RESPONSI Bl LI TI ES FOCR M SI TS

Legal framework

11 Uhder the Health and Sfety at Vork etc Act
1974 enpl oyers are responsi bl e for the heal th,
safety and wel fare at work of their enpl oyees.

Bl oyers are a so under a duty to ensure, so far as
is reasonably practicabl e, the headlth and safety of
anyone €l se on the prenises or anyone who nay be
affected by their activities. This inc udes perticipats
indf-dgtevidts

12. Bl oyers are the LEAin county, controlled and
speci al agreenent school s. The governing body is
the enpl oyer in city technd ogy cdl | eges, vl untary-
ai ded, non-nai ntai ned and grant - nai nt ai ned
schodl s. The owner, governors or trustees are the
enpl oyers in i ndependent schooal s.

13 The Managenent of Health and Safety at Veérk
Regul ations 1992, nade under the 1974 Act, require

enpl oyers to:

assess therisks of activities (see Rsk
assessnent in Ghapter 2 paragraphs 37 - 46);

i ntroduce neasures to contra those risks;

tell their enpl oyees about these neasures.

A'so under the Health and Sfety | egislation
enpl oyees nust:

take reasonabl e care of their own and others
heal th and safety;

co-operate wth their enpl oyers over safety
natters;

carry out activities in accordance wth trai ning
and instructi ons;

informthe enpl oyer of any serious risks.
14. These duties apply to all schod visits. Teachers
and other staff in charge of pupils aso have a
conmon |aw duty to act as any reasonabl y prudent
parent woul d do in the sane ci rcunst ances.

Arovd for visits

15 BEnpl oyers shoul d have a witten procedure for
arrangi ng visits whi ch teachers should folow This
wll nornal l'y include procedures for the approva of
certantypes o visit.

16, Athough the enpl oyer is responsible for health
and safety, decisions about visits are usud ly

del egated to the head teacher. The head teacher s
agreenent nust be obtai ned before a visit takes
pl ace.

17. See Qhapter 11 Mdel Form1 for an approval
aicaion

LEAs

18 LEAs have the followng nain ro es:
provide witten guidelines for governors, head
teachers and teachers incl udi ng advi ce on risk
assessnent ;

assess proposad s for certain types of visit;

provi de energency tel ephone contact for the
duration of the visit were necessary;

ensure training needs have been addressed,

provi de access to naned staff for advice;



nal ntai n appropriat e i nsurance cover;

have in pl ace procedures to nonitor and revi ew
safety dring df-sitevisits ad activities.

Gover ni ng body

19. Were the governing body is the enpl oyer the
governors role wll be the sane as that suggested
for an LEA above. They shoul d satisfy thensel ves
that the risk assessnent has been carried out, that
appropriate safety neasures are in place and that
trai ning needs have been addressed.

20, Gverning bodies of all types of schoo shoul d:

ensure that the visit has a specific ad stated
oo ective;

ensure that the head teacher/group | eader
shows howtheir plans conply wth regul ations
and guidelines, includng the schod s hedth
and safety policy docunent and, where
applicable, the LEAs; and that the head
teacher/group leader reports back after the visit;

ensure that they are inforned about |ess routine
visits v | in advarce,

assess proposal s for certain types of visit,
whi ch shoul d include visits invd ving an
overnight stay or travel outside the WK and
submt these proposals to the LEAf

appropriate.

Head t eacher

21 Head teachers should ensure that visits conply
wth regul ati ons and gui del i nes provided by the LEA
or governing body and the school s own heal th and
safety palicy. Head teachers shoul d ensure that the
group leader is conpetent to nonitor the risks
throughout the visit.

22. Head teachers should be clear about their rdeif

taking part inthe visit as a group nenfoer/ supervi sor.
They should fo lowthe instructions of the group
| eader viho Wil have sde charge of the visit.

23 Head teachers shoul d ensure that :

adequat e child protection procedures are
inpdece

all necessary actions have been conpl eted
befare the visit beg s,

the risk assessnent has been conpl eted and
appropriate safety neasures are in place;

trai ning needs have been assessed by a
conpetent person and the needs of the staff
and pupi | s have been consi der ed,

the group | eader has experience in supervisi ng
the age groups gaing on the visit and wil
organi se the group effectively;

the group leader or another teacher is suitably
conpetent toinstruct the activity adis famliar
wth the locati o certre were the activity wil

take place. See Shod -led adventure activities

in Ghapter 8 paragraphs 172 - 174

goup | eaders are all oved sufficient tine to
oganise visits properly;

non-teacher supervisors onthe visit are
appropriate peopl e to supervise children. See
\&tingsutaility in Ghapter 3 paragraphs
- 18

raio o supervisostopuplsis apropriate Se
Ratios in Ghapter 3 paragraphs 69 - 72

the LEA or governing body has approved t he
vigt, if guqridae

parents have signed consent forns,;

arrangenent s have been nade for the nedical
needs and specia educati onal needs of al



the pils;

adequete first-aid provision wll be avail ad g

the node of travel is appropriate;

travel tines out and back are known i ncl udi ng
pi ck-up and drop-off paints;

there is adequate and rel evant insurance cover.
See Chapter 7 | nsurance;

they have the address and phone nuner of
the visit s venue and have a contact nane;

a school contact has been nomnated (this nay
be the head teacher) and the group | eader has
gals,

the group | eader, group supervisors and
noninat ed school contact have a copy of the
agreed energency procedur es;

the group | eader, group supervisors and
nomnat ed school contact have the nanes of all
the aduts and pupils travelling in the group, ad
the contact details of parents and the teachers
and ather supervisars next of kin

there is a contingency plan for any del ays
including alate return hone.

G oup | eader

24. ne teacher, the group | eader, shoul d have
overd| responsibility for the supervisi on and conduct
of the visit and shou d have regard to the hea th and
saf ety of the group. The group | eader shoul d have
been appoi nted or approved by the head teacher or
the governi ng body. The group | eader shoul d:

obtain the head teacher s prior agreenent
before ay off-site visit takes dace

foll ow LEA and/ or governi ng body regul ati ons,
qui delines and pdicies;

appoi nt a deputy;

clearly define each group supervisar s ra e and
ensure al|l tasks have been assi gned,
be able to contrd and lead pupiI's of the

rel evant age range;

be suitably conpetent toinstruct pupilsin
an activity ad be famliar wththe locati o/
certre were the activity wil take place. See
Shod -1 ed adventure activities in

Chapter 8 paragraphs 172 - 174;

be anvare of child protection issues;

ensure that adequate first-aid provision wil
be avail dd e

undert ake and conpl ete the pl anning and
preparation of thevisit induding the briefing of
group nenbers and parents;

under t ake and conpl ete a conprehensi ve ri sk
assessnent. See R sk assessnent in Chapter 2

par agraphs 37 - 46;

reviewregu arly undertaken visits/activities and
advi se head teacher where adj ustnents nay be
necessary;,

ensure that teachers and other supervisors are
fuly anare of vhat the proposed visit inva ves;

have enough i nfornation on the pupils
proposed for the visit to assess their sutaality
o besaisfiedthat their sutahility has been
assessed and confi r ned,

esure theratio of supervisars to pupilsis
appropriate for the needs of the group. See

Ratios in Gapter 3 paragraphs 69 - 72

cosider stoping thevisit if therisktothe
health or safety of the pupils is unacceptadl e
and have in place procedures for such an
evertudity;



ensure that group supervisors have detail s of
the schod contact;

ensure that group supervisors and the school
contact have a copy of the energency

pr ocedur es;

ensure that the group s teachers and ot her
supervisors have the details of pupils specid
educational or nedical needs which wll be
necessary for themto carry out their tasks
efetivdy;

observe the gui dance set out for teachers and
other adults bel ow

Teacher s

2 Teachers on school -1ed visits act as enpl oyees of
the LEA or of the governing body, whether the visit
takes place wthin nornal hours or outside those
hours, by agreenent wth the head teacher and
gover nors.

26, Teachers nust do their best to ensure the health
and safety of everyone in the group and act as any
reasonabl e parent woul d do in the sane

ci rcunst ances. They shoul d:

fdlowthe instructions of the group | eader and
hep wth contrd and dscipine

cosider stopping thevisit o the activity,
natifying the group leader, if they thirk the risk
tothe hedth o safety o the pupilsinther
charge i s unacceptabl e.

Adult vo unteers

Z7. Nonrteacher adults onthe visit shoul d be clear
about their rdes and responsibilities dringthe visit.
Non-teacher adul ts acting as supervi sors nust:

dotheir best to ensure the health and safety of
everyone in the group;

not be left insde charge of pupils except were
it has been previously agreed as part of the risk
assessnent ;

fdlowthe instructions of the group | eader and
teacher supervisors and help wth contro and
dsddine

speak to the group | eader or teacher

supervisors if concerned about the heal th or
safety of ppilsa aytinedringthevisit.

Resposibilities of pupls

28 The group | eader should nake it clear to pupils
that they nost:

not take unnecessary ri sks;

fdlowthe instructions of the | eader and ot her
supervi sors including those at the venue of
thevigt;

dress and behave sensibly and responsi bl y;

if abroad be sensitive to loca codes and
cust ons;

look out for anything that mght hut o threaten
thensel ves or anyone in the group and tell the
goup |l eader or supervisor about it.

29. Ay pupi | s whose behavi our nay be consi dered
to be a danger to thensel ves or to the group nay be
stopped fromgoing on the visit. The curricud ar ains
o thevisit fa these pupils shoddbe fufilledinaher
vays wherever possi bl e.

Parents

30 Parents shoul d be abl e to nake an i nfor ned
deci sion on wether their child shodd go onthe visit.
The group | eader should ensure that parents are
dgven sufficient infornationinwiting and are invited



to any briefing sessi ons.

3L The group | eader should al so tell parents how
they can hdp prepare their child for the visit by, for
exanpl e, reinforcing the visit s code of conduct.
Parents shoul d al so be asked to agree the
arrangenents for sending a pupi| hone early and
vho wll neet the cost.

2. Secial arrangenents nay be necessary for
parents for whomEnglish is a second | anguage.

B Parents wil need ta

provi de the group | eader wth energency
contact nuntoer (s);

sign the consent form(see Mdel Form7 in
Chapter 11);

give the group | eader infornation about their
child s enotional, psychd ogical and physica
heal th whi ch mght be rel evant tothe visit
(usual Iy by neans of the consent form).

. See Chapter 5 Gonmuni cating wth Parents. For

Tour operators see Chapter 9 paragraphs
201 - 203
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