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Educational Visits Policy  
1. Introduction 
1.1 The Governing Body has the responsibility of providing guidance for off-site school visits and it is essential that staff read this policy before contemplating or organising any educational trip or visit to be made by students. 
1.2 As an academy we follow the guidance as suggested by the OEAP, in line with training facilitated by Essex County Council.

2. Reasons for Visits 
2.1  All schools are required to offer students a broad and balanced curriculum that promotes spiritual, moral, cultural, mental and physical development. 
2.2 All activities must have a clearly defined educational purpose and we seek to ensure that the National Curriculum is delivered to all our students. 
3. Gaining approval for a trip 
3.1  
Governors 
 As part of their responsibility for the general conduct for the school, the Governing Body has adopted this policy for the effective and safe management of educational visits. The Governors delegate the EVCs the responsibility to approve visits. 
3.2  
The Educational Visits Coordinator (EVC) 
3.2.1 
Should ensure the suitability of all staff appointed to the visit. 
3.2.2 
Should ensure that the visit leader fully understands their responsibilities. This will be evidenced in part through the completion of Trip Leader online training.
3.2.3 
Should ensure that financial and insurance matters, staff ratios and parental consent are dealt with appropriately.  
3.2.4  
That a suitable risk assessment has been completed. 
3.2.5 That all trips are recorded via the Evolve system

3.3.  
Residential or Adventurous Trips  
3.3.1 
For residential or adventurous trips approval from the Local Authority is required.  This is granted via www.evolve.edufocus.co.uk as the final stage of approval.
3.4  
The Trip Leader 
3.4.1 
Should obtain initial approval from the EVC then follow the outline in Appendix C in order to obtain full authorisation 
3.4.2
All trips will be submitted via the evolve platform

3.4.3
Each stage of the Outline (Appendix C) must be followed to ensure the trip gains approval

4. Visits and staffing  
The visit leader must recognise that whilst leading the visit, he or she is in effect representing the Headteacher and holds delegated responsibility for Health & Safety and Duty of Care.  Further guidance on expectations are laid out in the code of conduct, and Drugs and Alcohol Policy (See Appendix B) 
5. Insurance Provision 
Staff should be aware of the school provision for insurance. 
6. Emergency Procedures 
6.1.1 
All leaders must carry Emergency Telephone contacts for at least two SLT links.
6.1.2 In the evident of a critical incident staff must follow the measures in Appendix A

6.1.2 
On return, the visit leader must comply with the school’s normal accident reporting procedures if necessary. 
Appendix A – In Case of Emergency (Critical Incident) 
See Essex Education Visits Team 

In event of an emergency: Visit Leader
1 Check the immediate and on-going safety of yourself and those in your care

2 Contact emergency services as appropriate

3 Ensure those on trip are not communicating on Mobile phones

4 Call School Emergency contact at first opportunity

5 Remain available to liaise with school

All Visit Leaders can refer to their copy of Essex Educational Visits – Critical Incident Action Plan. This outlines simple procedure in a flow chart format.
SLT emergency contact: On receipt of call

· Stay calm – decide what immediate help you need and contact these people (see below)
· Take charge – you are lead person, controlling emergency responses until relieved by a more senior member of staff

· Contact – the group in difficulty, keep them informed of your actions and get up-to-date information

· Record – all information and actions you take

· Delegate tasks as appropriate to allow for concurrent activity

Emergency Response Team – In line with Critical Management plan

	Core Members

	Carole Herman
	Head Teacher

	Jenny Comerford
	Deputy, Safeguarding, EVC

	Jane Martin
	Deputy

	DJ Barron
	Assistant Headteacher, Safeguarding, EVC 

	Christine Watson
	Officer Administrator & record keeper

	Stuart Roberts
	Business Manager

	Leanne Hedden
	Chair of Governors


Key roles:

· Overall controller

· Co-coordinator/contact with group

· Communications 

· Logistics – transport, accommodation for group and/or traveling team 

· Resources – office space, reception for visitors, refreshments, admin support 

· Record/log keeper – 

The ERT must:

· Keep log of all actions, communications and decisions, including time and people involved
· Arrange alternate and additional phone lines, or routes of communication as appropriate
· Contac the LA for communications support as appropriate
· Liaise with employer, emergency services, media, tour operators, insurance companies etc as appropriate
· Decide if a ‘travelling team’ is needed to provide support on scene
· Ensure security of site and access gates are staffed to control access
· Make arrangements for relatives to be catered for on site or nearby, if at all possible, to await news
· Arrange for return of party, and/or arrange transport for parents to scene/hospital
· Control communications and flow of information – to group, parents, and from other staff
· Arrange for meeting group and returning children to parents
· Consider need for future emotional support and care – staff and students.
APPENDIX B

Reminder of expectations as taken from the Drugs and Alcohol Policy

“A drug is a substance that affects the way in which the body functions physically, emotionally or mentally. This definition includes illegal substances such as cannabis, and also legal substances such as alcohol and tobacco, vaping and shisha substances, substances known as 'legal highs' and over the counter and prescription medicines.

The definition of premises of a school includes everything within the property boundaries including buildings, outbuildings, playgrounds, fields and also extends to include other settings such as vehicles or any venue managed by the school at the time e.g. premises of a school trip or visit. Shenfield High School also determines that this policy extends to any time a student might be in school uniform or be representing the school such as travelling to and from school from home, or attending additional school events outside of the school premises.”

“No alcohol will be consumed on site or in the course of school business during the course of representing the school. Staff, students and visitors thought to be under the effects of alcohol will be asked to leave the premises and return at a later date for the safety of the whole school.

Parents will be asked to collect their children if the student is thought to be under the effects of alcohol. A consequence will be applied to either staff or students found to be under the influence of alcohol in accordance with our Staff Code of Conduct and our Behaviour for Learning Policy. Staff are reminded that ‘in the course of school business’ means whilst they are responsible for the welfare of students, this includes staff supervising school trips, including those on residential trips or visits to places like the theatre”.

Appendix C
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Gaining approval for a trip

| See DIB Log into Evolve Cost involved?

R Check purpose of trip Start trip form for outline approval Yes — See Finance, complete

finance costing and upload for

Provide log-in details for Evolve
approval

Complete Trip Leader eLearning

No —await outline approval

Complete remainder of form

M \ Review student register for additional needs and meet with relevant

specialists. Medical = Karen Lefteri PASS = Jacqui Johnson

Pastoral Manager
« Download trip form from Evolve

and save on Wdrive Evidence of meeting and risk assessment will be found via Event Specific

o Letter to parents —outline tripand | | Notes
details of payment — template on
Wdrive

« Payment through parent pay —any
revised figures will need further
costing

« Consent and medical information
must be gained (via Parent pay)

0

1

2

5

DAY OF TRIP

0

Take register & leave final list with attendance

Collect first aid packs & visit phone

5

Collect 1.C.E document.

*

Collect any Free School Meals

2

Give staff and student briefing as outlined in Event Specific Notes

Supervise at all times

PAGE1OF1 183WORDS LR -—————+ 120%




