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BOA

Offsite Visits Policy
Date of Issue: April 2011

Date of Review: September 2012

Visits and Excursions from BOA
It is academy policy to encourage visits and excursions, both for the variety of learning experience which they offer and for the social benefits to students.
	Approval of visits
	All proposals for trips involving pupils from the school will be considered by Paul Averis who will recommend approval or otherwise to the Principal.  The following factors will be taken into account:

· a) 
The educational value and the curriculum enhancement of a visit, that takes place in school time.

· b) 
The implication of the trip for students and staff missing lessons, particularly in the provision of cover.

· c)
The acceptability of the arrangements for supervision, transport, insurance etc.

With more trips enhancing the curriculum, use of the calendar is vital.  If the trip is not on the calendar, you must see Paul Averis before making any bookings or sending letters.  Trips cannot take place without discussion.

Where permission is not granted, organisers will be invited to discuss the reasons for this.

Visits and excursions during school time should fall into one of the following categories:

a)
Visits which clearly aim to enhance the understanding, awareness or interest of students in some area of the curriculum (these visits should include all members of a teaching group).

b)
Visits which extend students’ awareness of future educational or career opportunities.

c)
Individuals performing or supporting a performance at a venue other than BOA.

	Planning Visits
	The following forms are available from the Learning Platform***********************

EV1:

outline of visit for approval

· EVC2:
form for a residential visit

· RA:

Risk Assessment

An EV1 must be filled in, with staff ratios and cover requirements and discussed with Paul Averis before other aspects of the trip are organised.

Upon completion and discussion, pa@boa.......
PLANNING ORDER:

1. Complete EV1

a)
for new visits - at least six weeks in advance

b)
for visits which have been run previously - at least four weeks in advance.

c)
if at short notice, as soon as possible

2. If this is approved, complete the RA and email to

pa@boa
3. Send letter to parents.
From September 2010 we will be offering parents the option of using Parent Pay on line payments system to pay for school activities.  This is accessed using a secure username and password which is issued by the school office.  The system will enable parents/guardians to pay for school activities at a time convenient to them and in a method of their choosing i.e. credit card/instalments etc.

4. Book minibus or arrange transport – please check on disabled access if required and arrange other aspects of the trip (such as entrance fees)

All trips should be available to all students and thus specially adapted transport should be organised if the trip will involve a pupil who uses a wheelchair.  
Full information must be given to parents concerning visits/activities whenever consent slips are being requested.  This will include, where appropriate, a brief itinerary, mode of transport, planned activities (including an indication of any “free” time for students),  level of supervision (number of teaching staff and adult helpers).

Following the distribution of information, sufficient time must be given for parents to request further details before the first consent slips are accepted.

Parents should always be advised of the expected time of return to school

Whenever students leave the school premises on any school visit, a list of those travelling should be left with the school office (or in letterbox if necessary) with the telephone number of the destination where there is one.  For residential visits a list of emergency contact numbers must also be left with a senior member of staff.

Staff supervising or returning students to school after normal ‘working hours’ should exercise discretion over whether it is safe for pupils to be left unattended on the premises whilst awaiting collection by parents.

	During Lesson Time
	Before students are taken out within the span of a lesson parental permission must be obtained.  Information and help is available from Paul Averis


	Timing of Visits


	Years 11 & 13 students should not miss classes for trips. Avoid planning trips during exam revision period for other year groups.

Avoid trips during GCSE moderation, March to May.  

Check availability of minibus if needed.

	Level of Supervision
	The school Absence and Cover policy dictates appropriate levels of cover remaining at school.

One adult to 15 pupils is generally required, with at least one male and one female for residential or day trips involving both boys and girls may be required.  More adults required where any known risk may occur.  The ratio is not fixed and each visit is considered individually.

Non-teaching staff should be used where possible.  When planning supervision levels try and work towards 1 non-teacher to one teacher.  Cover required must be discussed with Paul Averis initially, in line with the Absence and Cover policy.

	Insurance
	The School holds a policy for pupils involved in school activities insuring against permanent injury.  

For any foreign visit or high risk activity fuller insurance is essential.

If staff are going to be carrying pupils in their own cars, they must check that their car insurance covers this.  This also applies when driving abroad.

	Residential and Overseas Trips
	Proposals for such trips (EV1 form) should be submitted as early as possible.  No such trips may be advertised before approval for the programme of major trips for the year has been agreed. The EVC2 will be required for any residential or overseas trip.

A letter containing details of the proposed major trips with costs will then be drawn up and distributed to all parents who will then be aware of the full range of choices available.

It will be the aim of this programme to 

a)  meet a variety of interests.

b)  be financially accessible to the widest range of pupils.

	Field Study for Examinations
	For financial support for the costs of any trip made necessary by public examination requirements, see Paul Averis in the March preceding the trip.

	Required on any Excursion
	· A list of participants:  Check after each coach or minibus stop.

· A First Aid Kit; (obtain from school first aider).

· The Parents’ permission slips which should include the home telephone number.

· A cheque book or adequate spare cash.

· A contact telephone number for emergency use.

· A mobile phone to be taken on minibuses (there is a school mobile phone).

	Accounts
	· From September 2010 we will be offering parents the option of using Parent Pay on line payments system to pay for school activities.  This is accessed using a secure username and password which is issued by the school office.  The system will enable parents/guardians to pay for school activities at a time convenient to them and in a method of their choosing i.e. credit card/instalments etc.

· The School Office should be informed by the organiser of any trip of the charges to be made.  Pupils should be given dates by which payments are to be received.  No payment should be taken more than 12 months in advance of the trip.

· If a deposit is taken, it must be clearly indicated to parents that it is non-returnable.  Any other money received will be returned to parents if a pupil is withdrawn, but a deadline date for this may be given.

· Money should be paid into the front office.

· Pupils who are unable to afford a trip for family reasons may by *********************** about the availability of support.

· Bills for payment should be passed to the School Office, and record kept of any expenses incurred.

· After the trip, accounts should be settled with ***********.  Small surplus funds may be held for use on future trips.  Larger surpluses should be returned to pupils.

· Any cheque to be returned, or any refunds made, must be sent to parents, not given to pupils.
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APPLICATION FOR THE APPROVAL OF AN EDUCATIONAL VISIT    FORM: EV1

Email to trips pa@boa .....  - 4 weeks before a repeat trip; 6 weeks before a new visit

	School/Group
	Birmingham Ormiston Academy
	DfE No
	


	Group Leader
	
	Position/Status
	

	No Participants Male: 
	
	 Female:   
	
	 Age Range: 
	
	 No Staff/Adults
Male: 
	
	 Female: 
	

	Cover Requirements.

Try and use a ratio of one teacher to a support colleague where possible. If unsure about staffing ratios speak to Paul Averis before proceeding with the form.



	Date:

Teacher

Reg

1

2

3

4

5

6

Support staff attending


	Visit Type ~ enter Y to relevant boxes and include and/or EVC2 and/or risk assessment

	1. A repeat visit. Risk assessments approved in ……. (Year) or amended risk assessments attached
	

	2. A new visit following the attached risk assessments and control measures
	

	3. Involves camping or staying in accommodation which has been assessed using form EVC2
	

	4. Takes participants outside the UK
	

	
	

	Takes Place:

(Determines charging)
	Wholly or mainly during school hours
	
	Wholly or mainly outside school hours
	
	Enter Y to one box as determined by 1996 Act. ~ Guidance in SCC “Educational Visits”


	  Purpose of visit: 

 

	  Address or place(s) to be visited: 

 

	Departure Date
	
	Time
	
	Return Date
	
	Time
	

	Total cost per head 
	£
	Subsidy per head
	£
	Residual charge
	£


	Necessary check made that providers has public liability insurance?     Y/N


	  Details of programme including activities or studies: 



	  Leader’s knowledge of places visited or details of pre-visit: 



	Contact details of trip organiser:

	  Transport arrangements including name of any transport company: 

 


	  Name of any organising tour operator or agent and list of services supplied: 

 

	  Name, address and telephone no of any residential accommodation: 

 

	  Name and address of tour operator or owners of any residential accommodation: 

 


	  Name & address of home contact person for residential visits


	Telephone Numbers
	  Day:
	  Night
	  Mobile: 


Approval

Outline approval from the Educational Visits Co-ordinator or Principal

I am satisfied with the abilities of the leader, the risk assessment, the suitability assessment of any outside providers, the details to be given to parents and the financial arrangements for this visit.  Outline permission is given for the trip to be organised.  Please ensure final details are available at least a week before a normal risk visit or six weeks before a high risk, residential or foreign visit.
Name  …………………………………    Signature  ………………..…………………Date ……………

Final approval by the Principal or delegated Educational Visits Co-ordinator

I am satisfied with all aspects including the planning, organisation and staffing of this visit.

Name  …………………………………    Signature  ………………..………………….Date ……………

Completed forms should be retained by the establishment.  The group leader should also have a copy.

School should receive an evaluation report of this visit, including any incidents, no later than fourteen days after the visit.

	For visits requiring further approval this form must be submitted with any necessary supporting documentation, at least 6 weeks before the visit takes place.

 Paul Averis September 2011


Risk Assessment for Educational Visits at BOA

	Amend each column as
	appropriate to
	your activity.   Cut sections not required.

	Potential Hazards
	Persons at Risk
	Safety Measures (including designated responsibilities)

	Emergency paperwork in place and available
	All
	· Consent forms received, emergency details and health issues noted.  To be carried on trip.   Copies to all staff if party is not to be kept together during the visit.

· Emergency details left with Paul Averis

	Emergency procedures in place
	All
	· Nominated contact staff member in academy in place.

· Out of hours staff contact number in place 

· Fist aid kit available

	Boarding and leaving the coach.
	All
	· Party Leader to determine all rendezvous times and communicate these to each group leader.  Group leaders to communicate these to the students.

· Party Leader to designate a specific number of staff to complete a headcount before coach/group moves and after every stop.

· Group leaders to confirm headcount with Party Leader.

· Pupil lists will be available to all staff.

· Pupils to wear seat belts at all times when the coach is in motion.

· Full passenger list and First aid kit on bus.

	Meeting at point other than Academy
	All
	· Meeting point and time advertised to pupils in advance

· Party leader to arrive at least 15 minutes before

· Party leader greet pupils at designated area and communicate procedures for travel

· Contingency plans for late arrivals in place

	Moving pupils on foot in large numbers
	All
	· Party Leader at the front.

· Deputy leader at the rear.

· Staff spread equally throughout the group.

· Good order maintained

· Extra supervision at road crossings

	Students requiring special attention
	(Names of specific students with medical, special needs or who are likely to be behavioural problems go here)
	· (Details of likely problems and coping strategies go here)

· 

	Accommodation issues
	All students
	· Individual headcount of all students in their rooms at ‘lights out’ time.  Party Leader to designate a member of staff to headcount a specific room.

· Staff to patrol floors.

· Nominated staff will be on standby duty throughout the night. Their rooms will be identified to students.

· Students to sleep only in the rooms allocated to them.

· Students’ rooms not to be locked.  Rooms to be opened for staff only.

· Hostel Health & Safety rules apply.

· Hostel has appropriate fire certificate.

· No smoking in the building; no-one to leave the building after 11pm or before 7am.

	Remote Supervision during visit
	All students
	· The Party Leader remains responsible for the students even when not in direct contact with them.

· A rendezvous time and place will be given to the students whenever they are dismissed or go to the activity.

· A member of staff will be ‘on duty’ at a prearranged easily found location throughout the remote period.

· Students will be told these arrangements by the Party Leader.

· Students will be told that under no circumstances are they to go off on their own.   To work in groups of a minimum of 3.

· Emergency mobile phone number to be given to all students.

	Organised activities during the visit
	All
	· (delete/add as appropriate to your planned visit)

· Some unsupervised work in groups within a clearly limited area.

· First aid kit available.

· Maps provided.

· Meeting point & time clearly located.

· Mobile phone contact with party leader.

· Party Leader to communicate to students the health and safety rules, group activities and rendezvous time. 

· Any access to coach?   Details of where & when.

	Student activities under remote supervision
	All
	· Some remote supervision of groups (minimum of 3) as students collect data.

· Coach to remain in car park and available to students.

· First Aid kit available.

· Maps provided if appropriate

· Meeting point & time clearly located.

· Mobile phone contact with party leader to be available.

· Party Leader to communicate to students the health and safety rules, group-based positions and rendezvous time.

· Appropriate clothing and footwear for the activity.

	Whilst at the venue
	All
	· Supervision also by centre staff

· Centre Health & Safety regulations apply and are adequate

	Other Risks specific to trip
	
	· 

	Overall Health & Safety Issues
	All
	· On site and on-going risk assessment will to be carried out by staff.   Any necessary actions will be taken in the light of this evidence.

	
	
	

	Information Retained at School

The school will retain a folder containing the following:

· Itinerary

· Address and telephone number of venue and travel company and of any service providers

· Group name list and emergency contact details

· Party and Deputy Leader mobile telephone numbers

· Insurance documentation (if applicable)
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