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College Values

Students: as the focus for the work of everyone at the College

Mutual Respect: caring for and valuing students, staff, governors and our community
Integrity: honesty, hard work and personal and social responsibility

Learning: a passion for learning and its capacity to change lives

Excellence: high aspirations, high standards and high achievement

Scope and Purpose
Luton Sixth Form College will organise and support visits and activities off-site which enhance and enrich
students’ educational experiences and opportunities.

Equality and Diversity Policy Statement

The College is committed to providing a non-discriminatory environment, which is free from harassment
and victimisation, and to promoting equality of opportunity. The College opposes all unlawful or unfair
forms of discrimination, harassment and victimisation on the grounds of age, disability, gender
reassignment, marriage & civil partnership, pregnancy & maternity, race, religion orbelief, sex or sexual
orientation.

The College will ensure that teaching and learning are available to, and accessible for, a broad range of
students. This will be achieved through:

e diverse marketing and admissions arrangements;

e the provision of a broad range of courses;

e the use of a range of teaching methods and media;

e the delivery of a diverse curriculum; and

e the provision of a broad range of student support services that cater for students
with diverseneeds.

Prior approval of Educational Visits by the College

All educational activities and visits involving students leaving the College campus must be notified to,
and approved by, an appropriate manager. The Visit Leader must obtain approval in principle (verbal)
from the Head of Faculty/Department before detailed planning takes place. Heads of
Faculty/Department should satisfy themselves, before approving the application on Evolve, that:

e The activity or visit is appropriate to the course(s) of the students involved and does
notunnecessarily impinge on their other classes.
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e The visit offers value for money.

e The Leader has completed all the necessary preparatory work.

e The arrangements are satisfactory.

e All necessary procedures, as outlined in this policy, have been followed.
e All the appropriate documentation has been completed.

Only registered students and staff of the College may participate in educational visits, unless the written
consent of the Director of Curriculum Operations is obtained.

Parental Consent

Consent for students to participate in day time educational visits, visits and work experience off College
premises has been included in the Student Contract signed by parents/carers when students enrol. The
parents/carers of students in Sports Teams are informed at the beginning of the year that students will
be going out of College for sports fixtures.

Express prior consent by parents/carers is required for all students under the age of 18 for:

e activities involving the use of College transport (excepting Sports Teams)

e unaccompanied visits

e residential visits both UK and overseas

e visits where students join and/or leave the journey on route or arrange their own transport

e visits involving hazardous activities.

Written information regarding the visit should be sent to parents/carers in accordance with the
detailed procedures that accompany this policy.

Approval Guide

Approvals
Activity (Section to i
. Principal
be followedin Evolve Form Head of Director of Parents/Carers
or
procedures) Faculty / Curriculum Quality (by formal .
designated
Department letter)
deputy
Local Learning Local Area Visit & Yes No Only if College No
(Section B) Risk Assessment transport is
involved
Day/Evening Visit Form & Risk Yes At least 10 days If the visit is No
(Section C) Assessment prior to the visit unaccompanied
1 Day Visits — Visit Form & Risk Yes Yes Yes to include No
Hazardous * Assessment Reply Slip for
parents to give
permission
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Approvals
Activity (Section to ' Principal
be followedin Evolve Form Head of Director of Parents/Carers
procedures) Faculty / Curriculum Quality (by formal 'or
Department letter) designated
deputy
Residential UK Visit Form & Risk Yes At least 5 weeks Yes Atleast4
(Section D) Assessment prior to the visit weeks
prior to
the visit
Residential Visit Form & Risk Yes At least 15 weeks Yes Atleast 12
Overseas (Section Assessment prior to the visit weeks
D) prior to
the visit
Hazardous * Visit Form & Risk Yes Yes Yes At least 4
(Section E) Assessment weeks
prior to
visit (UK)
or 12
weeks
(overseas)

* Hazardous activities are visits that include particularly demanding or dangerous sports, assault

courses, outward-bound activities and visits, in dangerous locations (i.e. moors, hills, quarries, lakes or
seashore). This list is not intended to be exhaustive and each visit will be assessed individually by the
Director of Curriculum Operations in conjunction with the Visit Leader. For visits involving hazardous
activities, a pre-visit should be arranged to ensure that the staff are qualified and the activities are

safely organised .

Staffing Educational Visits
Although one member of staff will be identified as the Leader, all participating staff will undertake full

professional responsibilities for students during the visit or activity. The staff accompanying an
educational visit should:

e Normally be sufficient in number to provide a staff : student ratio of approximately 1 : 15-20.

Theexact number of accompanying staff will depend upon the nature of the activity and the
needs ofthe students involved.

Where two or more members of staff accompany a group, they should reflect a gender balance
inkeeping with the student group, if possible.

Day visits may, exceptionally, be unaccompanied (e.g. HE Conferences, Art Galleries, etc.).

For residential visits, the staff should normally include a qualified First Aider, who should carry
a First Aid pack appropriate to the number of students and the activities to be undertaken. First
Aidtraining should be included in the staff development plan for those staff who regularly
organise visits, whether at home or abroad. Visit Leaders of DofE visits should ensure staff
qualified for outdoor first aid accompany the visit. Further guidance on this is available from
the First Aid Administrator.

All staff involved in a residential visit must complete an online Staff Emergency Details form,
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details will be given to the Visit Leader and the nominated College contact. Due to the
confidential natureof the information provided, information must be held in a secure location
and destroyed at the end of the visit.

e Forresidential visit volunteers a visitor’s risk assessment must be completed and passed to the
Health and Safety Co-ordinator who will initiate an enhanced DBS application. Applications can,
onoccasion, take up to 6 weeks to complete so the risk assessment must be completed as soon
as possible. If the DBS is not received in time then the volunteer cannot attend the residential
visit.

There will not normally be provision for paid cover in College for staff out of College accompanying visits.
The Head of Faculty/Department will make appropriate timetable arrangements, in consultation with the
Leader, well in advance of the visit taking place.

Accommodation consideration for Transgender Individuals

Consideration should be given well in advance to any additional needs in relation for accommodation
for transgender individuals. The sleeping arrangements will need to be thought about before a visit is
undertaken; it is possible that the individual would prefer to have a separate room for example. Each
individual case and educational visit needs to be thought of separately and in depth discussions should
happen well in advance with any and all appropriate individuals including at a minimum the Lesbian,
Gay, Bisexual and Transgender (LGBT) Lead, the Individual, and the Educational Visit Leader.

There will be additional considerations that will need to be taken into account for overseas educational
visits. When travelling abroad it is the case that, just as anyone can be searched, a Trans student may be
searched at borders and other places. Different countries will have policies and procedures that they
will follow. The Educational Visit leader is required to contact the relevant border control or agency in
advance so that any risk assessment is accurate for that visit. There are countries that are not as legally
and culturally open as the UK. In fact some have laws that make it illegal to be part of the Transgender
community. Some countries make it an offence not to report to the authorities that someone is part of
the Transgender community. If there is any uncertainty about this the laws regarding Trans communities
in countries considered for educational visits needs to be investigated.

The International Lesbian and Gay Association (ILGA) have more information on their website about
countries that pose a risk to Trans individuals.

Risk Assessment

The College must be satisfied that the potential risks associated with any off-site activity have been
identified and, where appropriate, precautionary measures have been taken to minimise the likelihood of
an incident causing harm to students, staff or the general public. College minibuses may only be driven
by those who have successfully completed the approved course of minibus training. The Collegecar may
be driven by all members of staff who hold a valid driving licence. All drivers must hold a full licence for
vehicles with manual transmission. Drivers of College vehicles must have no more than 6 penalty points
on their licence, if driving a vehicle carrying College students as passengers. The College Safety Rules
“Driving on College Business” must be followed in all cases. If a member of staff needs to transport just
one student then they must ensure the student sits in the back of the vehicle.

It is essential that, before any educational visit takes place, each student is issued with a copy of the
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Students involved in visits off College premises — Safety & Behaviour; information for students Safety
Rules (see Appendix 1). It is the responsibility of the party leaders to go through the guidelines with the
students before the visit takes place, ensuring that all students understand what is expected of them,
have agreed to adhere to the guidelines and any restrictions or requirements made as a result of a risk
assessment and have accepted responsibility for their behaviour and actions. For overseas and
residential visits, consent forms should be signed by both the parent/carer and the student and retained
on the Evolve system.

The Visit Leader should check if any students attending the visit have a yellow/green/purple flag on
ProMonitor. If they do the student’s care plan should be incorporated into the Risk Assessment and the
SEND Coordinator should be contacted if they have any queries or if a detailed care plan is required

The Leader (or another member of staff) should normally go to the site(s) of the proposed visit to check
out its suitability both for the educational objectives and for safety aspects. This is compulsory for all
visits involving Hazardous Activities and desirable, wherever practicable, for other visits. Where a
preliminary visit is not possible, the Leader must demonstrate that all reasonable care has been takento
check locations and activities through correspondence. If the visit is overseas, documentation released
by the UK government for the Country you are travelling to needs to be read. This can be obtained from
the Health and Safety Officer. Whenever an educational visit involves activities that are beyond the
expertise, experience and training of the staff from the College, the Leader must ensure that
appropriately trained and qualified staff at the venue chosen to host the visit are able to adequately
supervise the students.

The Risk Assessment must cover the risk of a “Major disruption to travel arrangements”. This could relate
to, e.g., exceptional weather conditions or a terrorist alert. The Leader must ensure that:

e checks are made on relevant weather reports/news bulletins both before and during the visit

e arrangements are in place for ‘phoning the SLT contact, to discuss whether a visit should be
cancelled, and for contacting parents/carers to communicate any change of plan

e anemergency planis in place to cover alternative travel arrangements —together with a means
ofsecuring the consent of the parent/carer, should an individual student wish to depart from
the plan for the group as a whole

e emergency finance is available (normally by way of a College credit card)

e emergency contacts are available for staff on the visit.

In completing the Risk Assessment the Leader must identify any potential risks and the measures to be
taken to avoid or reduce them. It is the responsibility of Head of Faculty/Department to ensure that
satisfactory risk assessment takes place. If any student is not travelling with the main group, or is
returning by other means, this fact should be highlighted on the risk assessment. A letter must be
provided by the parent to confirm these alternative arrangements. For visits involving hazardous
activities, particular requirements are set out in Section E.

A full set of risk assessment forms is available in the documents section of Evolve.

Insurance
Staff will be fully covered by College Public Liability cover for authorised activities in accompanying
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educational visits as part of their duties. Staff and students will also be provided with insurance for visit
cancellation and loss or damage to property, and medical cover. College vehicles have breakdown cover
and fully comprehensive insurance.

Note: Staff should not normally use their own vehicle for transporting students. If staff need to use
their own vehicle (e.g. to drive themselves to the venue), they must ensure that they comply with the
Driving on College Business Safety Rules —See Appendix 4, Section D. If, exceptionally, a member of staff
does have to transport students in their own vehicle, they should inform the Leader (or, if it is theLeader,
then he or she should inform their line manager). If a member of staff needs to transport justone
student, then they must ensure the student sits in the back of the vehicle.

Financing the visit

The costs of educational visits should normally be borne by the students, although Heads of
Faculty/Department may choose to provide some financial support from their own budgets, e.g.
entrance costs for places visited, etc.

In the event that a visit has to be cancelled, it may be possible to reclaim all or some of the costs from
the College’s insurers. Where this is not the case, the College will normally bear all reasonable costs to
provide parents/students with a refund. The Leader will liaise with the Director of Finance and
Operations to agree how refunds should be made.
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Educational Visits - Procedures

General Requirements for All Visits

Please consult the relevant Section (B-E) for specific requirements depending on the natureof the visit.

1. Planning the Visit
Staff organising any educational visit should ensure that adequate time is allowed for planning
the visit and should complete a checklist at the outset, with key dates to cover each stage, for
example:
Action Date required | Date completed
1. Approval in Principle (provide outline of visit —
travel/accommodation/activities)
2. Costing
3. Preliminary visit (e.g. for any hazardous activity)
4, Risk Assessment
5. Approval of Local Area Visit/Visit Form (see below)
6. Request mobile phone from the Curriculum Office
7. Meeting with parents/carers (accommodation, transport,
safety rules for hazardous activities, etc.)
8. Parental consent (which for overseas visits should include
student’s passport details)
9. Bookings
10. | Students issued with Safety and Behaviour Forms for
Signature
11. | Care plans included in RA for any students with a yellow/
green /purple badge on ProMonitor
12. | Payment by students
13. | Finance arrangements (card/cash)
14. | Notifying teachers (if students missing from class)
15. | Staff emergency details forms to be completed for residential
visits. Staff on day visits to exchange emergency
contact details.
16. | Emergency contact details for the Head of Faculty/Department,
SLT and the College’s Safeguarding,
Keyholder and Duty Site contacts to be held by all staff.
17. | If a vehicle is to be taken overseas, a minimum of one month’s
notice must be given to the Director of Finance, so
that full breakdown cover may be arranged.
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Forms to be completed

Local Learning Activity - Local Area Visit and Risk Assessment and Costing
Day Evening Activity - Visit Form and Risk Assessment and Costing
Residential Activity (UK) - Visit Form and Risk Assessment and Costing
Residential Activity (Overseas) - Visit Form and Risk Assessment and Costing
Hazardous Activity - Visit Form and Risk Assessment and Costing

e All residential visits - Staff Emergency details

Parent/Carer Consent

Where required under the College policy, a letter must go to the parent/carer which should
clearly identify:

Also

The educational purpose of the visit

The administrative arrangements, such as documentation required, date and time of
departure and arrival home, meeting points, etc.

Any additional guidelines for the visit, e.g. clothing, equipment required, etc.

Costs, including dates when deposits and balance of payment are required and any
additional expenses likely to be incurred.

Details of the staffing and supervisory arrangements.

Details of activities, including any tuition to be undertaken (if applicable) and any
hazardous activities, or particular risks involved in the visit, together with the
precautions taken.

included with the letter from the Leader should be:

The Consent Form with request for medical information completed online before a
student may undertake a residential activity. If parents have no online access a paper
copyshould be completed and uploaded onto evolve by the Visit Leader.

A copy of the Statement of Insurance Cover for College Visits

A copy of the Students involved in visits off College premises — Safety & Behaviour;
information for students Safety Rules, which indicates the standard of behaviour that
is expected of students, emphasises that College rules apply to all off-site learning
activities,and identifies the consequences of misconduct.

An invitation to parents/carers and students to a meeting about the visit, if
appropriate — see 4 below.

Templates relevant to the individual visit are available on Evolve.

Meetings with Parents/Carers

For Residential visits in the UK and Overseas and any Hazardous activities, parents/carers

should be invited to a meeting to discuss:

The planned timetable/activities/supervision arrangements
Equipment/clothing required

Costs payable to the College and any additional funds needed during the visit
Expected standards of behaviour

Safety rules for hazardous activities.
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Student Conduct on College Visits

When enrolling at college students are required to sign a contract which includes Safety
and Behaviour of Students While on Educational Visits Outside College, to indicate their
agreement with the Safety Rules.

Finance procedures
(a) For all visits, the Leader is required to:
e Complete a budget and costing for the visit.
- Where a deficit is planned, this must be authorised by the Head of
Faculty/Department, and will be charged to departmental funds.
- Where a surplus is planned, this will normally be written back to the
departmentaccounts at the end of the financial year.
e Organise payments by students
- Payments should be made via evolve by credit/debit card.
- The list of students who have paid is available on evolve.
- For certain day visits (e.g. a train visit to London) money may be collected
fromstudents on the day of the visit.
- No student may go on a visit unless they have paid beforehand.
e Arrange payment of invoices
- The Leader must ensure invoices are processed in a timely manner and are
forwardedto the Finance Office to arrange payment.

e Arrange with Finance the cash required for expenses during the visit (for UK visits and
forthe purchasing of currency for overseas visits). This needs to be completed at a
minimuma week before the visit, if cash required is greater than £250 a minimum of
three weeks isrequired. The cash will be provided together with a Cash Advance Log of
Expenditure Form,to be completed for all purchases. All receipts for expenditure must
be obtained and submitted to Finance along with the completed Cash Advance Log of
Expenditure Form onreturn.

(b) For Residential visits in the UK and Overseas, the Leader must:
e Arrange to be issued with a College Credit Card
At least 4 weeks before the visit: notify the Head of Finance of the names of staff who
will be leading the visit, to obtain credit cards. It is a requirement that at least one
card istaken with every visit. A copy of the Card Procedures will be given to the
member of staffresponsible. Receipts must be retained to support all payments.

e Arrange cash and currency collection

At least 2 weeks before the visit, but preferably 4 weeks: notify Finance of any
currencyneeded to cover minor expenditure items. The currency will be provided
together with aCash Advance Log of Expenditure Form, to be completed for all
purchases. Receipts must be retained to support all payments. Please note that
Finance do not have the ability to buy in currency therefore the member of staff
nominated on the visit will need to arrangethe conversion of sterling into the relevant
currency required.
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- In the event of an emergency during the visit: contact the Senior Leader Contact for
the visit who will authorise any exceptional expenditure on the College credit card.
(N.B. any expenditure above the limit of £5,000 per card will require special
arrangements throughSLT.)

Reporting Expenditure

- For currency: immediately following the visit, the Leader must submit the completed
CashAdvance Log of Expenditure Form, together with all receipts, and any balance of
cash held,to Finance.

- For credit card expenditure: the Leader should await receipt of the credit card
statement, then check the record of expenditure, as per the Card Procedures, and
supply receipts to Finance to support all items on the statement.

On the journey, staff should:

Confirm the names and numbers of students setting off from all departure points and
complete the Evolve register prior to departure to confirm numbers and the names of any
students who are absent.

Remind students of the Guidelines for Students on Educational Visits and that smoking and
alcohol are not permitted on coaches or in College vehicles or on any other transport.
Ensure that students remain in groups and know where the staff base is.

Remain visible and mingle between groups. With some groups, it may be advisable for staff
to sit amongst the students.

Publicity

The Leader should contact the PR & Communications Manager as soon as possible after the
visit with appropriate information for a press release or other form of publicity. It is helpful
if photographs can be provided.

Emergency Procedures
Leaders of all visits should ensure a mobile phone is available at all times during the visit. If
a College mobile is required it should be requested at the time form Visit Form is completed.

Leaders should have the emergency contact numbers for the Head of Faculty/Department
and Senior Leadership Team, one of whom should be contacted if difficulties arise during
the visit. Residential trips both home and abroad require a WhatsApp Group to be set up
on the day of the trip, this is managed by the Director of Curriculum Operations or SLT for
the duration of the trip.

Staff on day visits should exchange details of their personal emergency contacts and ensure
they have contact details for the Head of Faculty/Department.

Checklist for accidents and emergencies

Emergency telephone contact numbers available on evolve for all visits, and a laminated
copy placed in the College vehicles for residential visits. For day visits, the visit leader’s first
point of contact in any emergency will normally be their Head of Faculty/Department. The
Visit Leader and the nominated College contact must hold a list of emergency contact
details for all students and staff.
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10.

The Leader/accompanying staff member will:

e Establish the nature and extent of any emergency promptly.

e Ensure that everyone in the group is safe.

e Establish the names of casualties and arrange immediate medical attention.

e Ensure that at least one adult accompanies casualties to hospital, providing doctors
with any relevant medical information.

e Notify the police if necessary.

e Inform the College contact and provider/tour operator of the nature, date and time of
the incident, where it happened; names of casualties and details of their injuries; what
has been done so far and action yet to be taken.

e Notify the British Embassy/Consulate if the incident occurs abroad.

e Ensure that the College notifies parents and, normally, insurers.

e Ascertain phone numbers for future calls.

e Write down what happened promptly, noting witnesses and preserving vital evidence.

e Keep a record of events, times and contacts in order to prepare a full report of any
accident, emergency or near miss as soon as possible. The College may need to report
some accidents/incidents to the HSE and to the funding body.

e Follow the process set down in the booklet kept in each College vehicle, detailing
accident or breakdown procedures.

e Refer any media enquiries to a named contact at the College.

e Refuse to discuss any legal liability.

e Retain receipts of costs incurred in the emergency (for the insurers).

Note: Reporting Injuries and Accidents

Under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations

(RIDDOR) 2013, the College is responsible for reporting serious work-related injuries to the

HSE. The following must be reported:

e Deaths

e Major Injuries

e Accidents resulting in an employee being incapacitated for more than seven
consecutive days

e Accidents which cause students or other members of the public to be taken directly
from the scene to the hospital for treatment (examination and diagnostic tests do not
constitute treatment) — unless the accident occurs abroad as the HSE does not have
jurisdiction when the student is outside the country, so RIDDOR does not apply.

e A dangerous occurrence, as specified in RIDDOR.

After the visit

Where there has been an incident giving cause for concern or any occurrence that might
be described as a “near miss”, the Leader should write a report which should include a
reflection of what, if anything, could have been done better. Copies should be sent to the
Head of Faculty/Department, Head of Facilities/Health & Safety Officer and the Principal
(or designated deputy).

A completed Accident Form for any accident causing injury or harm to a student or member
of staff, or a near miss, should be returned to the Head of Facilities/Health & Safety Officer.
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Report to the Head of Facilities Management any road safety problems which occur during
the journey; this includes crashes, incidents and fixed penalty notices, summons and
convictions for any offence, including vehicle defects.

Reasonable expenses incurred by staff (refer to Policy on staff expenses) may be claimed
on production of suitable itemised receipts.

Documentation relating to the visit for students will be retained on Evolve for 6 years on
learners once they have reached 18 this follows compliance with Evolve legislation.
Documentation for staff is removed after 12 months.

Local Learning Activities — specific requirements.

Complete Local Area Visit, Risk Assessment & Costing to the Head of Faculty/Department for
signature at least 1 working day before the activity is scheduledto take place (3 days if College
transport is being used). Advise the Curriculum Office of any changes on the day.

Brief students on any expenses they may incur and expected standards of behaviour.

Send letters to parents requesting consent if using College transport.

Email all teaching staff if students will be missing classes.

Instruct students to work in pairs or small groups

Day/Evening Visits — specific requirements.

Prior to the Visit

Contact the venue and provisionally book places (checking the final date by when changes to
numbers may be made).
Check transport costs. Coaches should be booked from one of the College’s preferred
operators (details from the Curriculum Office). A College vehicle can be booked via the
Curriculum Office.
Cost the visit
Complete the Visit Form, Risk Assessment & Costing on Evolve for authorisation at least 10
days prior to the visit.
Send letters to parents for information if the visit involves independent transport or College
transport and obtain parental consent if the visit is unaccompanied.
Confirm the booking:
- Contact the Curriculum Office with details of the visit to obtain an individual visit
code
- Complete order requisitions for the venue and transport (with a cheque
requisition form if a cheque is required with order). Code to 7203/3140/visit
code. Orders mustbe signed by the Head of Faculty/Department.
- Complete a College vehicle booking form if appropriate.
Email all teaching staff if students will be missing classes.
Ensure they have the details of any medical care plans in place for students attending the trip
Staff should exchange details of their personal emergency contacts and ensure they have
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emergency contact details for their Head of Faculty/Department, SLT and College
Safeguarding, Keyholder and Duty Site contacts.

On the day

Complete the Evolve register either prior to or within one hour of departure to confirm
numbers and the names of any students who are absent.
Remind students of the Guidelines for Students on Educational Visits.

All Residential Visits - specific requirements

Visit the proposed venue, if practicable, to check on its suitability.
Provisionally book places (checking the final date by when changes to numbers may be
made).
Check transport costs. Coaches should be booked from one of the College’s preferred
operators (details from Curriculum Office). A College vehicle can be booked via the
Curriculum Office.
Cost the visit
Complete Visit Form, including Risk Assessment & Costing for authorisation by Head of
Faculty/Department and Director of Curriculum Quality or Director of Academic
Achievement and Progression (as appropriate) at least 5 weeks (UK)/15 weeks (overseas)
prior to the visit and then by the Principal (or designated deputy) for signature at least 4
weeks (UK)/12 weeks (overseas) prior to the visit.
Email trip letters with links to consent form to parents/carers for consent.
Invite parents/carers to a meeting to discuss the visit.
Consider the accommodation need for any Transgender Individuals attending the visit.
For overseas visits, ensure completion of passport details on the Overseas Consent Form,
checking that there is with sufficient time remaining until the expiry date. Where this is not
the case, (but they do hold a valid passport from another country showing a residency permit)
investigate visa requirements. Further details including a photo of the passport and GHIC
card will be requested once a deposit has been received. Any amendments must be made
before final bookings are made eg flights where passenger details are required. These should
be saved on one drive and deleted after the trip (to comply with data protection).
Liaise with Finance at least 4 weeks prior to the visit regarding Credit Card and Cash
requirements.
Confirm booking:
- Contact the Curriculum Office with details of the visit to obtain an individual visit
code
- Complete order requisitions for the venue and transport (with cheque
requisition formif cheque required with order). Code to 7203/3140/visit code.
Orders must be signed by the Head of Department.
- Complete a College vehicle booking form if appropriate.
For overseas visits, if appropriate, ensure students have some language preparation for the
visit.
Ensure emergency contact details for all students and staff have been collected, and copies
are accessible in Evolve by both the Visit Leader and the nominated College contact.
If a College vehicle is to be used for an overseas visit, notify the Director of Finance so that
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insurance cover may be arranged.

Email all teaching staff if students will be missing classes. Tell students to explain to their
teachers that they will be away and they should obtain details of work missed.

Liaise with SEND Coordinator to ensure Health Care plans are in place for any students with
medical or additional needs (yellow/green/purple flag on ProMonitor) and ensure this
included in the Risk Assessment.

On the day of departure

Confirm the names and numbers of students setting off from all departure points and
complete the Evolve register either prior departure to confirm numbers and the names of
any students who are absent.

Remind students of the Guidelines for Students on Educational Visits.

During the visit
The Leader should apply the following principles of good practice:

Rooms may not be shared by students of different gender and staff should be sensitive to
group dynamics in room allocation. Students must check the condition of their rooms and
report any defects prior to occupation. Guidance for Transgender Individuals should be
adhered to.

Once rooms are allocated and luggage unpacked, the group should meet (with valuables and
money) in an appropriate hotel or hostel meeting place. Students should be given domestic
details and rules of the establishment, plus further information on the itinerary, damage
costs, banking arrangements, no alcohol and no smoking rules in rooms, etc.

On longer visits, staff should offer to to collect students’ spending money and organise daily
“banking” arrangements (e.g. using a hotel safe, where necessary).

Staff accommodation, wherever possible, should be amongst that of the students.

Staff should check on the constraints laid down by the management of the accommodation
and inform students.

Evening Arrangements — it is recommended that staff suggest, or are involved in, student
activities, especially on the first evening. Students may not go out alone and should go out in
groups of three, four or more and sign out/in and indicate where they are going. Students
should have the name and telephone number of the establishment with them, together with
mobile phone contact details for the Leader. It is recommended that they should be in by
12.00 midnight or earlier, as agreed with the party leaders. Having signed in, the students
must not leave the accommodation again. One or more members of staff should remain at,
or in contact with, the accommodation whilst students are out.

It is recommended Leaders make use of WhatsApp/Teams or similar group chats to improve
communication with all students.

Staff should ensure that all students join in arranged activities.

The College’s no smoking rules will apply in appropriate circumstances and locations, notably
on coaches, in hotel rooms and during all group activities.

College rules relating to alcohol consumption apply to educational activities i.e. that it is misconduct

to consume alcohol before or during learning activities. Students under 18 may not be permitted to

consume alcohol in the UK. For students over 18, consumption of alcohol in social contexts is at the

Leader’s discretion, but should be generally discouraged. Any student whose behaviour is

inappropriate due to excessive consumption of alcohol may be disciplined, including being sent
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home. Leaders must make their rules absolutely clear to students before the visit, and again at the
first meeting during the visit.
e Towards the end of the visit, it might be appropriate to circulate and collect in an evaluation
form regarding the accommodation and activities (if any) arranged by the host organisation.
e Similar principles apply where students are staying with host families. Note: it is not always
practical or possible to require DBS-type clearance for host families.

Hazardous activities - specific requirements

1. What are Hazardous Activities?

Examples of Hazardous Activities include abseiling, archery, assault courses, canoeing, caving, go-
carting, hill walking, horse riding, fencing, martial arts, mountaineering, pot-holing, cycling, outward
bound activities, orienteering, rock climbing, rowing, sailing, sub-aqua, trampolining, weight training
with free weights, winter sports (i.e. skating, dry ski slope, boarding or ski-ing), and field visits, especially
in dangerous locations (i.e. moors, hills, quarries, lakes or sea shore). This will include The Duke of
Edinburgh’s Award Scheme expeditions, but the list is not intended to be exhaustive.

The purpose of classifying educational visits according to the type of activities undertaken is twofold.
First, the college needs to demonstrate that it has taken reasonable care when organising visits involving
such activities with students to minimise any risk to safety and, secondly, failure to disclose hazardous
activities may invalidate insurance cover.

2. Risk Assessment
Recent incidents make it clear that this includes careful prior checking of centres offering activities with
potential hazards for participants. Therefore, where any course team proposes an educational visit that
involves hazardous activities, the College needs to be satisfied that the venue and activities are safe and
well managed before permission will be given.

In the case of sports venues used, for example, for a tournament, safety management should be
confirmed by the Leader. This should be supported by a visual check on arrival.

The normal Educational Visits procedures will still apply. However, these additional procedures must be
complied with a risk assessment form completed after the Head of Faculty/Department has given
approval to the proposed visit in principle, but before the Visit Form is submitted for senior manager’s
approval. Approval by the Principal or designated SLT member must take place at least 1 month prior to
the visit. The risk assessment must be accompanied by copies of any licences or agreements with third
parties such as centres or venues hosting hazardous activities. In these cases, the College risk
assessment would not be expected to cover the activities for which a third party operator has taken
responsibility; however, a risk assessment completed by that operator should be reviewed, to ensure
that the hazards and potential consequences have been identified, and that age-appropriate controls
have been described and communicated. (See Appendix 5 for Risk Assessment template and Appendix
9 for a list of key hazards to consider for specialist activities.)

3. Organisation and Staff Capability
The organisation and management of hazardous activities will normally be beyond the resources of the
College. Therefore, external venues normally with an Adventurous Activities Licence and specialist staff
will be required (unless a member of College staff has been specifically trained and qualified in the skills,
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training and supervision of the activity concerned). Any multi-activity visits must utilise approved
centres (see below). Some multi activities do not need an Adventurous Activity Licence, and where there
is any doubt, advice should be sought from the Health & Safety Executive or the Adventurous Activities
Licensing Authority (www.aala.org.uk).

Any activity intended to be supervised by College staff must be explicitly identified as such in the
proposal and expressly approved by the Principal.

Staff accompanying visits involving hazardous activities should:

e Make provision for first aid cover at an appropriate level.

e Check the relevant qualifications and experience required in the activities concerned (see 6
and 7 below). Further, the leader must have sufficient expertise and experience to be able
to make judgements in the field on the safety of activities, even when organised by
contracted centres (see below).

4. Informing parents/carers — additional considerations
In addition to the normal preparatory measures for an educational visit, students and parents/carers
must be thoroughly briefed on:

e The nature of the activities, the potential dangers and precautions taken (including expert
staff supervision and training). Students must be given a detailed briefing on the contents
of the risk assessment.

e Special clothing or equipment required.

e Health, fitness or other personal matters that are relevant to the visit.

e The nature of any “remote” supervision.

e Safety rules outlined in the document Students engaged in hazardous activities — Safety &
Behaviour (see Appendix 8) must be explained to all students taking part in the visit.

5. Contracts and Liability
The agreement with the venue/centre must clearly define the circumstances under which the college
and the venue/centre are responsible for the safety of the students. This should be checked and the
implications made clear to both staff and students on the visit.

The agreement must give the Leader, on behalf of the College, the right to withdraw students from
any activity run by the centre if there is a concern for the safe conduct of the activity.

6. Emergency Procedures
Despite good planning and organisation, there may be accidents and emergencies which will require
an on the spot response by the leaders. These cannot be comprehensively defined, but range from
temporarily lost students, minor injuries and food poisonings to more serious injury or fatality.

Activity centres should have their own emergency procedures. Leaders should request a copy of

these in advance of the visit. If there is any doubt about the safety of the arrangements, the visit
should not take place. (See also Section Appendix 8 for the College’s Emergency Procedures)
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7. The Adventure Activities Licensing Regulations 2004 made under The Activity Centres (Young
Persons Safety) Act 1995.

This Act, and enabling Regulations, originally came into force in April 1996, with two main features:
e Purpose — to provide a statutory licensing system to regulate providers of adventure

activities to schools and the public where:
there is significant risk of death.

o the competence of the instructors/leaders is crucial;
o the activity is vulnerable to changes in weather or the natural environment; and
o there is a significant risk to the safety of the group, if things go wrong.

e Licence—all centres need a licence from the Adventure Activities Licensing Authority (AALA)
if they offer the following activities to those under 18:

o caving and pot holing;

o climbing, abseiling, including on man-made outdoor structures (not indoor centre
walls);

o trekking, (walking or ponies), orienteering, mountain biking, running in moor or
mountain country;
skiing, sledging, snowboarding (not dry ski slopes);
water sports, all types on tidal waters and lakes over 100m long.

e Purpose built climbing walls, show-caves, abseiling towers, trekking within 30 minutes of a
road do not require a licence.

e Centres run by local authorities require a licence, but Crown establishments (i.e. Armed
Forces) are exempt.

Guidance Notes have been published by the Health and Safety Executive (HSE) on the standards to
be applied in considering applications for licences, and which are also very helpful for College staff
leading groups of students on such activities. These are particularly concerned with ensuring that
providers have a safety management system, with competent staff supervising such activities.
Appendix 2 to the HSE Guidance Notes sets out the qualifications that will normally demonstrate
competence, and also emphasises the need for centre staff to have practical experience. Licences
may be checked at www.aala.org.uk.

8. Pre-visit Checks on Venues and Organisations

Licensed Centres — it is intended that only licensed centres will normally be used for College visits.
The College must receive a copy of the licence, However, if a licensed centre has not been used by
the College before, the Leader should visit the centre to ensure its suitability for the nature and
type of activities and that the general environment and staffing of the centre is appropriate.
Leaders should refer to the criteria for licensing, particularly those relating to centre staff
competence (Appendix C to the HSE Guidance Notes).

Centres without an AALA licence - Some activity centres may be members of the Activity Centre
Advisory Committee (ACAC) and have been approved under its Code of Practice, or have
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certification by some other organisation, e.g. Welsh Tourist Board. These are not a substitute for
licensing under the Act, although they should indicate that a reasonable standard of provision
exists. When either preparing a risk assessment from scratch, or reviewing a risk assessment from
a specialist organisation, the Leader should find out about the key hazards that need to be
controlled. If the visit involves any of the activities listed in Section 7 above, make sure that the
hazards and consequences have been identified and that age-appropriate controls have been
described and communicated.

Appendices All visits

1. Guidelines for Students on Educational Visits (which includes form to be
signed bystudents for residential visits)

Parent/Carer Consent Form

Statement of Insurance Cover for College Visits

Driving on College Business

Risk Assessment

Evolve Visit Form.

N o vk wnN

Staff Emergency details

Appendices specifically for Hazardous Activities
8. Students engaged in hazardous activities — Safety & Behaviour: information for Staff to
share with students

9. Key Hazards to Consider for Special activities
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APPENDIX 1: GUIDELINES FOR STUDENTS ON EDUCATIONAL VISITS

Document Title Students involved in visits off College premises
— Safety & Behaviour; information for students
Document Type Safety Rules
Department Whole College
Owner Director of Curriculum Operations
A. General Behaviour

The College’s Code of Conduct for Students extends to visits off-site. Students must remember that
they are in the public eye. Breaches of discipline, in particular offensive or anti-social behaviour
(including dropping litter, foul/racist/sexist language, damage to property, alcohol abuse or use of
illegal substances) will not be tolerated.

e Always consider the feelings and needs of others and treat people with respect and
politeness.

e Behave in a calm, sensible and responsible manner at all times.

e Respect the right of all individuals to be free from harassment of any kind, whether sexual,
racial or otherwise. Avoid physical contact and the use of language, gestures or physical
actions that may be offensive to others.

e Do not possess, consume, or be under the influence of alcohol or drugs.

e Comply with instructions from College staff on issues of behaviour.

Staff will arrange for any student whose behaviour gives cause for concern to return home
early.Parents/guardians will be expected to refund the cost of the transport arranged.

B. General Statement

In participating in any visit, it is the responsibility of the individual, both staff and students, to
exercisediscretion with regard to safety, and to inform others of any potential hazard.

Students are required to:

e Observe all safety instructions given by party leaders or supervisors and all safety
instructionsat the place visited.

e Stay with the party, except by clear arrangement with the leaders.

e Never go off on their own. Stay in groups of at least 3.

e Assemble where and when requested.

e Report any injury or illness to party leaders or supervisors.
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APPENDIX 2: Parent/Carer Consent Forms

All trip attendees will be asked to complete a consent form for residential trips using the Evolve
online trips management system — links to an example form are below:

Overseas residential consent form

UK Residential consent form
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APPENDIX 3: STATEMENT OF INSURANCE COVER FOR COLLEGE TRIPS

The College fully insures its own property and equipment against damage, loss or theft.

For UK visits, the College has breakdown cover in place for its own vehicle(s), and provides fully
comprehensive insurance cover.

Minibuses are fitted with seat belts, and each authorised driver has passed a recognised
minibus driving test.

The College’s Public Liability policy provides cover for any valid claim that may be made against
the party (or against individual members of the party whilst under the direct supervision of
College staff) resulting from the College’s, or its staff’s, negligence up to a maximum of
£10,000,000.

The College’s travel insurance policy, which covers all staff, volunteers and students on College
visits provides the following cover:

o Visit cancellation.
Should the visit be cancelled then all deposits paid will be refunded, providing that the
reasonfor the withdrawal is deemed to be unavoidable. N.B. Certain exclusions apply

o Baggage and personal effects.
Cover is provided for damage, loss or theft of students’ own property, (but excluding cash),
up to a limit of £1,000 per student. Money and credit cards are covered up to £750. Any
claimmust be supported by a local police report.

o Medical Cover for overseas visits.
Unlimited cover is provided for staff and students in respect of medical costs (including

emergency repatriation) incurred whilst outside the UK as a member of the College party.

o If parents or students feel that these levels of cover are inadequate, then they are advised
toarrange their own additional cover.
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Document Title Driving on College Business

Document Type Safety Rules

Department Whole College Luto n
SIXTH FORM

Date of final approval May 2023

Owner Director of Finance and Operations

T
a
b
b

he College is committed to supporting staff who wish to organise trips, visits and similar activities,
nd provides College vehicles for this purpose. Absolute priority must be given to the safety and well-
eing of all drivers and passengers in College minibuses or other vehicles that are used for College
usiness, including the employee’s own vehicle. For the purpose of these Safety Rules, “College

Vehicle” will be understood to include any vehicle leased or hired by the College, to be used on College

b

A.
1.

usiness.

Requirements for driving all College vehicles
All drivers must hold a full licence for driving vehicles with a manual transmission.

Any driver over the age of 69 is not covered by College insurance and therefore not eligible
to drive any of the College vehicles. Drivers under 25 years of age must be accompanied by
another member of staff on the first 2 trips they undertake carrying students as passengers.

No driver with more than 6 points on their licence will be eligible to drive a vehicle carrying
College students as passengers. Any driver, who receives more than 6 points, is required to
inform the College that they are no longer eligible to drive in this capacity. Driving licences
will be checked annually by the College and copies held on College records. Any driver who
receives 6 penalty points on their licence after the annual check is required to inform the
College as College insurers must be notified of this fact. Drivers must satisfy the eyesight and
health requirements of the Highway Code and DVLA and must declare if they have a DVLA
reportable medical condition as detailed on the DVLA website (www.gov.uk/health-
conditions-and-driving)

Every time a College vehicle is used, the driver should conduct a Pre-drive safety check and
complete the College form. The form must be returned to the Curriculum Administrator who
will inform the Estates Department of any defects and will ensure the vehicle is not released
for use until confirmation has been received from Estates that the defect has been rectified
and the vehicle is safe to use.

College vehicles are serviced as per the lease company requirements, or manufacturer’s
recommendations and every driver will make a written report of any collisions or near misses
(e.g. heavy braking which could result in whiplash) to the Director of Finance and Operations.
Any major collision must also be reported to the Police and for any accident involving another
vehicle the other party’s insurance details must be obtained. The member of staff must also
report to the Director of Finance and Operations any other incidents such as fixed penalty
notices, summons and convictions for any offence, including vehicle defects.

In the event of a breakdown/accident the driver must ensure their own safety and that of

pg. 24


http://www.gov.uk/health-
http://www.gov.uk/health-

their passengers. The driver must wear a high-visibility jacket and use the safety warning
triangle as appropriate. If the breakdown/accident occurs on a motorway, the driver must
ensure that they and their passengers exit the vehicle and wait behind the barrier on the hard
shoulder. Aguidance cardis keptin each College vehicle detailing the process to follow if there
is a breakdown or accident. When driving a vehicle for the first time the driver is to locate the
card and read the information to ensure they are familiar with the safety instructions prior
to a potential incident.

The following requirements must be observed when planning a journey using a College

vehicle.

(a) No member of staff who has completed a morning and afternoon session of work may
then drive a College vehicle on a journey where the planned total distance (or time)
exceed:s fifty miles (or two hours).

(b) When a single driver undertakes a planned journey of up to two hours, a rest period is
voluntary. When a single driver undertakes a planned journey of between two and four
hours, a half hour break is compulsory.

(c) There must be a second driver for any College vehicle carrying passengers undertaking
a planned journey of more than four hours. Neither driver may have worked a full day
at College before driving. A 15 minute break must be taken after every 2 hours’ driving,
and the 2 drivers must change over after each break.

(d) The maximum journey that 2 staff may drive in a single day is 10 hours, subject to the
conditions at (c) above, with the additional requirement that neither may have done any
other work that day before setting out.

Requirements for driving the College minibuses
All drivers must be 22 or over and under 70 years of age and must have held a full driving

licence for not less than 2 years.

All drivers must complete a recognised course of minibus training and be accredited before
they are allowed to use aminibus carrying passengers on College business. Itisrecommended
that drivers practise in the minibus they will be driving before their assessment under the
supervision of an accredited driver.

D1is not required on a driving licence if the maximum weight of the minibus is not more than
3.5 tonnes - or 4.25 tonnes including specialist equipment for disabled passengers, e.g. a

wheelchair ramp. Once the weight exceeds 3.5 tonnes the driver must have D1 on their

licence. If for any reason a member of staff needs to hire a minibus, they must enquire as

to whether or not D1 is required to drive the hire vehicle and ensure that they are

appropriately qualified for the vehicle chosen.
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10.

Requirements for planning a journey with College vehicles

“On the Road” Minimum number Restrictions Breaks required
time of drivers required
Up to 2 hours 1 None None
Between 2 hours 1 A driver who has worked 30 minutes after 2
and 4 hours a full day may not drive |hours driving

for more

than 2 hours.

Between 4 hours 2 This journey cannot be (15 minutes after

and 8 hours undertaken if either of [every 2 hours driving.
the drivers has worked a [Change driver after
full day before each
driving (see below). break.

Between 8 hours 2 Neither driver should |15 minutes after

and 10 hours have done any other [|every 2 hours driving.
work before driving. Change driver after

each break.

A full day means working from 8.30am until 3.40pm or beyond, i.e. a normal College
day. The implication is that if a member of staff has worked for half a day only (presumed
to be the morning) they may drive for more than 2 hours, up to a maximum of 4 hours.

In the event that staff will be driving back to College following a day of supervision on a
College trip, lighter duties should be undertaken during the day wherever possible and
additional breaks taken during the journey itself.

Other restrictions:
e No College vehicle should normally be driven with passengers after 11pm.

e No journey should involve more than 10 hours of driving without an overnight break.

Any driver who is not a member of staff shall be subject to the same requirements as staff.

. Requirements for driving your own vehicle on College business - defined as “Any

business journey other than the normal commute to/from your normal place of work”.

Under health and safety law we have a duty of care for on-the-road work activities, which
includes making checks to ensure staff are eligible to drive, they are correctly insured and their
vehicle is roadworthy. The College pays an extra insurance premium for ‘Occasional Business
Use’ which allows all staff to occasionally drive their own vehicle on College business. One
of the conditions of the College’s insurance is that “the insured vehicle shall be maintained
in a roadworthy condition” and another is we inform them of any driver who has 6 current
penalty points on their licence. To be eligible to drive a private vehicle under the College’s
insurance staff must:

e ensure their vehicle is in a safe and roadworthy condition and is suitable for purpose
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11.

12.

13.

14.

15.

16.

(suggested check sheet attached at Appendix A)
e their vehicle is taxed and has a valid MOT (where applicable)

e present to the Curriculum Administrator / Health & Safety Administrator their driving
licence, vehicle’s MOT, DVLA print-out detailing any penalty points (this is not required
if the member of staff only has a paper licence) and the Driving Private Vehicle on
College Business confirmation slip BEFORE undertaking any college business journey

o if after presenting their DVLA print-out (or paper licence) a member of staff is convicted
of a driving offence, and this results in them having 6 or more penalty points on their
licence, they are responsible for informing the Curriculum Administrator / Health &
Safety Administrator immediately. If staff do not inform the College of the penalty
points, they will be liable for any accident which may occur on College business and will
not be covered by our Occasional Business Use insurance cover.

If a member of staff has an accident on College business and claims against the
Occasional Business Use policy, they are still required to contact their own insurers
and inform them of the accident and that they will be claiming against the College’s
insurance policy.

When driving on College business, the member of staff must report to the Head of Facilities
Management any road safety problems which occur during the journey, this includes crashes,
incidents and fixed penalty notices, summons and convictions for any offence, including
vehicle defects.

Staff should not normally use their own vehicle for transporting students. If, exceptionally,
a member of staff does have to transport students in their own vehicle for any reason, they
shouldinform the Organiser of the event (or, if it is the Organiser, then he or she should inform
their Line Manager). If amember of staff needs to transport just one student then they must
ensure the student sits in the back of the vehicle.

Requirements for driving any vehicle on College business

Every person in a College or personal vehicle must wear a seat belt and only carry the number
of passengers for whom there are seat belts. The driver will check that all passengers are
wearing seat belts correctly before commencing a journey.

Drivers must remove their lanyards (and any keys around their neck) before commencing
their journey due to the potential increased risk of serious injury should the airbag be
deployed, as recommended by the British Safety Council.

Drivers are required to observe all legal and College requirements (including complying with
speed limits), particularly with reference to the use of mobile phones and navigational aids
(see Staff Use of Mobile Phones and Navigational aids while driving on College business —
section G below)

Drivers must not drive if they feel tired or unwell and when under the influence of alcohol,
illegal drugs or over the counter prescription medicines which may impede/impair their
driving ability.
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17.

18.

19.

20.

21.

22.

Legislation sets limits for drugs commonly associated with illegal use. For prescription drugs
you should talk to your doctor about whether you should drive if you are taking the following:

e amphetamine, for example dexamphetamine or selegiline

e clonazepam

e diazepam

o flunitrazepam

e |orazepam

e methadone

e morphine or opiate and opioid-based drugs, for example codeine, tramadol or fentanyl
e oOxazepam

e temazepam

You can drive after taking these drugs if:

e you've been prescribed them and followed advice on how to take them by a healthcare
professional

e they are not causing you to be unfit to drive even if you're above the specified limits.

Please note, taking prescribed medication at the correct stated dose keeps you inside the
limit, however if you take your prescribed medication and then perhaps take some Codeine,
for example, you will very likely be over the limit.

Drivers are reminded that alcohol can take several hours to clear from the body, and that they
may need to abstain from drinking alcohol the evening before a journey. On no account
should the driver drink alcohol or take illegal drugs during their duty period.

Any hired or borrowed vehicles must have forward facing seats and be fitted with seat belts
which must be worn.

Any breach of this policy will be investigated and disciplinary action taken if appropriate. Any
driver found to have behaved irresponsibly will be removed from the list of approved drivers,
or will not be given permission to use their own vehicle on College business. Any breach of
the policy due to negligence of the staff will not affect the legal rights of students and
others travelling in a College vehicle in the event of an accident.

Additional Notes for College Vehicle Drivers
The College commends the use of public transport, especially for trips to London, for which
group and student discounts are available.

The College commends the use of coaches for long road journeys, where practical.

Students and staff should be alert to the possibilities of safety hazards in alternative forms
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24,

25.

26.

27.

28.

29.

30.

31.

32.

of transport.

The College is aware that alternative transport will be more expensive than College
vehicles and that consequently fewer students may be able to afford to go on trips. The
College regrets this but cannot compromise its position on safety.

First aid kits are carried in College vehicles.

College insurance covers staff who organise trips whatever travel arrangements are made.

Staff Use of Mobile Phones and Navigational Aids whilst driving on College Business

Background
Itis illegal to use a hand-held mobile phone or sat nav while driving (as stated on the Gov.Uk
website).

It can be illegal to use a hands-free mobile phone or sat nav while driving if this distracts you
in anyway. The Police can stop you if they think you are not in control of the vehicle because
you are distracted and you can be prosecuted. The non-use of mobile phones and sat navs
still applies if you are stopped at traffic lights, queuing in traffic or supervising a learner.

A substantial body of research shows that using either a hand-held or a hands-free mobile
phone while driving is a significant distraction, and substantially increases the risk of being
involved in an accident.

Safety Rules
The College is committed to reducing the risks which staff face when driving on College
business whether using their own or a College vehicle.

Staff driving on College business must not make or receive calls on a mobile phone, whether
hand-held or hands-free, while driving. They must:

e ensure their phone is switched off and can take messages while they are driving,
or allow a passenger to use the phone.

e plan journeys so they include rest stops when messages can be checked and
calls returned.

Managers and colleagues must not call other staff on their mobile phone at any time when
they are known to be driving on College business.

Anyone found to be in breach of these conditions will face disciplinary procedures. Any
penalty fines incurred will be at the member of staff’s own expense.
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APPENDIX A

Operational Checks Y N

Tax Valid

Current MOT

Tyres in good condition

Door Lock function check

Front Doors Operational

Back Doors Operational

Seat Belt Conditions / Operational

Windows Operational

Door Mirrors Operational/adjust to suit

Windscreen Wipers / Washers

Lights (sidelights / dipped and main beam)

Lights (Indicators)

Lights (Brake and Fog)

Horn

Heater Controls Operational

Windscreen/window condition check

Tyre Pressures visual check

Brakes working

Check handbrake holds

Coolant Level *

Engine Oil Level *

Brake Fluid Oil *

* Check if journey is longer than 200 miles
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APPENDIX 4: Driving on College Business

Risk Assessment Form

Activity: Theatre / Cinema

Hazard and Risk ‘

People at risk |

Optional Controls Our Controls

Risk Level

Assessor’s signature:Date:

Risk Assessment Form

Activity:
Hazard and People at risk Optional Controls Our Controls Risk Level
Risk
On route to Students, teachers and adult See Generic - Transportation risk assessment H/M/L
destination helpers
Incompetent local See Generic - Local Instructor / Guide risk assessment H/M/L
provider / guide
Getting lost Students In advance:

o establish emergency plan to cover students getting lost and communicate plan to whole
group

o provide written details of destination address and contact numbers

Assign each individual to a group leader

Arrange meeting point in case of separation and advise to all students in case of separation

Issue a code of conduct for visit

Ensure that students understand that they should never be unsupervised in groups of less than

three.

Provide mobile phone to group supervisors and issue numbers to whole group

Adverse weather

Students, teachers and adult
helpers

In advance:

o obtain detailed weather forecasts and call off visit if unsuitable
o issue advice on appropriate clothing and footwear

Provide sun cream

Provide adequate food and drink

Establish emergency procedures and provide contact numbers

Injury during visit

In advance:

o Ensure trip leader has any necessary medical information and care plans

o establish emergency procedures and communicate to supervisors

o provide mobile phones to group supervisors and advise numbers to whole group
o provide first aid equipment and trained supervisors

Provide adequate supervision of students




Risk Assessment Form

Activity:
Hazard and People at risk Optional Controls Our Controls Risk Level
Risk

Provide instruction and information for all in group
Establish meeting place for use in case of separation
Issue code of conduct for visit.

Covid-19 Staff and students Ensure current guidance adhered to

Medical needs Staff and students Ensure all medical needs for staff and students are documented before trip
Ensure any medical equipment or medications that are required are brought on the trip
Check with students for medical needs that they are well enough to participate on the day
Staff to supervise students with medical needs

Assessor’s signature:

Date:
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APPENDIX 6: Forms

Visit Type & Date

Sample Form

Staffing & Participants

10 | 894 Leader Hame:
Department: | Maths Artendes Group: | Select. ..
Orhversess: Artendess on Reg: | O (M=0 F=0}
Residential: Intended Attendees: | (M= F=)
Adventurous: Staff (Employees):
Adventurous {led by Wolunteers:
establishment staff):
Staffing: | 1 Employees =
Mene of the Above: | ¥~ 0 Volunteers =
1 Staff

Dates:

Extermal Providers & Destination

Wenue fAccommodation address:

Travel Arrangements

Travel Method:

Travel Companiy:

Purpose & Activities

Primary Purpose: | O

Secondary Purpose: | 0

Intended Outcomes:

Times

Start Time/Departure time from
college:

Meeting at (time):

Meeting at (location):

Departure time from venue:

Ernd Time/&mrival time
collegefdestination (estimated):

First Aider

CQualified First Aider
accompanying this Visit?:

Cowver

Lesson cover required::




Finance (Outling)

Expected cost per pupil?:

Expected Total Cost?:

Finance

Total Cost:

Cost for Travel:

Insurance Premiums:

Hire Costs:

Entrance Fess:

&re there any other costs
involved?:

Humber of paying staff:

Humber of paying students:

Will the full cost be met by the
student?:

Pre-Visit

Undertaking a pre-visit:

Checklist

Preliminary reconnaissance:

Parentsfcarers mesting held:

Risk Assessment

You can download template risk
assessments from the Resourcs
tab on EVOLYE:

Pleaze upload copies of all risk
assezsments that apply to this
wisito:

Declaration

I confirmn that | have read the
College's Educational Yisits Policy
and understand my
responsibilities as ocutlined in the
Palicy.:




Vehicle Booking Reguest Form

Plzasze upload your vehicls

rtpsewclve edufocus. cousfevca 1 WevZ_oreviewform.aspPevZid=284

iz, 2:24 PM

booking request form. & copy can
be acceszed by clicking here:

EVOLVE - Misit Form

Risk Assessments applicable to this Visit

Zensric Rizk azzezssments
applicable to thiz Wisit :

The following generic Rizk Azzezzments (unaltered) apply to this Visit

Other Risk Aszssssments applicabls
to this Wisit -

The attached Specific Rizk Asseszments apply to this Visit. These cover
additional rizsks not incleded in the above generc risk assessments :

Other Documents

Attached: | Programme/ltinerary - Hone

Finance Form - Mone

Other - Mone

Letters to Parents - Mone

Provider Contract/Booking Forms - Hone

Provider Insurance - Hons

dvailable:

Approval Chain
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Appendix 7

Staff Emergency details



This form is to be completed by all staff taking part in residential visits. One copy is to be held by
the Visit Leader and one to be given to the nominated College emergency contact. Forms will be
destroyedat the end of the visit.

Name

Date of Birth

Home Address

Home Telephone No.

Emergency contact name

Emergency contact telephone no.

Passport No. (for overseas visits)

Medical Information

NHS Number:

Name of Doctor

Do you have:

Allergies

Medical conditions

If you are taking any
medication please give details

Any dietary requirements
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Appendix 8

Document Title Students engaged in hazardous activities — Safety &
Behaviour: information for Staff to share with students

Document Type Safety Rules Luto n

Department Whole College

Owner Director of Finance and Operations

This set of guidelines on safety and behaviour applies to all students carrying out hazardous activities.
The Visit Leader must ensure that this information is shared with students both before and during the
visit. Failure to observe these will be a disciplinary offence. This may lead to disqualification from the
activity. All requirements outlined in the separate document entitled ‘Educational Visits Policy &
Guidelines’ should also be observed.

A. General Statement

In carrying out any type of hazardous activity, it is the responsibility of the individual, both staff and
students, to exercise discretion with regard to safety, and to inform others of any potential hazard.

Hazardous activities involve some special inherent risks (e.g. coastlines, quarries, mines, river sections,
mountains, remote areas). Conditions can change rapidly, and dangerous weather may be encountered
at any time, especially on coastal or upland terrain.

Everyone must participate responsibly to reduce accident risk. Each individual is responsible for their
own safety and has a duty not to endanger others.

Students are specifically required to:-
1. Observe all safety instructions given by visit leaders or supervisors. Failure to comply may result
in removal from the activity.

2. Stay with the group unless permission has been granted to separate.

3. Assemble promptly when instructed to receive safety briefings.

4, Report any injury, ill health or near miss.

5. Inform staff of existing health conditions that may affect their participation (e.g. asthma,
allergies).

B. General Behaviour expectations

The College’s student code of conduct extends to visits involving hazardous activities. It is designed to
enable students to learn in the most appropriate environment (i.e. in the field) and students will be
expected to work in the evenings.

Students are representing the College in public, unacceptable behaviour (including littering, vandalism,
offensive or discriminatory language, misuse of alcohol, or involvement with illegal substances) will not
be tolerated and may result in disciplinary action or termination of their participation.



C. Specific Risks

Risk Category 1: Adverse Weather Conditions

Staff and students must wear suitable clothing and footwear for the type of weather and terrain likely
to be encountered. Warm quick drying layers which are comfortable to wear with an adequately
waterproof jacket with hood are desirable. Wind proof jackets and trousers are important if the student
may be static for long periods of time. Waterproof jackets and water over-trousers are essential for wet
weather; jeans are not suitable. In cold weather hats and gloves are recommended.

In hot weather lightweight clothing which provides adequate protection from the sun and shoulder
protection for carrying a bag/rucksack is recommended (not vest tops). Shorts are not suitable for
walking in overgrown terrain. Sun hats and a high factor sun cream are essential. At least two litres of
water should be consumed during the day when walking to prevent dehydration; in very hot weather
this should ideally be increased to four litres of water.

Footwear should be waterproof and ankle support is recommended. Walking boots with rubber
mountaineering soles are ideal. Sports shoes are unsuitable for mountains, quarries and rough terrain.
Wellingtons are generally best reserved for walking through shallow water on beaches, peat bogs or the
like, but stress the importance of adequately warm socks being worn with them.

A student briefing with kit inspection prior to the visit is advisable if extreme weather is likely.

Risk Category 2: Quarries, Mines and Cliffs

Extreme caution must be taken near quarry edges or cliff faces, particularly in strong winds. Safety
helmets must be worn when instructed. Students must never enter abandoned mine workings.

Risk Category 3: Access to exposure
Students must be instructed not to climb cliffs, rock faces or crags.

Great care must be taken when walking or climbing over slippery rocks below high-water mark on rocky
shores. (More accidents, including fatalities, occur along rocky shorelines than anywhere else.)

All participants need to be aware of traffic when working near roads.
Risk Category 4: Working in Small Groups/Independently
Under no circumstances will any students work alone.

The minimum number of students in a group will be 5 (The minimum number for a DofE walking group
is 4).

Risk Category 5: Overnight Camping

If camping at a designated site, the rules and regulations of the site must be observed. Ensure students



note the procedures for fire safety and fire evacuation.

Wild camping may only be undertaken with the express permission of the Expedition Leader and all
instructions must be followed.

Ensure that tents are pitched properly: an incorrectly pitched tent may not give adequate protection
against adverse weather.

Advise students to use a sleeping bag that is correctly rated for the time of year they are camping; the
temperature drops significantly at night. A sleeping bag liner and warm clothes will give extra protection
against the cold.

Smoking inside a tent is never allowed.

Cooking must always be away from the tent and never, under any circumstances, can students be
allowed to cook inside the tent.

Stoves must never be refilled inside the tent, or porch.

Smoking is not allowed whilst refilling stoves.

Fuel must be carried in an appropriate container that is designated for carrying flammable liquids.

Ensure students are aware that cooling pans remain hot even once removed from the heat. Extra care
must be taken when moving pans and the appropriate handle provided must be used.

Risk Category 6: Leisure and Recreation Time

Students must follow guidance on drinking, smoking and domestic expectations.

Where students choose to undertake recreational activities such as swimming, horse riding or mountain
biking, they may only do so with the express permission of the Visit Leader and at their own risk.



Appendix 9 - Key Hazards to Consider for Specialist Activities

Visit Content

Hazards

Animals

e.g. zoo or farm
visit, countryside
walks, animal
handling in College

e Harmful micro-organisms such as E. coli and Cryptosporidium leading to
diarrhoea and, in extreme cases, kidney failure
e Bites, scratches, kicks or physical injury from animals

Camping

e Manual handling injuries during camp set-up and strike

e Use of gas or methylated spirit for cooking

e Open fires

e Temperature extremes — cold and damp leading to hypothermia; heat leading
to sunburn, heat stress or heat stroke

e Food poisoning (if food is not kept at safe temperature)

Caving or potholing

e Rapid changes in water levels, risk of drowning

e Panic attacks, injuries or illness (adults and pupils)
o Getting lost

e Tripping or slipping in the dark or hitting head

e Failure of equipment (e.g. harnesses, torches)

e Poor air quality (e.g. radon)

e Cold and damp leading to hypothermia

e Rescuing an incapacitated participant

Climbing/abseiling

e Falls and being hit by falling material

e Weather conditions (if outdoors)

e Failure of climbing equipment or protective equipment
e Stuck climber or abseiler

Cycling

e Mechanical failure of bike

e Poor traffic awareness

e Failure to wear helmet and hi-vis jacket

e Losing a member of the group, e.g. if they cycle at a different speed
e Sunburn or heatstroke if hot

e Dangerous road conditions (e.g. ice, wet leaves, loose gravel)

o Falling off bike

e Collision with traffic or pedestrian

Kayaking/canoeing

e Leaking boats

e Losing paddles, lack of skill

e Capsize leading to hypothermia

e Adverse weather, water levels and flow rates

e Drowning

e Water-borne diseases (e.g. Leptospirosis/Weil’s disease)

Swimming —
natural waters

e Weather conditions, water levels, tides or currents (particularly where these
change suddenly), water temperature




Visit Content

Hazards

Lack of ability/experience/confidence of swimmers
Horseplay, straying outside defined area, over confidence
Drowning

Water-borne diseases

Walking

Getting lost or party getting split
Hazardous features of route — e.g. stream or cliff (rural) or traffic (urban)
Rapidly changing weather conditions




