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AIMS & PURPOSES OF EDUCATIONAL VISITS

Drumbeat School has a strong commitment to the added value of learning beyond the
statutory school day and beyond the school premises by the use of carefully planned
educational visits. This is part of the school’s required role to provide a broad and balanced
curriculum that promotes spiritual, moral, cultural, mental and physical development and
prepares young people for the opportunities and experiences of adult life.

We believe that: Every young person should experience the world beyond the classroom as
an essential part of learning and personal development, whatever their age, ability or
circumstances. These are often the most memorable learning experiences and help us to
make sense of the world around us by making links between feelings and learning. They stay
with us into adulthood and affect our behaviour, lifestyle and work. They influence our values
and the decisions we make. They allow us to transfer learning experienced outside to the
classroom and vice versa. Learning outside the classroom is about raising achievement
through an approach to learning in where direct experience is of prime importance. This is
not only about what we learn but more importantly how and where we learn.

Each year the school will arrange several activities that take place off the school site and/or
out of school hours. These visits will be carefully considered and planned

When planning a visit to a place of worship, parents will be provided reassurances that
participants will not be expected to participate in worship or be persuaded into accepting
others’ beliefs (OEAP guidance). The school will consider that parents have the right in law
to withdraw their children from religious education and this includes the right to withdraw
them from visits to places of worship. This right will be made explicit in letters to parents and
alternative provision must be made for any children who have been withdrawn on the day of
the visit. However, in noting the withdrawal of children from such experiences, schools
should consider whether this indicates behaviour in the home that leads them to have
concerns regarding extremist attitudes or behaviours.(Ref: The Lewisham Outdoor Education
Handbook: TABA, ) If a member of staff in a school has a concern about a particular pupil
they should follow the school’s normal safeguarding procedures, including discussing with
the school’s designated safeguarding lead, and where deemed necessary, with the Prevent
lead who can also provide support.

The school will ensure that any visits to places of Worship support the following Fundamental
British Values: a. An understanding that the freedom to choose and hold faiths and beliefs
other than one’s own is protected in law. b. An acceptance that other people having different
faiths or beliefs to oneself (or having none) should be accepted and tolerated, and should not
be the cause of prejudicial or discriminatory behaviour; and c. An understanding of the
importance of identifying and combatting discrimination.

Drumbeat school complies with the London Borough of Lewisham’s guidance “There and
Back Again” and with the DfE’s “Health and Safety of Children on Educational Visits”.

Legal Requirement Under the Health & Safety at Work Act 1974 The Head Teacher has a
duty to ensure, so far as is reasonably practicable, the health and safety of anyone on the
school premises this also includes pupils on off site visits.



The Management of Health and Safety at Work Regulations 1992 require risk assessments to
be undertaken to identify any risks that employees, pupils and others may be exposed to and
to ensure that appropriate control measures are applied to protect their health and safety.

There are long established and important common law requirements for those acting in “loco
parentis” to exercise the same care as would a reasonable parent. In the case of pupils on
educational visits, this role is carried-out by the accompanying teachers and support staff.

ROLES & RESPONSIBILTIES

The Executive Head Teacher, Heads of School and the Governing Body will satisfy
themselves that risk assessments have been carried out, that appropriate safety measures
are in place and that any training needs have been addressed. The Executive Head Teacher
and Heads of School will ensure the following:

¢ that the visit has a specific and stated objective

¢ that the group leader shows how their plans comply with regulations and any specific
guidelines, including the school’s health and safety policy document and that the
group leader reports back after the visit

o that they are informed about less routine visits well in advance for example,
residential trips

Educational Visits Co Ordinator (EVC)
The EVC (SLT) will ensure the following:

o that the group leader is competent to monitor the risks throughout the visit

o adequate safeguarding procedures are in place

e all necessary actions and checks have been completed before the visit begins

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

e training needs have been assessed by a competent person and the needs of the staff
and all the pupils have been considered

e the group leader has experience in supervising that age group

e supervision ratio is appropriate

e volunteers and parents are suitable people to supervise pupils

o all parents / carers have given consent

e arrangements have been made for any medical or special education needs of all
pupils

e adequate first aid provision is available

e travel times leaving and returning are known

¢ the mode of transport is appropriate

¢ full contact details of the venue are available including a contact name

e an agreed emergency procedure is available to issue to all teachers and supervising
persons

o alist of all the names and contact details of all adults and pupils on the trip has been
undertaken.

The group leader will have overall responsibility for the supervision and conduct of the visit
and will have regard to the health and safety of the group. The group leader will have been
approved by the heads of School. The group leader will:



obtain the Executive Head Teacher and/or Heads of School prior agreement before
any off-site visit takes place

appoint a deputy

clearly define each group supervisor’s role and ensure all tasks have been assigned
be suitably competent to instruct pupils in an activity and be familiar with the
location/centre where the activity will take place.

be aware of safeguarding procedures during the visit

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, parents, carers

undertake and complete a comprehensive risk assessment

ensure the risk assessment has been signed off by the EVC(SLT)

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

have enough information on the pupils 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 pupils is appropriate for the needs of the group
consider stopping the visit if the risk to the health or safety of the pupils is
unacceptable and have in place procedures for such an eventuality

ensure that group supervisors have details of the school contact

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

ensure that the group’s teacher and other supervisors have the details of pupils’
special educational or medical needs which will be necessary for them to carry out
their tasks effectively

ensure there is a contingency plan for any delays including a late return home

Adult Volunteers Adults (non-school staff) on the visit will be clear about their roles and
responsibilities during the visit. Adults (non-school staff) acting as supervisors must:

do their best to ensure the health and safety of everyone in the group

not be left in sole charge of pupils except where it has been previously agreed as part of
the risk assessment

follow the instructions of the group leader and teacher supervisors and help with control
and discipline

speak to the group leader or teacher supervisors if concerned about the health or safety
of pupils at any time during the visit

RISK ASSESSMENTS

A formal assessment of the risks that might be met by pupils and adults during the visit and
on the journey there and back should be undertaken and control measures identified to
eliminate or reduce any risks.

Risk Assessment considers the site and its environment, the group, the individual pupils, the
activity and the leaders.

Pupils 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 will be based on the following considerations:

o what are the hazards?

e who might be affected by them?

o what safety measures need to be in place to reduce risks to an acceptable level?

e can the group leader put the safety measures in place?

e Is there any previous visit information and feedback that can be used?

o what steps will be taken in an emergency?

e The person carrying out the risk assessment will record it and give copies to all
teachers/supervisors on the visit, with details of the measures they will take to avoid
or reduce the risks.

The EHT and EVC(SLT) will also be given a copy so that approval, as necessary, can be
given with a clear understanding and reassurance that effective planning has taken place.

Frequent visits to local venues such as a local park or Sainsburys may not need a new risk
assessment every time, but consideration should be given to the different pupils who will be
attending.

A generic assessment of the risks of such visits will be made at regular intervals, and careful
monitoring will take place.

Group leaders should where needed obtain risk assessments from the venue that they will
be visiting to ensure that they have appropriate safety measures in place.

The Group leader will also have to consider when considering the risks:

o the type of visit, activities and the level at which it is being undertaken
the location, routes and modes of transport

¢ accommodation type, location and security

e the quality and suitability of available equipment;

e seasonal events, conditions, weather and timings

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

e Security threat / incident

For residential trips or to new venues, an exploratory trip should be undertaken by the Group
leader to ensure the venue is suitable to meet the aims and objectives of the visit and meet
the needs of the pupils

FIRST AID
First aid provision will form part of the risk assessment.

Before undertaking any off-site activities, the group leader will assess what level of first aid
might be needed.

All Early Years visits must be accompanied by a fully qualified Paediatric First Aider.
All adults in the group will know how to contact the emergency services.
The minimum first-aid provision for a visit is:

* asuitably stocked first-aid box
* aperson appointed to be in charge of first aid arrangements



Other considerations when considering first-aid needs will include:

* the numbers in the group and the nature of the activity
» the likely injuries and how effective first aid would be

» the distance of the nearest hospital / medical centre

* First aid must be accessible and available at all times.

PUPILS WITH MEDICAL AND ADDITIONAL NEEDS

Special attention will be given to appropriate supervision ratios and additional safety
measures may need to be addressed at the planning stage. Where pupils with Medical
Needs, additional safety measures to those already in place in the school may be necessary
to support pupils with medical needs during visits. Arrangements for taking medication and
ensuring sufficient supplies for residential visits may be required. All teachers supervising
visits will be aware of a pupil’s medical needs and any medical emergency procedures. Care
plans will be carried by teachers, containing details of each pupil’s needs and any other
relevant information. If appropriate, a staff member will be trained in administering
medication, if they have not already been so trained, and will take responsibility in a medical
emergency. If the pupil’s safety cannot be guaranteed, it may be appropriate to withdraw
their place. The group leader will discuss the pupil’s individual needs with the parents.
Parents may be asked to supply:

e details of medical conditions;

e up-to-date emergency contact numbers;

e the child’s GP’s name, address and phone number

o information on whether the pupil has spent a night away from home before and their
ability to cope effectively

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

¢ sufficient medication to last the duration of the time away from home

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

o information on any allergies/phobias

¢ information on any special dietary requirements

¢ information on any toileting difficulties,

e special equipment or aids to daily living

e special transport needs for pupils who require help with mobility.

¢ Enquiries will be made at an early stage about access and facilities for securing
wheelchairs on transport and at residential centres etc, if appropriate.

¢ [framps are not going to be available in certain places, the organiser may wish to
arrange to take portable ramps with them. The group leader will at an early stage
assess whether manual handling skills will be needed and, if so, whether training will
be sought.

o All teachers supervising the visit will be given the opportunity to talk through any
concerns they may have about their ability to support the child.

o [fteachers are concerned about whether they can provide for a pupil’s safety or the
safety of other pupils on a trip because of a medical condition, they will seek advice
from the EVC (SLT) or further information from the pupil’s parents.

e The group leader will check that the insurance policy covers staff and pupils with
preexisting medical needs.



PUPILS WITH ADDITIONAL NEEDS

The school will already be familiar with the nature of a pupil’s needs. Any limitations or
problems the pupil may have will be considered at the planning stage and when carrying out
the risk assessment. Off-site visits may pose additional difficulties for some pupils and the
behaviour of some pupils may prove challenging. The following factors will be taken into
consideration:

° Is the pupil capable of taking part in and benefiting from the activity?

e Can the activity be adapted to enable the pupil to participate at a suitable level?

o Will additional/different resources be necessary?

¢ s the pupil able to understand and follow instructions?

e Wil additional supervision be necessary?

o It may be helpful to the pupil if one of the supervisors already knows them well and
appreciates their needs fully.

e The group leader will discuss the visit with the parents to ensure that suitable
arrangements have been put in place to ensure their safety.

FINANCE & INSURANCE

The group leader will ensure that parents have early written information about the costs of
the visit, how much will come from school funds, and how much each parent will be charged
or asked to contribute. Parents will be given enough time to prepare financially for the visit. It
may be useful to break the costs down into subheads such as travel, meals etc.

The Group Leader must ensure that a minimum of three staff have been budgeted for, on all
residential trips, regardless of the number attending. If this is not included in the ‘free places’
allocation it must be budgeted for in the cost to parents. The school Finance Officer will
ensure that banking arrangements are in place to separate the visit’s receipts from other
school funds and from private accounts.

Charging for Trips where parents are required to pay for trips, the group leader will keep an
accurate and up to date list of payments. All monies must be paid via ParentPay into the
accounts department accompanied by the relevant paperwork. The Group Leader must
ensure that all payments are received on time from parents, ensuring that any outgoings are
on time. All initial deposits are Non-Refundable. This must be made clear on initial letters to
parents.

School Insurance- The group leader must ensure, well before the group departs, that
adequate insurance arrangements are in place.

RATIOS

It is important to have a high enough ratio of adult supervisors to pupils for any visit. The
factors to take into consideration should include:

e sex, age and ability of group;

pupils with special educational or medical needs;
nature of activities;

experience of adults in off-site supervision
duration and nature of the journey



type of any accommodation

competence of staff, both general and on specific activities

any specific requirements of the organisation/location to be visited
competence and behaviour of individual pupils

REMOTE SUPERVISION

The aim of visits for older pupils may be to encourage independence and investigative skills,
and some of the time on visits such as residentials, may be unsupervised. The group leader
will establish during the planning stage of the visit whether the pupils are competent in
remote supervision and will ensure parents have agreed this part of the visit through
written/verbal consent. The decision to allow remote supervision should be based on risk
assessment and must consider factors such as:

Prior experience of pupils

Age of pupils

Responsibility of pupils
Competence/ experience of staff
Environment/ venue

The group leader remains responsible for pupils even when not in direct contact with them.
Parents will be told, before the visit, whether any form of remote supervision will take place.

TRANSPORT

The group leader must give careful thought to planning transport. The main factors to
consider include:

passenger safety;

the competence and training of the driver to drive the proposed vehicle and whether
the driver holds the appropriate valid licence;

number of driving hours required for the journey and length of the driver’s day
(including non-driving hours)

capacity and experience of driver to maintain concentration - whether more than one
driver is needed to avoid driver fatigue;

type of journey - will the visit take place locally or will it include long distance driving
i.e. motor-ways

traffic conditions

contingency funds and arrangements in case of breakdown/emergency

appropriate insurance cover

Weather

journey time and distance

stopping points on long journeys for toilet and refreshment

HIRING MINIBUSES AND COACHES

A list of reliable local companies is held by the Admin Officer. The School only books
vehicles with front facing seats that are fitted with seat belts. If any of the group uses a
wheelchair, the group leader will ensure that transport used has appropriate access and
securing facilities. It may be appropriate to use portable ramps.



PRIVATE CARS

Teachers who drive pupils in their own car must ensure their passengers safety, that the
vehicle is roadworthy, and that they have appropriate licence and insurance cover for
carrying the pupils.

EMERGENCY PROCEDURES

Generally, teachers in charge of pupils during a visit have a duty of care to make sure that
the pupils are safe and healthy. They also have a common law duty to act as a reasonably
prudent parent would. Teachers will not hesitate to act in an emergency and to take
lifesaving action in an extreme situation. Emergency procedures are an essential part of
planning a school visit. If an accident happens, the priorities are to:

e assess the situation

e safeguard the uninjured members of the group

e attend to the casualty

¢ inform the emergency services and any other relevant persons that need to know of
the incident

The group leader would usually take charge in an emergency and would need to ensure that
emergency procedures are in place and that back up cover is arranged. The group leader
will liaise with any relevant organisations.

Nominated Schools Contact- The school contact’s main responsibility is to link the group
with the school and the parents, and to provide assistance as necessary. The named person
will have all the necessary information about the visit.

Emergency procedures during a visit- If an emergency occurs on a school visit the main
factors to consider include:

establish the nature and extent of the emergency as quickly as possible

ensure that all the group are safe and looked after

establish the names of any casualties and get immediate medical attention for them

ensure that all group members who need to know are aware of the incident and that

all group members are following the emergency procedures

e ensure a member of school staff accompanies casualties to hospital and that the rest
of the group are adequately supervised at all times and kept together

¢ notify the police if necessary

¢ inform the school contact. The school contact number will be accessible at all times
during the visit

e details of the incident to pass on to the school will include nature, date and time of
incident; location of incident; names of casualties and details of their injuries; names
of others involved so that parents can be reassured; action taken so far; action yet to
be taken (and by whom)

¢ notify Lewisham Insurance Team, especially if medical assistance is required (this
may be done by the school contact)

e ascertain telephone numbers for future calls

e write down accurately and as soon as possible, all relevant facts and witness details

and preserve any vital evidence



¢ keep a written account of all events, times and contacts after the incident

e complete an accident report form as soon as possible

o Contact the HSE if appropriate

e No-one in the group will speak to the media. Names of those involved in the incident
will not be given to the media as this could cause distress to their families

Media enquiries will be referred to the designated media contact at Lewisham
Council

Emergency procedures for school prior to the visit- the name and school and home
telephone numbers of a school contact will be identified. It is advisable to arrange a second
school contact as a reserve. The EHT and GL will bear in mind that the contact lines may
become busy in the event of an incident and that alternative numbers to ring would be
useful. The main factors for the school contact to consider include:

o Ensuring that the group leader is in control of the emergency and establishing if any
assistance is required from the school

e Contacting parents. Details of parents contact numbers need to be available at all
times while the group is on the visit. The school contact will act as a link between the
group and parents. Parents will be kept as well informed as possible, at all stages of
the emergency

¢ Liaison with the EHT and/or governing body. The school contact will act as a link
between the group and the EHT and/or chair of governors and arrange for the group
to receive assistance, if necessary

e Direct any contact from the media to Lewisham Council

e The reporting of the incident using CS2 on Lewisham’s online system and to the HSE
if the incident is reportable under the Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations (RIDDOR)

After a serious incident It is not always possible to assess whether pupils or staff members
not injured or directly involved in the incident have been traumatised or whether other pupils
or staff in the school have been affected. In some cases, reactions do not surface
immediately. The school in this situation, may contact local community support services and
to seek professional advice on how to help individuals and the school as a whole cope with
the effects of a tragedy.

RESIDENTIAL TRIPS

Party Leaders on residential trips must consider a number of factors in order to ensure the
safety of all parties concerned. These include the building’s fire regulations and the condition
of the residential property. A pre-visit check would be suggested to check the property in
terms of fire safety and evacuation procedures along with a visual inspection of balconies,
stairways, electrical fittings, hazards in grounds or immediate surroundings. This can also be
done on arrival. Any concerns need to be brought to the attention of the site manager and
necessary steps/precautions taken by the Party Leader to ensure safety.

Attack or disturbance by an intruder: Security arrangements need to be assessed and
reasonable steps taken to prevent unauthorised persons entering the accommodation at all
times. This could be carried out during a preliminary visit or on arrival at the site. If other
guests share the accommodation, you should seek sole occupancy of the floor if possible
and have designated staff rooms adjacent to pupils. Ensure pupils understand that they
inform staff in the event of an emergency. Any concerns need to be brought to the attention



of the site manager and necessary steps/precautions taken by the Party Leader to ensure
safety.

Safeguarding: School will have exclusive use of sleeping accommodation, if this is not
possible then sole occupancy of one floor and designated staff rooms adjacent to pupils
should be sought. Males and females will have separate sleeping accommodation. This may
be in the form of dormitories or separate rooms. Staff accommodation will be adjacent and
on the same floor as pupils. Students will be checked into rooms at ‘lights out’. All adults will
be appropriately trained in safeguarding/child protection and standards regarding access to
bedrooms/ changing areas etc. are agreed — see intimate care and toileting policy as well as
the safeguarding policy. Students will be informed of what to do if they wake at night or have
any concerns during the night. A member of staff will escort student(s) to the toilet if
appropriate.

Hygiene: Staff will carry out a visual inspection of washing facilities, lighting, heating,
ventilation, catering to ensure that they are hygienic and pose no risk to health. Any
concerns need to be brought to the attention of the site manager and necessary
steps/precautions taken by the Party Leader to ensure safety.

Nighttime tendencies- Information will be sought from parents/carers about pupils’
behaviour, sleepwalking etc. to ensure that adequate steps are taken to minimise risk or
injury during the night.

Activities taking place during the stay -Teacher in charge of pupils will seek provider
statement and centre’s own RA for particular activities prior to departing to ensure they meet
with school’s own RA.

Medication -Any medication that needs to be given daily/multiple times throughout the stay
will need to be discussed with the parent/carer, the Party Leader, school nurse and the
teacher responsible for administering the medication. A care plan will need to be written, as
well as any training that is required to administer the medication. This will need to be signed
by the parent(s)/carer(s).

STAFF CONDUCT

Staff should be reminded, prior to trips, particularly, residentials, that the staff code of
conduct policy applies both on and off school premises. In particular, dress code for
educational visits and working with integrity.

Staff & Governors Code of Conduct Policy Jan 2023.pdf



https://drumbeat0365.sharepoint.com/:b:/s/sp-teachers/EQS4WtreLG9Wu_OHFukkWp4BloctWnehsrPAcjPYFIvi2Q?e=l1fdt3

APPENDIX

Appendix 1 - Educational visit summary flow chart

Educational Visit Summary Flow Chart

Party Leader (PL) would like to arrange an
L educational visit v
PL to send off Provider
PL to conduct Statemment to proposed
research and provider (if appropriate)
vetting PL to request copies of
ahead of the = = their risk assessments and
visit PL to complete LOTC|Learning outside the any other relevant
classroom ) and Risk Assessment (RA) form and documentation
send to SLT 3 weeks before proposed visit depending on the
perceived risk of the
host.

SLT Review proposed trip in terms of suitability and staffing

]
A

If aeraed;
1. 2 signatures required on
LOTC and RA Form
2. Parents informed
(2 weeks before)

SLT to email PL as to
decision and possible
amendments to RA

4

Y
PL to organise booking advanced tickets (including transport) where

appropriate
(At least 2 weeks before trip)

b

PL to book minibus(if appropriate) on Parago
system (2 weeks before trip)

PL to coordinate order for packed lunches with kitchen (2 weeks before trip)

On day of trip PL to hand in LOTC
to office before leaving the
premises.




Appendix 2-Risk assessments

Risk Assessment of Learning Outside the
Classroom Destination

Class Name: Assessment Date:

Activity: Completed by:

Educational Objectives: Date Reviewed:

Number of Pupils: | Number of staff: Leader of Activity:

Hazard

Who may be
affected

Risk

L/M/H

Control Measures

Any
Further
Action

Any
Individu
al’s
Require
ments

Traffic
on
surroun
ding
roads

Tripping
on the
hill or
steps up
to
entrance

Proximit
y to the
public




In case
of Fire

Unfamili
ar
surroun
dings

Travellin
g via
public
transpor
t

Travellin
g via
minibus

Is Personal Protective Equipment (PPE) required?

Approval _ (Appointed Signatory)



'€ Drumbeat

Class Risk Assessment for Learning outside the

Classroom
Class Name: Completed by: Assessment Date: Date of Review:
Pupil Risk (Low, Control Measures Any specific training
Medium, High) required?

Risk Control Measures Additional

Signed by SLT: Print Name:



Appendix 3-Guiding principles for residentials procedures

GUIDING PRINCIPLES FOR RESIDENTIALS

Drumbeat wants to include all pupils in residentials at certain points in a pupil’s school career.
Wherever practicable, Drumbeat will be fully inclusive, i.e, it aims not to leave any class member
behind when residential trips are organised. The following aspects should be born in mind when
organising residentials.

Careful choice of venue

Positive school resourcing (financial & staffing)

Making reasonable adjustments to meet all participants needs

A. The venue should be appropriate for all pupils

appropriate risk assessments should be undertaken consistent with the school’s policies and
procedures.

travel arrangements need to reflect the needs of all children,

all areas of the venue should be accessible by all children, e.g., pupils with physical
disabilities,

children’s medical needs are able to be met by resident staff at the venue, or by a
competent staff member accompanying the group.

if a more vulnerable pupil is participating in the residential (however this is defined), the
venue should not be too far away to be reached by a child’s family (by car or public
transport) if a child becomes sick or upset.

The facilities and activities are appropriate for all pupils on the trip.



B. Positive school resourcing

Financial hardship should not be a reason why pupils cannot participate in residentials. The
school will contribute towards the costs to enable all pupils to go.

Staffing levels should be sufficient so that all pupils, regardless of SEN can participate in
residentials.

C. Making Reasonable Adjustments

The guiding principle of all residentials should be to encourage independence, develop
pupils’ abilities in communication & social interaction, provide ‘quality of life’ or ‘life time’
experiences, and a sense of fun, awe and wonder.

Not all children on a residential trip need to do the same things, activities can be
differentiated according to children’s needs and interests, however, pupils on residentials
should experience a sense of belonging to a group or community.

Appendix 4-Approval form for residentials

Drumbeat Residential Visits Approval Form

This initial planning form should be completed by the lead adult for the visit. On completion

a meeting should be arranged with your HOD and the lead EVC (DHT — KC) to discuss the
visit further.

If the planning form is approved by your HOS and lead EVC follow the next steps on the
attached flow chart ensuring each one is completed thoroughly.

Purpose of the visit and specific educational objectives:

Dates and time:

Places to be visited




Destination: Day 1: Day 2:

Day 3: Day 4: Day 5:
Proposed numbers: Boys Girls
Year groups:

Party Leader:

Deputy Party Leader:

Supervising Adults: 1. 2.

3. 4, 5.
Provisional cost of £500

visit:

I request your approval to proceed with the proposed visit as
outlined and have provided the preliminary information agreed.

Signed Party Leader:

Approved/not
Approved by lead
EVC:




Appendix 5-Checklist for Head teacher for residentials

Appendix 4
TABA 2023

Checklist for Headteachers and Managers

Journey Details. To:
Inclusive dates:

No. staff: No of Young People: Age range:
Confirmed:
SCHOOL/SERVIGE STAMP or
NAME and CONTACT DETAILS
0 Copy of the final programme for the visit.
0 Copy of risk assessment(s)
0 Copy of the discipline code.
0 Details of accommodation to be used.
0 Letter of assurance from site received
Name:
Address:

Telephone No.:
Name of Venue/Centre Manager:

[0 Confirmation that any outdoor centre used is either licensed by Adventure
Activities Licensing Authority (AALA) or has provided evidence of risk
assessments appropriate for your programme.

0 Name, address and telephone numbers of school/centre contacts: (attached)

[0 Details of travel arrangements. Contact address of Tour Company/Coach
Company, etc.

0 Copies of parental consent forms and contact telephone numbers and
addresses.

0 Address of insurance company and policy number.

0 Council emergency number and press office number.

0 Visitis in line with the Prevent Duty, as defined by the 2015 Counter Terrorism and
Security Act.

0 Visit promotes British values

Approved: Headteacher/Manager Date:

Keep a copy of this form along with all the associated details of the journey or visit

Notes on the Approval Form

Tick to confirm that arrangements have been made. Enter ‘NR’ if a box is not relevant.

For regular educational and recreational visits, for example to school playing fields, church, the
swimming pool, simply complete one form for each academic year. Supporting paperwork, for
example the risk assessment for the activity should still be on file, as should any paperwork with



providers. An opportunity to regularly review educational and recreational events should be made at
least annually.

Overseas visits
The council would like to be made aware of all overseas visits taking place by Lewisham schools. In
order to make this possible the following must apply.

a. All Head teachers and EVC’s must inform the Outdoor Advisor of any visits taking place
overseas. The advisors role is not to authorise these visits, as the scheme of delegation
makes it clear that the best people to authorise these visits are headteachers and trained
EVCs.

b. The advisor will then collate this information and ensure that the relevant council officers are
informed of School trips taking place overseas.

c. The Advisor will also be able to offer support in the planning of these trips.



Appendix 6

Flow chart of procedures for planning a residential visit

PARTY LEADER
First idea

PROVIDER
First contact

Meeting with EVC

Liaise with all as necessary

Check programme
Costs, safety and OUTLINE APPROVAL
qualifications head/service manager

PARENTS

Provisional booking

Collect contributions
Arrange for grants

Confirm booking

First letter to parents
Date for parent's evening
Replies confirm viability

Prepare Produce detailed plans
Programme Planner and Arrange insurance
Risk Assessments Second letter

Parent’s’ evening
Collect and produce
final lists
Contacts finalised

FINAL APPROVAL
head&/or governors

Medical and Consent

Letters home

Depart
Course leader establishes
management process at the Centre
| Return

Course review
Complete final account




Appendix 7: LOTC form and checklist

Proposal form for Learning
Outside the Classroom

Group Leader:

Class/Group:

Date of visit:

Time of departure and
return:

Destination:

Contact number:

When planning all educational visits, teachers should complete this form ensuring all sections are
completed in line with the attached check list. It must then be passed to the relevant school leader
to sign before going to the Executive Headteacher for approval, to ensure that all necessary risk
assessments, and legal requirements are in place. If parents are approached before this approval is
obtained it should be explained that the arrangements are provisional, and that approval is required
before visit is confirmed.

This form is required for all visits outside the school.

1. Teacher proposing the journey:
2. Children to be taken, staffing ratio and individual aims/benefits for the visit:

Name of child:




8.

Name of adult: Allocated to the following pupil to supervise for the duration of
the visit:

Which pupils have visual supports and communication aids been prepared for to
enable them to manage the visit? None

Is it a hazardous or adventure activity? No, please refer to visitor induction manual.
Have the following documents been completed to demonstrate how the visit will be
managed:

Class Risk assessment up to date:

Risk assessment for destination been
completed and relevant for this group:

Procedures to follow if a pupil is unable
to cope on the visit and there is an
incident:

Kitchen advised/packed lunches
booked:

Medication/care plans required for:

Weather precautions/clothes:
Do you have a bad weather alternative
planned?

Has the destination been used by the school before?
Please state the method of travel and duration of the journey:

Method of travel:

Duration of journey:

Late returns arrangements made:

Please identify the drivers and vehicles used: N/A




Driver

Vehicle

9. What are the funding details and does the visit represent value for money?

Does the visit involve an
entrance cost? How much is
it per pupil?

Is a parental contribution
required?

How many pupils in the
group receive pupil
premium?

Have you written to parents
and had the letter approved
by a member of SLT?

Has the office been informed
so Parent Pay can be set up?

Do you require an additional
member of staff to support
the visit?

10. Visit is approved/is not approved

Signed (Teacher)

Signature 1 (Assistant
Headteacher)

Signature 2
(Head of school)




Checklist for LOTC

Ensure that there is a lead adult identified for the visit, this should be a
teacher or instructor in almost all instances.

Is the purpose of the visit and the individual outcomes for each pupil clear
on your form?

Has your class risk assessment for all of your pupils been completed? (this
should be attached to your LOTC form left in the office)

Have visual supports and communication aids been prepared for those
pupils who need them to help them manage the transitions and the outing?

Have you considered your procedures if a pupil is unable to cope on the visit
and becomes highly distressed? What action will you take e.g. will you
return to school or the minibus? Do you have enough staff? What will the
impact be for the other pupils?

Have staff been allocated to children on the form and have they been made
aware of who they are to supervise for the duration of the trip?

Have packed lunches been booked (if needed)?
Has the bus been booked?
Do you have a driver?

How long is the journey? If longer than 45 minutes this will need to be
discussed that the benefits for the pupils outweigh the long journey.

What are the arrangements if there is traffic and you arrive back at school
late? Will you drop pupils home or ask parents to collect? Who will phone
the parents?

What do you know about your destination and has anyone been there
before? Have you completed a risk assessment for your destination or can
they provide you with one? (this needs to be attached to your LOTC form for
all visits)

Have you considered the weather OR a bad weather alternative?
Has a letter been approved by SLT before going out to parents?

Pupils who receive pupil premium payments are not expected to pay.
However, all money should be requested as a contribution towards a total.



If parental contribution is required, has this request been sent to parents 3
weeks before trip and include a deadline for payment?
Ensure the following wording is used when requesting contributions for trips

‘The suggested contribution for this trip is £....... No student will be excluded due
to financial hardship. However, if insufficient funds are received the trip may not
go ahead.’

Has the office been informed so Parent pay can be set up if needed?

You do not have to have additional parental agreement for a visit if this is
within school time and has no cost, as parents have already agreed this
when pupils start at school. However, informing parents of a different trip to
the norm is good practice.

Does your trip involve an entrance cost? If yes, then inform the Business
Manager

For those trips involving a contribution, have all parents paid by deadline (1
week before trip)

If this is not the case, have you consulted with your AHT to decide if trip goes
ahead or not?

Do you require an additional adult for your visit? You will need to discuss
this with SLT as will incur extra costs that should be factored into cost of
trip.

Do any pupils have medical needs that need considering, have you ensured
these will be met e.g. taking medication and care plan on your trip?

Has LOTC form been completed and approved at least 2 weeks in advance?
All forms must have 2 signatures. It needs to be signhed by a department
leader or member of SLT first and then ALL forms must be signed off by the
Executive Headteacher or Head of School.

Updated - March 2024



