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School Educational Visits and School Trips Policy. With
reference to the Lancashire County Educational Visits Off-Site
Guidance.

Statement of Intent

Royal Cross School understands that visits and trips can be effective ways of motivating
pupils, and they can often offer unique educational experiences.

This is especially effective in delivering ‘live’ language for profoundly Deaf pupils — through
first-hand experience learning.

We aim to ensure that pupils are actively engaged in their learning and are given
opportunities to explore language through experiential learning.

The school takes the health and wellbeing of our staff and pupils very seriously. This policy
has been designed in line with DIE and HSE guidance and details our responsibilities for
pupils and staff members while out on educational visits and school trips. (Refer to Lancashire
model guidance included.)

Key roles and responsibilities
The governing board is responsible for:

* The overall implementation of this policy.

* Ensuring that this policy, as written, does not discriminate on any grounds including,
but not limited to: ethnicity/national origin, culture, religion, gender, disability or
sexual orientation.

* Handling complaints regarding this policy as outlined in the school’s Complaints
Procedures Policy.

* Ensuring educational trips and visits positively impact on pupils’ lives, teaching them
new life skills and providing new experiences.

» Promoting good safeguarding practices to ensure the safety of pupils when partaking
in extra-curricular trips and activities.

The Headteacher is responsible for:

* The day-to-day implementation and management of this policy.

* [New] Appointing an educational visits coordinator, liaising with the LA as necessary
to ensure the correct appointment is made.

* liaising with the educational visits coordinator and communicating information
regarding any planned frips to parents.

* Liaising with the governing board regarding the organisation of extra-curricular trips
and activities, including settling any disputes.

Policies/SHAREPOINT/curriculum policies reviewed 10.03.2020
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Being part of the approval process for extra-curricular trips and activities.

[Updated] Ensuring the educational visits coordinator is competent to oversee the
coordination of off-site education, and arranging for training to be undertaken as
necessary.

Comepleting relevant paperwork, including risk assessments, for extra-curricular trips
and activities.

Ensuring suitable safety measures are in place prior to each trip or activity.
Overseeing the work of the educational visits coordinator, ensuring a whole-school
approach is adopted when planning and coordinating extra-curricular trips and
activities.

Ensuring there are contingency plans in place in the event of a member of staff being
absent on the day of the trip or activity.

The educational visits coordinator has overall responsibility for:

Overseeing all issues and controls regarding extra-curricular activities and trips.
Liaising between all appropriate parties, including the local outdoor education adviser,
during the planning and organising of extra-curricular activities and trips.

Working with the local outdoor education adviser to help staff assess and manage
risks.

Ensuring the systems and procedures for dealing with educational visits adhere to the
requirements of this policy.

Conducting risk assessments prior to school trips and educational visits to ensure pupil
and staff safety.

Creating an itinerary prior to an educational visit or school trip and distributing it to
parents and staff to ensure the day is well organised and safe.

Appointing an appropriate member of staff to be the designated leader of the trip.
Ensuring that any problems are raised in a meeting with the governing board.

The designated leader in charge of the trip is ‘in loco parentis’ and has a
duty of care to all pupils on the trip. They are also responsible for:

Checking the schedule is free on the school calendar prior to planning an educational
visit.

Identifying the educational purpose of the extra-curricular trip or activity and presenting
its benefits to the headteacher.

Completing all essential documentation for the trip, including a risk assessment, with
the headteacher.

Informing parents of the proposed extra-curricular trip or activity six weeks in advance
of the trip.

Distributing permission slips to parents six weeks prior to the trip and chasing up any
permission slips that have not been returned two weeks prior to the trip.
Understanding and operating safeguarding measures throughout the planning,
organisation and delivery of the extra-curricular trip or activity.

Delegating responsibilities to other staff members on the school trip.
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* Ensuring all adults on the trip are aware of their responsibilities and that the necessary
checks have been carried out on volunteers in line with the DBS Policy.

Staff are responsible for:

» Adhering to this policy and applying its principles when participating in extra-curricular
trips and activities.

* Ensuring the safety of the pupils is maximised throughout any educational visit or
activity.

* Liaising with the designated leader to understand personal responsibilities and
ensuring the smooth running of the school trip or activity.

* Ensuring that any outdoor space visited, e.g. a park and playing field, is kept clean
and free from litter during the trip.

Pupils are responsible for:

* Following instructions from staff while on school trips.

» Keeping pride in their presentation, understanding that they are representing the school
whilst on an education trip.

* Ensuring that, during visits to outdoor spaces, they keep the area tidy and free from
litter.

* Behaving in a manner which matches the ethos of the school, and for following the
behaviour rules set out in the school’s Behavioural Policy with regards to this policy.

Training of staff

* Staff will receive training on this policy as part of their induction.

* Staff will receive regular and ongoing training as part of their CPD.

* EVC leaders will access specialist training for their role as recommended in the local
authority statutory guidance.

Planning School Trips

*All school trips and Educational Visits will be planned according to the policies and
procedures as set out in the Lancashire Guidance (please refer to document included).

Including:

* Risk assessments

e Parental consent

*  Mini bus use

* Insurance and licensing

* Accidents and incidents

* Missing person procedures

* Evaluating, monitoring and review

Finance

The financial procedures outlined in the school’s Charging and Remissions Policy will

Policies/SHAREPOINT/curriculum policies reviewed 10.03.2020
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always be followed when arranging trips.

The school will act in accordance with the DIE’s guidance document ‘Charging for school
activities’ (2018) and, therefore, will only charge for trips which are classed as an ‘optional
extra’. This is education provided outside of school time which is not:

* Part of the national curriculum.

* Part of a syllabus for an examination that the pupil is being prepared for at the
school.

* Part of religious education.

Money for school trips will always be paid directly to the school. Under no circumstances
should school trip money be processed through personal accounts.

All letters to parents regarding school trips will include a clause explaining what will
happen in the event that the trip is cancelled or a pupil cancels their place on the trip.

In the event that the trip is cancelled due to unforeseeable circumstances, it is at the
Headteachers discretion as to whether a refund is given to parents. The headteacher will
consult the governing board on the matter, taking into account the cost to the school,
including alternative provision costs.

The school will take a common-sense approach to refunds and cancellations, ensuring that
all pupils are treated equally.

Any charge made in respect of pupils will not exceed the actual cost of providing the trip
divided equally by the number of pupils participating.

Once trip arrangements are booked and confirmed, if contributions to a trip exceed the
total cost of the trip, a refund will be given where the excess is greater than £1 per pupil.

Policies/SHAREPOINT/curriculum policies reviewed 10.03.2020
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1 Introduction

reviewedinthreeyears’timesubjectto legislative

changes or other advice that may require an earlier

review. For the purpose of this policy, the term ‘schools’
This document is written to comply referstoschoolsandallLancashire County Council

withhealthand safety atwork law. internal services

As an employer, Lancashire County
Council has a statutory responsibility for The most up to date information will be available on the

healthand safety. Employeesalsohave EVOLVE website.

responsibilities. This document, and the
accompanying forms and appendices,
setsout the County Council’s safety
policyforoff-site educationalvisitsand
adventurous outdoor activities, and the
arrangements for the implementation of
the policy.

Evidence shows that educational/off
site visits provide opportunities and
benefits that are rarely realised in other
educational contexts orsettings.

The County Council is committed to
supporting all user groups to achieve
arich and broad offer. Our visionis for
allyoungpeople toenjoyappropriately
planned off site visits and the life
changing experiences they provide.
Theimpactis generally greaterwhen
visitexperiences arefullyintegrated
with a school’s curriculum/planning
and ethos. The overwhelming evidence
outlines numerous positive impacts
educational visits can have on learning,
behaviours, attitudes and personal
development.

The revised Educational/Off Site Visits
Policyand Guidelines document is
applicable from September 2019.

Itis acontrolled document and will be

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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Whatisan
Educational/O
ff Site Visit?
Educational/off site
visits are planned
discrete off site
educational
experiences
designed to enrich
and enhance the
curriculum. The
policydoesnotapply
to activities
undertaken by
establishments on
theirsite.These
activitiesshould
be conducted in
accordance
with the
establishment’s
own policy and
procedures.
Included in the
policy are field
study visits, and
any visit with an
adventurous
element toit.
Forthepurposeofthis
policy,curriculum
swimming, sports
fixtures and area
school events are not
educational/off site
visits. For guidance on
these areas of the
curriculum, please
refertothe separate
advice including:

* Nationa

|

Policies/SHAREPOINT/ curriculum policies

Governing Body Advice -
Swim England
https://www.swimming.org/
swimengland/

* Association for Physical for Physical

Education (AfPE)-SafePracticein
Physical Education, School Sport and
Physical Activity 2016 edition. This
book will be updated in September
2020 with a new edition of the
publication

* Association for Physical for Physical

Education (AfPE)-SafePracticein
Physical Education, School Sport and
Physical Activity 2016 edition. This
book will be updated in September
2020 with a new edition of the
publication https:/www.afpe.org.uk/
physical-education/safe-practice-
in-physical-education-school-sport-
physical-activity-2016/

reviewed 10.03.2020
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11 Identifying the Employer

Overall legal responsibility and
accountabilityforallhealth and safety
lies with the employer, and staff must
follow the policy and guidance set by
theiremployer. Forthisreason,itis
essential to be clear who your employer
is.

In England and Wales

The local authority (LA) is the
employer in:

*« community schools

« community special schools
* voluntary controlled schools
* maintained nursery schools
* puplil referralunits

* Local AuthorityServices

The governing body or the board of

trustees is the employer in:

+ foundation schools

* foundation special schools
* voluntary aidedschools

* academies

* free schools

The proprietor, Board of Trustees or
equivalent is the employer in:

* independent schools

All schools and education services within
theauthority, whereLancashire County
Councilistheemployer,mustcomply
with this policyand guidelineswhen
undertaking educational/off site visits
andarethereforedirected toimplement

Policies/SHAREPOINT/curriculum policies reviewed 10.03.2020

thearrangementsinthis
document.

Voluntary Aided, Foundation,
Free Schools and Academies
The Governing Body is the employer
in respectofvoluntaryaided,
foundation, free schools and
academies and holds the legal
responsibility for health and safety.
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School Trips
http://www.hse.gov.uk/services/
education/school-trips.htm

All voluntary aided and foundation

schools which are covered by Lancashire

County Council’s insurance

arrangements are obliged to comply with the

Council’spolicies and guidelines including

the Educational Off/Site Visits Policy and

Guidelines.

Failure to follow policy can have a
detrimental effectontheabilityofLegal
Services to defend any claim that may
arise inrelation to the schools’ activities. In
such circumstances the costs of
defending claims maybe deducted from
the school budget.

It is a mandatory requirement that
academies and free schools which have
purchased the Educational/Off Site
Visits package adopt the Lancashire
Educational/Off Site Visits Policy and

Guidelines.

ThisPolicydocumentshouldbereadin
conjunctionwith the current editions of
thefollowingelectronicdocuments
which are recommended reading for
any school/service involved in the
planning, organisation and supervision of
educational/off site visits and
adventurous activities and to which
various references are made:
* Glenridding Investigationand
Case Study:http://www.hse.gov.uk/
aala/glenridding-beck.htm

* ‘Health and Safety: Advice onlegal
duties and powers’ (DfE)https://www.

gov.uk/government/publications/
health-and-safety-advice-for-schools

* Health and Safety Executive (HSE)

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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12 Risk Management the actions of its employees.

All activities involving young people
learning outside the classroom are
associated with the possibility of
misadventure. Safety for educational/off
site visits and for outdoor adventurous
activitiesiscriticallydependentonthe
quality ofleadership. Thispolicyaimsto
minimise the potential for misadventure,
but it must be recognised that risk
cannotbetotallyeliminated. Challenge
must always be appropriate and risk
reduced to an acceptable level.

Foranyactivityorevent,the same
principles will always apply:
* Purpose
- The educational purpose of the
visit

* People
- Who isgoing?

¢ Context
- Wherewillittake place and with
what?

* Organisation
- Howwillitbemanaged and
organised?
(See Risk Assessment Form 5)

13 Monitoring

Responsibilities of the County
Council

The County Council has a duty to
safeguard its employees in the course
of their employment, and to ensure the
safetyofotherswhomaybe affected by

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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This includes a
responsibility for
the safety and
well-being of all
adults and young
people
participating in
Educational/Off
Site Visits. To
ensure

thatthese
responsibilities are
met, the County
Council will:

* Maintainapolicy
and procedures
governing
educational/off
site visits

* Provide
guidance and
competent
advice for
educational/off
sitevisits

* Provide
training and
CPD

Policies/SHAREPOINT/ curriculum policies

opportunities forEVCsandother
staff

* Monitor Type A and Type B
Educational/Off Site Visits on a
sample basis

* Reserve the right to monitor the
venues/providers on asample basis

* Review the Educational/Off Site Visits
Policy and Guidelines atleastevery
three years

Professional Support Visits

The Professional Support Team will
joingroupsonTypeAandBvisitsona
sample basis. Thisisin the interest of
quality assurance and support for the
school and provider. For this purpose,
the Professional Support Teamwilluse
the ‘Visit Observation Form’ (VOF),
whichislocatedinthe Resources section
onthe EVOLVE website. Theschoolwiill
receive areportfollowingthevisit.and
willhave anopportunity tocontribute to
‘View our Visit’on the EVOLVE website.

Note: Any member of the Professional
Support Team has the power
to intervene where unsafe practice is
observed or it is felt likely to occur.

reviewed 10.03.2020
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2 The Planning and Approval Process
for Educational / Off Site Visits

is identified as a hazard on the
risk assessment*. Travel on a
ferry is regarded as aformof
public transport and is therefore

Before planning and undertaking
educational/off site visits all schools must
ensure that a member of staff has been
nominated totherole of Educational
Visits Co-ordinator (EVC) and is not necessarily a hazard
registered with the County Council. Itis

amandatoryrequirementthat allnewly

appointed EVCs attend the Lancashire

Educational Visits Co-ordinator Training

Course (‘Educational /Off Site Visits

Role, EVC 101). Delegates must attend

thefulldaytoreceive the accreditation.

The courseisfullydiscounted underthe

Service Level Agreement (See Appendix

1). The appointment, training and

continuing professional development

of EVCsis tracked and the school must

inform the Educational Visits Team of

anychanges to the appointmentofthe

EVC.

21 Types of Visit

Type‘A’Visits (approval by the
school/service)
Educational low risk off-site visits, up to
one-day duration, for example:

* Theatre visits

* Most field study visits

* Museum visits.

Type‘B’Visits (require approval by
the County Council)
Educational/Off Site Visits:
* Involving a planned activity on water,
orinwhichthe presenceofwater

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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* Involving adventurous activities**

* Tofarms

* To theme parks

* Totrampoline parks and non-
curriculumone off sessions

* Involving overnight stay or residential
accommodation or overseas visits
includingforeignexchangevisits

* Londondayvisits and other multi
venue cityvisits

* |f the visit involves swimming as a
planned activity, please refer to
Appendix 9

** The following are examples (not an
exhaustive list of such activities)

* Paddle sports; canoeing, kayaking,
stand up paddle boarding

* Mountain sports; climbing,
hillwalking, scrambling, gorge walks,
‘river’ walks

* Caving; including show caves/ tourist
mines

* Motorsports; karting, MX riding, quad
biking, BMXriding

o Artificial climbing structures;walls,
high/ low ropes

* Snow sports; skiing, boarding

* Water sports; sailing, power boating,
SCUBA diving, kite surfing, wild
swimming

* Horse riding

* Ice skating

* Archery

* Activities with armed forces

Further clarification and advice should be
sought from the Educational Visits Team
if there is any doubt about the
classification of an activity

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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Type A Visits

Approval for Type A visits must be obtained
within the school. Responsibility for the
approval of Type A educational/off site visits
restswiththe Management (Governing Body/
Management Committee/Manager).

The Management arrangements for the
approval ofvisits mustbe established

and reviewed annually. Within these
arrangements, authorisation to approve visits
may be delegated, e.g. to the Headteacher/
Manager/EVC.

Anydelegation of authority mustberecorded
inwriting. Inthe case of schools, Governing
Bodies and Management Committees, this
must be included in the annual return to the
County Council in the Summer Term.

Policies/SHAREPOINT/ curriculumpolicies

Type B Visits

It is the responsibility of the Management to
ensure that approval is obtained from the
County Council for all Type B visits.

In seeking approval for an educational/off
site visit, submission must be made to the
Educational Visits Team, via EVOLVE, at least
4 weeks prior to the visit taking place.
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Create a visit on EVOLVE.

TypeAVisit-Ensure that when completing the ‘Visit Type’section,‘No’is
selected for all points.

TypeB Visit-Ensure thatwhencompleting the‘Visit Type’section, select
‘Yes’ to one or more of the points.

Submitvisittothe EVC, they willreceive an email notification thatanew
visit has been submitted.

Check the visit form and attachments, a Form 5 must be attached.

If satisfied with this, click the ‘Submit’ button at the bottom of the visit
form, theformwillthenbe senttothe Headteacher/Managerforapproval.
If not satisfied with this, click the ‘Return’ button at the bottom of the visit
form, stating whatisrequiredfromthe VisitLeader.The formwill thenneed
to beresubmitted the formonce the requesthas been actioned.

If the Headteacher/Manager has delegated their responsibilities to the EVC,
thentheprocessesfortheHeadteacherwillalsoneedtobefollowed.

Inthe‘Track’tab, visitsrequiringapproval willappearinthe‘Tobe

approved’ tab.

Open the visit to be approved by clicking the ‘purple’icon.

Click the ‘Authorise’ button at the bottom of the visit form, confirm the

required declarations and enter pin number to approve/submit to the
Educational/Off Site Visits Team.

TypeAvisits aretobe approvedbythe Headteacher, thisvisitcannow takeplace.
TypeBvisits mustbe approved by the Educational/Off Site Visits Team, this
visitwillnow showon the‘submitted’ tab. Oncethisis approved,itcanthen
take place.

Oncethevisitisapprovedbythe Educational/Off Site Visits Team, the
visit will appear in the ‘Approved’ tab.

Furtherinformation mayberequired, this willberequested viathe ‘Add
note’ function on EVOLVE.

\ o Ifthevisitisreturnedtoyou, please action the request and resubmit.

Policies/SI\‘lA\REPOINT/curriculum policies reviewed 10.03.2020
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22 Children’s Residential thatwhichcanbejustified by the benefits

Services

Pleasereferto Appendix12forthe
relevant approval arrangements.

2} Dukeof Edinburgh’s Award
Scheme

Additional information is provided on
EVOLVE for schools involved in this
programme.

24 Risk Assessments

The risk assessment should be seen as
fundamentaltotheoverallplanning
process and should be considered from
theoutsetofanyvisitplanning. Risk
assessment recording should not be
unduly onerous, but supportive and
helpful for the visit leadership team.

A proportionate approach to risk
management,which,inthe contextof
outdoor learning and off-site visits, is a
two stageprocess:

* Theidentificationofthe potential
benefitstobe gainedfroman activity,
alongwithanyrisks tothe healthand
safety of those involved

* The implementation of a plan to
best realise these benefits, using
professional judgement to ensure
thatthelevel ofriskdoesnotexceed

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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sufficient, the activity must not
proceed.

The Risk 2.4.1 A Planned Alternative

Assessment Programme (Plan B)

process must be
seen as ‘on-going’
and ‘dynamic’.
Professional
judgements and
decisions regarding
safety willneed tobe
made regularly
during the activity.
If the control
measures are not

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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tobeundertakenon thevisit
(Sample activitysheetsare

25 Good Practice Visit

Essentials availableinthe Resources

section of EVOLVE).

251 Informed Parental/Carer

Consent Ifthereistobe alinked programme
of suchvisits,itmaybe

A signed parental/carer consent appropriatefrom theoutsetto

form must be obtained, together obtainparental/carer consent

withtherelevantup todatemedical forthelinked programme.

information for all young people
participatinginanyeducational/off
sitevisit. Unlessconsenthasbeen
obtained, a child/young person must
not take partinthe educational/off
site visit.

For Type A visits, this could be done
byusingageneralconsentformat
the beginning of ayear, or even upon
registration of ayoung person with
the school/service (Sample Form 3A).
Itis, however, still arequirement that
parents/carers must be informed of
individual off-site visitsinadvance,
and advised where their young
person will be, and of any extra
safety measures or clothing required.
Schools must, however, be aware

of the need for up to date medical
information and must build in a way
toobtain thisandincorporateitinto
their process.

For every Type B visit specific
writtenconsentandfullmedical
information mustbeobtained (Form
3B). In order that parental/carer
consent can be fullyinformed, itis
important that the school provides
fullinformation regarding all activities

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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252 Special Educational
NeedsandDisabilities
(SEND)

Yourschool should adhere to the
following principles:
* Apresumptionofentitiementto
participateforallyoungpeople
* Ensure accessibility through
direct or realistic adaptation or
modification
* Integration through participation
with peers

It is unlawful to:

* Treatayoungpersonless
favourably because they are
disabled

* To apply a policy, practice or
procedurethathasthe effectof
disadvantaging young people with
disabilities without justification

* To treat a young person
unfavourably due to something
arising from their disability without
justification or to fail to take
reasonable steps to ensure that
disabled personsarenotplacedat a
substantial disadvantage without
justification

26 Off Site Visit Emergencies
The Base Contactandthe VisitLeader
must have:
* The establishment’s emergency
response procedures and be familiar

with them

* Form9 (Base Contact), Form10

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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thereis aclearly defined and agreed arrangementwith
theBaseContactto confirmtheclosure of the visit.
These arrangements should clearly state what
actionmustbetakenbythe Base

Contactif the party has failed to return ormake

* Telephonenumbers (bothinand out
of hours) of two designated senior
members of staff

* Mobile numbers of all accompanying
adults on the visit. Together with contactbytheagreedtime.
names, addresses and telephone
numbers of parents/carers of all of the
young people and the same details for
the next ofkinof allaccompanying
adults involved in the visit

¢ Consideration of communication
issues to ensure alternative effective
communicationis maintained.

* Copiesofthemedicalinformation
foreveryyoungperson taking partin
the visit/activity (and parental/carer

consent for Type B visits)

* Copiesofrouteplans,venues and
alternative activities (PlanB)

* Appropriate vehicle registration
numbers and passenger lists for each
vehicle

* Copiesofthe Risk Assessment(Form5)

* For critical incidents, the telephone

numbers of the Lancashire
Emergency Duty Team (Appendix 6)

27 VisitClosedProcedure

The Visit Leader must ensure that

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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The Visit Leader must
communicate any
delaysorincidents
that maycauselate
arrivals at destinations
or return journeys to
the Base Contact.

28 Post Visit
Evaluation(PVE)
forall Type A
and TypeB
visits

A Post Visit
Evaluation must be
completedon
EVOLVE onceavisit
is closed. Schools
should keep records
of individual visits
including what
worked well, what
didn’t and any
accident/ incident
reports.

+ IfatypeAvisit
whichhas not
been processed
on EVOLVE has anil
return thisshould
berecorded and
filedwith thevisit
records. Ifthere
hasbeen
an
incident/accident
or near miss, a
Formd4shouldbe
submittedtothe
countycouncil
and acopyfiled
with the visit
records

Policies/SHAREPOINT/ curriculum policies

* Foralltype A and B visits which have
beenprocessedon EVOLVE, the Post
Visit Evaluation section on EVOLVE
should be completed within 14 days
of the visit

Anevaluationreportofalleducational/
off site visits shouldbe made tothe
managementas partofthe monitoring
procedures.

Theremaybeanincidentorsituation
that could be classified as a‘near miss’ or
‘close call’. Itis important to discuss this
with experienced colleagues enabling all
partiestolearnfromthe experienceand
informfutureactions. Thisshouldbe
recorded on EVOLVE as anote to the LA.

Note: Failure to complete the Post Visit
Evaluation may leave the
school vulnerable to legal action.

reviewed 10.03.2020
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3 Supervision

Everypersonhasadutyofcareforthe

welfare and safety of all young people
taking part in an educational/off site visit
toensure the safereturnofthe party.

Every person has aduty to intervene
where unsafe practice is observed or
itis felt likely to occur. Every adult

accompanying the visit must have arole.

Effective Supervision is about fulfilling
your duty of care. School staff should
ensurethatyoung peoplearesupervised
effectively.

When planning supervision they should
take into account:
* The planned learning outcomes or
benefits of the activity/visit

* The nature of the activity (including
its duration)

* Thelocation and environmentin
which the activity is to take place

* Theage, maturityandgenderofthe
young people to be supervised

* Theattitudes andbehaviours of
the young people (including their
medical, emotional and educational
or additionalneeds)

+ Staffcompetenceandexperience

Any supervision plan should reflect
the group’s uniqueness. Itis, therefore,
importantthatwhenplanningarepeat
oron-goingseries ofactivities, the
previous plan(nomatterhowwellit
worked) isreviewed to ensure thatit
meets the current group’s needs.
Higher levels of responsibility will
normally be assigned to teachers/young
people’s workers than to volunteers, and
ahigherstandard of careis expected of
them.

3 ImportantNotesfor
Supervision

e Residential visits and any visit
abroad. Itis strongly recommended
that the ratio should neverbeless
than 1:10

e Visits to remote areas or involving
hazardous activities. The risks may
be greaterand supervisionlevels
should be set accordingly

* Normal practice is that there are a
minimum of two competent adults

accompanying any visit or activity.
Forschools,onemustbeateacher.
For the Children, Families and
Wellbeing Service (CFW)one must
be a young people’s worker/children’s
centre worker. In the case of
children’s residential establishments
for TypeBvisits, this should neverbe
less thantwo Residential Child Care
Workers
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- An exception to a teacher always done,arrangements must be made to ensure that

accompanying a group would be for thereis nopossibility of that person having
TypeAsmallgroupvisits,suchas unsupervised contact with the children/young
intervention activities. This is people

common practice in Short Stay and
Special Schools. Visits such as these
may be led by experienced and
competent school staff, but must be
underthe supervisionanddirection
of a qualified teacher

e Visit Leader is accompanied by their
own child. If any member of staffis
accompanied by their own child/ren it
isrecommended they should notbe
the VisitLeader.In this exceptional
circumstance, a suitably experienced
assistant leader should be identified
inthepartywhowillbe abletotake
overinthecaseofanyemergency
(See 3.1 on page 10)

e Ownchild/ren. This personmustalso
be discounted for the purpose of
calculating the adult:childratio™

e Mixed groups. There should be adults
fromeachgender. Incircumstances
where this is not possible, it should be
explicitintheRiskAssessmentasto
howthe issue will be addressed and
parents/carers should beinformed of
the measurestaken

e Disclosure and Barring Service
(DBS) checks and safeguarding
requirements must be fulfilled.
Thisincludes UKhostingfamiliesas
part of homestays on exchange visits.
DBS checks must be undertaken
in respect of any additional adult
accompanying thevisit. Ifthisis not

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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e Related Adults. If

any member of
staffis
accompaniedbyan
adultwith whom
they have a close
connection, it is
recommended that
theyshouldnot be
the Visit Leader.
This person must
alsobediscounted
for the purpose of
calculating the
adult:childratio™

Emergency Base
Contact. If they
havearelative
orchildonthe
visit,
consideration
should be given
to appointing
an alternative
base contact
ora
contingency
plan

Adult without a role.
An adult who
does not have arole
on the visitmust be
discounted for
the purpose of
calculating the
adult:child ratio.
Lancashire
County Council’s
insurance
arrangements will
not provide cover
of anysortin
respectof

Policies/SHAREPOINT/ curriculum policies

additional persons or children

Additional Persons. Lancashire
CountyCouncil takes theviewthat
responsibility for the health, safety
and welfare of such additional persons
orchild/renlies entirelywiththe adult
whohasbroughtthem,andnotwith
the other accompanying adults or
with Lancashire County Council

Schoolsdeliveringadventurous
activities using their own staff.

If these activities fall under the scope

ofthe AALAregulations and external
pupils/young people are offered

a place on the activity then there may

be AALAlicensingimplications.
Examples of such activities could
include (butarenotexclusive to)

D of E ventures in typically ‘gold’
terrain, certain paddle sports, caving
ordomestic snow sportvisits

* Note: Only one additional
accompanying adult is gegardless
of how many ggyodults are related

to a child or adults
on the visit
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32 Ratios

The staffing required to run the visit
safely needs to be identified through
the Risk Assessment process (Form

5) rather than a simple numerical

calculation of ratios. It is important
to have a high enough ratio of adult
supervisorsto children/young people

for any visit.

The factors to take into consideration
include:

Policies/SHAREPOINT/curriculum policies

Gender, age and ability of group

Thenature of the activitiestobe
undertaken

Durationand nature of the journey

Competencies of individual staff and
volunteers

Competence and behaviour of
children/ young people

Anydisabilities,specialeducational
or medicalneeds

Experience of adults inoff-site
supervision

Type of any accommodation

Ability to respond toemergencies,
including first aid cover

The requirements of the organisation/
location to be visited

Minimum Ratios Acceptable on Any
Visit (See ‘Important Notes’, left)

Pre-school/ Reception/ Foundation:

Staffing arrangements must meet the
needs of all children and ensure their
safety. Providers must ensure that all
children are adequately supervised
and decide how to deploy staffto
ensure that children’s needs are met.

Years 1 to 3:

1 adult for every 6 children.

Years 4 to 6:

1 adult for every 10 children.

Years 7 and above:

1 adult for the first 10 children/young
people and then one additional adult
forevery 20 students, or part thereof.

Post 16 years:

The risk assessment process should
decide the ratios, taking into account
the activity tobe undertaken and the
age and maturity of the students.
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33 Accompanying adults and the supervision of

Educational/ Off Site Visits

Accompanying Adults refers to adults
accompanyingthevisit, thiscould
beLancashire County Council staff,
workers, teachers, teaching assistants,
parent volunteers and adult volunteers.
Insomecasesitmaybethatrelated
adults, adultswithaclosepersonal
relationship orclose family members
form part of the accompanying adults
assigned to support the visit.

This situation must be carefully
considered as part of the risk assessment
process.

Examples of this would be where married
staff/staffinarelationship,orbothin
attendance, or where a teacher and their
parent (adult volunteer) forming part of
the accompanying adult team leading
the visit.

These two examples are not exhaustive
anditmustbeclearlyrecognisedbyvisit
leadersthepotentialimpactofplanning
avisitinvolvingrelated adults. The full
implications on staffing are often only
considered when an incident or accident
affecting one of therelated individuals
takes place.

Withanyeducational/ off site visit where
thereisarecognisedcloserelationship
involving any of the accompanying
adults, thereis an expectation that
the submitted risk assessment would
considerhow anyinjuryorillness toone
ofthesepeople couldimpactonthevisit.

Staff Qualifications. Where the
accompanying adults who have a
recognised close relationship are the
qualified people presentonthevisit,an
incidentinvolving one of these individuals
could result in the visit being abandoned
duetolackofappropriately qualified
staffbeingavailable. Thisislikelytobe
the caseforsomeoutdooradventurous
activities and Duke of Edinburgh
expeditions. Staffinginthese contexts
needs to be considered early in the
planning stage, and when identifying staff
togainaccreditationtoleadactivities.

Safeguarding. Appropriate DBS checks
mustbeundertakeninrespectofany
additionaladultaccompanyingavisit.
Ifthisisnotdone, arrangements mustbe
made to ensure there is no possibility of
that person having unsupervised contact
with the children/ young people

34 Remote Supervision/
Unaccompanied Activities

Remote supervision (asopposed to
directorclose supervision) usually
occurs when, as part of planned
activities,agroupworks awayfrom

the supervising staff butis subject

to stated controls. Staff, even though
notphysically present,remainfully
responsibleforthe safe managementof
theyoungpeople and thisisareasonable
practice based on arigorous assessment
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of risk.

This preparation may include involving
them in a simple risk assessment
exercise such as:
* What could prevent us from all
arrivingbackatthecoachontime?

* Whatdo we need to do to ensure that
we all arriveatthecoachontime?

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020
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All participants (bothyoung people * Buddy systems. (Itis suggested that groups areata
and staff) should be sufficiently and minimum of three)
appropriatelypreparedforthetask/

activitybeingundertaken and their Training for staff is available through the Duke of
performance regularly monitored when Edinburgh Scheme and Mountain Leader Training.
using remote supervision as a group (See EVOVLE website)

management strategy. There should
befullyinformed consentobtained
from the parents/carers, and clear
expectations understood by all.

Examplesoftypeofvisitwhereremote
supervisiontakesplaceinclude:
* Theme parks

Duke of Edinburgh ventures
(see D of Enotes on Evolve)

Townl/village studies

* Orienteering events

* Foreign exchange visits
Stated controls identified by the risk
assessment may include:

+ Establishing effective lines of
communication which allow any
necessary required assistance to be
rendered in a timely manner

* Identifying a meeting point

constantlystaffed (oftenonarota
system)

* Regular ‘check-ins’ by young people

o Staffvisiblypatrollingthevenue
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Responsibiliti
esof All Staff
who leador
instructtheir
owngroupsin
Adventurous
Activities

Staff must be
approved and
registered by the
County Council
prior to leading or
instructing their
own groups in
Adventurous
Activities.
Applicants are
required tohold
therelevant
National
Governing Body
Award
qualifications or
have site-specific
approval for those
activities
(assessedbya
Technical
Adviser). See the
Instructor Packfor
guidance (in the
resources section
of the EVOLVE
website). Toapply
forapproval, staff
must forward a
completed Form 6
together with the
relevant
documents, to the

Educational Visits

Team.

35 First Aid

Policies/SHAREPOINT/ curriculum policies

Firstaid whichis appropriate to the
activity being undertaken shouldbe
availableand accessible atall times.
Thelevel offirstaid coverand the number
of qualifiedfirstaidersrequiredwillbe
identified by the risk assessment (Form 5).

FormosttypeAuvisits,itwillbe sufficient
thatthe Visit Leaderhas agood working
knowledge of first aid and a suitably
stockedfirstaidkitis carried. FortypeB
visits, it is generally a requirement that a
suitably qualified first aider is present at
all times when the group is off site.

On any visit, all adults in the group
should know the emergency
arrangements (Form10)andhow to
contactthe emergencyservices.

It is good practice that records are kept
of staff first aid qualifications.

There should be regular checks that
these qualifications are current.

If any member of staff regularly
undertakes Educational/Off Site Visits, it
isstronglyrecommendedthatthey attend

appropriate first aid training.

reviewed 10.03.2020
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4 Providers of Activities

41 CentresandProvidersof + Compliance with all terms,
Activities conditions and requirements as

notified by the centre/providerin
Where schools use an outdoor activity its booking and contract
providerwithacurrent Adventurous documentation, and with any
Activities Licensing Service (AALS) directionsgivenbythecentre
licence, they canbe assured that staff staff

delivering activities will be appropriately
managed and qualified.

Current Registered Centres and
providers of activities are held by
Lancashire County Council. This
includes all Lancashire Outdoor
Education Centres. The list is posted in
the ResourcessectiononEVOLVE and
all centres/providers are re-registered
every two years. Activities at all
registered centres/providers have been
fullyriskassessed by the centre.

Public Liability Insurance. All centres/
providersarerequiredtohaveadequate
insurance cover. This is checked annually
by Lancashire County Council toensure
allregistered centres/providers onour
list have current valid insurance.

Provider Risk Assessments. If it is
proposed to undertake activities at
a registered centre/provider, it will
notbenecessary to carry out a Risk
Assessmentinrelation to the activities
undertaken at the centre/provider
subject to:

* Centre staff being responsible for

leading theactivities

* The activity forming part of the
centre’s/provider’s registration
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4 Theprocessforvisitsto
registered centres/providers:

* Submit the on-line application via
EVOLVE.

* Ensure thatthe accompanyingrisk
assessment (Form 5) covers the
transport arrangements, non-centre-
programmed activities, downtime
and information on behaviour
management and group needs

The duty of care throughout an
Educational Off-Site Visit is always
maintained by the school/service and
they retain the responsibility for:
* Travel to and from the Centre
(Appendix 5)

* The downtime/ evening programme
* Overnight supervision
* Supervision at meal times

Using a centre/provider which is not yet
registered with Lancashire County Council.
Ifitis proposed to use a centre and/or
provider not registered with
Lancashire County Council, the school
mustcontactthe Educational Visits
Teamearlyinthe planning stage so that
theregistration process can be initiated.

Lancashire County Council will senda
Form 7 to the new centre/provider.
Thismustbe completed and submitted
to the Educational Visits Team. Centres
and providers offering ‘in scope’
activities (AALS) mustbelicensed.

Policies/SHAREPOINT/ curriculum policies reviewed 10.03.2020



Royal Cross Primary School - Updated 10" March 2020

43 Importantnotesforusing
external providers andvenues

* What is useful to a visit leader is information from
the provider that helpsthevisitleadershipteamto
make best use of the facilities or venue, and to
plan appropriate supervision for their particular

group

e When a provider is used, ensure
that there is a clear contract/
agreement in place about what they
areresponsiblefor(supervision/
activities). This must be clearly
establishedforeachstage oftheday

e Providers are notresponsible for
producing a risk-benefit assessment
forindividual visiting groups-thisis
the responsibility of school/services
and thevisitleaders who will know
the needs of their groups
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* Anyequipmentor
resourcesprovided
by the
centre/provider
mustbeused in
accordance with
anyinstructions
given

Policies/SHAREPOINT/ curriculum policies

* Consider making a preliminary
visit. Itisuseful foravisitleader
to take pictures on a pre-visit, as
photographs canbe agreataidto
briefingboth colleagues and the
participants. Where apre-visitis
notreasonably practicable,you
should consider how you will gather
sufficient information to make an
adequate assessment of the venue,
facilities orprovider

reviewed 10.03.2020
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5 Emergency Procedures

Note: All Visit Leaders should the Base Contact should refer to
Form 9 and inform one of the two
designated senior members of
staff.

familiarise themselves with the
emergency procedures,includingthose
of any centre/venue.

51 Developing Your Off-Site
Visits EmergencyProcedures

Your visit plan should be comprehensive,
clarifyingtheroles andresponsibilities
of all visit staffinthe management of
anemergency. It willbe a pre-planned
response which is set it in motion, at
giventriggersandisfullyunderstoodby
all visit leaders and their staff.

Whendeveloping your plan, itis good
practice to do the following:

Staff training
This should happen in the initial stages
and again once the planis complete.

Identify key staff

Being involved in an emergency canbe
extremelydemanding. Itisimportant to
ensure that the staff selected for specific
roles arecompetent.

Outline actions to be taken by the
Base Contact and designated senior
members of staff.

Having been informed by the Visit
Leaderthatanincident,accidentor
emergency has occurred and that the
emergency procedures are in operation,
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Theseniormembersofstaffshould alert the
Manager, andformajorincidents the
Lancashire Emergency Duty Team
(Appendix6), givingdetails of thecritical
incident.

The Manager or County Council Officers
may identify further actions or help
required e.g. media communication,
alternative and additional telephone
lines, emergency feeding, transport and
furthersupportfromthe Authorityas
identified.

52 Contactlists

Keep up-to-date lists of contact
telephone numbers and addresses
securely, butreadily accessible, in more
than one place and keep themin hard
copy as well as electronically. A copy of
thelistshouldbe keptat school and at
least one copy should be taken on the
visit.

This is not a breach of
GDPR regulations.

These must include contact details
(including next of kin) of members of
staff who have specific functions within
theplan,aswellas ofyoung people’s
parents. Staffneed tobe aware of where
the lists are kept and an identified
member of staff should be specifically
responsibleforkeepingthelistsupto
date and ensuring any changes are made to
all copies.
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Reviewing the emergency plan Oncetheplanis
operational, the Visit Leader and the Base Contact

Outside organisations need to regularly review and update its details.
Consider whether there are outside The purposeistoensure that staff move automatically
organisations/agencies which you into emergency mode when an incident occurs.

may need to contact (e.g. insurance,
legal advice, counselling, corporate
communications tosupportthe
emergency response) and include their
contact numbers on your list.

Communication issues
Considerthe possibility thatyouwill
need alternative/additional telephone
lines during an Emergency.
Analternative tothe mainschoolline
should be available to ensure on-going
communicationis possible.

53 Responsibilities of the Base
Contact

It is strongly recommended that training
be provided for any member of staff who
mayactastheBase Contactduringa
visit. Thisisachallengingrolerequiring
specific competencies.

Note: The Base Contact must not
accompany the Educational/Off-Site Visit.

The Base Contact must:

* Make arrangements to be accessible
throughout the duration of the visit

* Ensure compliance with the
emergency procedures as set out in
Section 2

* Clearly understand the ‘visit closed
procedure’ (Section2)
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54 Notesregarding the
Media

Corporate
Communications
Team must be
contacted as soon as
possible. (Appendix
6). Directallmedia
requests to this
team.

Visit Leaders,
accompanying adults
or any group
members should not
discuss any matter
relating to an
incident, accident or
emergency with the
media until contact
has been made with
Base Contact.

19

Note: Under no
circumstances
should the name of
any casualty be
divulged to the media.
For the planned
telephone
communications to
remain effective,
itis essential these
telephone numbers
are not made available
to parents who will
over-burden and
compromise the
system.
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6 Duties and Responsibilities

61 Responsibilities of the ‘Management’
(i.e. Governing Body/ Management Committee/ Manager)

The‘Management’ musthave awritten
policy for the effective and safe
management of educational/off site
visits. Membersofthe Management
should view their mainrole as being‘to
enable and ensure’ otherwise described
as being a ‘critical friend’.

This policy should include:

* The adoption of procedures for the
management of educational/off site
visits, consistent with Lancashire
County Council’srequirements

* The nomination of the Headteacher
or senior member of staff to
undertake the duties listed in Section
@2 opposite

* Arequirementthatalleducational/
off site visits have specific stated
objectives which are appropriate for
the participants

* Cleararrangementsforthe approval
of edur— *¢s, This may

* (Schools only) A charging and
remissions policy

* Toensure thatunderthe school’s
dutyofcare,acleardecisionon
the consumptionofalcohol by any
person during the visit

* Toensurethatsmokingdoesnottake
place (including electronic cigarettes)

* Procedures for responding to
a critical incident/emergency,
consistent with Lancashire County
Council’s requirements (Section 6
and Appendix 3)

* To ensure that there are
arrangements forthe monitoring
and evaluation procedures of
visits/activities and compliance
with Lancashire County Council’s
procedures

Withinschools, the Governing Body may
wishtonominate agovernor,preferably
withrelevant experiencein this area,
toassistthe HeadteacherorEVCin
monitoring the school’s procedures.
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6.2 Responsibilities of the‘Manager’
(Headteacher/ Manager/ EVC)

shouldidentifyanychildren/young people with
cultural requirements, disabilities, special
educational or

medical needs and, so far as possible, ensure these
needs will be met

The ‘Manager’ is responsible for ensuring
thatall activities are properly planned
and appropriately supervised and that
Lancashire County Council’s policies
are implemented. The Manager is also
responsiblefor ensuring compliance
with the Management’s operational
procedures.

Managers,withthe approval of the
Management, maydelegate someor
all of theirtasks andfunctionstoa
seniormember of staff,nominated as
the EVC.Thispersonshouldideally
have experience as a Visit Leader over
anumber ofyears, and experience of
participatingin the range of different
typesofvisitorganised by the school/
service.

The ‘Manager’ (Headteacher/
Manager/ EVC)retains the overall
responsibility for the following:

* Ensuringthattheplanning of
visits complies with the County
Council’s Educational/Off Site
Visits Policy and Guidelines and
with the Management’s operational
procedures

* Providing a varied programme of
opportunities which are structured
and progressive

* Ensuring that therisk assessments

(Form 5) are undertaken by the
Visit Leader. The risk assessment
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Ifthereisany
swimmingduring
the activity, this
mustbe
specifically
addressedinthe
riskassessment
and will require
the presenceofa
qualified life-
saver. (Appendix
9)

Ensuring that
visitsareplanned
in suchawayasto
provide adequate
supervision at all
times. In the case of
aresidentialvisit,
thiswillmeanthat
supervisionis
provided bythe
school/ service 24
hours a day

Policies/SHAREPOINT/ curriculum policies

* Making sufficient time and resources

available for the EVC to arrange
induction and training of staffand
accompanyingadult. Thisshould
include opportunities for staff to
develop competenceindynamic
riskmanagementbyassistingmore
experienced colleagues on a range of
educationalvisits and by attending
relevant training courses

Verifying the competence and
suitability of the VisitLeaderand
accompanying adults, taking account
of the planned arrangements for the
visitand the numberand nature of
the group involved. The personal
qualities of the individuals concerned
are equally as important as any
formal qualifications

Ensuring that appropriate Disclosure
BarringService(DBS)checksand
safeguarding requirements are
fulfilled (Appendix4)
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future visits and staff training
needs. (Section 7)

* Ensuring the Post Visit
Evaluation iscompletedand
submittedas required.

the visit (Section?)

* Ensuring that the EVC/VisitLeader
is allowed sufficient time to organise

* Ensuring that transport arrangements
are appropriate and that risk
assessments also take account
of traffic hazards where the visit
involves crossing roads (Appendix 5)

* Organising and monitoring the
inductionandongoing training of
VisitLeadersand accompanying
adults toensure thatpropersupport
systemsareinplacetocopewith
incidents, emergencies and critical
incidents. (See Section 5)

* Organising emergency planning
for Educational/Off Site Visits
andensuringthatBase Contact
arrangements are made (Forms 9 and
10)

Note: the Base Contact must not
accompanytheEducational/Off Site
Visit (Section 4.6).

* Ensuringthataseniormemberof
staff on the visitis nominated to co-
ordinate any child protectionduties
(Appendix 2)

* Monitoring visits, including accident
and near missreporting, and review
and review visit arrangements and
outcomes. This evaluation will inform
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6.3 Responsibilities of the Visit
Leader

TheVisitLeadermustrecognisethat
whilst leading the visit s/he is in effect
representing the Management. The Visit
Leader must:

* Obtain the Manager’s approval
for the visit/activity, according to
Lancashire CountyCouncil’sand the
establishment’s procedures.

* Ensure that that the ratio of staff to
children/young people is appropriate
for the environment /activities and
needs of the group

* Ensure that adequate arrangements
are implemented forthe safety
and well-being of all participants,
including accompanying adults, whilst
onthevisit. Inrespectofresidential
visits,adequate supervisionmustbhe
provided 24 hours a day

* Ensuretheoverall maintenance of
goodorderanddisciplineduring the
visit

* Ensure compliance with the
emergency procedures (as set out in
Section5)andensurethatall
accompanying staff are familiar with
this procedure

* Ensure thatallmembers of staff and
accompanying adults are fully briefed
astotheirroles andresponsibilities

* Ensure that group leaders are
appointed with proper regard to
their experience and competence to
undertake the tasks assigned to them
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* Undertake the completion of the risk
assessment (Form35).
The risk assessment should:
i. ldentify youngpeople
with cultural requirements,
disabilities, special educational or
medical needs

ii. ldentify and record significant
hazards and the safetymeasures
required to reduce risk to tolerable
level

iii. Make known to parents/carers,
the Manager /Management the
level of residual risk that needs to
be managed.

o Ifthereisanyswimmingduringthe
activity, thismustbe specifically
addressedintheriskassessment
and will require the presence ofa
qualified lifesaver. (Appendix9)
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* Ensure that parents/carers are fully
briefed about the arrangements
forthevisit. Thisincludes Plan B.
Ensure that a signed parental/carer
consent form has been obtained,
together with all the relevant medical
information for all young people
participating in the educational/off
site visit. (Form 3,3A or Form 3B)

* Seek appropriate assurances from
the provider/centre and ensure that
there is a clear contract/agreement in
placeaboutwhorespondstowhat

* Inrespectofallvisitsorganisedby
Children, Family and Wellbeing
Service the Visit Leader must contact
the Base Contact to confirm staff
andyoung people numbers before
any visit can commence

* CompletethePostVisitEvaluationon
EVOLVE

* Monitor visits, including accident
and near miss reporting, and review
visit arrangements and outcomes.
This evaluation will inform future
visits and staff training needs.
(Section 2)

In addition, the Visit Leader is
responsible for ensuring that
participants conduct themselves with
duerespectforthe environmentand the
local community, particularlywhennot
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6.4 Responsibilitieswhen

arranging transport

Further guidanceis found in Appendix

5 and EVOLVE, but Lancashire County
Council requires the following:

642 Bus/Coach Hire

* The operator must hold a PSV
Operator’slicence,appropriateto

the type of vehicle and/or nature of
the journey being undertaken

Policies/SHAREPOINT/ curriculum policies

641 Minibuses

Any member of staff or volunteer
driving a minibus must hold a
CategoryD1 entitlementontheir
driving licence

Where adriverpassed theirdriving
testafter1stJanuary1997 and
have since gained afullD1orD
licence they must also have a
Driver Certificate of professional
Competence (DCPC)andkeepit
uptodate. *“DCPC’s are validfor
five years

All seats must be forward-facing
and fitted with seat belts

Traileruse must comply with
national licencerequirements

Whereatrailerisinusetherear
dooroverthetowbarwillnotbe
accepted as an emergency exit
and an alternative emergency exit
must be available

Vehicles with all age seat belts are
recommended

reviewed 10.03.20

* The vehicle must display the
operator’s license disk in the front
window of the vehicle

* Everypassengermusthave their
ownseat. Allcoachseats mustbe
fitted with seat belts

643 Children/Young People
being transported by Staff/
Accompanying Adults/Young
Peopleintheirownvehicle

¢ Driversmusthold acurrentvalid

driving licence (Form 8A)

* Itmustbeconfirmedthatthereis

appropriateinsurance coverfor
thedriver’suse of the vehicle

* Parents/carers must have

consented to their child/ren being
transportedin thisway(Form8B)

* Vehicles must be fitted with

seatbelts, which must be used

* Booster seats must be used as

required bylaw
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