CORNWALLIS ACADEMY

HEALTH AND SAFETY OF STUDENTS ON EDUCATIONAL VISITS
Adopted by NLL Academies 01 September 2007

Legal framework

Under the Health and Safety at Work etc Act 1974 employers are responsible for the health, safety and
welfare at work of their employees. Employers are also under a duty to ensure, so far as is reasonably
practicable, the health and safety of anyone else on the premises or anyone who may be affected by their
activities. This includes participants in off-site visits.

The Management of Health and Safety at Work Regulations 1992, made under the 1974 Act, require
Cornwallis Academy to:

e assess the risks of activities
e introduce measures to control those risks;
¢ tell employees about these measures.

Also under the Health and Safety legislation employees must:
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co-operate with the Cornwallis Academy over safety matters;

carry out activities in accordance with training and instructions;

inform the employer of any serious risks.

These duties apply to all visits. Teachers and other staff in charge of Students also have a common law duty to
act as any reasonably prudent parent would do in the same circumstances.

Approval for visits

(Please refer to the Visits Policy)

Responsibilities: Head teacher

The Head will ensure that visits comply with regulations and guidelines provided by the LEA or governing body

and the academyQa 2 ¢y Ks&dtyfpalidt. The MeBd should ensure that the group leader is competent

to monitor the risks throughout the visit. The Head will ensure that:

adequate child protection procedures are in place;

all necessary actions have been completed before the visit begins;

the risk assessment has been completed and appropriate safety measures are in place;

training needs have been assessed by a competent person and the needs of the staff and students

have been considered,

e the group leader has experience in supervising the age groups going on the visit and will organise the
group effectively;

e the group leader or another teacher is suitably competent to instruct the activity and is familiar

¢ with the location/centre where the activity will take place.



group leaders are allowed sufficient time to organise visits properly;

support staff supervisors on the visit are appropriate people to supervise children.

ratio of supervisors to Students is appropriate.

the LEA or governing body has approved the visit, if appropriate;

parents have signed consent forms;

arrangements have been made for the medical needs and special educational needs of all the
students;

adequate first-aid provision will be available;

the mode of travel is appropriate;

travel times out and back are known including pick-up and drop-off points;

there is adequate and relevant insurance cover.
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an academy contact has been nominated (this may be the head) and the group leader has details;

the group leader, group supervisors and nominated academy contact have a copy of the agreed
emergency procedures;

the group leader, group supervisors and nominated academy contact have the names of all the adults

and students travelling in the group,and G KS O2y Gl OG RSGF Af & and othedr NB
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there is a contingency plan for any delays including a late return home.

Responsibilities: Group Leader

One teacher, the group leader, should have overall responsibility for the supervision and conduct of the visit
and should have regard to the health and safety of the group. The group leader should have been appointed
or approved by the head or the governing body. The group leader should:
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follow LEA and/or governing body regulations, guidelines and policies;

appoint a deputy;
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be able to control and lead students of the relevant age range;

be suitably competent to instruct students in an activity and be familiar with the location/centre
where the activity will take place.

be aware of child protection issues;

ensure that adequate first-aid provision will be available;

undertake and complete the planning and preparation of the visit including the briefing of group
members and parents;

undertake and complete a comprehensive risk assessment.

review regularly undertaken visits/activities and advise the head where adjustments may be
necessary;

ensure that teachers and other supervisors are fully aware of what the proposed visit involves;

have enough information on the students proposed for the visit to assess their suitability or be
satisfied that their suitability has been assessed and confirmed,;

ensure the ratio of supervisors to students is appropriate for the needs of the group.

consider stopping the visit if the risk to the health or safety of the students is unacceptable and have in
place procedures for such an eventuality;

ensure that group supervisors have details of the academy contact;

ensure that group supervisors and the academy contact have a copy of the emergency procedures;
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educational or medical needs which will be necessary for them to carry out their tasks effectively;
e observe the guidance set out for teachers and other adults below.

Responsibilities: Teachers

Teachers on academy-led visits act as employees of governing body, whether the visit takes place within
normal hours or outside those hours, by agreement with the head and governors. Teachers must do their best
to ensure the health and safety of everyone in the group and act as any reasonable parent would do in the
same circumstances. They should:
o follow the instructions of the group leader and help with control and discipline;
e consider stopping the visit or the activity, notifying the group leader, if they think the risk to the health
or safety of the Students in their charge is unacceptable.

Responsibilities: Adults

Support staff adults on the visit should be clear about their roles and responsibilities during the visit.
Support staff adults acting as supervisors must:
¢ do their best to ensure the health and safety of everyone in the group;
e not be left in sole charge of Students except where it has been previously agreed as part of the risk
assessment;
e follow the instructions of the group leader and teacher supervisors and help with control and
discipline;
e speak to the group leader or teacher supervisors if concerned about the health or safety of students at
any time during the visit.

Responsibilities of Students

The group leader should make it clear to students that they must:

not take unnecessary risks;

follow the instructions of the leader and other supervisors including those at the venue of the visit;

dress and behave sensibly and responsibly;

if abroad be sensitive to local codes and customs;

look out for anything that might hurt or threaten themselves or anyone in the group and tell the

group leader or supervisor about it.

Any Students whose behaviour may be considered to be a danger to themselves or to the group may

be

e stopped from going on the visit. The curricular aims of the visit for these Students should be fulfilled in
other

e ways wherever possible.

Responsibilities of Parents

Parents should be able to make an informed decision on whether their child should go on the visit.

The group leader should ensure that parents are given sufficient information in writing and are invited to any
briefing sessions. The group leader should also tell parents how they can help prepare their child for the visit
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for sending a pupil home early and who will meet the cost. Special arrangements may be necessary for
parents for whom English is a second language.
Parents will need to:
e provide the group leader with emergency contact number(s);
e sign the consent form
e give the group leader information about their OKA f RQ& S Y 2 (i dal2agdl-phy$ical heilth
which might be relevant to the visit

Planning

Whether the visit is to a local park, museum or swimming pool, or includes a residential stay in the UK or
abroad, it is essential that formal planning takes place before setting off. This involves considering the dangers
and difficulties which may arise and making plans to reduce them. In practice, the head teacher - who is
responsible for planning visits - will often delegate the detailed planning to the organiser of the visit or the
group leader. The Head will satisfy her/himself that the person planning the visit is competent to do so and
has the necessary relevant experience.

Risk assessment

Risk assessments, which employers are legally required to do are carried out by the group leader. An
assessment should be completed well before the visit, and should be approved by the head. A risk assessment
for a visit need not be complex but it should be comprehensive. It does not generally require technical
formulae or professional health and safety expertise. But specialised information for some visits may be
necessary and head teachers should ensure that the person assessing the risks is competent to do so. A formal
assessment of the risks that might be met on a visit should have the aim of preventing the risks or reducing
them. Students must not be placed in situations which expose them to an unacceptable level of risk. Safety
must always be the prime consideration. If the risks cannot be contained then the visit must not take place.
The risk assessment should be based on the following considerations:

e what are the hazards?
who might be affected by them?
what safety measures need to be in place to reduce risks to an acceptable level?
can the group leader put the safety measures in place?
what steps will be taken in an emergency?

The person carrying out the risk assessment should record it and give copies to all teachers/supervisors on the
visit, with details of the measures they should take to avoid or reduce the risks. The head should also be given
a copy so that approval, as necessary, can be given with a clear understanding that effective planning has
taken place.

Frequent visits to local venues such as swimming pools may not need a risk assessment every time.
Nevertheless, it is essential not to become complacent. A generic assessment of the risks of such visits should
be made at regular intervals, and careful monitoring should take place. The group leader and other
supervisors should monitor the risks throughout the visit and take appropriate action as necessary.

PLANNING VISITS

Before booking a visit the group leader should obtain a written or documentary assurance that providers such
as tour operators have themselves assessed the risks and have appropriate safety measures in place.

Detailed advice on risk assessment can be obtained from the Health and Safety Executive, which has issued a
revision of its booklet, Five Steps to Rigkssessment
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The group leader should take the following factors into consideration when assessing the risks:
o the type of visit/activity and the level at which it is being undertaken;

the location, routes and modes of transport;

the competence, experience and qualifications of supervisory staff;

the ratios of teachers and supervisory staff to students;

thegr2 dzLJ YSY 06 SNE Q | 3 S sand@etpetaifeiit Snd DS ttabithk of tifeSciivity;

the special educational or medical needs of students;

the quality and suitability of available equipment;

seasonal conditions, weather and timing;

emergency procedures;

how to cope when a pupil becomes unable or unwilling to continue;

the need to monitor the risks throughout the visit.

Exploratory visit

An exploratory visit should be made by any teacher who is to lead a group abroad or on a residential visit or
who is to instruct or lead the group in an outdoor activity such as trekking in a location that is not familiar to
them. In other cases the group leader should undertake an exploratory visit, wherever that is possible, to:

e ensure at first hand that the venue is suitable to meet the aims and objectives of the academy visit;
obtain names and addresses of other academies who have used the venue;
obtain advice from the manager;
assess potential areas and levels of risk;
ensure that the venue can cater for the needs of the staff and students in the group;
become familiar with the area before taking a group of young people there.

If in the last resort an exploratory visit is not feasible then the group leader will need to consider how to
complete an adequate assessment of the risks. A minimum measure would be to obtain specific information
by letter from the venue, from other academies/school who have recently visited it, and from local
organisations such as tourist boards.

Many academies/schools will take new groups of students to the same location each year. As some factors
will change from year to year, it is prudent to re-assess the risks each time - even when the group leader stays
the same. It may be useful to evaluate each completed visit and keep a record.

Other considerations

Other factors which should form part of the planning stage include:
o the facilities/equipment the group will need to take on the visit;
o the facilities/equipment to be provided at the venue;
o staff training needs;
¢ the designation of someone to record the details of the visit and to carry accident forms etc;
transport arrangements;
insurance arrangements;
information to the provider;
communication arrangements;
supervision ratios;
e contingency measures for enforced change of plan or late return;
¢ information to parents;



e preparing Students;
e emergency arrangements;
e arrangements for sending Students home early.

Financial planning

The group leader should ensure that parents have early written information about the costs of the visit, how
much will come from academy funds, and how much each parent will be charged or asked to contribute.
Parents should be given enough time to prepare financially for the visit. It may be useful to break the costs
down into subheads such as travel, hostel, meals etc. (See Charging and Remissions Policy)
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academy funds and from private accounts. The head /group leader should reach a pre-agreement with
parents on whether any funds left surplus after the visit will be returned to parents or retained for another
visit.

Charging for visits
(See Charging and Remissions Policy)

First aid
First aid should form part of the risk assessment. Before undertaking any off-site activities the head or the
group leader should assess what level of first aid might be needed. On any kind of visit the group leader
should have a good working knowledge of first aid and ensure that an adequate first-aid box is taken. For
adventurous activities, visits abroad or residential visits it is sensible for at least one of the 3 N2 dzLJQ a
be a fully-trained first-aider. All adults in the group should know how to contact the emergency services.
The minimum first-aid provision for a visit is:
e asuitably stocked first-aid box;
e aperson appointed to be in charge of first-aid arrangements.
Other considerations when considering first-aid needs should include:
e the numbers in the group and the nature of the activity;
o the likely injuries and how effective first aid would be;
e the distance of the nearest hospital.
First aid should be available and accessible at all times. The Health and Safety Executive recommends the
following minimum contents for a travelling first-aid box where no special risk has been identified:
¢ aleaflet giving general advice on first aid;
six individually wrapped sterile adhesive dressings;
one large sterile unmedicated wound dressing approximately 18 cm x 18 cm;
two triangular bandages;
two safety pins;
individually wrapped moist cleansing wipes;
e one pair of disposable gloves;
e aresusciade (for hygienic mouth to mouth resuscitation) would also be useful.
All minibuses are required by law to carry a first aid kit.

PLANNING THE VISIT

(See Visits policy)
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SUPERVISION
Vetting suitability
The group leader needs to be clear about procedures for vetting volunteers who wish to be supervisors or
drivers, in particular for residential visits. The suitability of potential supervisors should be assessed by the
group leader and the head at an early stage of the planning process. Where there is any doubt about
suitability further investigations should be made and if any doubt remains the adult should not be allowed to
help supervise the visit. Similar considerations should be made for adults who have no supervisory role but
who wish to take part in the visit.
The Education (Teachers) (Amendment) Regulations 1998, which came into force on 1 August 1998, made
changes to the law with the aim of preventing people who are barred by the Secretary of State from being
directly employed by an LEA, academy or further education college from getting round the ban by either:

e working as a volunteer; or

e working in a business that is contracted to provide services to academies, further education

institutions, or students attending them.

The amendment means that List 99 checks should be carried out on volunteers and staff employed by
contractors who will have regular contact with children and young people attending the academy or college
either on or off the premises.

(See the Safeguarding children Policy)

General
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informed decisions and will be less at risk. Providing information and guidance to students is an important
part of preparing for an academy visit. Students should clearly understand what is expected of them and what
the visit will entail. Students must understand what standard of behaviour is expected of them and why rules
must be followed. The lack of control and discipline can be a major cause of accidents. Students should also be
told about any potential dangers and how they should act to ensure their own safety and that of others.
Students should also be involved in planning, implementing and evaluating their own curricular work and have
opportunities to take different roles within an activity. This should include considering any health and safety
issues.

Participation

The group leader should ensure that the students are capable of undertaking the proposed activity. Students
should be encouraged to take on challenges during adventurous activities but should not be coerced into
activities of which they have a genuine fear. Students, whose behaviour is such that the group leader is
concerned for their safety, or for that of others, should be withdrawn from the activity. On residential visits
the group leader should consider whether such Students should be sent home early. Parents and students
should be told in advance of the visit about the procedures for dealing with misbehaviour, how a pupil will be
returned home safely and who will meet the cost.

Equal opportunities

Every effort should be made to ensure that academy journeys and activities are available and accessible to all
who wish to participate, irrespective of special educational or medical needs, ethnic origin, sex, religion etc.
All young people should be encouraged to participate in as wide a range of activities as possible. If a visit is to
cater for students with special needs, a suitable venue should be selected.



PREPARING STUDENTS

appropriate and inappropriate personal and social conduct including sexual activity;
who is responsible for the group;

what not to bring back either within the UK or from abroad such as drugs, knives etc;
what to do if approached by anyone from outside the group;

rendezvous procedures;

what to do if separated from the group;

emergency procedures.

For residential visits all group members should carry the address and telephone number of the
accommodation in case an individual becomes separated. This applies to exchange visits when students will
also need to know about any ground rules agreed between the group leader and host family. Where visits
involve multiple activities with differing requirements each activity will need to be assessed and separate
information provided. Students should be aware of who is responsible in any instances where the group
leader has delegated responsibility to another member of staff or instructor. If at any time there is a change in
the planned schedule new activities should be assessed and students provided with the appropriate
information.

Preparing Students for remote supervision

During any time that remote supervision takes place the group leader must ensure that students are aware of
the ground rules and are adequately equipped to be on their own in a group. The size of each group should
also be considered. As minimum students should have the following:

telephone numbers and emergency contacts if lost;

money;

maps and plans and any other information for them to act effectively;

location of local telephones and the appropriate coins;

a knowledge of how to summon help;

a knowledge of out of bounds areas or activities;

identity cards and a rendezvous point.

It is important that students are told not to go off on their own, are given clear instructions about permitted
remote supervised activities and understand and accept the ground rules.

Transport and Students

Students using transport on a visit should be made aware of basic safety rules including:
e arrive on time and wait for the transport in a safe place;
e do not rush towards the transport when it arrives;
e wear your seatbelt and stay seated whilst travelling on transport;
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bags must not block aisles or cause obstructions;
never attempt to get on or off the moving transport;
never lean out of or throw things from the window of the transport;
never get off a vehicle held up by traffic lights or in traffic;
never run about or pass someone on steps or stairs while transport is moving;
e never kneel or stand on seats;
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stay clear of doors after boarding or leaving the transport;

after leaving the vehicle, always wait for it to move off before crossing the road;

if you have to cross roads to get to the transport in the UK always use the Green Cross Code;

if you feel unwell tell a teacher or supervisor.

The group leader should ensure that students know what to do if they miss the scheduled departure time.

Students with special educational and medical needs

The head should make every effort to include students with special educational or medical needs in academy
visits, whilst maintaining the safety of everyone in the group. Special attention should be given to appropriate
supervision ratios and additional safety measures may need to be addressed at the planning stage.

Students with medical needs

Additional safety measures to those already in place in the academy may be necessary to support students
with medical needs during visits. Arrangements for taking medication and ensuring sufficient supplies for

residential visits may be required. All teachers supervising visits should be aware of apupA f Q& YSRA Ol

and any medical emergency procedures. Summary sheets held by all teachers, containing details of each
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leader should discuss the LJdzL Jhdividual needs with the parents. Parents should be asked to supply:

details of medical conditions;

emergency contact numbers;
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information on whether the pupil has spent a night away from home before and their ability to cope

effectively;

e written details of any medication required (including instructions on dosage/times) and parental
permission to administer;

e parental permission if the pupil needs to administer their own medication or agreement for a

volunteer teacher to administer;

information on any allergies/phobias;

information on any special dietary requirements;

information on any toileting difficulties, special equipment or aids to daily living;

special transport needs for Students who require help with mobility.

Enquiries should be made at an early stage about access and facilities for securing wheelchairs on transport
and at residential centres etc, if appropriate. If ramps are not going to be available in certain places, the
organiser may wish to arrange to take portable ramps with them. The group leader should at an early stage
assess whether manual handling skills will be needed and, if so, whether training should be sought. All
teachers supervising the visit should be given the opportunity to talk through any concerns they may have
about their ability to support the child. Extra help should be requested if necessary, e.g. a care assistant. If
teachers are concerned about whether they OF y  LINE GA RS T2 NJ | LIdzLJIA stutedts od
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group leader should check that the insurance policy covers staff and Students with pre-existing medical needs.

Medical consent
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emergency treatment, including anaesthetic or blood transfusion, as considered necessary by the medical
authorities. If parents do not agree to this, the head may decide to withdraw the child from the visit - given
the additional responsibility this would entail for the group leader.

The driver:

The driver is responsible for the vehicle during the visit.
Seat belts:

All minibuses and coaches which carry groups of three or more children aged between 3 and 15 years
inclusive must be fitted with a seat belt for each child. The seats must face forward and seat restraints must
comply with legal requirements. For further information contact the Department of the Environment,
Transport and the Regions (DETR).

Supervision on transport

The level of supervision necessary should be considered as part of the risk assessment for the journey. The
group leader is responsible for the party at all times including maintaining good discipline. The driver should
not normally be responsible for supervision. All group members should be made aware of the position of the
emergency door and first aid and anti-fire equipment on transport. The group leader should also be aware of
alternative routes or means of travel in the event of delay or cancellation.

Adventure activities using licensed providers

When planning to use adventure activity facilities offered by a commercial company or by a local authority the
group leader should follow the policy of the LEA or academy and check:

e whether the provider is legally required to hold a licence for the activities it offers and, if so,

¢ that the provider actually holds a licence.

Vaccinations

The group leader should find out whether vaccination is necessary and ensure that all members of the group
have received it in good time. Check whether the country to be visited requires proof of vaccination.

Emergency Medical Facilities

Some of these are available through reciprocal health care arrangements in European Community (EC)
countries to EU Nationals. Form E111 from DSSis the certificate of entitlement to free or reduced cost
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Paperwork

The group leader should ensure that they obtain and take with them:



o travel tickets, passports and visas. It is also advisable to carry a separate list of the numbers of any
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a copy of the contract with the centre/hotel etc, if appropriate;

e medical papers e.g. form E111s and significant medical histories;

e parental consent forms and permission for group leader to authorise emergency treatment on
parental behalf;

¢ the phone numbers and addresses, at home and in academy, of the head teacher and of the academy
contact;

e the names of parents and the addresses and telephone numbers at which they can be contacted

(home and workplace);

copies of a list of group members and their details;

details of insurance arrangementsandthe O2 YLJ y @ Q& (St SLIK2y S ydzYoS
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location of local hospital/medical services.

The group leader may wish to ask parents for passport size photographs of the Students. It might be useful to
have photographs of the adults in the group as well.

Emergencies

The group leader must ensure that all members of the group know what action to take if there is a problem.
The group leader and supervisors should know where the nearest British Embassy or Consulate is located and
the telephone number. Depending on the age of the Students, it may be appropriate to ensure that they have
this information to hand. Group leaders need to be aware that some diseases are more prevalent in some
countries than in others and should know what action to take should a member of the group become
infected. Many of the health problems of students on longer visits are caused by lack of food, of liquid or of
sleep. The group leader should take this into account at the planning stage and take measures to prevent
these risks. If appropriate, parents should be asked to provide suitably factored sun protection creams and
sun hats/glasses. Group members should be advised about the dangers of over-exertion in the heat and of
dehydration, which can cause headache, dizziness and nausea. In warm climates it is important to keep fluid
levels high, take extra salt and wear loose, lightweight clothing - preferably made of cotton or other natural
fibres.

Travel by air

Taking an academy group on an aircraft requires careful planning and preparation. The airline/travel agent will
be able to advise on particular requirements. If the group includes any members with disabilities, it is
advisable to check that the airline has a wheelchair service and lifting facility etc, if appropriate. The group
leader should resist any attempt by the airline to split the group between different aircraft.

NJT

;



