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1 INTRODUCTION

Forest’s Educational Visits Programmec (EVP) fulfils several of our stated aims and values and is a
key part of our 360 degree pupil development. Learning outside the classroom is a well-
cstablished and proven methed to develop a pupil’s life skills such as cmotional resilicnee,
independence, problem solving_, communication and tcam work, all of which have a dircct

positive impact to their academic learning.

Offering new cxpericnces and challenges also encourages a decper understanding of the wider
community on local, national and global levels. Above all, visits provide a platform for
cnjoyment and building social skills and camaraderic between staff and pupils, amongst pecr

groups and between pupils of different ages.

The key purposc of our EVP is to enhance pupil curricular learning supporting them  to realisc,

morc cffectively, their own potential in different surroundings.

1.1 SCOPE & REMIT

This policy applics to all thosc involved in the organisation and delivery of educational visits for
all scnior school pupils (Y7-13).

This policy should be read in conjunction with:

e Safcguarding & Child Protection Policy
o First Aid Policy

e DBchaviour Policy

e Lcarning Support Policy

e Disability Policy

o Allergens management Policy

e School Rules

e Driving Policy

e Critical Incident Plan

e Suff Code of Conducr.

This policy also sits alongside the Curriculum policy, Educational Visits process guide and

Educational Visits process forms.

Sports fixtures do not fall under the scope of the Educational Visits Policy and arc the
responsibility of the Director of Sport.

1.2 OBJECTIVES
To enrich the cducational experienee for all pupils in Y7-13 by providing a wide range of visits,

including:

e Curiculum related day visits (c.g. theatre productions for English or Drama)
e Extra-curricular activitics (c.g. dcbating)

e Residential visits (national and intcrnational) (c.g. Battleficlds trip to Belgium})
e Adventurc activitics and visits (c.g. ski trips, CCF, DofE, rock climbing ctc)

e Sports related visits (high performance camps, pre-scason training)



Forest School will ensurc thac:

e visits support pupil personal development as integral to the overall curriculum offer

e visits arc well-planned and possible risks arc identificd and managed

o all visits arc compliant with rclevant policics, processes and/or national guidance
(www.oacpng.info)

e there arc robust cmergency responsc plans and processes in place

e thosc in charge of visits have the necessary support, comperence and training to manage

situations appropriatcly

2 PROVISION OF EMPLOYER GUIDANCE

This policy is informed by the Outdoor Education Adviscr’s Pancl (OAEP) National Guidance
(www.ocapng.info). Forest School has formally adopted ‘National Guidance’ (NG) as ‘Forest
School Employer Guidance” (FSEG). This Educational visits guidance can be found at
www.ocapng.info For DIE Guidance for Health & Safery in Schools see: DEE advice on Health
& Safery

Itisa lcgal requircment that Forest School employees must work within the remit of the FSEG,
following both the School's policics as well as NG recommendartions (www.ocapng.info). Where

tllC['C isa discrcpancy th\VCCH NG ﬂl"lCl FO[’CSt POliCiCS tllCIl thC latrcr takcs PfCCCdCllCC.

Where a Forest School employee commissions a Learning Ousside the Classroom (LOC)

activity, they must cnsurc that any such commissionced agent has cither:

1. adopted Forest School or OEAP National Guidance
or

2. systems and procedurcs in place where the standards arc not below than those required by

OFEAP Narional Guidance.

3 STAFFING
3.1  TRAINING

As an cmployer, Forest School is required to ensure thar its staff arc provided with:

e Appropriatc guidance relating to visits and LOtC activity

e Employer-led training courses to cnsure the guidance is understood

e Appropriate systems and processes to cnsurc that thosce trained arc kepr updated

e Access to advice, support and further training from an appointed Adviscr with proven
cxpertisc and professional understanding of the guidance, training and expecrations sct by

current good practice.
The relevant training courscs for Forcst School are:

e Educational Visit Co-Ordinator (EVC) training: Forest School is required to have a
current, trained EVC in post for the Scnior School. A formal EVC revalidation should be

undertaken every 3-5 years or at the time of staff change.


http://www.oaepng.info/
http://www.oeapng.info/
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools

e Visit Leads (VL) training: VL training is led by the EVC whe also provides on-going
support. A mentoring system operates whercby cxpericneed staff support thosc with less

trip cxpericnee

The Educational Visit Coordinator (EVC) supports individual VLs as issucs arisc. The School

provides an annual rolling training programmc for all staff on Educational Visits.

Staff should contact the EVC if they have problems finding appropriate training materials or
requirc help and guidance

3.2 CLARIFICATION OF ROLES
Whilc on an cducational visit, in whatever capacity, it is the responsibility of all artending staff

members to cngage with the pupils and adhere to their professional responsibilitics.

The Warden and Governing Council have overall responsibility for cnsuring robust procedures
arc in placc and that staff follow the correct procedures adhering to National Guidance as

follows:.

e  Governors have ovcrsight of the Educational Visits policy, proccdurcs and
implementation as part of their Health, Safery and Risk responsibilicy

e The Warden delegates some of these responsibilitics to the Deputy Head Co-Curricular
(DHCC) and/or the EVC

The Warden’s principal functions arc:

e To cnsurc that appropriatc support systcms arc in place to respond to incidents,
cmergencics and critical incidents, including the means to contact relevant partics

e To make sufficient rime and resources available for the DHCC/EVC for induction and
training of staff and voluntcers. This should include opportunitics for staft to develop
competence in dynamic risk management by assisting more cxpericnced colleagues on a
range of educational visits and by attending relevant training courses

e To ensurc DHCC and/or EVC have access to cxpert advice as required {cg an outdoor

cducation adviscr).

DEPUTY HEAD CO-CURRICULAR (DHCC)

THE DHCC principal functions arc: usctul

e To provide a strategic programmec of visit opportunitics cnabling all pupils to develop key
life skills and support their classroom-based knowledge

e To cnsurc the School’s financial procedurcs, as sct our in this policy, arc complicd with
regarding charging for visits

e To check that the EVC has designated an appropriately competent VL who meets the
School’s criteria for ensuring safety of pupils (this includes final approval on a member of
staff’s competence and suitability to lead a visit, aligned to the VL's principal
responsibilitics sct out in this policy).



EDUCATIONAL VISITS COORDINATOR (EVC)
The EVC principal responsibilitics are:

e To champion all aspccts of visits and outdoor lcarning

e To support the Warden and DHCC in ensuring the School fulfils its duty of care,
complics with legal requirements and follows the OEAP National Guidance

e To support/oversce planning so that well-considered arrangements result in well-
managed and engaging visits and outdoor learning, ensuring good practice aligned to
OEAP Narional Guidance

e To mentor and monitor VLs and potential leads, supporting their ongoing professional
development and training

e To support VLs cnsuring that, where neeessary, documented parcental consent is in place
and all parcnes/carcrs have the appropriate information

e To cnsurc the appropriatc contingencics and logistics arc in place to support emergency
planning for cach visit

e To co-ordinatc trip cvaluations, supporting SLT to identify arcas for improvement and
future training nceds

e To support regular reviews of the visit programme

e To managc the risk asscssment approval process for all visits.
SLT — BASE CONTACTS (for rcsidential visits and out of school hours activity)

All residential visits and out of school hours activiry will have three members of the Senior

Leadership Team/DSL/DDSL allocated to them, at base. Their roles arc defined as:

e First Point of Contact (POC): they must be fully bricfed by the VL on the itincrary and
visit details, including key conracts prior to the visit departure. They must remain up to
datc with cach visit’s progress and be on call 24 hours a day to offer gencral support if
required. If an incident occurs, they will initiate the critical incident plan. This will
include, bur is not limited to: management and administration; despatching additional
staff support to the trip location; decision-making on nexr steps required in conjunction
with the VL; communication to parents/carcrs, other stakcholders and the media, as
appropriatc

e Sccond Point of Contact: they should be on call 24 hours a day throughout the visit as a
backup POC should the first POC not be contactable (due to unforeseen circumstances)

e Safcguarding Point of Contact: The VL will be allocated their Safeguarding POC upon
approval of the trip. The VL must ensurc an informed plan and risk asscssment process
takes account of any additional specific-child nceds. This DSL or DDSL is not a point of
contact for the VL during the visiy; if necessary they will be contacted by the First POC.

Visit Lead (VL)



Prior to the visit, VLs must be clcar about the chain of accountability and what is expected of

them, irrespective of their cmployments status.

The VL’s principal responsibilitics arc:

e  Overall responsibility for the visit including: organisation, learning outcomes, personal
development opportunitics, pupil supcrvision and the safery of pupils and other staff, as
appropriatc

e Thcir own compctency in the usc of Operoo (and thar of other staff members on the
trip), as this is how pupils’ medical and emergency details will be accessed, how
parcnts/carcrs arc contacted, how incidents arc reported and how regular registers arc

taken and recorded
The VL must:

o [ Cxpcricncccl in accompan}?ing school visits before taking on the role of VL
e DBc comperent and ablc to asscss the competence of other staff supporting, them

e  Have reccived Forest School’s VL training and bc deemed competent by the DHCC.

Occasionally a VL is supported by an assistant VL (mainly on international and residential visits).
There should always be a single designated leader for any visit or activity and, if this role changes,
there should be a clear handover. At any time, cvery leader should know which participants they

arc rcsponsiblc for, and cvery participant should know which lcader is res ponsiblc for them.

ASSISTANT VLs (for residential visits only)

For residential trips, the VL should appoint an Assistant VL. Whilc they must be suitably
comperent, they do not necessarily need to have acted as a VL before. This role can be treated as

part of training to become a VL in the future.

Assistant VLs should be involved with the whole process of the planning, risk assessment,

organisation and dclivery of the visit, so they can replace the VL if required.

3.3 COMPETENCE OF STAEFF
All VLs and assistants must be deemed competent by the DHCC to undertake such

responsibilitics as they have been assigned in line with the OEAP National Guidance:

“Being competent means that the leader has demonstrated the ability ro operase effectively and bas
sufficient relevant experience and knowledge of the activities, the group, and the environments in
which the visit will take p[ace. Compermr:e is @ combination of skills, /mow[edge, AWAVENESS,
judgement, training and experience. It is not necessarily related to age or position within school. It is
sitnarional — a leader who is comperent in one activicy or environment may not be so in another — and
it involves breadth as well as depih. Relevant experience is not necessarily gained by repearing the same
thing several times, bur by experiencing a range of different activities and environments”.



34  MONITORING
The School must ensure there is monitoring of visits and LOtC activitics underraken by its staff,
and must align with procedures sct out in the Educational Visits Operation Manual. Monitoring
is delegated to the EVC and can also be carried out by cxpericnced staff acting as

mcntors!adviscrs ro COHC&gUCS.

3.5  SUPERVISION
[t is the responsibility of the VL to cnsurc that appropriate staft/pupil ratios and sufficicnt
supcrvision arc maintained ac all times during a visit. Thesc ratios arc not prescribed in legislation
burt, nonctheless, levels of supcrvision and group management must be decmed cffective through

propcr considcration of:

e Staff competence

e Activity — narurc and locarion

e Group — agc and ability

e Environment — including time of ycar and prcvailing conditions

e Distancc away from the visit basc

A minimum of two members of staff will be required for any visit (with at least onc staff member
to be first aid trained). Visits with small pupil numbers can be reviewed and authorised by cither
The Warden, DHCC or DHSO and recorded within the risk asscssment. VLs may be assisted by
parcnt/carcr or activity volunteers, once trained. However, they may not be in sole charge of
pupils ar any point during the visit nor left unsupcrviscd, unless rhcy have been DBS checked by
Forest School. If volunteers participate, the VL must complete the voluntecr risk asscssment (sce

the safcguarding intranct pagc)

Ratio Guidance Pupils’ Year Group

1:15 Years 7 - 11

1: 20 Years 12 & 13

1:12 UK based residential visits

1:10 International residential visits

1:10 Aﬂ}-’ visit which includes adventure activities (see

appendix A)

The SLT/EVC has the authority to change these suggested ratios should the Risk Assessment

demonstrate support and sufficient controls.

For mixed gender residential visits, it is best practice to include at least one male and onc female
member of staff. This may be overruled in certain circumstances but only where the alternartive
mcasurcs arc deemed appropriate by cither the Deputy Head (Safeguarding) or the Deputy Head

Pastoral and also communicated to relevant Parent/Carers prior to the visit taking place.

4 RISK MANAGEMENT & EMERGENCY PLANNING
4.1 RISK MANAGEMENT

Forest School has a legal duty to ensurc that possible risks arc managed. This means mitigations

arc put in place to reduce (but not entircly climinatc) risks to an “acceptable’ level. The School

8



has proportional risk management systems in place including support, training, resources and

risk assessment templates for statt/VLs to implement this legal requircment.

Risk management of an activity should be informed by the benefits to be gained from
participating, together with appropriate control measures in place to reducc any risks to
‘acceptable.” HSE (Health & Safety Exccutive, a government agency) endorses this approach
through their ‘Principles of Sensible Risk Management’ and advocates the importance for young

people to be exposed to well-managed risks.

Once completed, the EVC will approve the risk assessment completed by the VL. The VL must
then sharc these with all staff participants prior to departure. The Health, Safery & Compliance

Dirccror will conduct compliance-basced inspections of risk asscssments periodically.

Where a matter ariscs on a trip not covered by a School policy, staff should make any nccessary
decisions acting iz loco parentis. This means raking decisions/actions which would be regarded as

rcasonable if made by the responsible parent/carer.

An cxploratory visit by a member of staff is highly recommended, where practical_, before any

visit is underraken, as prior knowledge of the site/venuc can be a key facror in reducing risk.

4.2  EMERGENCY PLANNING

A critical incident on an educational visit may include bur is not limited ro:

e Somconc/the group suffers a scrious injury or fatality (not necessarily within your group
but may be involved or witnessed)

e Somconc/the group may be at risk for ungoverned local or national cvents outside the
school’s control. i.c. flooding, industrial travel strikes, ctc

e Pupil(s) missing for a significant/unacceptable period of time

Any scrious incident or accident should be reperted to the First POC to ensurc thresholds arc

discussed and appropriatc action taken.

In the event of a scrious/critical incident the VLs priority would be to call emergency services,
arrange for medical attention for the injured and cnsure the rest of the group remains calm with

their welfare needs addressed.

All VLs will have access to School emergency point of contact numbers (POCs) which they must
usc if a critical incident occurs. The POC will provide suppott to implement the School’s critical

incident plan (Scc scction 3.2 above: (SLT - Basc Contacts).

All VLs reccive an emergency action card with Forest’s emergency procedures and helpful tips.

5 FINANCIALS & INSURANCE MATTERS

5.1 INSURANCE
As a statutory requircment the School holds both Employer’s Liability and Public Liabilicy
Insurance. It also holds comprchensive travel insurance for staff and pupils. Details of the policy

arc available to VLs (and to parcnts/carcrs, if requested).



52  COSTS & CHARGES FOR VISITS
Day visits which arc linked to curriculum and which take place during the school day (08:30 —
16:00hrs), arc charged to relevant departmental budgets, and not the pupil.

Costs for both day visits taking placc outside the normal school day and most residential visits
will be charged to the pupil raking part. Visits will always be stress-tested for financial viabilicy
and valuc for moncy to make them as accessible as possible. For these trips, receipr of payment
will be taken as parent/carer consent to the visit and their agreement of the terms and conditions

sct out in the initial informartion lerter.

[t is the parent/carer’s responsibility to cnsure the instalments arc paid in accordance with the
payment schedule provided by the School. If payment deadlines are missed cheir child’s place

could be at risk andfor the travel insurance becomes invalid.

Where a pupil’s school fees arc outstanding, they will not be permitred to join a school visit

unless agrccd by the Bursar.
Bursarics for Visits:

Trip funding for pupils supported by Bursarics or the Assisted Places scheme will be assessed by
the DHCC, HoS and Bursar against the following criteria:

e Lecvel of bursarial support (mcans-tested)
e Decrails of the visit including cost and itincrary

e Pecrsonal development journcy of the pupil

Parcnts/carcrs of children in reccipt of any type of bursarial support who would like their child to
take part in a visit that is beyond the scope of the supporrt in place, should be advised to conract

the EVC and DHCC to discuss the possibility of a supported place on the visit.

If your child is in reccipt of a mecans tested award and would like to participate in an educational
visit that is unaffordable for you, then pleasc contact the EVC to discuss the possibility of

financial assistance towards the cost of the visit.

Bursary and Assisted Place award holders will be considered for financial assistance towards
cducational visits on a means tested basis. Each request will be considered on an individual basis
and will be determined by the Bursar and EVC. The level of support will be restricted to a
proportion commensuratc with the means tested award that applics to school fees.

The School’s decision regarding applications for financial assistance is final.

6 PUPIL CONDUCT & PARENT/CARER RESPONSIBILITY

Parent/carcrs arc responsible for ensuring their child meets the necessary travel requirements for
their visit (passports, immunisations, visas, GHICs ctc arc in datc and that all items on the
packing list arc provided as requested). It also includes updating the School abourt any changes in

circumstance (SUCh 4s CMergeney contact dCtﬂﬂS, lIlCCliCle llCCClS oI Carc guidancc).
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School insurance docs not cover personal belongings nor whole trip cancellations related to
Covid or any other pandemic. Parent/Carers arc advised to extend their own insurance to cover

1055 or damagc roa chilcl’s PC[’SOH&] ltcms.

The conduct and behaviour of pupils on a School visit remains governed by the Behaviour Policy
at all times. Should a pupil fail to meet these cxpectations, staff should follow the Behaviour
Policy. However, the VL has the right to request that a parent/carcr collects their child from the
school trip (wherc this is viablc), at their own cost, should a pupil’s unacceprable behaviour
continuc or become porentially dangerous. At the conclusion of a visit, incidents requiring

ﬁl['l'hC[' action ShOLllCl bC ﬂaggcd P[’Ol‘ﬂpl:l}r 5O thC ['CICVS.HI' pasroral SL"ELH: can EOHOW up.

7 MOBILE PHONE USE
Staff personal mobile numbers should never be given to pupils. It is a requirement for VLs to
take a School mobile phonc with them, and give both the parent/carcrs and pupils this number

ahcad of the trip, unless approved by the EVC.

If there is an clement of indircct supcrvision or inclcpcndcnt rravel during the trip, the VL can
request the pupils’ mobile numbers. Staff should ensure this darta is deleted after cach visit they

should not input pupil’s numbers into personal mobile phones.

MObilC pl]OllCS carn bC vary LlSCf'Lll in CHlCl'gCIlCiCS. HOWCVC[', l'hCl'C arc rcasons \Vh}? thCi[’ usc b}’

pupils may be restricted on cducational visits. Examplcs include:

e  Mobile phones can act as a distraction, preventing pupils from making full usc of the
cducational epportunitics offered by the visit

e Carrying phones can cxposc pupils to the risk of mugging and street violence

e Loss or theft of phones can invelve VLs in time consuming reporting procedures

e Homecsickness may be made worse by frequent usc of mobile phones

In the event of an incident on an cducational visit, the VL has authority to colleet devices to

avoid sensitive information being disseminated through social media/text cte.

Similar rules will apply to other personal items such as cameras. Parents arc requested not to
permit pupils to take cxpensive cquipment on visits which may attract thicves or be lost or
broken. In any event, pupils will be responsible for all items of personal property raken on the

visit.

8 PLANNING PROCEDURES
The Educational Visits Operational Manual details all the key planning and logistical procedures
rclating to the running of educational visits. All VLs will be trained in using this manual which is

available via the intranct and covers the following arcas:

e Prcliminary Approval
o Parent/carcr Consent
o Rartios

° Information {:Ol' Pil['ClltSa'{Cﬂ['Cl'S

e Informartion for the EVC

11



e Risk assessments

e  Mecdical issucs

e  Advenrure activitics

e Safcguarding

e Transport

e  Rescarching providers, facilitics and venucs
e  Further guidance for residendal trips

e  Further guidance for overscas trips

o  Critcal incidents

e Insurance and finance

8.1  VISIT APPROVALS
All visits arc approved at SLT and EVC level, with all international visits being discussed at SLT

mectings.

The approval process is outlined in the Educational Visits Operational Manual and the following

arcas arc COllSidC['Cd dLll'ng EhC approval process:

e School calendar

e Curriculum/co-curricular justification
e Financial

e VL compcrence

e Safery management

e (onscnt

82  CONSENT
The School docs not need consent for the pupil to participate in off-site visits that rake place
during the normal school day, and which form part of its curriculum. However, the School is
obliged to provide parcnts/carcrs with details about whar their child will be doing and where.
The School docs need consent from parents for visits which take place outside normal hours. In
addition, the School should request consent when a pupil is taking part in any adventure activity

as defined in Appendix A .

When 2 child joins the School, parents agree to terms governing a number of arcas including:
Consent; Indemniry; Medical; Code of Conduct and thesc last for the duration of a pupil’s time
at Forest. This agreement permits staff to act iz loco Parensis in the event of a medical emergency.
It also includes access to contact derails and any medical or welfare details for the safeguarding of

the pupil.
8.3 INCLUSION

Forest School takes all rcasonable and practicable measurcs to ensurc that outdoor lcarning
activitics and visits arc available and accessible to all, irrespective of special cducational or medical
needs, cthnic origin, gender or religion. The principles of inclusion should be addressed for all

visits, cnsuring an aspiration, by all pupils, towards:

e An cntitlement to participatc

12



e Accessibility through dircet or realistic adapration or modification

e Intcgration through participation with peers

8.4  SAFEGUARDING

All staff have a responsibility to safeguard and promote the welfare of pupils during cducational

visits. Further guidance regarding safeguarding is in the Educational Visits Handbook.

This policy should be read in conjunction with the School’s Safeguarding and Child Protection

Policy. Every cducational visit must operate within the statutory protocols detailed in Keeping

Children Safe in Education (Sepr 2023).
8.5 DOCUMENTATION

The VL is responsible for documentation and should therefore cxercisc awarencss of potential
GDPR breaches. Opcroo reduces the need to rake medical and emergency information in
hardcopy. Where it is necessary to take visit details conraining pupil information in paper form,
it must be handled as sensitive informartion and collected/destroyed after the wip. Using School

devices/platforms (Operoo) for holding trip related information is best practice.

8.6  ADVENTUROUS ACTIVITIES & PROVIDER ASSURANCES

RCSC&I’Ch and C\’idCHCC dcmonstratc thC many bCllCﬁtS YOUHg pCOPlC dC['iVC from taking part in

adventure activitics. Thercfore accessibility to these for all pupils should be a key priority.

Advenrure activitics require a higher level of risk management, and may also demand specific
compctences to reduce risks to an acceptable level. Some specific adventure activities for young
people in England, Walces and Scotland arc subject to the Adventure Activitics Licensing
chularions (2004). Many providers of thesc activitics are required to hold a licence from the
AALA (Adventure Activities Licensing Authority for outdoor activity centres for young people in
Great Britain and part of the HSE). If a provider holds a LOtC Quality Badge, this is cvidence
that it meets safety as well as cducational quality standards, and thar it holds an AALA Licence if

it is legally required to do so.
It is the VL’s and EVC’s responsibility to check:

. with the Clerk to the Governors whether the specific adventure activity is covered under
School insurance

. that the provider holds the necessary licences, including an AALA and or LOtC Quality
Badge.

If School staff arc to lead adventure activitics, they must be properly assessed as competent to do
so. Proof of rclevant qualifications should be submitted to both the EVC and the Dircctor of HS

and Compliance for review as part of the risk asscssment process.
Sce appendix A for the full list of defined ‘Adventure Activitics’

8.7  MEDICAL
Evcry visit must have onc or more members of staff who hold a valid and appropriate First Aid
qualification. Where this is not the case, the VL must demonstrate to the Director of HS and

Compliancc that there arc appropriate arrangements for dealing with first aid emergencics for the
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duration of the visit, including while travelling, to sccurc approval. If anyonc attending has other
medical needs such as diaberes or is at risk of anaphylactic shock, the VL must cnsurc appropriate
staff have reccived specific training and arc compcetent to take any urgent remedial action

required, and also to scck additional assistance without delay.

VLs must also be awarc of any pupils requiring medication during educational visits and cnsure
that they arc able to cither {(2) manage their own medical needs or (b) be appropriatcly cared for

by the accompanying staff.

It is not always possible to guarantee an allergy free environment on visits, and pupils may not
always bc accompanicd by Forest staff (homestays, for examplc). Parent/carcrs should be made
awarc of this, including the rclevant standards and cultures in other countrics, before they
commit to a visit. These factors cannot be uscd as justification to withdraw their child ar a later
stagc. Any concerns must be discussed with the member of staff organising the visit, as soon as

possiblc.
8.8  TRANSPORT

Statistics show it is much more dangcrous to travel to an activity than to cngage in it. The most

appropriatc modc of transport should be considered for cach visit and approved by the EVC.
Road Vchicles

Extcrnal hirc of coaches/minibuscs must be registered and authorised by the Office of the Traffic
Commissioncr. It is the VL’s responsibility, checked by the EVC, to ensurc this rule is followed.

Pl_lpilS IMUST wear SCﬂtbClES at 1111 times \VhCl'C ]Jl'OVidCCl. Staﬂ:should tﬂkC CVCry rcasonablc SKCP to

enforce this.

The School requires thar all staff must hold category D1 cntitlement on their driving licence and
have completed MiDAS training,

Transporting pupils in private cars requires carcful consideration. Staff cars should be used to
transport pupils in ‘unplanned’ or ‘emergency’ situations enfy. For cxample, journcys to hospital,
or to prevent pupils being otherwise stranded would fall into this category. Any other intended
usc of staff vehicles must adhere to the School’s Driving Policy and the Staff Code of Conduer,
and SLT approval must be sought.

Indcpendent Travel

Staff organising visits for Year 11-13 groups where they arc able or asked to make their own way
to and/or from a venuc independently, must ensure that this is communicated, in writing, to
parcnt/carcrs and consent received back from parent/carcrs aceepting responsibility for their

children in these circumstanees.

Where visits have organised travel included but parent/carcrs request their child travels
indcpendently to/from the venuc as it is closcr/casicr to travel directly from home (rather than via
the School), this is permitted for pupils in Y9 and above ondy. In such circumstances, the VL

must reecive this request, and permission in writing, from the parent/carcrs at least 24 hours
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prior to the visit departure so the VL and accompanying staff arc fully awarc of their

responsibilitics and arrangements for cach pupil.

8.9  INTERNATIONAL VISITS
Thesc visits must be booked via a travel provider (ATOL/ABTA bonded) and which, idcally,
belong to the School’s travel forum. VL liaison with the EVC at the carliest stage is essential to
cnsurc that suitable checks have been made regarding their insurance cover and Terms and

Conditions.

Staff should give carctul consideration to the educational and personal development justifications
for an international trip {and its sustainable, cconomic and inclusion factors) and whether a

domestic venue could provide similar bencfits.

Country cntry restrictions should also be given carcful thought and whether factors such as

vaccinations and/or visas requirements might cxclude some pupils from taking part.

The School must ensurc that any organisation providing activitics holds the LOtC Quality Badge

or similar local accrediration.

While the HSE docs not cover incidents overscas, it does hold a mandarte to undertake
investigative work in the UK and therefore School staft could be liable, under civil law, for any

injurics to pupﬂs duc to ncgligcncc.

If the trip includes signiﬁcant risks, such as challcnging terrain, a remote location or an cxtreme

climare, the School should follow the guide British Standard for adventurous activitics outside

the United angdom. as the basis for its pl:mning and risk asscssment. Org:misations cmploycd
by the School should also be requested to follow this. Organisations with a LOtC Qualiry
Badgg, should alrcady follow this standard.

FCO advice must be followed, where applicable. It is the VL and EVC’s responsibility to remain
informed of any changes to the FCO from the point of approval through to departure.

8.10 EVALUATION
The VLs (and where possible other staff on the visit} should complete the evaluation form on the
Cognito EV Form.

The EVC will re usc feedback from the visits to:

e review the annual visits programme
o updartes the trips approval procedure, as nceessary
e providc staff with lcarning and information from past trips to inform planning

future visits
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https://www.bsigroup.com/en-GB/about-bsi/uk-national-standards-body/what-is-the-national-standards-body/why-standards-matter-for-consumers/consumer-resources/
https://www.bsigroup.com/en-GB/about-bsi/uk-national-standards-body/what-is-the-national-standards-body/why-standards-matter-for-consumers/consumer-resources/

Appendix A

ADVENTURE ACTIVITIES
Below is a list of ‘“Adventure Activitics” as agreed by the Local Authority outdoor education

adviscrs.

Before Forest pupils take part in any of thesc activitics the School needs to be satisfied that the
rclevant National Governing Body qualifications arc held by the person/organisation running the

activity or that a technical adviscr has provided a starement of competence.

e All acrivitics in ‘open country’ (such as DofE Expcditions)

e Swimming (all form, Cxcluding lifcguardcd pools}

e  Camping where participants/lcaders crect tents and/or sclf-cater
e Canocing/kayaking

e Sailing/windsurfing/kitc surfing

° Rafting or improviscd raft

e  Usc of powered safery/rescuc craft

e All other forms of boating (cxcluding commercial transport)

e Watcr skiing

e Dainrball (including Lascr quest & Softball)

e Snorkel and aqualung acrivitics

e Hill Walking and mountaincering

* Mountain biking/BMXing

e Rock climbing (including indoor climbing walls}

° Abscﬂing

e River/gorge walking or scrambling

e Coastccring/coastal scrambling/sca level traversing

e Underground exploration (excepr designated show caves)

e Shooting & archery

e Skiing, snowboarding and rclated activitics (such as dry slope)
e Air activitics {excluding commercial flights)

e Horsc riding

e Motor sport — all forms

e High Level ropes courses

e  Extreme sports {(Parkour, Bungee, Zorbing, Mountain or ATB Boarding ctc.)

e Other activitics (cg initiative cxercises) involving skills/risks inherent in any of the above.
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