WHITBY COMMUNITY COLLEGE – EDUCATIONAL VISITS PLANNING

   Planning Flowchart and Approval Check List

· The Group Leader should start to complete this form as soon as possible once the initial preparations are underway

· The Group Leader, by completing this application, is certifying that the LA Code of Practice and Guidelines (especially re. emergency procedures/ risk assessments / emergency contacts) have been read, understood and that all aspects of the visit will comply with the guidelines.

· The Group Leader will receive approval of the proposed visit in principle and should regularly update the EVC on the progress of the preparations. The Group Leader should obtain parental consent on the standard form.

· When approval is given, one copy will be retained by the EVC and another by the Group Leader. The EVC should be informed of any subsequent changes in planning, organisation, staffing. If required, the EVC will seek approval from the LA.
· The Group Leader is required to submit an application to the LA for ALL VISITS via the Notification of Visits and Activities Database www.n-yorks.net/management/safety/.  (This will be done on behalf of group leader by EVC.)

Visit title/description: _____________________________________________

Visit date(s): _____________________________________________________

Venue: __________________________________________________________

Group Leader: ____________________________________________________

A.  Initial Planning Stage
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Description / name of proposal & aim/objectives


______________________________________________________________________


______________________________________________________________________
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Who (Staff & Students – please include number of students in each year group) 


______________________________________________________________________


______________________________________________________________________



Where


______________________________________________________________________



When (Dates & Times)


______________________________________________________________________



How (include travel & transport companies)


______________________________________________________________________


Cost per student ( please note that ALL costs must be covered by this charge)

______________________________________________________________________





Staffing implications – cover needed?


______________________________________________________________________


______________________________________________________________________



EVC



Signed ____________________________________ Date _______________________



Headteacher


Signed ____________________________________ Date _______________________

B. Detailed Planning & Preparation Stage


Target Students (Have you decided which students are going on visit?)


Target staff, other adults and supervision ratios (Do you know which staff are accompanying the visit? Are other accompanying adults suitably qualified? Do they have CRB clearance / permission from Headteacher? Are supervision ratios acceptable? - Guidelines pages 28 - 32)





Familiarisation  / planning visit (Is this necessary? Have you visited venue before?)

Detailed programme linked to aims / objectives -  including ‘Plan B’  (Has this been written down as  part of documentation to be passed on to EVC?)


Method to gain fully informed parental consent (Have you got a system in place to  

  do this?  Have you received all returns?)


Risk management (Generic risk assessments are available for transport – you will need to complete your own venue / visit specific risk assessment using standard risk assessment form. What are the risks? What could go wrong? How high is the risk? What measures have you put in place to minimise the risks? – Guidelines pages 33 - 34 & Appendix C) See EVC for assistance.


  Special needs inclusion / discrimination issues (Statemented students & students  

  with an  officially recognised medical condition or disability cannot be excluded from school visits   

  because of  their condition. Issues arising from inclusion – especially re. behaviour must be included 

  in risk assessment.)


Contractual issues (Are there any contracts to be signed for the visit – e.g. with travel  

  company? Any contract with a travel company or outside agency must be with the school & not with  

  individual  students or  their families.)



Costs and financial management (You will need to keep clear & accurate records of  

  income and expenditure and submit a balance sheet to EVC / bursar after the visit. Guidelines pg. 36)


Accommodation (Does this conform to guidelines? Will necessary checks be carried out on  

  arrival? Guidelines page 71)



Transport (Does transport conform to guidelines? Coach company LA approved? Minibus driver 

   qualified? Private car validated? Guidelines pages 39 - 41)


Emergency procedures and contacts including delayed return (Do you have 

  written copies of  emergency procedures for all staff? Do you have at least two emergency contact   

   numbers for each student? Have these been given to delegated emergency contact staff at school –  

   e.g Office /  Headteacher / EVC? Are these members of staff able to contact you at all times during 

   the visit? Is there an agreed system in place in case of delayed return – e.g. phone chain)




Headteacher / EVC


Signed ​​​​​​​​​​​​​​​​​​​___________________________________ Date _________________________________



LA / NYCC



Received _________________________________ Date _________________________________

C. Briefing





Full written details.

Obtain fully informed written parental consent, with medical and any other essential information.


Agreed method to advise changes to programme  / fixture list. 



Parents’ meeting, if appropriate. (Compulsory for any residential visit)


Full details of visit.




Engage directly in risk management process as part of the preparation process.



Personal standards of behaviour and responsibilities.


Roles and responsibilities of staff and other adults.



Emergency procedures.


Involve all adults taking part.


Full details of visit.



Special needs, first aid and medical issues.



Define all roles and responsibilities.


Clarify lines of communication and system to be used.


Full engagement in the risk assessments, control methods and emergency procedures.



Documentation to EVC and those accompanying the visit.

D. The Visit



Welfare (students and staff)



Identification cards, identifiable clothing etc. Emergency Contact Numbers



On-going risk assessment



Programme management (be prepared to change or abandon activity if it becomes unsafe)



On-going reviews of visit with students and adults



Contingency management (Plan B)



All students and adults have appropriate way home



Emergency procedures and Senior Management stand down 

E. Review




Review with:
Staff and other adult helpers





Students




Parents



Report as appropriate to:
EVC



Identify any issues for future visit (including changes to Risk Assessment):  


Generic


Site Specific


Activity Specific


Student or Adult

Inform LA of anything helpful to the LA or other schools or establishments, including new site Risk Assessments

Group Leader Signature and Date ……………………………………………………………...

This document to be filed in School Visits Central Record File (C. Oliver – Main Office)
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OUTLINE PROPOSALS


Please fill in this section as soon as you have the relevant information. 








INITIAL APPROVAL


You are now in a position to receive approval in principle from Headteacher / EVC and have visit registered on LEA database.








PLANNING AND FORMAL PROPOSALS


As group leader have you considered and acted on the points listed here during the planning phase of your visit? 


Tick the boxes once you are satisfied you have done so.


(Some of these issues may not be applicable to your visit.)





 and made all the necessary arrangements for 





FORMAL APPROVAL


This should be gained from EVC and / or Headteacher once you are satisfied that the above points have been thoroughly addressed.


Visits abroad and adventure activities also require LEA clearance





DETAILS TO STUDENTS AND PARENTS








BRIEFING FOR STUDENTS





BRIEFING FOR STAFF





THE VISIT


Please discuss all these points with staff and students before the visit and be fully aware of them during the visit.











REVIEW


After the visit take time to review it and report any issues / near misses that arise  to EVC / Headteacher / LA




















BRIEFING


Please ensure that parents, staff and students are fully briefed before the visit takes place. Tick the boxes below once you have done so.
























































