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Outdoor Education and Off-Site Educational Visits Policy
Vision

We fully embrace the vision stated in the Church of England’s Vision for Education ‘Deeply Christian Serving the Common Good’ published in July 2016 of educating the whole person. We aim for our children and members of the wider school community to flourish in all they do and ‘live life in all its fullness’. (John 10:10)

Values

· We are a church school, which believes in the importance of community, where people from all races, religions and cultures act in peace together.

· Our pupils, staff and families work together as a team, with wisdom supporting each other through our learning. We have hope in our challenges and in our successes.

· We recognise the dignity and ultimate worth of each person, created in the image of God, further shaped by the person, teaching and example of Jesus. We look to the future with joy.
This policy was last reviewed:
Summer 2024
Next Review: Summer 2025
Introduction

Nutfield Church (C of E) Primary School provides many opportunities for our pupils to enrich and enhance their on-site learning through the use of Outdoor Education and Off-site Educational Visits.  This encompasses residential activities, environmental studies, sports, physical and cultural activities, transition visits, adventurous activities and foreign visits.

The value of all our activities is wide, but can be encapsulated in our view of learning.  “We believe that learning should be a creative, unique, enjoyable process which deepens skills, knowledge and understanding.  When successfully applied, this will enable the learner to take responsibility for their own development, generating confidence in a safe environment.”

Outdoor education and off-site educational visits enable the learner to:

· Broaden their horizons

· Have fun

· Develop self-esteem

· Make decisions

· Build relationships between peers and adults

· Take risks

· Understand risks

· Experience new cultures

· Take responsibility

· Be motivated

· Be included

· Practise sharing

· Develop lifelong interests

· Be creative

· Be independent

· Develop skills of citizenship

· Experience ‘real learning’

· Develop teambuilding skills

· Experience success

· Learn to cope with failure

· Bring the curriculum alive

· Develop lifelong memories

· Recognise consequences related to actions

The value of off-site educational visits is well recognised by the Governing Body and fully supported throughout the school.  The present format encourages day excursions at least once a term for curriculum related activities as well as local work in and around the village.  
It is emphasised that a culture of safety must prevail and there is a need for careful planning and adherence to statutory procedures.  Off-site educational visits must be well managed, information communicated and responsibilities recognised.

This document outlines the specific policies and procedures for our school.  It supplements and follows the advice and guidance contained within the following significant publications:

· SCC Guidelines for Educational Visits and Outdoor Education Activities

· Health & Safety – Department for Education advice on Legal Duties and Powers for Local Authorities, Headteachers, Staff and Governing Bodies

· HSE – “School trips and outdoor learning activities: Tackling the health and safety myths”

Roles and Responsibilities

The Governing Body satisfies itself that the appropriate procedures, risk assessments and control measures are in place and that the documented guidance notes are being followed.  All off-site visits that are residential, abroad, or hazardous, as well as overnight onsite activities, need to be approved by the Governing Body.  Such approval must be recorded in the minutes of the Governing Body.

The Headteacher is delegated by the Governing Body to approve all off-site educational visits of a perceived low risk, local, daily or regular nature.

The Educational Visits Coordinator (EVC) ensures that all off-site activities follow the correct procedures.  The person with these responsibilities will approve the group leader for every visit and monitor the written risk assessments to ensure good practice.  In addition, the following responsibilities and duties are undertaken:
· Support the group leader in identifying the purpose for the visit and the selection, training and briefing of appropriate supervising adults and volunteer helpers

· Support the group leader to ensure that the relevant Disclosure and Barring Scheme (DBS) checks are in place where necessary

· Arrange Emergency Contact Duty Officer and draw up proper procedures to be followed in such an event

· Keep records and make reports of accidents and “near accidents”

· Ensure a named first aider is identified 

· Review and regularly monitor procedures. These will be reported termly to the full Governing Body.  
· Liaise with the LEA Outdoor Education Adviser to ensure the proposed visit complies with the LEA regulations

The Group Leader is responsible for identifying the purpose of the visit and following the checklist published in the LEA guidance.  A risk assessment is necessary for all off-site visits and the destination of every trip (day or residential) should be visited in order to complete a risk assessment. Significant risks and their control measures will need to be recorded and filed with the EVC. 

This will take account of:

· Generic risks as published in this document and the LEA Regulations and Notes of Guidance for Off-site activities
· Event Specific Risks as identified from a pre-visit or through knowledge or experience of the environment, accommodation, the leader’s competence, the group and other factors such as transport

· Ongoing risks identified by the professional staff responding to changing circumstances and the success of planned activity and procedures.  The participants and staff will be fully briefed on the purpose and risk assessment control measures.

· Children are encouraged to consider risks involved in an off-site educational activity and to assist in the design of appropriate risk management strategies to support their learning.

Once the group leader has received confirmation that the risk assessment has been signed off by the EVC and Head teacher they are then ready to be uploaded to Surrey’s Evolve website. 

Guidance notes for parental and Governor Helpers
It is the group leader’s responsibility to ensure parent helpers are aware of the timetable of the day. Parents or helpers will be asked to meet in the school entrance foyer 30 minutes prior to departure to be briefed of the expectations for the pending trip. This allows for information to be read and will give an opportunity for questions to be asked where necessary. 

What helpers should be made aware of:
· Risk assessment
· Groups for the day

· Operation Duke
· Timetable for the trip
Guidance Notes for Off-Site Educational Visits

To ensure good practice and compliance with the necessary regulations it is expected that:

· All group leaders will familiarise themselves with the published advice and guidance.  Further information is available from www.teachernet.gov.uk/visits.  Training for group leaders will be arranged for all aspects of supervision, ongoing risk assessments (including being prepared to stop an activity that has become too hazardous) and how to deal with an emergency.
· In order to plan an off-site activity the EVC should be involved in discussing plans at an early stage.  Routine or local visits such as games matches need to be planned ahead also.  It may be possible to approve a series of events on a termly basis.  No financial commitment should be agreed until all relevant approvals have been achieved.

· Parental Consent.  Copies must be available for the Emergency Contact and the Group Leader to take on any residential visit.

· Risk Assessment Form.  This must be completed for all educational visits requiring the prior approval of the Governing Body, that is for all journeys involving absence from home for one night or more, and day journeys involving travel by air or sea or involving any hazardous pursuit or location, both in term time or during school holidays.  It will need to be signed by the Headteacher and submitted to the LEA one month in advance and before becoming financially committed. These types of off-site activity also need the Governing Body’s approval. 
· Evaluation Report.  On return the group Leader must report to the EVC and, where necessary, an evaluation report should be completed in order to achieve any learning about a ‘near miss’ or where an incident took place but did not need the completion of an Accident/Incident form.  This is required in addition to any form completed at the venue at the time of the event. A general evaluation of the visit will inform future visits and may be a useful check on the value of risk assessments undertaken.

· Risk Assessment forms should be completed and logged with the EVC when risks are perceived to be significant.  External providers will have their own risk assessment documents that can be used to help in this process.  For certain activities an Adventurous Activity Licence is legally required.  (See the LEA guidance or www.aaala.org.uk.)  If this is the case their licence number need only be quoted instead of actually requiring their documents.
· Where parents are involved in off-site activities they need to be aware of the agreed Tandridge Parents’ Code of Conduct as well as expectations outlined by the group leader.  If a parent’s car is used they must complete the roadworthiness form before the car is used.

Appendices

1. Planning

2. Preliminary visit check list

3. Parents’ consent form

4. Medical form

5. Emergency response plan

6. Risk assessment form

7. Tandridge Code of Conduct

8. Parent and carer use of car form

Appendix 1
Visit or journey planning check list
The following checklist may prove useful in the planning and administration of an educational visit, but it must not be used in isolation and the relevant sections of the guidelines must be read in full. 

Simple day visits not requiring transport or involving hazardous activities may not need to be processed in this way but the list may still prove useful as an ‘aide memoire’. 

‘Who’ is the most appropriate person to perform the task, not necessarily the party leader.  A name or initial should be used. 

‘When’ indicates when the task needs to be completed.
‘Done’ shows that the task has been carried out – the box should be dated

	Initial planning 

	
	Who
	When
	Done

	Have the aims and objectives been set?
	
	
	

	Will the visits, aims and objectives be linked to part of a structured programme of classroom learning, prior to and following the visits? 
	
	
	

	Has the date been initially identified? 
	
	
	

	Has the venue been initially identified? 
	
	
	

	Has the composition of the group been identified? 
	
	
	

	Have the supervisory requirements been identified? 
	
	
	

	What is the cost and who will pay? 
	
	
	

	Initial approval from EVC and head of establishment. 
	
	
	

	The venue 
	
	
	

	Has a venue been chosen, having considered best value, soundness of reputation and its ability to meet the aims and objectives? 
	
	
	

	The preliminary visit 
	
	
	

	Has a preliminary visit been undertaken? 
	
	
	

	Has the checklist been completed if appropriate? 
	
	
	

	Risk assessments 
	
	
	

	Has a satisfactory risk assessment been completed? 
	
	
	

	Have the young people been involved in the risk assessment? 
	
	
	

	Have all outcomes of the risk assessment been shared with all appropriate members of the party? 
	
	
	

	If appropriate, has the risk assessment been approved by the LEA? 
	
	
	

	Have any contractors’ risk assessments been checked by the Adventure Activities Licensing Authority or the LEA? 


	
	
	

	
	Who
	When
	Done

	Staffing
	
	
	

	Have staff been identified and booked?
	
	
	

	Are the members of staff capable of meeting any special needs that might be in the party? 
	
	
	

	Do staff need any special training or qualifications? 
	
	
	

	Is there an appropriately trained first-aider available to the party at all times? 
	
	
	

	Have all supervisors understood and agreed their roles and responsibilities with the party leader? 
	
	
	

	Has a hierarchy been put in place and made clear to all in the party? 
	
	
	

	Have all staff signed a medical disclosure form identifying any medical needs they have? 
	
	
	

	Have all Disclosure and Barring Scheme (DBS) / Criminal Records Bureau (CRB) checks been satisfactorily completed? 
	
	
	

	Has a duty officer been identified? 
	
	
	

	Preparing young people 
	
	
	

	Have the young people been involved in the preparation and planning of the visit? 
	
	
	

	Do the young people know what standard of behaviour is expected of them? 
	
	
	

	Do the young people know any rules and regulations they must adhere to? 
	
	
	

	Do the young people know who their leaders are? 
	
	
	

	Have the young people been properly prepared, trained, qualified and tested to undertake the planned activities? 
	
	
	

	Do the young people possess hidden identity cards? 
	
	
	

	Do they know what to do if lost or separated? 
	
	
	

	Do they know what to do if approached by a stranger? 
	
	
	

	Have pocket money limits been identified? 
	
	
	

	Preparing parents and carers 
	
	
	

	Are parents and carers fully aware of what all aspects of the visit entail, including cost, timings, venue and activities? 
	
	
	

	Have parents and carers given informed consent for all activities to take place? 
	
	
	

	Have parents and carers disclosed medical details and given medical consent? 
	
	
	

	Have parents and carers given consent to use the various methods of transport involved? 
	
	
	

	Have parents and carers attended a pre-visit briefing and question-and-answer session? 
	
	
	

	Has dietary information been gained? 
	
	
	

	
	Who
	When
	Done

	Are parents and carers aware of the kit list?
	
	
	

	Has a phone tree been set up to communicate with parents and carers? 
	
	
	

	Does the party leader have emergency contact details for all parents and carers for the duration of the visit? 
	
	
	

	Health and general welfare 
	
	
	

	Has first aid been considered as part of the risk assessment? 
	
	
	

	Has appropriate first aid equipment been brought on the visit? 
	
	
	

	Are designated supervisors aware of and suitably trained to administer young people’s medication? 
	
	
	

	Have all young people’s medicines been collected and clearly labelled? 
	
	
	

	Are dosages and timings for medicines clearly understood? 
	
	
	

	Do you have the contact details of local doctors and hospitals? 
	
	
	

	Do all party members have the appropriate clothing for either cold or very hot conditions? 
	
	
	

	Equipment 
	
	
	

	Has a kit list been issued to the young people? 
	
	
	

	What equipment should the school/youth group take – including party and leader equipment? 
	
	
	

	What equipment will the contractor provide? 
	
	
	

	First aid kit(s)? 
	
	
	

	Transport 
	
	
	

	What are the transport needs? 
	
	
	

	Obtain quotes (reputable rather than cheapest). 
	
	
	

	Check insurance. 
	
	
	

	Has transport been finally agreed and booked? 
	
	
	

	Have the relevant public transport services been made aware where and when your party will be travelling with them? 
	
	
	

	If parents’ cars are used, have they confirmed that they possess adequate insurance, tax, and MOT, where appropriate? 
	
	
	

	Is there back-up transport in the event of an emergency or a breakdown? 
	
	
	

	Hazardous activities and higher-risk environments 
	
	
	

	Has approval been sought from the LEA? 
	
	
	

	Have the activities been checked by the Adventure Activities Licensing Authority? 


	
	
	

	
	Who
	When
	Done

	Has someone (usually the LEA) checked activities not covered by the Adventure Activities Licensing Authority?
	
	
	

	Finance 
	
	
	

	Costing (produce) 
	
	
	

	Communicate to parents 
	
	
	

	Collection schedule – devise 
	
	
	

	Collection schedule – communicate 
	
	
	

	Receipts – start 
	
	
	

	Receipts – end 
	
	
	

	Bursary 
	
	
	

	Account/Balance sheet 
	
	
	

	Refunds – calculate/give out 
	
	
	

	Pocket money – calculate 
	
	
	

	Pocket money – communicate 
	
	
	

	Insurance 
	
	
	

	Check cover for visit 
	
	
	

	Communicate level of cover 
	
	
	

	Communications 
	
	
	

	Plan schedule of communications 
	
	
	

	Emergency communications (plan and tell parents) 
	
	
	

	Mobile phone for party leader? 
	
	
	

	Accommodation (where appropriate) 
	
	
	

	If centre has not been used before, describe and confirm suitability with head of establishment 
	
	
	

	Check if hot water/showers 
	
	
	

	Fire drills and procedures 
	
	
	

	Fire exits 
	
	
	

	Local Authority Registration check (if one exists) 
	
	
	

	Environment 
	
	
	

	Out of bounds areas identified 
	
	
	

	Communicated? 
	
	
	

	Marked? 
	
	
	

	General 
	
	
	

	On-site phone numbers 
	
	
	

	24-hours contact number for site 
	
	
	

	Approval – received from: 
	
	
	

	Head of establishment 
	
	
	

	EVC 
	
	
	

	Governors 
	
	
	

	LEA 
	
	
	

	Post-course evaluation 
	
	
	

	Tips for future visits 
	
	
	


Appendix 2
	Preliminary visit check list
	Y/N

	Have you met the venue manager or other senior staff member?
	

	If appropriate, have you seen and taken a copy of the organisation’s AALA licence or checked it on the AALA website? 
	

	If appropriate, have you seen copies of the organisation’s risk assessments, operating procedures, staff qualifications and equipment? 
	

	Have you looked around the venue identifying potential risks on or near the site? 
	

	Have you confirmed with the organisation the type and level of supervision they will undertake? 
	

	Are there proper arrangements for party members with special educational needs? 
	

	Are there proper arrangements for party members with special medical needs? 
	

	Have you agreed a programme with the organisation, confirming when and what responsibilities the organisation staff will have, regarding supervision and activity provision? 
	

	Are there proper dining arrangements? 
	

	Are there sufficient first-aid kits and trained personnel at the venue? 
	

	Are there suitable emergency procedures, including fire exits, muster points, roll-calls and search procedures? 
	

	Have you checked the organisation’s transport? 
	

	Have you checked the accommodation is ‘fit for purpose’? 
	

	Have you seen the organisation running activities for another similar party? 
	

	Do the agreed activities have appropriate educational value? 
	

	Is the venue within easy reach of other sites to be visited? 
	

	Has an alternative, back-up programme (Plan B) been agreed with the venue? 
	

	Has their insurance been checked? 
	

	Does the LEA know the venue? 
	


Appendix 3

PARENT/CARER CONSENT FORM 
School __________________________________________________________________________  

A journey to______________________________________________________________       (place) 

from____________________________ (date) to_________________________________ (date) 20 

I wish my son/daughter_________________________________________________(name of child) 

to be allowed to take part in the above-mentioned school journey and, having read the information sheet, agree to his/her taking part in any or all of the activities described. 

I have ensured that my child understands that it is important for his/her safety and for the safety of the group that any rules and any instructions given by the staff in charge are obeyed. 

Please delete and complete the following as is appropriate 

My child has no illness, allergy or physical disability * 

the following illness or physical disability * 

*Cross out which does not apply 
_________________________________________________________________________________ 

_________________________________________________________________________________ 

which necessitates the following medical treatment_______________________________________
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
I consent to any emergency medical treatment necessary during the course of the visit. 

I consent/do not consent* to my son/daughter being given a mild painkiller (paracetamol) if considered necessary by the party leader. 

*Delete as applicable 
Signed ___________________________________________________________________________ 

Parent/Guardian 
ADDRESS HOME WORK 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

Telephone No. HOME_______________________________________________________________ 
WORK____________________________________________________________________________ 

If not available at the above, please state an alternative contact. 

Name: ___________________________________________________________________________ 

Telephone No: ____________________________________________________________________ 
(Three copies of this form are desirable, one for the parent to keep, one for the Duty Officer and one for the Party Leader to take with him/her on the visit/activity/journey.)

Appendix 4
Guidelines for Educational Visits and Outdoor Activities 2

Guidance on information you may wish to acquire in confidence      
          
MEDICAL QUESTIONNAIRE 
PUPIL’S NAME _____________________________________________________________________ 

DATE OF BIRTH_____________________________________________________________________ 

PARENT/CARER’S NAME AND INITIALS__________________________________________________ 

HOME ADDRESS____________________________________________________________________ 

_________________________________________________________________________________ 

TELEPHONE NO____________________________________________________________________ 

NAME AND ADDRESS OF FAMILY DOCTOR _________________________________________________________________________________
_________________________________________________________________________________ 

TELEPHONE NO____________________________________________________________________ 

SCHOOL__________________________________________________________________________ 

Has your child had any of the following 

Asthma or Bronchitis YES NO 

Heart condition YES NO 

Fits, fainting or blackouts YES NO 

Severe headaches YES NO 

Diabetes YES NO 

Allergies to any known drugs or medication YES NO 

Any other allergies e.g. material, food, insect bites etc. YES NO 

Other illness or disability YES NO 

Any recent contact with contagious diseases and infections YES NO 

If the answer to any of these questions is YES please give details overleaf. 

Immunisation Status 

Has your child received vaccination against Tetanus in the last five years? YES NO 

Date if yes __________________________ 

Is your child receiving medical treatment of any kind from either your Family Doctor or Hospital? YES NO 

Has your child been given specific medical advice to follow in emergencies? YES NO 

If the answer to either of these questions is YES please give the details overleaf: (including dosage of any medicines/tablets) 

SIGNED _____________________________________ 

Parent/Guardian 

Appendix 5

Guidelines for Educational Visits and Outdoor Activities 2

	Party Leader 

	phones 

	Duty Officer 

	(available) 
	(not available) 

	[No further initial notifications required of Party Leader] 
	Party Leader 
phones 

	Duty Officer 
	                Emergency Planning Officer 

	Phones 

County Hall Switchboard 

(In hours) 
	phones Senior Officer 

	Or 

Emergency planning Officer 

(out of hours) 

	phones Senior Officer

	Senior Officer 

	contacts 

	1 Duty Officer 

2 Headteacher/Unit Head 

3 County Council Press Office 

4 Supports Duty Officer and/or Head in dealing with 

parents and others involved in the situation 


Appendix 6
	Risk assessment for:

	Name                               

Organisation       Nutfield Church (C of E) Primary School

	Assessment undertaken                    by                    Review date

	Hazards
	Who is at risk?
	Control measures
	Review

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Risk Assessment signed by ………………………………………………………… 

(Teacher)

Risk Assessment signed by ………………………………………………………… 

(Educational Visits Co-ordinator)

Risk Assessment signed by ………………………………………………………… 

(Miss Woods – Headteacher)


Permission to upload onto Surrey

Yes


No 

Appendix 7
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Appendix 8
Example of personal/private vehicle insurance form

I confirm that I hold a valid licence to drive my vehicle (Registration Number …………………….), to be used to transport young people from .............................................. ………………establishment, and have the following valid and up-to-date documents:

Insurance*

Road Tax*

MOT*

* tick box

Signed ...............................................................................

Date ..................................................................................
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