PLANNI NG VI SI TS

A anni ng

3B Wether thevisit istoaloca park, nuseumor
swnming pool, or includes aresidentia stay inthe LK
o aroed, it isessetia thet fornal plaming takes
place before setting off. This invad ves considering the
dangers and difficulties which nay ari se and naki ng
plans to reduce them In practice, the head teacher -
wWois resposibe for paningvisits - will dten

del egate the detail ed planning to the organiser of the
visit or the group | eader. Head teachers nust satisfy
thensel ves that the person planning the visit is
conpetent to do so and has the necessary rel evant
experi ence.

3% My LEAs have detail ed gui dance on visits,

i ncluding risk assessnent, which county and
cotrdled schod s nost fdlow For residentiad visits
at hone or abroad, or for potentially hazardous
activities, sone LEAs require schools to obtain the
LEA s gproval before the visit takes place. In ather
schod s, the governing body shou d satisfy itsel f that
the visit has been plamned effectively and that risks
are nini nsed.

R sk assessnent

37. In practice, risk assessnents, which enpl oyers
arelegdly required to do (see Legal framework in
Chapter 1 paragraphs 11 - 14), are usual ly carried
out by the group | eader. An assessnent shoul d be
conpl eted vel | before the visit, and shou d be
approved by the head teacher.

38 Arisk assessnent for avisit need not be
conpl ex but it shoul d be conprehensive. It does not
generd ly require technica forml ae or prof essi onal
heal th and saf ety expertise. But speciaised
infornation for sone visits nay be necessary and
head teachers shoul d ensure that the person



assessing the risks is conpetent to do so.

0. Afornal assessnent of the risks that might be net
onavisit shoud have the amaof preverting the risks or
reducing them Rupils nust not be placed in situations
vhi ch expose themto an unacceptabl e level of risk.
Sfety nust a wvays be the prine consideration. If the
risks camnot be contained then the visit nust not take
pl ace.

0. The risk assessnent shoul d be based on the
fd lowng consi derati ons:

vhat are the hazards?

who night be affected by then?

vwhat safety neasures need to be in place to
reduce risks to an acceptabl e | evel ?

can the group | eader put the saf ety neasures
inpace?

what steps wll be taken in an energency?

41. The person carrying out the risk assessnent
shoudrecordit and gve copies todl
teachers/supervisars onthe visit, wth details of the
neasures they shoul d take to avoid or reduce the
risks. LEAs, head teachers and governi ng bodi es
shoul d al so be given a copy so that approval, as
necessary, can be given wth a clear understandi ng
that effective planing has taken pl ace.

42 Freguent visits toloca venues such as
swmming pool s nay not need a risk assessnent
every tine. Nevertheless, it is essetia nat to
becone conpl acent. A generic assessnent of the
risks of such visits shou d be nade at regul ar
inervas, and carefu nonitoring shoul d take pl ace.

43 The group | eader and other supervisors shoul d
noni tor the risks throughout the visit and take
appropriate action as necessary.

44. Before booking a visit the group | eader shoul d
obtain awitten or docunentary assurance that
provi ders such as tour operators have t hensel ves
assessed the risks and have appropriate saf ety
neasures in pl ace.

45, Detail ed advice on risk assessnent can be
obtai ned fromthe LEA s heal th and safety offi cer,
and fromthe Health and Saf ety Bxecutive, which has
issted arevisiond itshookiet, Fve Seps to Hsk
Assessnent . A thetine of witing aather version of
the booklet isin preparation toinclude references to
out door education. See Anexes A& Bfor details
and Mdel Forns 3 and 4 in Ghapter 11 for a basic
ri sk assessnent fornat.

46. The group | eader shoul d take the fol | owng
factors into consi derati on when assessi ng the ri sks:

thetype o visit/activity adthelevd a wichit
i s bel ng undert aken;

the location, routes and nodes of transport;

the conpetence, experience and qualifications
o supervisary staff;

the ratios of teachers and supervi sory staff
topgdls,

the group nenbers age, conpetence, fitness
and tenperanent and the suitability of the
agivity;

the special educational or nedica needs
d ppls

theqaity adsutadlity of availdde
equi pnent ;

seasonal conditions, weather and tining;
ener gency procedur es;

how to cope when a pupi | becones unabl e or
uwlling to cotinug

the need to nonitor the risks throughout the
vst.

Boaay visit
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47. A exploratory visit shoul d be nade by any
teacher wo is tolead a group abroad or on a
residentid visit or ioistoimstruct o lead the group
inanoutdoor activity such as trekking in alocation
thet isnat famliar tothem

48 In other cases the group | eader shoul d undertake
anepoaoayvisit, werever thet is pessibe to

esuea first hand that the venue is suitable to
neet the ains and o ectives of the schod visit;

obtai n nanes and addresses of ot her school s
vwho have used the venue;

obtai n advi ce fromthe nanager;

assess potentia areas and leved s of risk;

ensure that the venue can cater for the needs
o the staff and pyplsinthe goup

becone faniliar wth the area before taking a
group of young peopl e there.

2. If inthelast resat ane@daaay visit ismt
feasible then the group | eader Wil need to consi der
how to conpl ete an adequat e assessnent of the
risks. A nininumneasure would be to obtain
specific infornation by letter fromthe venue, from
other school's wo have recently visited it, and from
ocal organi sations such as tourist boards.

50, Detailed advice on particd ar categories of visits
whi ch carry specific risks is provided in Gapters 8
Types of Msit and 9 Msits Aroad. Advice nay al so
be sought fromthe LEA and fromspeci alist bodi es
listed a Arex B

51 My schod's wll take newgroups of pupils to
the sane | ocati on each year. As sone factors will
change fromyear to year, it is prudent to re-assess
the risks each tine - even when the group | eader
stays the sane. It nay be useful to eval uate each
conpl eted visit and keep a record. Mdel Form5in
Chapter 11 provides a suggest ed fornat .

Qher considerations

52 Qbher factors which shoud formpart of the
pl anni ng stage i ncl ude:

the facilities/equi pnent the group wil need to
teke nthe visit;

the facilities/equ pnent to be provided at
the venue;

staff tranng needs;

the desi gnati on of soneone to record the
Octails of thevisit adto carry accident forns
€c

transport arrangenents;

i nsurance arrangenents;

infornation to the provider;

conmuni cat i on arrangenents;

supervi sion raios;

contingency neasures for enforced change of
pdana laereun

infornation to parens;

preparing pupils;

ener gency arrangenents;

arrangenents for sending pupils hone early.

53 Further infornation on these issues is provided in
subsequent chapters.

Hnancial planning

54. The group | eader shoul d ensure that parents
have early witten infornati on about the costs of the
visit, hownuch wll cone fromschoo funds, and
how nuch each parent wll be charged or asked to
contribute. Parents shoul d be gi ven enough tine to



prepare finacidly for the visit. 1t nay be usefu to
break the costs down i nto subheads such as travel,
hostel, neal s etc.

5. The head teacher should ensure that banking
arrangenents are in place to separate the visit s
receipts fromother schod funds and fromprivate
accounts.

56 The head teacher/group | eader shoul d reach a
pre-agreenent wth parents on whet her any funds
left supus after thevisit wil bereturned to parents
o retaned far aather visit.

Gargng for visits

57. In schodl s other than i ndependent schodl s the
educat i on provided wol |y or nai nl'y during schodl
hours is free. This neans that head teachers nay
not inpose a charge on parents for any visit that
occurs during school hours. The head teacher nay,
honever, ask for a va untary contributi on

53 Parents shoul d be nade anare that the
contributionis not conpul sory, and the chil dren of
parents who do not contribute nay not be
dscrinmnated against. It is permissible to ask parents
to contribute nore than the nini numanount in
order to subsidise those pupil s whose parents have
not cotributed Inthe last resart, the visit nay have
to be cancelled i f there are not enough vo urtary
contributions and the shortfa |l cannot be nade up.

50, The head teacher nay, however, charge parents
for board and lodging on residential visits as vl as
the ful costs wenavisit is deened to be an
otiod edtra. Mopiod extra

fals wdly o nainy outsi de schod hours;

does not formpart of the National Qurricu um

isnot part of asyllabus tonards a Rrescribed
Rubl i ¢ Exanination; and

isnat inscope of the statutory requi renants

rdaingtordigous education

680. S, askiing holiday during the schod hdlidays
vwoul d be an optional extra

61 The head teacher should obtai n the parents
agreenent to neet the costs of an optiona extravisit
before the visit is paned in detail. Garg ng parents
for an optionad extravisit nay not include an € enent
of subsidy inrespect of other pupils whose famlies
do not neet the full charge.

62 Onresidentid visits which are not opti onal
extras, or whch take place during schoo hours,
sone parents nay have board and | odgi ng costs
rentted. These are parents inreceipt of |ncone
Qupport, | ncone-Based Jobseekers Al | onance,
Fanly Gedit or Dsability Varking Al ovance.

63 LB wil have a charging policy wich their head
teachers shou d folow For further infornati on on
charging see the DES Greular 2/89 Education
ReformAct 1988. Charges for Shool Activities.
Available fromO EE Rublications Gentre, see end of
Anex Afor address detail s.

Frst ad

4. Hrst aid shodd formpart of the risk assessnent.
Before undertaki ng any of f-site activities the head
teacher or the group | eader shoul d assess what | evel
o first admgt beneeded Onhany kind of visit the
group | eader shoul d have a good worki ng know edge
of first aidand ensure that an adequete first-ad box
istaken For adventurous activities, visits aoroad or
residertid visitsit issasidefoa a lesst oe d the
gop steacharstobe afuly-traned first-ader. Al
adults in the group shoul d knowhowto contact the
ener gency Servi ces.

6. The ninnomfirst-aid provision for avisit is:

asutady stocked first-ad box;

a person gppointed to be in charge of first-aid
ar rangenent s.
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the nuners in the group and the nature of the
adiwty;

thelikdy inuies ad hoveffective first ad
woul d be;

the distance of the nearest hospital .

66 Hrst aidshoudbe availad e and accessible a all
tines. The Health and Safety Executive

reconmends the fol l owng mni numcontents for a
trave ling first-aid box where no specia risk has been
idatified

aledlet gvinggererd advice onfirst ad

six individual ly wapped steril e adhesi ve
dressi ngs;

one large sterile unnedi cat ed wound dressi ng
approxi natel y 18 cmx 18 cm

tvo triangul ar bandages;

tvo safety pirs;

i ndi vi dual 1y wapped noi st cl eansi ng w pes;
one pair of disposab e gl oves;

a resusci ade (for hygienic nouth to nouth
resuscitation) woul d a so be usefu .

67. Al ninbuses are required by lawto carry afirst-
adkit. See Gapter 6 Hanning Transport .

68 For futher advice onfirst ad see Qui dance on
Hrst Adin Shods avail able fromDO EE Rubl i cati ons
Qntre, see end of Annex Afor address details. This
alsolists arange of pubdications by the Ha th and
Sfety Grnmassi oV Executive on first aid, including

trainng and qud i fi cati os.
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PLANNI NG THE VI SI' T
This page charts the likely stages of planingawvisit

Qutline proposal to head teacher or governing body, or LEA seeking approval in See (h 1
principle. Rroposal s mght i ncl ude:
\isit s djectives.
Likely dete, duration, venue
Rpl gop staffing
Resources, estinate of costs.
[Proposals for longer visits nay need naking wel | before the start of the rel evant
acadennc year. |
f
A anni ng e M2 3
Gntact venue. Is it sutabe for the group?
Wat are the transport options?
Wo woul d | ead the group and who woul d hel p to supervise it?
Vio woul d pay for the visit?
R sk assessnent. Exploratory visit.
/
Substantive proposal to head teacher, or governing body, or LEA Zee701102, 3
Details of dates, risk assessnent, energency procedures, transport, '
i nsurance, costs, group nenership, staffing.
J /

Surter visits gfi : mg‘eg Resi dential and abr oad N
otai n approval and parental (otai n approval to prepare the visit
consert for visits invdving years 1-3, sug ect to satisfactory preparati on.
a fa dy vists.

Informparents as necessary of ‘
shorter ratine visits. See Oh Hnal preparation

. . 4578 .

Bief pupls. 9 10 Infornation to and fromparents.
@onvisit nonitaringtherisks a al Briefing evening (neet the
tines. supervisars). Bief puls.

Deposits/full paynents by parents.

'

otai n final approval fromLEA or
governors, and parental consents.

;

@onvisit nntaingtherisks a dl
ti nes.

See
il 5

Qher consi derations wen consijdering first-aid
Bval uat e 1de




