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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 NQhOan Guidance can be J’.'OUI’I(J, 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 be[ieve Hwt a” achvihes need lo be we“—Planned cmcl fcllow set Procedures. In Planning
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{:
Local AuH'wri}H:
* 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‘

GOVCFDOFSZ

* Ensure Hlo,t Hle Headteacher ancl Hw EVC are supporl‘ed in ma&ers relahng |:o educahona[ / 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

Educohonal Visils Coordinalor:

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 oH’mer o,du”s 9oing on a visil. This will commonlg involve fro,‘ming such

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 H‘»e raho OJI SUPGWiSOf‘S LO Parhcipanks is OPPFOPF'LOLC J.'OI" Hwe neecls OJ.' H‘Le group.

Aims and Purposes of Educalional Visils

Reddal HiH Primarg Schoo[ ho,s a sfrong commikmenk fo H‘»e odded vo,lue of leo,m'mg 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 Place 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 o,chvihes.

Rohos (as a m'mimum)

Overa”, Hw lo,w expecls 'eﬁechve supervision.’ Sandwe“ MBC PolicH sla}es (as a minimum slarhng Point):

o | adull for every 5 children when there are children under S—Hear—olds
* | 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 |:wo aduus wiH\ a group irrespechve of H1e number of chi[dren and any adults who are emploged as
|:| are nol included winin in Hwe ro,ho. AL Reddal Hl” we consider H‘»ese rahos as a slarhng Po'ml and wiu alwaﬂs
skrive o qo above and beHoncl bo over-raho, Laking into consideralion the individual needs of the children and the

Lﬁpe of lrip H'meH are aHend‘mg.



AIDIDFOVOI Procedure

The chern'mg Bodg has de[egated Hwe 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 aPPointmenl and Hwe EVC has rece'wed lraining bU H‘»e Local Authoritg.

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 adverhsecl Lo Parents, Hwe Headfeacher 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[anmng 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 ancl aHach a” relevanl Paperwork as a|:|:achments.

EVC - Check applicahon and eiHmer request adclihona[ 'mformal'ion or submit leough |:o |:|'1e Headteacher.
Headteacher - Check applicahon and eiHler request addihona[ inJ:ormaHon or au,Hmorise for onward submission to H‘»e LA.
LA - Check aPP[icahon and eiHmer request addﬂ:ional informahon or approve.

An excephon bo the above, is where a Sandwell Residential Cenlre is being used AND the slaff from the centre are

running Hle achvihes. In |:hese circumslances, delegated aPProva[ has been 9'wen Lo Hw Heac“:eacher and Hle visif

does not need to be submilted o the Local Aulhorifg.

Locol Regular Dog Visils

Visit Leader - Record aPPlicahon on EVOLVE and altach all relevant PaPerwork as altachments.
EVC - Check applicahon and eiHmer request addihonal 'mformahon or submik Htrough Lo Headteacher‘


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

Headteacher- Check opplicoiion and either requesi additional informoiion or approve. Approval for this iﬂpe of visit has been
de[egaied. This visit does not need to be submilted to the LA for o,pprovo,[.

Evalualion of the Visil or Aclivilg

Fo“owing the visit or ociiviiﬂ, a mondoiorg evalualion form must be compleiecl on EVOLVE. This must include
any: injuries, unforeseen evenis, cnonges of p[o,n and any near misses.
Possible outcomes and injuries include: -

® Fo“ing of objecis or people

¢ Collisions

° Cuis, open wounds

° Sproins and shrains

*  Burns and scalds

. Siings, bi|:es o,nd o”ergies
. GeHing losi

As we“ as more severe injuries ond evenis sucn as: cirowning, heod injuries, poisoning oncl iniernol injuries‘

Slapping
The scnoo[ recognises H'ie |<e5 ro[e of occompon\tjing sio,J:f in ensuring H'ie nignesi siondords of [eorning, chouenge

o,nd SOfel‘g on a school visii.

Sioff are encou,ro,ged ond supporied io develop Hieir obi[iiies in orgonising oncl monoging visi|;s There wi“ be a
sgsiem within the school to allow less experiencecl members of sioff to work olongsicie more experienced coueogues
on v‘isiis. Tne seleciion of s|:o,H for educohonol visiis wi” be a |<e3 prioriig in H’ie iniiiol opprovo[ of any proposed

visii. Sioff wiH be suiiob[g quo[ijtied o,nd experienced for proposed ochvihes

Reddal Hill values and recognises the conkribution of volunteer adulls and poreni nelpers ossisiing with educalional
achivilies and visits. AnH volunteer will be opproved bH both the Headteacher and Visit Leader and is entered on the
voluniorij nelpers lisk kepi bH the school and on the EVOLVE online sHsiem. Theg will be corefullg briefed on the
scope of their responsibiliigc Where possible, all poreni volunteers will be DBS checked excepi for certain excepiions
that have been discussed with the Headbeacher and EVC. The volunteer will also read, acknowledge and sign a

volu,nieer COI’lh‘QCL c[ec[oroiion form.

The oppoinied Visit Leader will be J:ullg supporied in the tasks required bo arrange the visit. This will ‘inc[ude, as

necessary, moking iime or finonces ovoiloble io conduci an exploroiorg visii, briefing ieocners ond / or oH‘ier sioH,



accessing training courses, reviewing ond evaluahng the visit or iclenHJ:Hing lime when the leader and EVC mighl

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

h‘aining endorsed bﬁ Hwe Oukcloor Ec[ucahon Advisers Panel (OEAP)

Slagr Conduck

While on an educal‘ional visil / Oﬂ:—sife ochvikg, sfoff wi” remain meessiono,l o,nd o,cf as role mode[s o,f au hmes.
While on residential visits it is the staffs’ responsibilif&j fo ensure an adequake number of adulls are on dutg at all

hmes. This includes ensur'mg Hmf Hwe aPProPrioke ro,hos are mel and stoﬂ: do nof [eo,ve Hw sike 'Lf Hnese are no|: mel.

Visi} s}aff wi” not be under H1e influence of o,lcohol or oH‘»er drugs while on Hw krip or residenho,l ko ensure fu”
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 Managemenl

Redda[ Hlu 9065 OBOVG o,ncl begond Hw Sandwe“ Policg 8( Procedure for Offsi}e and OUL Of HOUJ‘S Educahonal

Visils bﬂ comp[ehng a wriHen ris|< assessment for o,” visits. This wi“ ensure o,” ris|<s ho,ve been considered and

anticipated for any si|:uahon.

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

Redda[ H'LH ensures Huﬁ every school |:riP |'10,s o,t [easl one 'First Aid al Wor|<’ quo,lified J:irst aider, (‘m EYFS, a Pedialric
brained member of staﬂ) and two Emergencg Responders on every frip. Names of these adulls will be staled on the

EVOLE J.'Cl"m Ol’ld amendec[ via a note on H'1e sHstem if H1e Staﬂ,’ member needs LO change fOI" O,DH reason.

Conlenls OJ[.' Adu”s PQIDGFWOFI( PQCI(S

Prior o each Educational Visil, each Visit Leader ensures thal o Pack of relevant paper work is pul Logether for
eac|’1 adu” O,Hending Hw lrip

As @ minimum each Pack includes: -



EVOLVE orm

Risk assessment (9eneral, venue, tronsporl or if required a full risk assessment)

GrouPings

Register of children aHenclmg

Ihnerarg ouH‘mmg the claH

A range of school staff members mobile numbers in case of emergency

A lable of signa}ures from adulks aﬂend’mg bo acknow[edge Hmeg have read and understood the documentalion
Prior bo the visit

Addihonal documents H'mt are re[evanf ko eo,ch ind'widuo,l frip (i.e. maps, booking forms efc.) are o,dded when

rec[uired‘

A[l PGCI(S are retumed |F0 Hw ViSil? Leader GL Hwe end Of Hw h‘ip SO Hmt relevant

‘mformo,hon can be shredded.

Exlernol Aclivilﬂ Providers

Where external conlraclors are involved in organising all or Parl of the visit, the conlract will be made with the school

on behalf of the Pupils. All PaHmean for the visit will be made H‘Lrough Arbor.

The Visif Leader wi“ mo,|<e appropriate c|'1ec|<s before commiHing Hme school to Hme contract. This wiH inc[ude seel(mg
assurances about hea“h o,nd safetg, o,nd any accreditahon o,ncl [icensing. Wherever Possible, H‘»e school wi” see|< Lo
use holders of Hle Learning Outside Hwe C[o,ssroom Qualilg Badge for which no Providers Contracls or oH‘ter

assurance checks are required.

Porenlal CO nsenls

Reddal Hill rec[uire One—Off Parental Consent form available within the Sandwell Policg & Procedure for Oﬁsite and
Oul of Hours Educational Activities. This form will be sent lo Parent(s) (or those with Parenkal resPonsibililg) at the

beginmng of eo,ch academic year.

For visils w|'1ic|'1 conlain any e[ement of Hle fouowing:
*  Advenlurous aclivilies
® Residenhal visits

Additional consent will be requested in the form of a SPecific Consent form which ParenKs) (or those with Parental
responsibi[ilg) will need to complefe Prior bo the achiLH / visik.



As well as H‘»is, at Reddal Hiu, we also Pride ourselves in ensuring Parents are quH aware of all expectahons,
ihnerarg and purpose of each visit. Therefore, alongside the parental lebter ouHining the Lrip and cle[ailing paﬂmenls,
a specific s[ip consent form is also senk so Parenfs can acknowledge Hmeg have received the informo,l'ion, understand
all asPects of the visit their child is O,Hending and have the opportunilg bo share any additional recluiremenls H‘telj
have for their child on the visik.

The Expeclahons oJr Pupils and Parenls

The school has a clear code of conduck for school visits based on the school Behaviour Policg. This code of
conduct will be Part of the condition of booking bg the Po,renks. Pupils, whose behaviour is such that the Visit
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

whether the Pupil is sent home from the oHsile visik.

Emergencg Procedures

Where Possible, Hwe schoo[ wi“ aPPoinL lwo members of Hle Senior Managemenl Team (SMT) H1e Headteacher wiu
alwags be the one member of sfo,ff, as the emergency conback for each visik. Office slaff are also aPPointed if bwo
members of SMT are not available for appropriale reasons. A“ major incidenls should immediakelﬂ l)e relagecl lo one

of |:hese Peop[e, esPecia”3 Hmose involv‘mg "mju,rH or Hmt mighl a&roct media aHenhon.

The Visit Leader wi“ [eo,ve fu” de|:o,ils of a“ Pupils o,nd accompanging o,duus on Hw visit wiH1 Hw 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 reporlec{ back and recorded fo”owing normal school

Procedures for rePorhng o,nd inveshgal‘ing accidentsi

Chorging J|:or Achvihes and Visils

The school may invile Parenls / carers fo ma|<e volunlarg conlribulions for school acf’wihes in order to enhance what
is otherwise Proviclecl. There is no obligahon to conlribule and Pupils will not be treated any diﬂ:erenHH accord‘mg

ITO wheHler or I’lOt H’leil" Parenls / carers |’10,V€ conlributed.

T|'1e level of conlribuhon will be calculaked for each o,chvilg o,nd may include, for example, an elemenl lo cover Hle
Parhcipahon 53 children from low-income fami[ies or the cost of bravel for accompanﬂ'mg teachers. Some aclivities

mOH I’lOt Lo,ke Plo,ce iJ.' PGI"GI"LLS are reluctant tO SUPPOFl H‘»em financiauﬁ.



The school will complg with the law in relation to charges that may be made for the cost of achivilies Provided oulside

schoo[ hours, wiH‘»in school hours o,nd for board o,nd lodg'mg on residenhal courses.

Moniloring

Monitor'mg of educahonal visi}s will to,|<e P[o,ce on a regular bo,sis. This is so Hmk H1e Headleacher is confidenk in
knowing that Pupils are safe ot all limes and that proposed oulcomes are mel. Monitoring will be the responsibilitg

Of Hwe Heod}eacher o,nd Hw EVC

The JFo”owmg areas will be monilored:

o The P[anning and o,PProvo,l process.
Eva[uahons of visils.

Observahon of visit leaders in achon (field monilormg)

. Accidents / ‘mcidenfs

General Dala Proleclion Regulahon

The General Dafo, Protechon Regulahon (GDPR) Provides a J:ro,mework to ensure wa Personal inJ:ormohon is honc”ed
Properlg.
Personal informahon in school is managed in o,ccordo,nce wiH1 Hw requirements of Hw GDPR For furHler dekails of

hOW we manage Personal dala, Please S€e our PriVOCH nohce, which can be J:ouncl on our SCl’lOOl websile.

Inclusion

Reddal Hill strives to include all Pupils on educalion h‘ips and residentials and caker for their needs Hmrough a
rigorous Planning process. The school Promoles values of equalifﬁ and does not discriminale against any individual
or group of Pupils when organising a visit. Government 9uido,nce regarding 9encler queshoning is shill be‘mg updaled.
Best Prachce guiclance set ouk in documents such as KCSIE & The Care Ack 2014 are to be referred to when
arronging visits. The extra-curricular friPs and achivikies olrfered bo Pupils will Provide new experiences and develop

life skills. Exlro,-curricular Lrips ancl achvihes are organised, managed, and conducled in accordance wiH1 Redda[

Hill's Accessibilitﬂ Plan.



