

MOUNT LOURDES GRAMMAR SCHOOL, ENNISKILLEN.
[bookmark: _GoBack]POLICY FOR THE ORGANISATION OF EDUCATIONAL VISITS.

Rationale  

Mount Lourdes Grammar School is committed to enhancing students’ learning and development by providing learning opportunities and experiences outside the formal classroom. Educational trips and visits are used productively to consolidate and extend learning, develop skills and aptitudes for life and work and develop self-confident, independent learners. 

Educational trips further the aims of the school:

· to motivate our students in the pursuit of a high standard of academic achievement and critical thinking by providing a varied range of learning experiences in a stimulating environment.

· to ensure that our students have access to a curriculum which makes explicit the links between school–based learning and Life and Work.

· to enable each student to make the most of her talents by providing opportunities for participation in a range of aesthetic, cultural, skills based and leisure activities.

· to promote among staff and students a sense of personal identity and citizenship and encourage mutual respect for cultural diversity.  


The School is committed to incorporating educational visits into the curriculum providing that they enhance students' understanding and experiences, and that their inclusion is practical, considering the constraints of staffing, cost, duration and timing.

The purpose of this policy is to ensure the safety and well-being of students while they are in our care during a trip or educational visit.  

In organizing trips, all reasonable steps with be taken by the management of the school and the organizing staff to ensure that potential risks are recognised and minimized. A risk assessment will be carried out in advance of all planned trips. This policy sets out the practice and controls which the school will put in place to minimise potential risks.

In Mount Lourdes we believe that all students should have equal access to all areas of the Curriculum. The needs of students who experience learning difficulties and/or medical conditions are met in accordance with the SEN Code of Practice 1998 and SENDO 2005. We aim to identify, assess and make provision for students who have Special Educational Needs and we are committed to removing barriers to learning and achievement. Reasonable adjustment will be made to enable all students have access to educational trips. 


Principles

· The organiser will have overall responsibility for the supervision and conduct of the visit and hence for the health and safety of the group. In this regard, the organiser will be representing the Principal during the visit. 

· The minimum staff-to-student ratio is dependent on the nature of the visit and the age of the students. Organising staff should consult with the Principal/teacher responsible for school trips in advance. Permission to proceed with the visit will only be given when the Principal is satisfied that provision has been made for the adequate staffing of the visit.

· All accompanying staff will appreciate the limits and levels of their responsibilities and appreciate that the principle of ‘in loco parentis’ will apply for the duration of the trip. All staff will be responsible for the supervision of the students and they should act as if they were in a school environment. 

· The organiser will carry out a comprehensive Risk Assessment in advance of the trip. In addition to health and safety, this assessment will take account of child protection, financial risks, transport, students’ conduct and behaviour. They will make appropriate and adequate preparations for emergencies and ensure that all accompanying staff are familiar with procedures.

· Students will be provided with clear guidance on appropriate behaviour including while not under direct supervision by staff e.g. at theme parks, shopping centres etc..

· When the organisational details of the visit have been confirmed, all relevant forms must be completed and copies provided to appropriate personnel. 

· An evaluation of the trip will be carried out by the trip organiser and any learning points communicated to the teacher responsible for school trips. This feedback will inform future provision. 

· A report on student behaviour will be communicated to the relevant Head of Year to deal with as appropriate in liaison with the principal. 


Roles and Responsibilities of the Educational Visit Organiser/Accompanying Staff.

· Prior to any detailed organisation, provisional permission for the visit to take place must be obtained from the Principal. 

· The organiser will also appoint a deputy. 

· The organising teacher will identify members of staff who are willing to accompany the students on the visit and will also identify extra members of staff to stand by, in case of illness or other unforeseen circumstances. 

· Accompanying staff will be advised before the trip of their roles and responsibilities, their duty of care and will be made aware of any relevant child protection issues. 

· All supervisors will be aware of the medical needs of students and the emergency procedures that may need to be taken when dealing with them. 

· The organising teacher will ensure that all accompanying staff are aware of any contingency plans for inclement weather or unforeseen circumstances.

· The organising teacher will ensure that all accompanying staff are aware of the first-aid facilities including emergency telephone numbers such as the local emergency services, local hospital. Staff must also be aware of the contact numbers for the Irish and British Embassies whilst abroad. 

· Students should be made aware of the implications for their recent, current or future learning in relation to the visit. 

· Students will be made aware of what will be expected of them in terms of their learning and code of behaviour.

· In advance of the trip the organiser will ensure that adequate insurance has been arranged.

· In the event of private cars being used teachers should ensure that their insurance covers the transportation of students.

· When money is being collected students should be given a receipt and the money should be lodged in the School Office as soon as possible.


Communication/Contact with Parents

· Parents or guardians should be informed in writing about the trip as early as possible. The letter should explain the nature and purpose of the planned visit and outline the programme/itinerary. 

· Parents/guardians must provide a signed consent form and provide relevant medical or other relevant information as appropriate. 

· Parents/guardians must provide contact details for use in an emergency. 

· Parents should also provide appropriate clothing, food, etc, for their daughter. 

· The letter should also contain a section on meeting the costs of the visit in terms of transport, food, admission fees etc. 

· In giving permission to participate in the trip it is assumed that permission is being granted for students to participate in all planned activities. 

· Parent and students should be informed in advance about the procedures for dealing with misbehaviour, how a student will be returned home safely if required, and who will meet the associated costs.


Risk Assessment 

· The organiser should carry out a comprehensive Risk Assessment in advance of the trip.  In addition to health and safety this assessment should take account of child protection, financial risks, transport, students’ conduct and behaviour.

· The Risk Assessment should make appropriate and adequate preparations for emergencies and ensure that all accompanying staff are familiar with procedures 

· Where possible the organiser must be satisfied that the venue is a suitable one and any officials from the venue who will be involved in the visit are qualified and have been vetted for child protection purposes. 

· Where possible the organiser should make a preliminary visit to the venue so to complete an adequate assessment of the risks. If this is not possible they should seek to obtain other sources of information including a copy of the Risk Assessment from the venue. 

· The contact numbers of each staff member accompanying the group should be recorded on the Risk Assessment.

· For annual visits the Risk Assessment should be reviewed and signed each year.

· A copy of the Risk Assessment should be emailed to the Principal and the ‘Teacher in charge of School Trips’. 

· Two copies of the Risk Assessment along with all the travelling student’s details should be kept at the school and one taken on the trip. One of the two copies will be given to the Main Office for the School Principal and the other one to Mr M McGuinness.


Child Protection/Safeguarding Issues  

· In all their contact with students, staff in Mount Lourdes follow the guidance and procedures described in the DENI publication 1999/10 ‘Pastoral Care in Schools – Child Protection’.  These guidelines also apply while on school trips.

· Where possible the organiser must be satisfied that the venue is a suitable one and any officials from the venue who will be involved in the visit are qualified and have been vetted for child protection purposes. 

· Venue staff must not be left in sole charge of the students.

· The decision to allow students access to their mobile phones during school trips will be decided in consultation with the Principal on an individual trip basis.

· Staff should use school camera equipment to take photographs. Staff should not hold photographs of students on their personal cameras or electronic devices.

· In the event of a staff member taking photographs using a personal device they should, on return to school, transfer the photographs onto a school device. They should then delete the photographs from their personal devices.

· On residential trips all students should carry the name, address and telephone number of the accommodation in the unlikely event that the individual becomes separated from the group.

· Students should not display their names badges on their clothing as this could result in individuals being isolated from the group by an apparently friendly personal call. 

· Students should be informed of the potential risks and how they should act to ensure their own safety and that of others. Students will also be provided with clear guidance on appropriate behaviour including while not under direct supervision by staff e.g. at theme parks, shopping centres etc..


Dealing with a Critical Incident during a trip.

In the event of a critical incident involving a member of staff or student body, the organising teacher or another member of staff will put in place the procedures outlined below. 

· Should a critical incident occur the organising teacher will take responsibility for the management of the incident. If this is not practical or appropriate, then any member of staff may assume responsibility.

· If an incident occurs first aid will be administered, if appropriate.

· Medical assistance should be sought. 

· Any student(s) that requires hospital treatment should be accompanied by a staff member.

· The safety and well-being of other students should be ensured.

· Maintain an atmosphere of calm and order.

· If a Critical Incident should happen during the trip then the trip organiser or another member of staff will alert the School Principal as soon as possible and as a matter of urgency.

· All communication with parents will be conducted by the Principal or Chairperson of the Board of Governors.

· All enquiries from the broadcast or print media regarding the incident will be dealt with by the Principal or Chairperson of the Board of Governors. 

· The trip organiser and accompanying staff will hold contact details of the nearest hospital/ Accident & Emergency.


Communication within school 

· In all cases, the teachers from whose lessons students will be absent should be advised of that fact. This can be posted on SIMS and the intranet.

· Staff should put the trip details, including the staff and students involved, in the shared calendar in Outlook. This will centralise details of school events including trips and in this way facilitate whole school planning and communication.

· The School Office staff should be notified of the dates and times of all visits, and of the students and teachers involved. This will aid the school’s administrative duties such as the provision of cover for absent staff and the management of student attendance records. 

· The catering staff should also be notified, preferably at least two weeks prior to the visit.


All provisions of this policy do not necessarily apply to local visits of limited duration.


In formulating this policy the following publications were consulted;

1. The Educational Visits – Best Practice ELB Guide 2009 
1. Health and Safety of Pupils on Educational Visits - DFEE (1999) 
1. DFES Supplements (2002)
1. Health and Safety: Advice on Legal Duties and Powers. (2014)
1. School Trips and Outdoor Learning Activities. (2011)
1. Chapter 14 - Educational Visits of Guide for School Governors (DENI) (2015)
1. CCMS Circular (2005/30)

Links with other school policies 
Behaviour Management Policy 
Child Protection Policy 
Critical Incident Policy
Learning Support Policy
Substance Use and Misuse Policy  

APPENDIX 1

Constraints on the provision 
of Educational Visits.

Staffing: 
· How many staff is required? 
· Can school cover be provided, taking other considerations into account? 
· If not, should substitutes be employed?
· If yes, who will bear the cost? 

Cost: 
When a trip is an optional extra the students will have to bear all or part of the cost. A department/organiser can charge students for the planned trip if it is an optional extra. A trip is deemed an optional extra when it;
· Falls wholly or mainly outside school hours,
· Does not form part of the National Curriculum,
· Does not form part of the individual subject’s curriculum,
· Is not part of the syllabus towards an external examination,
· Is not in scope of the statutory requirements relating to R.E.
Trips arranged which are not mentioned above should be free. However the school can ask for a voluntary contribution to fund part of the costs involved. No student can be discriminated against if they decide not to contribute. The school can decide to cancel a trip due to the lack of contributions or a shortfall in funds. (See also school’s policy on charging.)

Length of Time: 
· Does the gain for students in terms of relevant educational experience justify the length of students’ absence from normal class? 
· Does the gain for students in terms of relevant educational experience justify the length of teacher absence from normal class? 

Timing: 
· Are students being taken away during a strategic period of the school year? (E.g. are tests, examinations or coursework deadlines imminent?) 
· Are teachers being taken away during a strategic period of the school year? (E.g. are tests, examinations or coursework deadlines imminent?)
· Will teachers miss important developments/meetings relevant/related to their non-teaching duties?
· Are other visits being planned at this time (and could they coincide) and what are the dates? 

Duties of the Educational Visit Organiser.

Prior to the visit.

1. Prior to any detailed organisation, provisional permission for the visit to take place must be obtained from the Principal. 

2. The organiser should also appoint a deputy. 

3. Parents or guardians should be informed in writing about the trip as early as possible.
4. The letter should explain the visit’s nature and purpose.

5. It should also outline the programme/itinerary making reference to issues such as working near rivers or roads. 

6. Permission for the students to participate in whatever activities the visit involves must be obtained in writing from their parents or guardians (this letter ties in with no.’s 7 and 8).

7. The letter should also contain a section on meeting the costs of the visit in terms of transport, food, admission fees etc. 

8. Parents must provide a signed consent form and information about a student’s emotional, psychological and physical health. They must also provide details of where they can be contacted in an emergency or if a party has to return earlier than planned. They should also provide appropriate clothing, food, etc, for their daughters. 

9. When money is being collected students should be given a receipt and it should be lodged in the school office ASAP.

10. Parent and students should be informed in advance about the procedures for dealing with misbehaviour, how a student will be returned home safely and who will meet the costs.

11. The organiser must be satisfied that the venue is a suitable one and any officials from the venue who will be involved in the visit, are qualified and dependable. 

12. The organiser should carry out a comprehensive risk assessment. For annual visits the RA needs to be reviewed and signed each year. 

13. The organiser should have made a preliminary visit to the venue so to complete an adequate assessment of the risks. If this is not possible they should seek to obtain other sources of information including a copy of the risk assessment from the venue. Information by letter from the venue, other schools that have visited the venue or other local organisations e.g. the tourist board may also be sought. 
14. Two copies of the risk assessment and the emergency procedures that might arise along with all the travelling student’s details should be kept at the school and one taken on the trip.

15. It should make appropriate and adequate preparations for emergencies and ensure that all accompanying leaders are familiar with these procedures. 

16. All supervisors should be aware of the medical needs of any individual and the emergency procedures that may need to be taken when dealing with them. 

17. The organising teacher must also ensure that everyone involved is aware of any contingency plans for inclement weather or unforeseen circumstances, aware of the first-aid facilities, and aware of any emergency telephone numbers. 

18. The organising teacher will identify members of staff who are willing to accompany the students on the visit and will also identify extra members of staff to stand by, in case of illness or other unforeseen circumstances. 

19. In the event of private cars being used teachers should ensure that their insurance covers the transportation of students.

20. The organiser must ensure well before the trip takes place that adequate insurance has been arranged. 

21. Details of the visit will need to be given to all of those variously involved; to the participating students, to any accompanying teachers, and, where applicable, to any officials who will receive and perhaps work with the School party. 

22. Everyone should be acquainted with the date, time, venue, programme details, nature and purpose(s) regarding the visit in question

23. The students should be made aware of the implications for their recent, current or impending learning in relation to the visit. They will need to know what will be expected of them at the venue in terms of their work and behaviour.

24. The School Office staff should be notified, in writing, of the dates and times of all visits, and of the students and teachers involved. This will aid the school’s administrative duties. 

25. The catering staff should also be notified, preferably at least two weeks prior to the visit.

26. In all cases, the teachers from whose lessons or extra-curricular activities students will be absent should be advised of that fact. This can be posted on SIMs and the intranet.

27. When the organisational details of the visit have been confirmed, all relevant forms must be completed, and all other requirements detailed in the School's policy document must be observed.

During the visit.

28. Any accompanying teachers will need to be carefully advised about their roles and responsibilities, and aware of child protection issues. 

29. Teachers have a duty of care and should act as if they were in a school environment. They should assume responsibilities that should maintain good order and control of their assigned group. Staff attitude towards the visit will influence the students’ behaviour and conduct. 

30. Venue staff must not be left in sole charge of the students.

31. Any participating officials will need to know how their contributions are intended to enhance or to complement the students' work in School.

32. On residential trips all students should carry the name, address and telephone number of the accommodation in case the individual becomes separated from the group.

33. Students should not display their names badges on their clothing as this could result in individuals being isolated from the group by an apparently friendly personal call. 

34. Students should be informed of the potential dangers and how they should act to ensure their own safety and that of others. 

35. No mobile phones that have a camera facility are to be brought on the visit as entry to some venues may be forbidden and also in case inappropriate photographs are taken.

After the visit

36. The relevant Year Tutor(s) should be informed of the conduct of the students so that appropriate comments/praise can be made in assemblies.

37. A written report of the visit should be given to the Principal and the ‘Teacher in charge of School Trips’. This evaluation sheet on the visit should be completed on return to the school.



APPENDIX 2

INFORMATION LETTER TO PARENTS/GUARDIANS.

Dear Parent / Guardian

An educational visit to _______________________ has been arranged for _________

The visit will take place on_______________________________________________

The purpose of the visit is to_____________________________________________

The activities will include________________________________________________

Students will be accompanied by __________________________________________

Students should bring___________________________________________________

The cost of the visit will be £ __________ per student.

 Miss/Mrs/Mr _________________ 		
Organiser				
 _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Please complete and return to the Visit Organiser before _______________________

NAME OF STUDENT ____________________________ CLASS _______________

ADDRESS ___________________________________________________________

HOME / CONTACT TELEPHONE NUMBER IN CASE OF EMERGENCY

Daytime: ___________________ Evening: ______________Mobile:_____________

Any medical condition from which my daughter is suffering is described in a separate letter attached to this form, which also sets out any special medical requirements (such as any drug or other treatment) which she may be required.

DECLARATION
I am the parent/legal guardian of _________________ and I give my permission for her to go on this school-approved trip to _____________________________. I have impressed upon her the need for good behaviour and co-operation to teachers at all times. I accept the established code of conduct for the trip and agree to the arrangements (including cost) relating to my daughter being sent home early from the trip. 
I agree to my daughter receiving emergency medical treatment, including anaesthetic, as considered necessary, by the medical authorities present. I understand the extent and limitations of the insurance cover provided. 

Signature of Parent/Guardian _______________________________Date __________



APPENDIX 3

TRANSPORT COST / ARRANGEMENTS 
AND STAFFING OF THE EDUCATIONAL VISIT.


Visit to ______________________________________________________________

 Date _______________________________________________________________

Departure time ____________________________________________________

Arrive home time __________________________________________________

Name of bus/coach company _________________________________________

Total cost of the journey _____________________________________________

Cost of the journey to be paid by the school/department ___________________

Cost of the journey to be paid by the pupils’ ______________________________

Members of staff who have agreed to accompany pupils on the visit:
			
	1_____________________	2_________________________

	3_____________________	4_________________________

	5_____________________	6_________________________

	7_____________________	8_________________________

			
Members of staff who have agreed to accompany pupils on the visit if 
any of the staff above become unavailable:

	1_____________________	2_________________________

	3_____________________	4_________________________


Organising Teacher__________________ Date ______________







APPENDIX 4		DETAILS OF PUPILS.

	SURNAME
	FORENAME
	DATE OF BIRTH
	ADDRESS
	NEXT OF KIN
	CONTACT PHONE NUMBER
	RELEVANT MEDICAL INFORMATION

	























	
	
	
	
	
	






APPENDIX 6a

DETAILS OF ABSENT TEACHERS DUE TO 
PARTICIPATION ON THE EDUCATIONAL TRIP.


Visit to _________________________________________________ 

Times / Dates ____________________________________________

Organising Teacher ___________________



	                        The names of the teachers that will be on the trip.

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	




























APPENDIX 6b

DETAILS OF ABSENT STUDENTS DUE TO 
PARTICIPATION ON THE EDUCATIONAL TRIP.

Visit to _________________________________________________________ 

Times / Dates ____________________________________________________

Organising Teacher ___________________ Classes involved ______________


	         The names of the students that will be on the trip.

	1. 
	
	25.
	

	2. 
	
	26.
	

	3. 
	
	27.
	

	4. 
	
	28.
	

	5. 
	
	29.
	

	6. 
	
	30.
	

	7. 
	
	31.
	

	8. 
	
	32.
	

	9. 
	
	33.
	

	10. 
	
	34.
	

	11. 
	
	35.
	

	12. 
	
	36.
	

	13. 
	
	37.
	

	14. 
	
	38.
	

	15. 
	
	49.
	

	16. 
	
	40.
	

	17. 
	
	41.
	

	18. 
	
	42.
	

	19. 
	
	43.
	

	20. 
	
	44.
	

	21. 
	
	45.
	

	22. 
	
	46.
	

	23. 
	
	47.
	

	24. 
	
	48.
	
















APPENDIX 7

EVALUATION OF THE EDUCATIONAL TRIP.

	
Organiser

	

	
Number of students

	

	
Date(s)

	

	
Purpose of visit

	

	
Venue

	

	
Commercial Organisation

	



	                                                                                   Comment

	
Travel arrangements

	

	
Content of educational programme provided

	

	
Suitability of the environment

	

	
Accommodation

	

	
Behaviour/ conduct of students

	

	
Any injury or damage (an accident form also has to be filled in and returned to the main office)
	

	
Other comments and evaluation including close calls not involving injury or damage
	



Organiser _______________________ Date ____________
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