be broadly briefed at a morning briefing prior to the day of the
visit and preferably at the earliest appropriate opportunity. This will give the wider staff team an
opportunity to identify any aspects of the visit that will impact on their duties, or offer any
information that may support the welfare of the students and staff team.

11.8 Visit Leaders and the Visit Team should be aware of emergency procedures and how to
implement these. This should be part of the briefing process.

11.9 Part of the planning for emergencies should involve the recording of at least one emergency
contact number for each student. The VL and Team should have immediate emergency contact
details and the SLT, and be aware of which members of SLT are available on that day.

11.10 A properly equipped First Aid must be available and taken on the visit. Any First Aid that is
used must be identified to the First Aid coordinator so that replacement stock can be provided
systematically. First Aid is available in the school office.

11.11 All staff should be directed as to their tasks and responsibilities during the day, and how they
will obtain their breaks should they be required.

11.12 Briefing and preparation of students

11.13 Providing relevant and timely information and guidance nts is fundamental to their

preparation, and when implemented effectively, can ensure isk, anxiety, confusion or
confrontation on a visit. This should be done in days prior to t
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parents and the staff can manage their disappointment in a supportive and proactive manner. It is
the responsibility of the Form Tutor in KS3, and the VL at KS4 to ensure there is appropriate
support, planning and management of any student remaining on-site, not attending the visit.

11.17 During any time that ‘remote’ supervision takes place, the VL must ensure that students are
aware of the emergency procedures and can implement them. Students may be given the work
phone numbers of supervising staff and the school office. Personal numbers must not be given to
students.

11.18 Students on medication must be told when and how this will be administered, and what the
process will be in the event of a medical emergency.

12.0 Documentation

12.1 Details of visits will be stored in the school office either electronically or filed in the central
‘Educational Visits’ folder. All information is stored until such time that all the issues/incidents
arising from a visit will have been fully dealt with.

12.2 If no significant incidents have occurred during the visit, the school may discard the
documents after a period of six years. If a significant incident has occurred during the visit that
could be investigated at a later date all relevant documents should be retained until the young
person becomes 21 years of age.

12.3 Required documentation includes:

e Approval by a member of the Senior Leadership Team

e Budget requirements

e Activity Risk Assessment or Location Risk Assessment (obtained from the venue, organiser, or
created independently)

e Where appropriate up to date Individual Risk Assessments for student/s

e Contact details

e Medical details and requirements

e Consent Forms for risk activities not included in the generic co form

12.4 Post visit reflection and evaluation
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12.6 For more significant visits or for visits where there may have been an incident, a negative
experience or frustrations over implementation and outcomes, it may be appropriate to complete a
Visit Reflection Form. This may be found on ‘TeacherShare’ and in the Appendix F to this Policy. On
completion of this Form it should be documented along with the other visit documentation.

12.7 After any major incident, the SLT will undertake a review of the incident and the emergency
procedures. Staff are encouraged to express any concerns regarding the organisation and
implementation of the visit, either informally to the Visit Leader or their line manager, or formally
in writing to the Head Teacher. Formal concerns will be taken seriously and responded to formally
in writing. If necessary, these concerns will be considered by the school Management Committee.

13.0 Policy Monitoring, Evaluation and Review

13.1 This Policy will be promoted and implemented throughout the school.

13.2 The Head Teacher, who will report on request, to the Management Committee regarding the
effectiveness of the policy, will review the Policy on an annual basis.

Policy Review




The Education Visits Policy Policy 2016 has been approved by:

Management Committee Representative:

Date:

Head Teacher:

Date:

The date of the next review of this Policy will be:




Appendix A: Administrative Processes & Procedures for Office Staff

Checklist......

All documents covering booking, travel arrangements and accommodation
have been completed and given to relevant staff
Initial Risk Benefit Analysis form completed and returned to relevant staff

Off Site Visit Information form completed and returned to relevant staff

Receipts for payments obtained and passed to Finance

A credit card or debit card, if required

Full insurance details and documents obtained

A detailed itinerary to be produced - copies to relevant staff

A full list of the party members — copies given to relevant staff

A full list of participating staff members — copies to relevant staff

Details of emergency contacts for pupils & for school

Details of weather forecasts where appropriate

The consent forms, including medical consent which may need to be produced
at a hospital
Details of emergency contacts for first aid

An appropriate first aid kit

One, and preferably two mobile telephones with a charger

Mobile phone numbers of participating staff to be left at the Office

Staff Name: Sign: Date:

A copy of all relevant information should be reta

at the Office




Appendix B: Off-Site Visit Information Form
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1. School / Group: The Bridge School
2. Year/Class:
3. Visit Leader:

4. Visit Type (tick relevant box)

Is this a joint visit / activity involving participants from another establishment? YES [ NO
Is this a residential visit or activity? YES [0 NO
Will this visit / activity include an Adventurous Activity led by an External Provider? YES O NO

Will this visit / activity include an Adventurous Activity led by a member of the Bridge School
Staff? YES[I NO

5. Purpose of Visit

What is the educational purpose of the visit?

6. Intended Outcomes of the visit

Learning outcomes of the visit for learners

Placesto b

Name of




Address:

Contact Number:

Name of Company:

Address:

Contact Number:

8. Activity / ies taking place (PLEASE ATTACH AN ITINERY OF THE DAY)

9. Travel Arrangements

10. Staffing
Visit Leader (Name) Contact Number:
Deputy Leader (Name) Contact Number:

Other Staff Attending (Names)

11. Attendees
Number of Learners:

Age Range of Learners KS3 KS4

FEMALE




12. Preliminary Visit (tick relevant box)

Pre Visit Carried Out? YES O NO

Date of Visit

13. Emergency Contact Details

Name: Contact Number:

14. Insurance

Is this covered by The Bridge School Insurance Policy? YES v'"NO OO
Is there extra Insurance Cover required for this visit?  YES O NO v/

If yes, please provide details:- Type of Insurance :

Company Zurich Municipal

Policy No: SJ 129004-2356

15. Financial Information

Cost of Visit £ Cost per Pupil £

How will this visit be funded?

Is there a Pupil Contribution to this Visit?  YES [ NO v/

If so, How much? £




Appendix C: OFF-SITE VISIT PROCESS OVERVIEW
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STEP 1

Visit Leaders complete the initial Risk Benefit Analysis for visit leaders and discuss the visit with the EVC
(Education Visits Coordinator )

STEP 2

Staff User / Visit Leader completes the Bridge School Off-Site Visit information Form (Appendix B) with as
much information as possible, and then sends it to the Education Visits Coordinator (EVC) for entering onto
the Evolve and checking, including an itinery for the day and completed Risk Assessment Form(Appendix
E)

STEP 3

Once the Form and the Risk Assessment is checked it is submitted to the Head Teacher for an authorisation
on the Evolve System

STEP 4

Head Teacher is notified by email that a visit is waiting to be authorised. Once the Head authorises the visit
to go ahead he/she submits the form to the LA for Approval.

STEP 5

Local Authority checks out all the information that is provided and approves the visit to ahead or re quests
further information.

STEP 6
Visit Leade the Visit Leaders Checklis re completed including
consent fo ch learner and e contact is organised a

regarding th




Appendix: D VISIT LEADERS CHECKLIST AND GUIDANCE

THE BRIDGE SCHOOL
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WHEN ATTENDING AN EDUCATIONAL VISIT, THE VISIT LEADER MUST TAKE:

= All documents covering booking, travel arrangements and accommodation
= Receipts for payments

= Acredit card or debit card

=  Full insurance details and documents

=  Adetailed itinery

= Afull list of the party members

= Details of emergency contacts

= Details of weather forecasts where appropriate

= The consent forms, including medical consent which may need to be produced at a hospital
= Details of emergency contacts for first aid

=  An appropriate first aid kit

= Passport documents (where appropriate)

= One, and preferably two mobile telephones with a charger

= A copy of all relevant information should be retained at the Office

FIRST-AID

The kit should include:

e Antiseptic wipes

e Medical preparation for cleaning wounds

e Sterile dressings (adhesive) of various

e Surgical tape

e Triangular bandage and supply of safety pins
e Plastic gloves

o A brief guide and notes on first —aid

Reconnoi

Areas or acti involvi ificant hazard should have been reconnoi

reliable infor ed concerning the nature of any hazards and the m




Briefing Supervisors
The Visit Leader is responsible for ensuring that supervisors, helpers and host parents know the travelling

arrangements, the types of activity permitted, the emergency contacts, the special needs of individual young
people and the arrangements of welfare.

Appropriate Clothing and Equipment

Learners (and parents) must be told to bring clothing that is appropriate to all anticipated temperature and
weather conditions.

Specialist equipment must be identified separately from clothing.

Clear instructions on whether or not young people will be allowed to carry mobile phones should be
provided to parents and learners in advance of the visit.

Medication and Pocket Money

The Visit Leader must appoint one supervisor to be responsible for medication. This includes the needs of
pupils who self-medicate.

The Visit Leader must appoint one supervisor (who may be the same supervisor) to hold and account for
pocket money if he or she does not handle these matters himself.

Mobile Telephones and Young Peoples’ Property

Mobile telephones can be very useful in emergencies. However, there are reasons why their use by learners
should be restricted on Educational Visits, for example:

e Mobile phones can act as distractions, preventing learners from making full use of the educational
opportunities offered by the visit

e Carrying such phones can expose young people to the risk of mugging and street violence

e Loss or theft of phones can involve Visit Leaders in time consuming reporting procedures

e Homesickness may be made worse by frequent use of mobile p

e Visit Leader will formulate a clear policy on the use of mobile phones which will be
depending on the type

For each visi

circulated and learners well in adv

of visit.
The Visit Lead st one other adult supervisor will carry a fully char
emergency contact at the school has the relevant numbers.



Similar rules will apply to all items of personal property including for example, cameras. Parents are
requested not to send pupils in visits carrying expensive equipment that may attract thieves or be lost or
broken. In any event, learners will be responsible for all items or personal property taken on the visit.

Emergency Contact

The Visit Leader must arrange a point of emergency contact. Each supervisor, helper, host parent and the
School must have the name, address and telephone and fax (if available) number of “home” for each learner.

Fire Drill

The fire drill for an overnight stay must be explained to every learner by a designated person.

This should include escape routes, alarm points, assembly points, use of towels, heads well down, avoidance
of panic and so on.

Ensuring Good Conduct

The Visit Leader has the full authority of the Bridge School Headteacher.

The Visit Leader has the right to return any learner home if, after consideration of all relevant matters, they

are of the opinion that such action is warranted. Extra costs arising out of any such event will be payable by
the parent.




Appendix E:

Educational Visits & LOtC Risk Benefit

Assessment
Visit to: Dates of Visit:
Leader in Charge of Visit:
Persons considered in the assessment: KS3 students and staff supervising the visit and the public: (Staff-)
Carried out by: Date of Assessment:

GENERIC BENEFITS — WHY ARE WE DOING THIS? SPECIFIC OUTCOMES




POTENTIAL HAZARDS

CONTROL MEASURES TO BE CONSIDERED

ESTABLISHMENT SPECIFIC CONTROL MEASURES,

ARRANGEMENTS AND/OR ACTIONS TO BE TAKEN BY

1 ENVIRONMENTAL
ISSUES

e.g. Weather,

Weather forecast checked were appropriate
Activities programme amended where necessary

2 TRANSPORT

e.g. vehicles, drivers,

Driving hours limited, with back-up driver on long
journeys
Seat Belts used at all times




arrival and departure

Marshalling as group leaves coach, etc

of vehicles, Appropriate stops for eating and care arrangements
breakdowns en route
LEA guidance on transport in private cars, minibuses,
and public transport followed.
3 EQUIPMENT All clothing appropriate to the activities and location,
CLOTHING including the use of weatherproof clothing
SUBSTANCES Appropriate footwear worn

Special equipment checked
All equipment appropriate to the activities and
location

4 ACTIVITIES and
PROCEDURES

e.g. Programme of
activities, free time

Detailed programme, including alternatives for bad
weather

‘Free time’ arrangements

Adequate supervision at all times, with a duty rota in
place

Agree standards of behaviour and conduct
Equipment suitable for activities and abilities of pupils

5 SUPERVISION
COMPETENCE
DISCIPLINE

Prior assessment of leaders and helpers in relation to
the visit, the pupils involved and the activities taking
place

Supervision ratio to keep sufficient check on all the
party- including accompanying children other than
pupils

Code of conduct established and maintained
Adequate staffing numbers available

Appropriate voluntary helpers used and fully briefed
on their responsibilities

Police check for helpers under the Child Protection Act

Emergency arrangements include carrying the contact




6 OVERALL PLANNING
MONITORING AND
CONTROL

e.g. Accommodation

e Emergency Contacts
and Communication

e |nsurance

e LEA Notification

e Medical
Arrangements

e Parental Information

e Research

e Special Needs
e Visits Abroad

numbers for all the participants, the emergency
contact person at the establishment and for
emergency services maintained by the leader of the
party

Mobile telephone available for emergency use

Established appropriate emergency contacts with
schools and parents

Critical incident procedure functions properly

Set up effective communication procedures with the
group

Insurance cover checked and parents informed of the
limits of cover provided

Prior approval/notification of adventurous activities,
overseas visits or visits to challenging geographical
areas carut
Specific adventure activity guidelines being followed
All relevant medical information of all participants
maintained
All appropriate medical arrangements, including first
aid
Special potential health hazards associated with the
site
Is it necessary to notify parents. Check this document
and local policy
Have you provided appropriate information for
parents
Meeting with parents
Parental Consent
Do you need and have they given their consent
Researched the area, site accommodation, company
Pre visit carried out
Full account taken of any special needs involved




OTHER

A COPY OF THIS RISK ASSESSMENT, WITH VISIT SPECIFIC CONTROL MEASURES IS TO BE PROVIDED TO THE EVC,
HEADTEACHER/MANAGER AND ADDED AS AN ATTACHMENT TO THE EVOLVE VISIT FORM

Signed Date

Please ensure that the risk benefit assessment actually relates to this visit or Learning Outside the Classroom activity.

i.e. It reflects this activity/these activities, at this location/these locations, led by these staff with these young people.
Account has been taken of any young people with particular needs and an informed judgment regarding



o
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Appendix F BOROUGH COUNCIL

THE BRIDGE SCHOOL

POST VISIT EVALUATION FORM (Off Site Visits)

To be completed by the Visit Leader after the visit, and filed in the school central records. Details of significant incidents or issues of concern should be
brought to the attention of all relevant SMT and Educational Visits Coordinator.

Name of School:

Visit destination:

Objective(s) of Visit:

Date(s) of Visit:

Name of Visit Leader:

Number of Students in Group: Boys: Girls:

Number/Names of Staff Participants:

Name of accommodation used (if applicable):

Names of any venues/activities/ service providers used:




Please comment on the following issues, if relevant:

Adventure Activities (e.g. quality of safety management,
instruction, equipment)

Risk Management (e.g. were risks reasonably
assessed, recorded, and managed effectively?)

Iltem

Score
(1to 10)

1 being lowest

Comment

Pre-visit organisation, planning
(e.g. were forms correctly
completed and submitted for
approval in time?)

Young people/group members (e.g. any inclusion or behaviour
issues?)

Leadership, staffing and supervision
(e.g. were staffing levels appropriate?)

Visit objectives (e.g. were the objectives
realised? Did the visit fulfil expected learning outcomes for
students?)




Venues visited
(e.g. quality/safety/suitability of services)

Insurance/Finance
(e.g. was insurance cover suitable and sufficient, any problems
collecting money?)

Travel and transport arrangements
(e.g. standard and suitability of coach/ minibus)

Communication with parents and group members
(e.g. were parents and group fully informed? medical and contact
details correct?)

Staff briefing and emergency procedures
(e.g. staff awareness)

Value for money

Accidents, incidents and “near misses”
(e.g. any significant incidents/ near misses? how well did staff
deal with incidents? what lessons can be learned?)

Visit Leader (name):

Signed: Date:




