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Introduction

Aldingbourne Primary SChool provides many opportunities for its Children to
enrich ahd enhance their on-site learning through use of Qutdoor Education and
Off-site Educational Visits. This encompasses residential activities,
environmental studies, Sports, physiCal, Cultural activities ahd adventurous
activities.

At Aldingbourhe SChool the Value of off-site educCational Visits is well recoghised
by the Governing body and fully supported throughout the sChool. Tt is
emphasised that a Culture Of safety must preVvail and there is a heed fOr Careful
planhhing and adherence to statutory procedures. Qff-site educCational Visits must
be well managed, information CommuniCated and responsibilities recoghised.

This document outlines the specCifiC policies and procedures for Aldingbournhe
Primary School. It supplements and follows the advice and guidancCe contained
within the following signhifiCant publiCations:

- West Sussex County Council [ocal Educational Authority’s “Regulations and
Notes of Guidance for Off-Site AcCtivities”.

- The Health and Safety Executive in conjunction with the Department for
Education and SKills (DFES) published “Health and Safety Responsibilities and
Powers” statutory document.

- The DfES document “Health and Safety of Pupils oh Educational Visits”
(HASPEV)

- The supplementary guidance published by the DFES
- Part 1- Gtandards for LEA’S in overseeing educCational Visits
- Part 2 - Standards for Adventure

- Part 3 - 3 handbook for Group [,eaders



TRoles and Responsibilities
GOVERNING BODY

Tt is important that the Governhing Body satisfies itself that the appropriate
procedures, risk assessments, ahd contro| measures are in place and that the
documented guidance hotes are being followed. All Off-site Visits that are
residential, abroad, or hazardous heed to be approved by the Governing Body.
guch approval must be recorded in the mihutes of the Governhing Body at the
First full Governors meeting each aCademic year.

THE HEADTEACHER is delegated by the Goverhing Body to approve all off-site
educCational Visits Of a perceived |ow risk, [0Cal, daily Or regular hature. This is
recorded through use of the Rjsk Assessment File.

THE EDUCATIONAL VISITS CO ORDINATOR.(EVC) ensures that all off-site

activities follow the CorreCt procedures. The person with these responsibilities
Will approve the group leader for every Visit and monitor the written risk
assessments to ensure good practiCe. Ih addition, the following responsibilities
anhd duties are unhdertaken:

> Support the group leader in identifying the purpose for the Visit and the
selection, training and briefing of appropriate superVvising adults and
volunhteer helpers.

> Ensure that Disclosure ¢ Barring Service Checks are ih place where
necessary.

> Arrange Emergency Contact Duty QffFicer and draw up proper procedures
€0 be followed in such an event. (see Risk Assessment folder)

> Keep records ahd make reports Of accidents and “near misses”
» TReview and regularly monitor procedures

> Liase with the LEA Qutdoor Education Adviser where hecessary to enhsure
the proposed Visit complies with the LEA regulations.

THE GROUP LEADER is responsible for identifying the purpose of the Visit ahd
following the checklist published in the LEA guidance. A risk assessment is
necessary for all off-site Visits. SignifiCant risks and their control measures will
heed to be recorded and filed with the EVC .
This will take account of:
> (Feneric risks as published in this document and the [LEA Regulations and
Notes of Guidance for Qff-site AcCtivities.



> Event SpecCifiC Rjsks as identified from a pre-Visit or thorough khowledge or
experience of the environment, aCCommodation, the leader’s Competence,
the group and other facCtors such as trahsport.

> (QOn-going risks identified by the professional staff responding to Changing
Circumstances and the success of planned activity and procedures. The
partiCipants and staff will be fully briefed on the purpose and the risk
assessment control measures

PARTICIPANTS are encouraged to consider risks involved in ah off-site
educational aCtivity and to assist in the desigh of appropriate risk mahagement
strategies that support their learning. They will be fully aware of the purpose of
the Visit ahd uhderstand expectations of behaviour.

Guidance Notes for Off-Site Educational Visits

TO ensure proper good pracCtiCe ahd complianCe with the nhecessary regulations it
is expected that:

All group leaders will familiarise themselves with the published advice and
guidance. Trainhing for group |eaders will be arranged to inClude all aspects of
supervision, ongoing risk assessments (inCluding being prepared to Stop anh acCtivity
that has become too hazardous) and how to deal with an emergency.

Inh order to plah ah Off-site activity the EVC should be involved in discussing plans
at an early stage. Routine Or |0Cal Visits such as Sames matches heed to be
plannhed ahead also. Tt may be possible to approve a series Of events on a termly
basis. NO financCial commitment should be agreed until all relevant approvals have
beenh achieved.

Parental Consent. Copies must be aVvailable for the Emergency ContacCt and the
Group [eader to take on the Visit.

EVOLVE OFf-site ACtivity Monitoring Form. This must be completed
ELECTRONICALLY for all residential Visits ahd for those that are either Visits
abroad or for hazardous pursuits. (Regulations and Notes of Guidance for
Off-site Activities).

OE2 form: This optiohal form provides information on what the LEA expects an
external provider to deliver. Tt should be sent t0 any provider being considered
for the first time and given to the EVC as evidence of the plahnhing process.

Risk Assessment forms should be completed electronically onto EVOLVE. The
EVC must ensure this happens.



