WHITBY COMMUNITY COLLEGE
VISITS APPROVAL PROCEDURE

Please read carefully
1. Initial idea for a visit must come from a Learning Area or Year Leader and focus on enriching the curriculum. It must be available for all students.  Please see Christine Oliver (Main Office) for a visits pack.
2. For ALL visits ‘initial approval’ should be gained from the Headteacher (use flowchart).  Once this has been achieved the formal approval procedure must be followed.
3. FOR ALL VISITS PLEASE REFER TO THE COUNTY FILE (Guidelines for Educational off-site Visits…..) SITUATED IN THE MAIN OFFICE with Christine Oliver.  It contains generic Risk Assessments (RA) for all visits, a transport RA and a Fieldtrip RA. 
4. If the visit is residential or overseas the whole flowchart is presented to the governing body for its ‘Initial Approval’ signature.  (Please note the frequency of the Governors meetings and plan accordingly).
5. Once ‘Initial Approval’ has been issued the rest of the procedure (flow chart) to plan, brief, do and review the visit must be adhered to.

6. LA approval will also be required for all exchange, foreign and activities outside the LA matrix of activities (see County file in the Main Office).  This will take about eight weeks from the date of ALL information being entered on the database.  LA approval should have been given at least eight weeks prior to the visit (i.e. at least 16 weeks after the date that all information entered onto the database (nearly 2 terms)).  If LA approval is not given - the visit has to be cancelled.
7. A Group Leader  should  collect a visits pack from C Oliver and in discussion  with  G Davies (EVC) complete all necessary paperwork.
