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Updated and revised best practice sequence following Educational Visit leadership training by Adrian Clarke 5th July 2011, specific to Whitby Community College.
Important:

Please note that visits require an absolute minimum notice of 3 full working weeks before departure. Also half a term’s notice is required for residential visits abroad as these need Governors’ approval. As group leader it is your responsibility to make sure all paperwork and permissions are in place before you go.  Please remember you are the Visit Leader with all the responsibilities that entails.  These were outlined in your training and are also to be found in the Educational Visits manual (copy in main office)   
For best chances of a successful educational visit please follow this sequence

1) See Office Manager in the main office for available dates / clashes
2) Email the Head Teacher for initial permission to run the visit
3) As soon as you have the Head Teacher’s permission get Form EV1 from the EVC Clerk in the office.
 At this stage check the required staff-student ratio and fill in staff absence slips (peach coloured in staffroom drawer) and give to the Office Manager. Remember to re-apply on new peach slips if you alter your visit dates or substitute any member of staff. Otherwise this could jeopardise your whole visit.  
4) Fill in and annotate where necessary, Form EV1 (generic risk) and write your (specific risk) analysis on the attached pro-forma document.  This should include a ‘PLAN B’ in case the visit needs to be abandoned for any reason.
Please also read the county Handbook for rules about visits by the Clerk’s desk in the main office. Ask the EVC or the Clerk for information about any special activities you have planned e.g. proximity to water. We have pre-prepared sheets from the county manual/handbook which can be added to your pack and annotated for your purpose. 

5) The parental permission letter 
Produce parental permission letter which must include your planned activities so that parents are fully aware what they are agreeing to. Make sure you request permission for informed consent, on the reply slip and remote supervision if students are to be out of your sight at any time and what the control measures for their safety will be. E.g. Mobile phone access to group leader (College Mobiles to be used). Buddy groups etc. Attach a copy of the permission letter to Form EV1. The EVC may amend your letter to satisfy legal requirements for your protection.
6) Approval Stage 1 (at least 3 weeks before departure or a complete half a term for trips requiring Governors’ permission)
Give completed EV1 forms to the EVC for initial scrutiny and permission. 

(EVC's check signature 1) soon as this is checked and returned to you, you can get the office to produce and send out your letters to parents (The EVC Clerk) 
7) The Briefing:

Organise a briefing to all participating students and accompanying staff (suitable ratio), ensuring everybody is aware of your expectations their obligations and the programme. Collect student mobile numbers for remote supervision and enter them on the form at the back of the EV1 Check for specific medical needs and make students and staff aware of control measures. (Parental briefing meetings for all residential visits and trips abroad are essential). At this point for trips with large numbers of students you should also designate a deputy group leader, preferably an experienced member of staff who could take over the leadership of the visit in case you are incapacitated for any reason. For smaller trips this could be any staff member or MSA but in all cases someone should be briefed and carry a spare copy of the risk pack on the day of the visit., For trips accompanied by only 1 member of staff please brief a trusted student on what to do if you are incapacitated. Tick off/annotate your control measures on the briefing section of form EV1 
Please also brief your designated Anchor person(s) and add their details to Form EV1 these should be senior member of staff.  Include out–of- school hours home contact/mobile numbers. 

8) Annotate your EV1 form to tailor it to your needs if this has been requested by the EVC or HT (residentials) following the advice from the EVC where necessary. Meet with the EVC to discuss any uncertainties at this stage. Fill in the checklist on page 3 of form EV1. You will need a final signature underneath it from the EVC and/or the HT (residentials) (Checking Signature 2). It will help ensure you have covered all necessary preparations for the visit. You must not enter into any binding contracts with visit providers, travel agents etc. before County Clearance (see next stage)
Final Approval Stage 2 (At least 2 weeks before departure)
The EVC will hand on your completed form to Jo for entry onto the County Website. County must give permission, which is usually automatic by electronic acknowledgement unless the visit is complex, when they may request further details. Only when this stage is complete is insurance in place and you are authorised to make the visit.  The Clerk or EVC will advise you if there is a problem.  
9) Check all permission slips and students’ payments (where necessary) have been received and handed to (the EVC Clerk /Finance Clerk in the office).
10) On the day of the trip make sure all paperwork listed above is in place and that relevant phone numbers are carried by those responsible, including Coach Driver mobile numbers so the coach can be summoned in case of emergency or trip curtailment. There is a place to enter this on the back page of form EV1. 

Participant Lists containing emergency phone contact numbers should be left at RECEPTION, STAFFROOM  EDUC. VISITS BOARD and your ANCHOR PERSON. Collect your copies of the risk analysis pack, first aid kit (where applicable) and your designated College mobile phone from Jo.  Enjoy the trip.

11) Upon return please fill in feedback Form F1 and hand it to the EVC Clerk   
On residential visits please make a courtesy call to your College anchor person on arrival at destination to announce safe arrival and another when all are safely home.
NB In case of accident or emergency contact College reception and/or your Anchor person (outside College hours) who will co-ordinate and inform parents.  Where possible students should be discouraged from panicking and phoning parents on mobiles until facts are ascertained and solutions to the problem discussed with Anchor persons. 
Where possible get your Anchor Person to do the following; but if you cannot reach them immediately then adopt this procedure:

If the emergency involves a serious or fatal accident the police and LA must be informed immediately by telephoning 

􀂃 the Police on 999

􀂃 the Local Authority (during office hours): on 01609 532218; outside office hours, the County Council’s Emergency Planning Duty Officer on 01609 761888. This officer has immediate communication with the Director of CYPS and other key personnel. NO STATEMENT SHOULD BE MADE TO THE MEDIA – direct them to the County Press Officer
IMPORTANT!
This list does not replace the full Educational Visits Instruction Manual which, as an Educational Visits group leader you should read and be familiar with (file with Jo Robinson in College office).  Or you can download a copy at
http://www.northyorks.gov.uk/CHttpHandler.ashx?id=4237&p=0
Current staff involved in organising visits
Office Manager:  
Carolyn Noble
EVC: 
Brian Melville

EVC Clerk:
Jo Robinson

Headteacher:
Keith Prytherch

Finance Clerk:
Christine Oliver
Brian Melville, EVC
July 2011
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