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INTRODUCTION 
School visits, which provide valuable opportunities for learning through first-hand experience, are an integral part of the curriculum at Roan St Patrick’s but the safety of children is always our first priority.
Under the common law ‘duty of care’, children, like all other citizens, are legally entitled to receive due care and attention in terms of their welfare and safety, by those in whose charge they are placed.

The safety and welfare of children in the charge of others is specifically addressed through a number of statutes, the basic requirements of which are set out below. Educational visits have become an intrinsic feature of curriculum planning with the introduction of the following pieces of legislation:
· The Education Reform Order (1989) 
· A Policy for the Northern Ireland Youth Service 1987 
· Pastoral Care in Schools – Child Protection – DENI (1999), DENI (2001) and supplements (2002).  

· Health and Safety of Pupils on Educational Visits - DFEE (1999) and DFES supplements (2002). 

· Supporting Pupils and Mediation Needs 2008. 

· Safeguarding & Child Protection – A Guide for Schools DE 2017.

Educational visits play an important part in the curriculum offered to the pupils in schools. Children derive considerable benefit from participating in a wide range of external experiences, particularly those not normally available in the classroom. ‘EA Educational Visits Interim Guidance 2017’ has been produced to exemplify best practice and provide updated guidance on procedures to meet relevant Health and Safety and Child Protection requirements. It provides a useful framework for everyone involved in planning and carrying out of educational visits. The document can be accessed on the Education Authority website.

The first principle is that All visits are Educational. They are intended to be a learning experience for the children. For this reason, there must be preliminary preparation work and subsequent follow-up in school. The children must be usefully occupied with appropriate tasks on their journey and during their visits. 

The children’s education at Roan St Patrick’s is aimed at helping them to grow into responsible members of our society with due regard for other people and property. For this reason, standards of discipline and behaviour, similar to those in school, are insisted upon when the children are out on visits or trips. 
Staff have a responsibility to see that the children are suitably and constantly occupied in learning experiences on visits so that interest is maintained and which in turn is less likely to lead to bad behaviour as a result of having no purposeful activities. 

Staff also have a commitment to total supervision on such occasions, and in the case of residential visits this means 24 hours a day responsibility and one hundred percent cover during waking hours. 

Every effort should be made to ensure that educational visits are available and accessible to all who wish to participate, irrespective of special educational, dietary or medical/health needs, ethnic origin, gender or religion. All young people should be encouraged to participate in as wide a range of activities as safety considerations will permit. If a visit is to cater for young people with special needs, the choice of venue and means of transport will need to be given consideration.
1. CATEGORIES OF EDUCATIONAL VISITS 
Category 1: Curriculum based activities which take place on a regular basis and occur largely within establishment hours. Parents must be informed and permission given (permission may be granted at the beginning of the school year to cover all Category 1 events). Examples include: Visits to swimming pools, playing fields, regular sporting events and field studies. 
For Categories 2, 3 & 4 parental consent forms will be required for all visits made by school pupils. The approval of the Board of Governors should always be sought and they should be kept informed of the activities by the principal.
Category 2: Day Visits and activities which extend beyond the normal establishment day but do not involve overnight accommodation. Examples include:- Visits to sites of historical, environmental, scientific and geographical interest. Visits to a pantomime, concert, end of year school trip, House System trip and participation in large locally/regionally based events including sporting fixtures.
Category 3: Residential visits of one or more nights away from home within the U.K. or Ireland (Non-hazardous).
Category 4: Residential visits of one or more nights away from home outside the U.K. or Ireland (Non-hazardous) e.g. sporting events, cultural activities.
Category 5: Hazardous Activities – residential and non-residential e.g. Activities undertaken at outdoor pursuits centres.

2. BASIC PRINCIPLES OF SAFE PRACTICE 
Every leader has a statutory responsibility to ensure, as far as is possible, the safety and welfare of the young people in their care. They must act in ‘loco parentis’ which means that they must ‘take reasonable care of their young people as a reasonable parent would take of their young people, having regard to all circumstances’. The Principal must be satisfied that all leaders and volunteers who accompany school parties are fully competent to do so. In practice, a higher standard of care may be demanded from a leader than from a parent. 
· Having identified a clear educational purpose, careful planning and efficient organisation are central to safe practice.

· The party leader (if other than the principal) must have approval from the principal and they must work collaboratively to ensure that all safety measures are in place. 

· Respect for self and others must be enshrined in safe practice. Young people should not be coerced into activities of which they have a genuine fear. 

· Codes of conduct in relation to behaviour need to be agreed and clearly understood by all participants. 
· Safety is concerned with the overall well-being of young people and incorporates health and safety issues. A duty of extra care for the physical and psychological well-being of all individuals during hazardous activities is required. 

· The Principal should choose experienced and reliable leaders. A varied background of recent personal and professional experience in related activities on the part of party leaders and other supervising adults enhances safe practice. Experience gained and the raising of awareness of safety issues should be encouraged through planned programmes of training and development. It is recommended that party leaders should have previous experience as a leader on a similar activity. All outdoor education activities must be led by a qualified leader with relevant qualifications. 
· The party leader and other accompanying adults should make every effort to know the group of participating young people and obtain any relevant information about them. 

· Respect for environment and conservation should feature as an integral part of all out of school activities. 

· In the event of a serious incident contact principal/board officer/youth officer. The leader should not make a press statement. 

EDUCATION AUTHORITY EMERGENCY CONTACT NUMBERS

028 3752 3811 or 028 3751 2200

3. ROLES and RESPONSIBILITIES 
The aim of this section is to clarify the major responsibilities of all parties involved in the organisation of the excursion. Such clarification should help to ensure the awareness of the relevant individual or organisation. 

Part 1 Section 14 of the Educational Visits Interim Guidance 2017 gives clear guidance to the roles and responsibilities of: 

3a The Board 
· As an employer, the Board is responsible for the actions of its employees whilst in the course of their employment, whether paid or voluntary. By association this includes responsibility for the safety and well-being of young people in its care. 
· To ensure these responsibilities are met the Board provides a policy statement and guidelines and will continue to provide up-to-date advice and support, including providing appropriate training opportunities for leaders. 
3b Board of Governors
The Board of Governors should: 
· Ensure that the visit has a specific and stated educational purpose.
· Ensure that appropriate systems and procedures are in place to comply with the Board’s policy. 

· Ensure that the group leader/organiser shows how their plans comply with regulations and guidelines, including Health and Safety and Child Protection. 

· Assess proposals and inform the Board if participating in categories 3 or 4.
3c The Educational Visits Co-ordinator (EVC)
· The Principal Mr Mone is the designated Educational Visits Co-ordinator (EVC). It is recommended that the responsibility for ensuring that the criteria outlined in section 14 rests with the Educational Co-ordinator. 
3d The Principal 
The Principal should ensure that:
· Visits comply with regulations and guidelines provided by the Board.
· The Board of Governors has approved the educational visit. 

· Arrangements have been made for any medical needs or special educational needs of participants and all staff are aware of these needs. 

· Adequate insurance for the visit has been identified. 

· Child Protection procedures are in place in line with Education Authority policy and the agreed personnel informed should there be cause for concern. 

· Parents have signed a consent form.
· The training needs of staff and participants has been assessed and addressed appropriately.
· The group leader has experience in supervising the age group of participants and will manage the group effectively. 

· Group leaders/staff are allowed sufficient time and resources to organise properly. 

· Ratio of staff/participants is appropriate.
· All accompanying adults have clear roles. 

· Any necessary vetting of accompanying adults has been carried out in line with the requirements of DENI.
3e Party Leader (if not the Principal)
The Party Leader should be an employee of the organising body unless 

otherwise agreed and approved by the Board and should: 
· Gather relevant information on participants, including medical, dietary and contact details.
· Gather information and, where appropriate, organise the visit in consultation with all participating schools/organisations. 

· Ensure that safety is a key priority in relation to the supervision of young people throughout the visit. 

· Ensure that all participants are provided with contact numbers for their leaders and emergency services.
· Ensure that parents are fully informed of all aspects of the programme, requirements and procedures. 

· Ensure that any adults accompanying the group are suitably qualified, trained and briefed. 

· Meet all staff and participants before the trip and ensure that relevant information is distributed. 

· Establish a system for monitoring and evaluating the visit and share outcomes with all participants 

3f Supervisory Adults
Supervisory adults should: 
· Act in ‘loco parentis’ - take care of the young people in the group as a reasonable parent would, having regard to all circumstances. In practice, a higher standard of care may be demanded from a leader than a parent.
· Strive to ensure the health and safety of everyone in the group. 

· Assist the party leader with supervision of the group. 

3g Volunteer Supervisors 
To satisfy staffing ratios, it may be necessary to involve persons other than staff members as volunteer supervisors, for example, parents, trainee teachers. These adults can play a very valuable part in ensuring the safety of group participants while on a visit. However, prior to any visit they should be clear about their role and responsibilities during the visit. (see Volunteers in School Policy). 
3h The Child 
The child participating must agree behavioural guidelines for all participants in line with the school’s risk assessment.
3i Parents (or those with Parental Responsibility)
Parents must: 
· Read and agree to guidelines provided by the school. 

· Attend any necessary preparatory meetings.
· Sign any necessary consent forms.
· Inform group leader (in the event that the leader is not available, another member of staff) of any specific needs or concerns affecting their son’s or daughter’s participation in the educational visit (emotional, psychological and physical health).
4. STAFFING - LEADERSHIP AND QUALIFICATIONS 
Competent leadership by an appropriate number of suitable adults is 
the most important factor of all. 
4a Approval of Staffing
· Approval of staffing for visits rests with the Principal who must satisfy himself that all staff involved are sufficiently competent and experienced. 

· Planning and organisation should be such that young people are not exposed to risk of racial, sexual or physical abuse or harassment by adults or others within a peer group, when taking part in the visit. 

4b Status of Party Leader, Accompanying Staff and Volunteers
· Party leaders must be full or part-time paid employees of the Board who have knowledge of the party members.
· The implications of shared responsibility, for example for different parts of a visit or where instructors or residential centre staff are involved, have to be considered; respective responsibilities must be established and clearly understood by all staff.
4c Supervision of Children 

The party leader’s duties include: 

• Recognising dangers and alerting the children to them.

• Knowing the children, including those who have particular medical or other disabilities, which render them at a greater risk than the majority of children. 

• Ensuring that there is adequate supervision for the group at all times. This is particularly significant in categories 3 and 4. 

• Ensuring that the other supervising adults are clear about their responsibilities and are aware of emergency procedures. 

• Agreeing a leadership ratio taking into consideration the experience and capabilities of the leaders and the nature of the group.

• Regular head counting of the group, particularly before leaving a venue. All supervisors must always carry a list of the group involved in the visit. The leader must establish rendezvous points and tell the young people what to do if they become separated from the group.
Water activities, including swimming or paddling are potentially dangerous and must be allowed only when properly supervised, preferably in recognised bathing areas. This also applies to any other high-risk activity, for example hill walking. Supervisors must remain vigilant throughout such activities. 
4d Free-time Arrangements within the group programme
Free-time arrangements need to be supervised and organised. The level of supervision is dependent on the age of the children, their maturity and the circumstances. 

Leaders should know the whereabouts of the group and must make rules and sanctions clear to the children. 

Children must never go off alone. 

The leader should insist on minimum group size and the need for mutual support. In the case of residential visits organised games, quizzes, competitions and evening visits are useful.

4e Staffing Ratios 

It must be emphasised that it is the responsibility of the Principal to determine supervision ratios that will as far as possible ensure the safety of the group at all times. 

One Adult to 8-10 children on a residential visit. 

It is recommended that no visit should be undertaken without a minimum of two adults. 
Where a party consists of young people of both sexes, both male and female leaders, where circumstances allow, should be provided unless otherwise agreed. 

Where a visit is organised to a centre with its own supervisory staff, supervision levels may be adjusted to take account of the level and type of supervision provided by that staff. 

A leader may have to leave the group for reasons such as illness, an emergency at home or accompanying a sick or injured participant. The Principal must take this into account when determining the leader/child ratio. This is particularly the case for category 3, 4 and 5 visits.
Ratios – Suggested Starting Points
	 
 
	AGE GROUP 
	RATIOS 

	PRE-SCHOOL 
	Nursery 
	one adult for up to a maximum of six young people 

	PRIMARY 
	Foundation Stage (P1/P2) 
	one adult for up to a maximum of ten young people 

	
	Key Stages 1 and 2 (P3-P7) 
	one adult for up to a maximum of fifteen young people 

	POST-
PRIMARY 
	Key Stages 3 and 4 (Yr 8-12) 
	one adult for up a maximum of twenty young people 

	
	Post-16 (Yr 13/Yr 14) 
	one adult for up to a maximum of twenty young people 


Where no employer requirements are set, supervision should be determined through an informed risk assessment, taking account of the range of variables.  There are a number of different approaches to such an assessment.  The OEAP provides one example using the acronym SAGED as a way of remembering the issues to consider: 
Staff requirements – Training? Experienced? Competent? Ratios? 

Activity characteristics – Specialist? Insurance issues?  Licensable? 

Group characteristics – Prior experience? Ability? Behaviour? Special and medical needs? 

Environmental conditions – Urban, rural, remote? Impact of weather? Ease of communications? 

Distance from support mechanisms in place at the home base – Transport? Residential? 
5 PLANNING AN EDUCATIONAL VISIT 
This section underlines the importance of planning and includes a useful planning checklist. 

•  Careful planning is essential in order to ensure, as far as possible, the safety and enjoyment of all those participating in visits and a risk assessment (Appendix 1) carried out. 

•  A clear educational purpose for the visit must be identified and agreed by all participants. 

•  There should be a pre-visit by the party leader. If this is not possible, alternative means of gaining accurate background information must be found. 

•  Planning and organisation of the visit should ensure that young people are not exposed to risk of physical, sexual, emotional abuse, or harassment on the grounds of gender by adults or others within a peer group. 

•  Safety guidelines must be agreed and adhered to by all participants. 

•  Relevant emergency procedures must be established for all visits. In relation to the trip to the mainland consideration to emergency procedures are the following: 

a) on board boat 

b) travelling by bus 

c) in hotel 

d) at places of interest 

Communication between the Principal and leaders is very important prior to the visit. All relevant information will be passed to children prior to the trip. 

A clear educational purpose prior to and during the Educational Visit is important.
Before your Educational Visit:

1. Seek support from the Principal and consider together key aspects; for example, supervision, health and safety, finance, accommodation, transport. 

2. Find out specific details about the visit in relation to the key aspects. 

3. Prepare programme of activities/itinerary. 

4. Organise travel and accommodation. Choose/check appropriate insurance cover for the visit. 

5. Clarify roles and responsibilities of all participants. 

6. Establish lines of communication for the duration of the visit 

7. Compile a list of contact details. 

8. Health and Safety Issues:

• Identify possible risks and establish agreed procedures. 

• Make a record of the medical and dietary requirements of those participating in the visit. 

• Prepare First Aid Kit. 

• Decide who is responsible for valuables/money/medication of children.
During the Educational Visit
1. Remember that leaders are ‘in loco parentis’ at all times. 

2. Leaders and accompanying adults must observe the organisation’s Child Protection Policy and act responsibility at all times. 

3. Respect for self and others is paramount. 

4. Ensure that the participants are orientated on arrival at any location and know what to do if they become separated from the group. 

5. The party leader, accompanying adults and young people must be made aware of emergency procedures, for example fire drill. 

6. Arrange appropriate contact points and make head counts. 

7. Regularly reinforce agreed Codes of Conduct. 

8. In the event of a serious incident follow the agreed Emergency Procedures. 

9. Be flexible, for example be prepared to modify the programme in the interest of safety. 

10. Notify all participants of major changes in arrangements or of accidents as soon as possible.
11.Observe leader/young person ratios at all times. 

12.Carry all appropriate information at all times, for example medical and dietary records.
13.Carry First Aid Kit at all times. 

14.Carry list of contact details at all times (including numbers of emergency services). 

15.Carry a sum of petty cash for unexpected costs.

After the Educational Visit – Collate Verbal Feedback – Record if Needed 
1. Encourage prompt return of any equipment e.g. baseball caps.
2. Compile participants’ evaluation. 

3. Evaluate and deal with any outstanding issues with tour company.
4. Prepare report. (Appendix 2 – Incident Report Form)
5. Feedback to all participants. 

6. Consider evaluations in future planning. 
6 EMERGENCY PROCEDURES 

• Emergency procedures must be established by the leader and must be communicated to and understood by all members of the party. 

• At least one leader in a party should have knowledge of First Aid. It should be understood, however, that First Aid should be limited to the leader’s knowledge and experience. 

• In a case where a young person is injured, specialist help must be sought. Every effort must be made to contact the parent. In the event where the parent cannot be contacted the leader must act ‘in loco parentis’. 

• A ‘lost’ procedure is an additional safety precaution. Every member of the group should know in advance what course of action to follow if lost.
• If the leader has cause to believe that a young person has been abducted whether against his/her will or not, the Police must be notified immediately.
• If an accident occurs take appropriate action. The Principal or leader in charge must inform the parents immediately. If the accident is serious, a representative of the Board of Governors and the appropriate head of section in the Board must be informed. 

EMERGENCY PLAN – ACTIONS TO BE FOLLOWED

Child Missing:

1.
Alert management of centre

2.
Alert group leader

3.
Assemble all other children together

4.
Organise search – contact police / parents

5.
Let police take control

6.
Inform school / principal
Child Seriously Injured:

1.
Alert First Aider

2.
Alert management of centre

3.
Alert group leader

4.
Contact Emergency Services – let them take control

5.
Contact parents

6.
Inform school / principal
An Incident Report Form must be completed for emergencies or injuries (Appendix 2).
It is our intention to ensure that all due consideration be given to all possible issues arising out of an educational visit. The staff of Roan St Patrick’s PS will endeavour to act in the interests of the children at all times.
The school will use template forms and paperwork from ‘EA Educational Visits Interim Guidance for Schools 2017’ Part 2 to implement policy procedures.
This policy was ratified by the Board of Governors after consultation with all stakeholders on the date below.
Signed:______________________ (Principal)

Signed:______________________ (Chair of Governors)

Date:________________________

Appendix 1 – Sample Risk Assessment
[image: image1.emf]ACTIVITY:   Educational Visit:         P3   Trip   –   Ranfurley House     Completed by:    Mr Mone                                Date:   14 - 11 - 19      

Hazard  To Whom  Severity (1 - 5)  Likelihood(1  - 5)  Risk (S x R)  

  Lost child, r oad  traffic accident, travel, abduc tion  of pupil, minor accidents    Pupils   Staff   Volunteers  5  2  10  

Existing Precautions  Additional Precautions  Who  When  

   Child protection procedures followed      E/A   guidance followed      School policy for  E ducational  V isits followed      Pr oposals for educational visits agreed   by Principal, Governors and  EA   as appropriate      Observe staff /pupil ratios at all times   (1 - 10   whilst on bus  –   Ranfurley have at least 1 supervisor   making ratio 1 - 10 )      Carry fully stocked first aid kit at all times      Pre - v isit   of site and activity      Carry out individual risk assessments for individual activities      Children reminded of behaviour and safety requirements before  leaving      Staff to lead children to and from bus (one at front / at back   /  middle )      Follow all  venue   rules      Chil dren walked to and from toilets in small groups by staff  member     Up to date contact details for pupils      Correct insurance held by bus operators      Seat belts  fitted and  worn      First Aid Person in a ttendance   (Ranfurly Staff)     Mrs Vincent   will provide contact list for those going   T eacher organising  outing  to give list of names in  advance  Teacher in charge of  group   ( Mrs O’Lone / Miss  Kerr )   –   Classroom  Assistants  ( Mrs Hughes )  Prior to visit     During Visit  

   Specific Needs of individuals going:    Specific Actions Required   (Medical etc)    Notes :           

Severity (Judgement on worst thing that can happen:  Death   5  Major 4  Serious  3  Minor  2  Nil 1)   Likelihood (Judgement about the chance or likelihood of an injury or ill health occurring:  Very likely 5  Likely  4  Quite p ossible  3  Possible  2  Not likely  1)   The risk factor  will be identified through the mu ltiplication of severity  by likelihood and will be a score from 1 - 25   25 V High Immediate cessation of the activity/16 - 24 High Suspend Activity un til risk reduced/12 - 15 Medium Pu t in place additional support measures/1 - 11 Low Risk  –   no action required    


Appendix 2 – Incident Report Form
Educational Visit Incident Record Form
Name of School:______________________________
 

Name of group leader:______________________________

Date, Time and Location of Incident: _________________________________________________________
 

Name and address(es) of witness(es):  
(a)
 
 

 
             (b)
 SHAPE  \* MERGEFORMAT 



(Please state in your own words what happened including details of names and status of those involved 

 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



Describe what action was taken (e.g. details of First-Aid, police or medical involvement) 

 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



Signed:______________________________

Date:________________________________ 

The information on this form is requested for the purpose of organising an educational visit. The information is covered by the provisions of the Data Protection Act, 1998. Your signature to the form is deemed to be an authorisation by you to allow the school to process and retain the information for the purpose(s) stated. 
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