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Reddal Hill Primarg School has J:ormalla adopted, erough its Governing Bodg, the Sandwell ‘Polic‘tj & Procedures
for OJ:f—Site / Out of Hours Educalional Ackivilies. Policg and Procedures for Odpdpsite Aclivities and Onsite

Aclvenfures (Primargsile—lprod—sorked.saamazonaws.com) The OEAP Nahonal Guidance can be J.'OUnd on Hw

fo”owing web sife: www.oeapng.ingo

Philosophg

Qualitg Offsile and out of hours educohon shou[d Provide Pupils wiH1 H’»e oPPorl'u,nilfH of enhancing Hwe curriculum,

enrichmg Pupi[ deve[opmen[ and Provicle oPPortuniHes LO unclergo new cha“enges and experiences, inc[uding leisure.

At Reddal HL“ we believe Hwt a” achvihes need lo be we“ Planned o,nd fouow sel Procedures. In P[anning
achvihes, we aim to reduce Hle element of ris|< involved fo H‘»e minimum, recognising however Hmt aH Offsilfe and oul

of hours achvihes carry some e[emenl of ris|<.

Reslponsibilihes

The fo”ow'mg sechon idenhfies H1e funchons, roles and responsibilihes le |<el:j People holc{:
Locol AunrilH:
* Ensur‘mg Hm} Educahonal Visiks Coordinator (EVC), visit leaders and oner eslab[ishmenf s|:o,ff invo[ved in

educahona[ / off sife visits are assessed as competenl in Hweir sPecific Lasks.

* Moniloring the work of EVCs in schools o help idenhfg lro,ining needs and aPProPriaLe levels of c{elegahon‘

Governo rs:

* Ensure Hlo,t Hle Headteacher and Hle EVC are supported in moﬂers relahng fo educal‘iona[ / off sile visils
and Hlo,t Hmeg have H1e o,PProPrioie hme o,nd experl'ise fo fulfil Hweir resPonsibi[ihesi

*  Ensure that the Headleacher and the EVC have taken all reasonable and Prachcab[e measures to include
Parhcipanls WiHI Special Educahonal Needs and Disabililies (SEND) or medica[ needs on a visif

Educalionol Visils Coordinolorz

o Assess the competence of leaders and other adulls Propcsed fora visit and change accord‘mglg iJ: required.
* Orgo,nise Hle Lraining of leo,ders o,nd oner aduus 9o‘m9 on a visiL This wiu commonlg involve training suc|'1

as first aicl, hazard awareness ekc.

Visil Leoder:
* Underlake o,nd complele Hle Plonning o,nd Preparahon of Hw visil includ‘mg H’IG briefing of group members

o,nd Po,rents.


https://primarysite-prod-sorted.s3.amazonaws.com/reddal/UploadedDocument/43f815e502884043bd19252f2dd55628/educational-visits-revised-policy-sandwell-la_2020_inc_hyperlinks_june_2020-2.pdf
https://primarysite-prod-sorted.s3.amazonaws.com/reddal/UploadedDocument/43f815e502884043bd19252f2dd55628/educational-visits-revised-policy-sandwell-la_2020_inc_hyperlinks_june_2020-2.pdf
http://www.oeapng.info/

® Ensure Hme FOhO OJ: supervisors LO POFhCiPOnLS is OPPFOPF'LOLC JIOF Hwe needs OJ.' H‘»e group.

Aims ond Purposes oJ|: Educohonal Visils

Reddal HiH Primarg Schoo[ ho,s a sfrong commikmenk fo H‘»e odded vo,lue of leo,ming outside Hw classroom and
begond the schaol Premises. We seek to provide a broad and balanced range of learning oulside the classroom

cPPcrfunihes for o,H our Pupils.

Each year the school will arrange a number of aclivilies thal take Plo,ce Off the school site and oul of school hours,
which suPPorL the aims of the schaal. The range of aclivities which the Governing Boclﬂ has given its approva[

‘mc[udes:

o Qut of Hours Clubs (music, drama, arl, science, sporL ekc)

e School sPorts teams

*  Reqular local visits (places of worship, swimming, other local amenilies)
*  Dayvisils or parlicular groups

*  Residenlial visits

* Advenfurous Achvihes.

Rahos (as a minimum)

Overau Hte [aw exPecls “eﬂtechve supervision." Sandwell MBC Po[icg slales (o,s a minimum starhng Poinl)z

o | adull for every 5 children wherever there are under 5—3ear—olcl Pupils.
* | adu” for every 6 children in Years | ancl 2.

* | adulk for every |0 children in Year 3.
* | adulk for every |5 children in Years 4 5 and 6.

A minimum of 2 adulks with o group irresPechve of the number of children and any adulls who are emploged as |
are nok counted in the ralio. Al Reddal HL” we consider these ralios as a starhng Poinl and will alwaHs strive to go
above and begoncl bo over-ratio, Eaking info consideration the individual needs of the children and the fHPe of Lrip
HmeH are O,Hending.



APPFOVO[ Procedure

The Governing Bodg has de[egaled H’»e considerahon and aPProval of Off—sife and Ouk of Hours Educahonal
achvihes to Hme Headteacher. The Heacueacher has nominaled an Educal‘ional Visils Coord'malor (EVC) and Hne
chern'mg Bodg has aPProved Hmis aPPoinkmenf and H’»e EVC has received frain'mg bg H’»e LA.

The ol[owin rocedures wi” re [ecf H’»e Sandwe” uide[ines whilst also consider'm H’»e confext [o] Hw school, its
f 9P ¥ 9 9 f
populahon and ensuring that the Procedures are both manageable ond str'mgent, in parhcular those which are

mandakorg.

Before a visif is adverhsed |:o Parenfs Hme Headteacher and EVC wiH approve |:he 'mihal P[an. T|'1e Headteacher /
EVC will also approve the completed Plan and risk management for the visit beJ:ore deparlure.

This will be undertaken using EVOLVE as the p[anning and approval sHslem‘ www.sandwe“visils.org.u|<

Redda[ H'LH has agreed a PolicH for categorising its visils in l'me wiH'1 Sandwe” Po[icH & Procedure for Ojtfsite and
Out of Hours Educahonal Achvihes:

Overseas, Residenlial or Advenlurous Aclivilies

Visil Leader - Recorcl aPP[icahon on EVOLVE

EVC - Check aPP[icahon and eiHmer request addﬂ:ional informahon or submil‘ Lhrough lo Hme Headteacher
Headteacher - Check applicahon and eiHler request addihona[ inJ:ormaHon or au,Hmorise for onward submission to H‘»e LA.
LA - Check aPPlicahon and ei|:her request adclihona[ 'mformahon or approve

An excephon fo the above is where a Sandwell Residenlial Cenlre is being used AND cenlre staﬁ are running the

achvihes; in these circumstances delegaled aPProva[ has been 9iven to the Headleacher and the visit does not need

to be submilted o the LA.

Local regular dag visi[s

Visit Leader - Record aPPlicahon on EVOLVE

EVC - Check applicahon and eiHmer request addihonal informahon or submil‘ Htrough Lo Headteacherﬂ


http://www.sandwellvisits.org.uk/

Headieacher- Check OPPliCOhOH and eiHier requesi addiiional informaiion or OPPFOVG‘ APP!‘OVCL[ _FOF H‘iis l’HPe OJI visii hGS been

clelegaiecl. This visii cloes noi neecl [’0 be submiiied LO H‘ie I_A J.‘OF GPPI"OVG[.

Evalualion Of Hte visil or aclivilg

Follcwing the visit or aciiviig a mo,ndaiorg evalualion form must be comPleied on EVOLVE. This must include any
injuries, unforeseen evenls, cnanges of p[an and any near misses . Possible oulcomes and injuries include: -

° Fa“ing of objecl‘s or People

*  Collisions

° Cuis, open wounds

® SPro,ins and strains

* Burns and scalds

° Siings, bites and a”ergies

® Geiiing losk

As weu as more severe injuries o,nd evenis such as drowning, nead injuries, Poisoning and iniernal injuries.

Slo';';ing

The schoo[ recognises Hie |<e5 ro[e of accomPanHing siaff in ensuring H”ie highesi siandards of [earning, cha“enge

and so,feiij on a school visii.

Siaff are encouraged and supporied bo develoP their abilities in organising and managing visits. There will be o
sgsiem within the school to allow less experienced members of siaff bo work alongside more experienced coueagues
on visits. The selection of siaff for Educational visits will be o |<e3 Prioriig in the inikial approval of any Proposed
visik. Siaﬂ: will be suiiablg qualifiecl and exPerienced for Proposed activikies.

Reddal Hill values ancl recognises Hie coniribuiion of volunieer adulis o,nd Po,reni nelpers assisiing wiH‘i Educaiional
achivities and visils. AnH volunteer will be approvecl bU both the Headleacher and Visit Leader and is enlered on the
vo[uniarH helpers lisk kepi bH the School and on the EVOLVE online sgsiem‘ Theg will be carefu”H briefecl on the

scope of their resPonsibiliiHA Where Possible, all Po,reni volunteers will be DBS checked excepi for cerfain excepiions
that have been discussed with the Headleacher and EVC.



The appomted Visit Leader will be fullg suPPorted in the tasks required bo arrange the visit. This will include, as
necessary, maldng hme or J:inonces o,vo,i[o,ble ko conducf an exploro,forlj visiL brief‘mg Leachers and / or oH‘»er slaff,
accessmg lraining courses, reviewing ond evaluahng the visit or iclenhj:gmg time when the leader and EVC migH

wor|< in Parlnership lo underkake Plonning o,nd ris|< assessmenfs. The Visif Leader wiH have received Visil Leader

h‘aining endorsed bH H‘»e Oukdoor Eclucahon Advisers Panel (OEAP)

Stagr Conduck

While on an educal‘ional visil / off sife acl‘ivil'l:j sfaff wiu remain meessional o,nd o,cl as role models ot o[l hmes.
While on residenhal visils il is Hwe staffsl resPonsibilitH to ensure an adequate number of ac{uus are on dulﬂ al au

hmes. This inclucles ensuring Hw,l Hle o,PProPrioie ro,hos are met ond staﬂ: do nof [eo,ve Hme site 'Lf Hnese are not meL

Visif sfo,ff wi” not be under Hw influence of a[coho[ or o|:|'1er drugs while on Hw trip or residenho[ lo ensure fuu
safehj of H1e children in Hweir responsibilihj. Staﬁ, w|'10 are supervising chilc{ren on a trip, wi“ also need lo dress
aPProPriatelg for H‘»e fo,s|< o,ncl o,chvihes in hond.

Risk Monagemen}

Reddal Hill goes above and begond the Sandwell PolicEj & Procedure for Oﬂ:sile and Oul of Hours Educational
Visils 53 complehng a wriHen ris|< assessment for o,” visits. This wi” ensure o,” ris|<s ho,ve been considered and

anticipated for any sikuahon

The Visil Leader wi“ see|< [o idenhfﬂ any significanf ris|<s from any achvitg Hmt is under Hmeir control o,nd to,ke
aPProPriate sleps Lo ensure o,ll Parhcipants are safe. Where Possib[e, a Pre—visit to Hme lrip venue wiu be made ko
ensure H1e Visit Leacler is ful[H aware of Hw risks H'la} cou[d be Hmere. Goocl Prochce Precouhons ond safehj

measures Wi” be LO,I(CI'L

Firsl Aiders

Reddal Hill ensures that every school h‘ip has ot least one qualified firsl aider, (in the EYFS, a pedialric brained member
of slaff) and fwo Emergencg Responclers on every lrip‘ Names of these adulls will be stated in the EVOLE form and

amended via a note on Hw sHslem if H’le Staﬂf member needs tO cho,nge fOr OnH reason.



Conlenls OJI.' Aduus Palperworlt POCI(S

Prior fo each Educational Visi}, each Visit Leader ensures that Pac|< of relevant paper work is Puf togeHmer for
each adull O,Hending the Lrip. Each po,c|< has a conlents page ak the front which includes a list of all the Paperwork

'mside Hw Po,c|<. As a minimum eo,ch |:>o,c|< inc[udes: -

EVOLVE form
Risk assessment
Groupings

Outline of the day

A ro,nge O‘F SCl’lOO[ Sl?(lff members‘ mobi[e numbers in case OJZ emergencH

Additional documents that are relevant fo each individual lriP (ie. maps, booking forms ekc.) are added and slaled
on the front of their individual Po,c|<s.

A“ PGCI(S are retumed |FO Hw ViSil? Leader GL Hwe end Of Hme h‘ip SO H’lOl? relevo,nt

infcrmahon can be shredc{ecl.

Exlernol Aclivilg Providers

Where extemo[ con|:ro,ctors are involved in organising o,ll or Po,rt of Hw visif, Hw con|;rac|; wi” be made wi|;|'1 |;|'1e

schoo[ on beha[f of Hle PuPi[s. AH Pagments for Hw visit wi“ be mo,de Hnrough H’»e Parent Pag.

The Visit Leader wi“ mo,|<e oPProPriale checks before commiHing H1e school to H1e contro,ct. This wi“ inclucle
seel(mg assurances o,boul heauh o,nd so,fefg, o,nd any o,ccreclitahon o,ncl licensing Wherever Possib[e |:he school wiu
see|< |:o use ho[ders of Hle Leam‘mg Outside Hme Classroom Qualifg Badge for which no Providers Contracls or oHner

assurance checks are required

Parenlal Consenls

Reddal Hill require one-off Po,renfal consent form available within the Sandwell Policg & Procedure for Offsite and
Oul of Hours Educational Aclivities. This form will be sent lo parenKs) (or those with parenkal responsibilitg) at the

beginning of eo,ch o,co,demic year.



For visits which conlain any element of the fo”owing:

*  Advenlurous aclivilies

*  Residenlial visits
Additional consent will be requested in the form of a Specific Consent form which ParenKs) (or those with Parental
resPonsibililg) will need to comp[ele prior bo the achvihj / visik.

As well as Hwis, ot Reddal Hiu, we also Pride ourselves in ensuring parents are fuuﬁ aware of all expectahons,
ihnerorg and purpose of eoch visik. Therefore, alongside Hw Po,renko,l [eH‘er ouHin‘mg Hw lfrip o,nd de[failing Po,gmenls,
a specific consent form is also sent lo confirm parents are happg for their child to altend the lrip and any

o,ddihono,[ requiremenks H’»eg ho,ve for Hleir child.

The exlpeclohons of Pupils and Parenls

The school has  dlear code of canduck jor school visiks based on bhe schaol Behaviour Palicy. This code of
conduck will be park of bhe condikion. of baoking by the parents. Pupils, whose behaviour s such tha the Visi
Leader is concerned for their safetg, or for that of others, can be withdrawn from the achvitg. The Visit Leader will
consider whether such Pupils should be sent home eo,r[H and the Headbeacher will make the fino,[ decision as fo

wheHmer Hme Pupil is senf home from Hwe Offsilie visil.

Emergencg Procedures

Where Possible, Hte schoo[ wi“ aPPoint lwo members of Hwe Senior Managemenl Team (SMT) Hw Heacueacher wiu
alwags be the one member of slaff, as the emergency contach for each visik. Oﬁice slaff are also aPPoLnLed Lf bwo
members of SMT are no|; avai[able for o,PProPrio,le reasons. AH mo,jor 'mciclenfs should immedial‘elﬂ be re[oged lo one

of these People, especia“g those involving injur}j or that mighl akfract media altention.

The Visit Leader wi“ [eo,ve fu,” details of a“ Pupils o,nd accompanﬂ‘mg aduus on |:he visit wiH1 Hme emergency

contacl, inc[uding Hwe home contact detai[s of Parenls and next—orl(m, as aPProPriaLe.

All incidents and accidents occurring on a visit will be reporled back and recorded fo“owing normal school

proceclures for reporhng and inveshgahng accidents.

Charging J|:or Achvihes ond Visils




The school may invite Parenfs / carers ko make volun[arg conkribulions for school aclivilies in order lo enhance whal
is onerwise Provided. There is no obligohon ko confribufe o,nd Pupi[s wi“ nof be kreo,fed any diﬁerenﬂg according

LO wheHwer or nol Hweir Parenfs / carers have confribulecl.

The level of contribution will be calculated for each achvilg and may include, for example, an element fo cover the
Parhcipal‘ion bg chi[dren from low—income fomilies or H’»e cosf of fro,ve[ for o,ccomPo,nHing feo,chers. Some o,chvihes

mag nof LOI(G P[OCG LJ.‘ Parents are reluclant LO SUPPOF[’ H‘»em financiaug.

The SCI‘LOO[ Wi” complg WiH’t Hw lOW in re[ahon LO charges H‘LOL mGH be macle JIOF Hw COSL OJI achvihes Proviclecl

ou}side school hours, winin school hours and for boo,rcl o,nd [odging on residenhal courses.

Moniloring

Monikor‘mg of educahonal visifs will take P[ace on a regular basis. This is so Hmt Hme Headteocher is confident in
l(nowing Hwt Pupi[s are safe at o,ll Limes and Hw,t Proposed oulcomes are meL Monitoring wi” be Hw responsibilih:]

of the Headteacher and the EVC.
The fouow'mg areas wiu be momlored:
o The P[anning and o,PProvo,l process.

Eva[uahons of visils.

Observahon of visit leaders in achon (field moniloring)

. Accidents / incidenfs

General Dala Proleclion Regulahon

The General Dala Protechon Regulal‘ion (GDPR) Provides a fro,mework |:o ensure Hw,t Personal informo,hon is hand[ed
Properlg.
Persono,l 'mformo,hon in school is mano,ged in accordance wiHm Hme requirements of Hw GDPR For furl‘her del‘oils of

hOW we mo,no,ge Personal CI,O,tO,, Pleo,se s€e our PriVO,CU nohce, which can be found on our SCl’lOOl website.

Inclusion

Reddal Hill strives to include all pupi[s on educalion frips and residentials and caler for their needs H»rough a
rigorous Planning process. The school Promoles vo,lu,es of equalilg and does not discriminate againsl any individual

or group of Pupils when organising a visit. Government guidance rego,rcl'mg gender queshon‘mg is shill be‘mg updaled.



Besl prachce 9uiclance set OU,L in documents SU,Ch as KCSIE & The COFC ACIT 20'4 are l’O l)e referred tO when

o,rranging visiks. The exfro,—curricu[o,r h‘iPs o,nd, achvihes oH:ered lo Pupils wiH Provide new exPeriences o,nd deve[op

[ife skills. Extra-curricular h*ips and aclivilies are organisec[, managecl, and conducled in accordance with Reddal

Hill's Accessibili[fg Plan.



