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Rationale
Learning outdoors is an important part of every young person’s development in the broadest sense. Children
and young people may return stimulated, enthused and with much greater knowledge
aboutthemselves,theirownphysicalskillsandadeeperunderstandingoftheenvironmenttheylivein.
At Wellfield School, we provide many opportunities for students to experience challenging, rewarding and
exciting visits and activities. The range of opportunitiesis increasing, with many new and exciting locations to
visit and greater opportunities for learning outside the classroom. Such activities, when planned as part of
the school curriculum, are proven to contribute to the raising of achievement.
Large numbers of our students enjoy a wide range of visits and off- site activities each year, almost all take
place without incident.At Wellfield, we encourage staff to continue to organise visits and activities with the
same high level of safety for students in theircare.This policy aims to provide clear guidance for organising
educational visits and off-site activities. It contains protocols and guidance for staff in response to both
current Department for Education guidance and the Durham County Council Children and Adult Services
Policy and Guidance: Educational Visits, Off-Site Activities and On-Site ‘Adventures’, November 2015.
Staff organising visits and off-site activities must follow all procedures correctly in the interests of keeping all
our students safe.All staff leading and accompanying visits must have the required training, competence
andexperience.
The Head Teacher and Educational Visits Coordinator will have the final decision in allowing a visit to take
place.

Educational Visits Coordinator (EVC)

All schools and CAS services should nominate an Educational Visits Coordinator (EVC).
Thisisnotalegalrequirement,butisstronglyrecommendedas‘goodpractice’. The EVC for Wellfield School is
Niqui McConnell.

•
•
•
•
•
•

•

•

TheEVCisappointedby, andwillactonbehalfof,theheadteacher.
The EVC is specifically competent, having practical experience in leading and managing a range
of visits similar to those typically run by the establishment.
The EVC is the principal contact with the Local Authority Health & Safety Team over visits
planned by theschool/service.
The EVC must be involved in the planning and management of visits including adventurous
activities led bythe staff of the school/service.
EVC training and refresher training is made available to allEVCs.
The EVC will ensure that DFE advice, the Durham CAS guidance, the schools’ own policy, and/or
any other relevant documentation is readily available for access by staff including the OEAP
National Guidance as a key planningtool.
The EVC must keep appropriate records of visits, and make these available to the Council
Health &Safety Team where requested, as part of their statutory monitoring role where The
Council is the employer. The key tool for such record keeping is‘Evolve’.
The EVC should will seek advice from the Council’s Health & Safety Team, Physical
EducationAdvisor,OutdoorLearningAdviserorotherpersonnel,wherenecessary.

The Group Leader
The group leader has overall responsibility for the supervision, conduct and safety of young people on the
visit. Theymust:
•
•

gain initial approval from head teacher on behalf of the governing body, and the EVCasrequired EV1;
inform parents in advance of the nature of the visit and gain their consent and details of
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•
•

medicalrequirements - Indemnity and Consent forms,
undertake a risk assessment identifying the main risks and how these will be controlled wherenecessarythiswillrequireapre-visit,
continually risk assess prior to and during the visit and encourage young people to take an
active role in thisprocess.

Approval ofVisits
•

All staff at Wellfield School undertaking educational visits must follow the system of
approvaloutlinedinthispolicy,exceptwherespecificallyagreedwithCAS.

•

All visits requiring Council Health & Safety Team approval must be recorded on EVOLVE. CAS
strongly recommend that other visits where there may be additional risks (e.g. long distance
travel, water margin hazards, extended time away from school/setting) are also
recordedonEvolve,asthiswillprovidegoodevidenceofplanningandapproval.

•

Details of all educational visits that require Council Health &Safety Team approval must be
submitted AT LEAST 3 WEEKS (21 days) BEFORE THEVISIT.

•

Failure by staff to follow the health and safety policy and procedures of an employer is a
breach of the Health & Safety at W ork Act etc 1974 and a criminal offence. Following a
serious incident or tragedy a civil case for negligence against an employee is likely to use failure
to follow an employers’ policy and guidelines as evidence of a breach of the duty ofcare
towards the injured party.

•

For Duke of Edinburgh’s Award (DofE) expeditions in wild country when young people are
remotely supervised there is an additional system of approval, coordinated by the DofE
Awards Officer. A copy of the Wild Country Notification (Green Form) must be submitted to
the relevant W ild Country Network Co-ordinator and a copy of the form sent either to the
DofEAwardsOfficerorincludedwiththeEVOLVEsubmissionsixweekspriortothestartof the
expedition (see sectionP).

•

All visits must be approved by the EVC. The EVC will obtain approval from the head teacher and
CAS service manager. The Head teacher acts on behalf of the governing body.

•

The Council Health & Safety Team expect the EVC, head teacher andgoverning body (where
applicable) to exercise appropriate professional judgement when approving visits, and expect
advice to be sought from ourselves where necessary.

•

CAS delegates all aspects of the approval to the head teacher or service manager for all
visitsnotlistedinC6asrequiringCouncilHealth&SafetyTeamapproval.This delegation is
conditional upon compliance with this policy.

•

The EVC must keep a record of these visits, details of which may be requested by the
CouncilHealth&SafetyTeamaspartoftheir statutorysupportingandmonitoringrole.
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•

Theprocesstobefollowedforallvisitsisdetailedinthefollowingdiagram - compliance with Local
Authority regulations. For additional steps regarding permission and finance, please see appendix.
START
Group Leader proposes the visit.

Is an External Provider, Activity
Centre or Tour Operator to be
used?

The Council
Approval of Educational
Visits

Yes

Email/send ‘Provider Form’ to
the provider if required. Retain
the completed form in school.

No
Will a member of your staff be
leadingan adventurous activity?

Yes

No

The member of staff must be
specifically approved by Council
Health & Safety. An ‘Activity
Leader Form’ must be
completedonline.

Group Leader should undertake an appropriate Risk Assessment In doing so
reference may be made to any appropriate standard risk assessments available.
The EVC/head teacher/governing body should approve the visit if it complies with
the Council Health & Safety Educational Visits Policy. This must include
consideration of the competence of the group leader.
Obtain parental consent where
required

Parent/volunteerdrivers
to complete EV5form.

Yes

Yes

Does the visit need approval from the Council Health & SafetyTeam?
(See definitions guide)
Yes

No

Obtain Council Health & Safety
approval via EVOLVE at least 3
weeks before the visit.
Proceed with visit – assess the risks on an ongoing basis.
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Council Health & Safety
will monitor health and
safety on educational
visits.

SpecificapprovalfromtheCouncilHealth&SafetyTeamisrequiredforthefollowing activities:


Residentialvisits



Overseas visits (includingexpeditions)



Adventurous activities (see definitionbelow)



Duke of Edinburgh’s Awardexpeditions



World Challengeexpeditions



Skitrips



Othervisitswherethelevelofriskissimilartothevisitslistedabove.

There are a number of venues that have been assigned delegated approval to the head teacher by the
Council. Please see the guidance notes on Evolve for a current list.
Definition ofAdventurous
Thefollowingactivitiesareregardedas‘adventurous’andrequireCouncilHealth&SafetyTeam approval (please note
that this list is notexhaustive):

























All activities in ‘open country’ – any activity (hill walking, mountaineering, fieldwork, biking etc.)
on moorland (open uncultivated land) at any height or mountainous ground over 600 metres
above sea level or at any height where it would take 30 minutes to reach an accessible road
orrefuge.
Please contact the Council’s H&S Team if you are unsure if this definition applies. This can often
be an arbitrary boundary which can be difficult to define.
Swimming(allformsexceptpubliclylifeguardedpools)
Camping(includingDukeofEdinburgh’sAwardExpeditions)
Canoeing/kayaking/rafting/improvisedrafting
Sailing / windsurfing / kitesurfing
Useofpoweredsafety/rescuecraft
Allotherformsofboating(exceptcommercialtransport)
Waterskiing
Snorkel and aqualungactivities
Rockclimbing(outdoor)andrelatedmountaineeringactivitiesRiver/gorgewalkingor
scrambling
Coasteering/coastalscrambling/sealeveltraversing
Undergroundexploration
Off-sitemountainbikingandlowlandtrailriding
Roadcycling(exceptaspartofa‘Bikeability’,cyclingproficiencyorsimilarprogramme)
Skiing, snowboarding, and relatedactivities
Airactivities(excludingcommercialflights)
Horseriding
Quad bikes, off-roadbuggies
High level ropescourses
‘Extreme’sports
Water basedactivities
Adventurous activities with the armedservices
Anyotheractivitiesinvolvingskillsinherentinanyoftheaboveorthatmaycontainasimilar level of
risk to participants orstaff.
Approval for the above will only be given online via EVOLVE.
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ThefollowingvisitsarenotregardedasadventurousandthereforedonotrequireCouncilHealth &SafetyTeam
approval.Theseactivitiesmusthoweverbesupervisedbyamemberofstaffwho has previous relevant experience
and/or who has been assessed by the EVC or head teacherascompetenttosupervisetheactivity:
•
Walkinginparksornon-remotecountrypaths
•
Fieldstudies(unlessintheenvironmentsdefinedasadventurous)
•
Swimming in publicly life guardedpools
•
Themeparks(e.g.AltonTowers,AdventureValleyetc.)
•
Touristattractions
•
Pedalgo-carts
•
Motorised go-karts at commercialvenues
•
Paint balling and ‘Laser Quest’ typeactivities
•
Archeryclubs
•
Indoorrockclimbing/boulderingprovidedbyaleisurecentreorsimilarcommercialvenue
•
Ice rinkskating
•
Farmvisits
•
Local trafficsurveys
•
Museums, librariesetc.
•
Physical education and sportsfixtures
•
Dry ski slopeactivities
•
Water margin activities – such as walking along a riverbank or stream, collecting samples
from streams & ponds, or paddling in gentle shallow (up to the knees) water. If the activity
exceedsthisdefinitiontheactivityiswaterbasedandthereforeadventurous.
Notestaffinvolvedinwatermarginactivitiesshouldbeconversantwiththeguidancecontainedin
the
DfES
publication ‘Group Safety at the Water Margin’. Though published in 2005, this still provides an excellent
source ofadvice.
Competence to lead
Thesinglemostimportantfactorinensuringthesafetyofparticipantsinvolvedinaneducational
visitoractivityisthecompetenceofthegroupleader.The EVC and head teacher should therefore consider the
following when assessingthecompetenceofamemberofstafftoleadavisit:
•
•
•
•
•
•
•
•
•
•
•
•
•

•

Whatistheleader’sreasonforundertakingthevisit?
Is the leader anemployee?
Hastheleaderarealsenseofresponsibility,extendingbeyondtheteachingofthesubjectto concern
for the participantswell-being?
Doestheleaderpossessthenecessaryorganisingability?
Istheleadercompetentinrisk assessmentandriskmanagement?
Whatexperiencehastheleaderoftheparticipantshe/sheintendstolead?
What experience has the leader in leading, or assisting in the leading of similar visits or
activities?
Whatexperiencehastheleaderoftheenvironmentandgeographicalareachosen?
Doestheleaderpossessappropriatequalifications?
Ifappropriate,whatistheleader’spersonallevelofskillintheactivity,andfitnesslevel?
Ifleadingadventurousactivitieshastheleaderbeenapprovedbythe CouncilHealth&Safety Team?
Istheleaderawareof,andabletocomplywith,allrelevantguidelines?
The school should contact the Council Health & Safety Team if there is doubt regarding the
competence of a member of staff to lead an educational visit. CAS has access to independent
technical experts to assist in making decisions on competence to lead, especially for
adventurousactivities.
AMatrixofrecommendedstaffcompetency/qualificationisavailableonEvolve.

Adventurous Activities for Which There Are No Specific National Qualifications.
In the absence of formal, recognised qualifications for some adventurous activities, it is good practice for
group leaders to hold qualifications in closely-related activities. The level of the qualification required needs
to be matched to the levels of hazard and risk. Group leaders wishing to lead such activities must seek full
approval from their EVC and head teacher/service manager, and the Council Health & SafetyTeam.
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Supervision & StaffingRatios
Youngpeopleonvisitsmustbeadequatelysupportedandsupervisedat alltimes.

•

The level of supervision should be based on risk assessment for the specific visits, and will be
determined by such factorsas:

•







The type, risk and duration ofactivity
The nature and requirements of individuals within the group, including consideration of
special and additionalneeds
Theexperienceandcompetenceofstaffandotheradults
Thevenue,timeofyearandprevailing/predictedenvironmentalconditions
The contingency or plan Boptions.

•

We expect the group leader, EVC and head teacher to make a professional judgement regarding
the appropriate level and suitability of staffing for every visit. A visit must not go ahead where
any of the above persons are not satisfied that an appropriate level of supervisionexists.

•

The following ratios are therefore only a guide and do not overrule or replace the professional
judgementofthegroupleader,EVCandheadteacher.

Lower Risk Activities (where the risk is similar to everyday life)


Key Stage 3, 4 &5pupils

-

1 adult to every 15 - 20 pupils

-

1 adult to every 10 - 15 pupils

Higher risk / Adventurous / Residential Visits


Key Stage 3,4 &5pupils

Remember - The group leader is responsible for the group at all times.
It is good practice for each supervisory adultto:


Haveaclearplanoftheactivitytobeundertakenanditseducationalobjectives.



Have a reasonable knowledge of the young people involved, including any special
educationalneeds,medicalneedsordisabilities.



Possess prior knowledge of thevenue.



Carryalist/registerofallgroupmembers(includingemergencycontactnumbers)andknow who
they are responsiblefor.



Regularly check the group (head countetc).



Havethemeanstocontactthegroupleader ifhelpisrequired.



Continually monitor the appropriateness of the activity, the physical and mental condition
andabilitiesofthegroupandthesuitabilityoftheprevailingweatherconditions etc.



Clearlyunderstandtheemergencyproceduresandhaveaccesstoafirstaidkit.



Groupleadersshouldprovideafullbriefingtoaccompanyingadultspriortothevisit.

Down Time
•

Group leaders should ensure that children and young people continue to be properly supervised
during “down time” – before, between and after activities, including lunch periods and the
evenings on residential visitsetc.

Remote Supervision
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•

If the aim of visits for young people is to encourage independence and investigative skills, some
of the time on visits may be supervised from a distance. The group leader must establish during
the planning stage whether young people are competent in remote supervision and must ensure
parents have agreed to this part of the visit. The group leader mustensure:





Children and young people are made aware of ground rules and are adequately equipped to
be on their own or in a smallgroup.
Children and young people have telephone numbers or other suitable means of
contacting the groupleaderiflost,eitherbymobileoridentifiedlocaltelephones.
They have maps, plans and other suitable information for them to act effectively and know
how to summonhelp.
In enclosed areas, such as theme parks, children and young people know where and when
tomeetsupervisingadults,atkeylocations atsettimes.

Remote Supervision during Adventurous Activities
•

The training given to young people must be sound and thorough. The instructor should have
appropriate qualifications and experience to provide clear guidance for each activity. The group
leader should be satisfied that young people have acquired the necessary skills and have the
necessary experience, confidence, physical ability and judgement to be left without direct
supervision. Guidance in this document must be followed for all Duke of Edinburgh’s Award
Expeditions.
NB For all educational visits and off-site activities the group leader remains fully responsible for all
children and young people, even when not in direct contact with them.

Teachers and other employees’ children accompanying visits
•

It is acknowledged that some employees and volunteers could not help in educational visits
unless their own children accompany them. However, group leaders and helpers who bring
additional children will have potential conflicts of responsibility, which could have consequences
for supervision levels and group safety. It is therefore essential that EVC’s/head teachers
consider the implications of such requests and those arrangements do notcompromise the
safety of other group members. Where agreements are made to allow staff to bring their own
children on a visit, this arrangement should be communicated to the parents of
theotheryoungpeopleandidentifiedwithintherisk assessment.

Information for Parents, Guardians andCarers
a. Written consent from parents is not required for pupils to take part in the majority of off-site
activities organised by a school as most of these
activitiestakeplaceduringschoolhoursandareanormalpartofachild’seducationatschool. *
b. Written consent is only requested for activities that need a higher level of risk management or
those that take place outside school hours. A “one-off” consent form can be signed by parents
when a child enrols at a school. This will cover a child’s participation in any of these types of
activitiesthroughouttheirtimeattheschool.Thisincludesadventureactivities,off-sitesporting
fixtures outside the school day, residential visits and all off-site activities
whichtakeplaceatanytime(includingduringschoolholidaysorattheweekend).*
* Parents should be told where their child will be at all times and of any extra safety measures required.
However, the LA stronglyrecommendsthatschoolsseekconsentseparatelyforaparticularvisit,
especiallyforresidentialvisitsandadventurousactivities.TheoriginalEV4consentformfora specific visit is available
onEVOLVE.
Information to parents shouldinclude:
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1.

Dates.

2.

Objectives of visit oractivity.

3.

Timesofdepartureandreturn,includinglocationformeetingparents.

4.

Methodoftravelincludingnameofanytravelcompany.

5.

Accommodation with address and telephone number, including details of host families for
exchangevisits.

6.

Emergency contact arrangements at home and away, if all young people are not at one
centre. Consider the value of a ‘telephone tree’ to make easy and rapid contact with a large
groupofparents,e.g.regardingchangedtransportarrangements.

7.

Names of group leader and accompanyingstaff.

8.

Names and status (e.g. parent) of other accompanying adults who will exercise some
responsibility during thevisit.

9.

Detailsofactivitiesplanned.Anyactivityinvolvingspecialhazardsmustbeclearlyspecified.

10. Chargesorvoluntarycontributions;whattheycoveranddonotcover.
11. Methodsofpaymentandcancellationarrangements.
12. Insurance effected for the group members in respect of baggage, personal accident,

cancellation and medical cover. Send a photocopy of the insurance schedule to all parents
orstatethatacopyofschedulemaybeobtainedfromthegroupleader.

13. Clothing/footwear and other items to be taken. Prohibiteditems.
14. Money to betaken.
15. Code of conduct; details relating to the standard of behaviour expected from the group

during the visit; including for example, rules on general group discipline, smoking, sexual
behaviour, illegal substances and alcoholicdrinks.

16. Parents should have sufficient information to give informed consent and give written

consent foremergencymedicaltreatment.

•

Group leaders will appreciate the benefits of inviting and make plans to invite parents to a
planning meeting, particularly where a residential experience is involved, visits abroad or where
the activity constitutes a ‘new direction’ for the group members or the school. There is then the
opportunity for all involved to be fully informed and to raise issues which may be difficult to put
down inwriting.

PLEASE NOTE: In the interests of Safeguarding, Wellfield School does NOT allow students to take
mobile phones or iPads on a school visit except with the permission of the Head Teacher, depending on
the risk-assessed need to take them. In this case, a specific protocol for the use of phones by students
will be given.
Child Protection /DBS
•

All employees and volunteers over the age of 16 involved in educational visits with young people
will require Disclosure Barring Service (DBS) clearancewhere:
 Plannedcontactwiththepupils/studentswilltakeplaceonceaweekormore.
 Plannedcontacttakesplaceon4ormoreoccasionsina30dayperiod.
 Plannedcontacttakesplaceovernightbetween2.00amand6.00am.
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 DBSchecksmustberenewedevery5years.

Occasional volunteers who are known to the school/setting, and who will not work with the
pupils ‘frequently, intensively or overnight’ (as above) can accompany visits without DBS
clearance. In this case those volunteers should not be allowed unsupervised contact with the
children.

•

Copies of Disclosure Application Forms provided by the DBS and associated advice for
applicantsmaybe obtainedfromtheDisclosureBarringService,CountyHall,Durham,DH15UL, Telephone
03000268419.
Equalities Act 2010 and Medical Needs
•

Following an amendment to the Equalities Act by the Special Educational Need Act 2001, it is
unlawful for any establishment to discriminate against disabled participants (current and
respective) because of their disability, without justification – which must be both material and
substantial to the particular case. You are required to make reasonable adjustments to avoid
disabled participants being placed at a substantial disadvantage. However, the Equalities Act
does not require responsible bodies to place employees or participants at risk in order to make
reasonable adjustments. In all cases compliance with the Equalities Act must not be achieved by
breaching the Health & Safety at Work Act etc 1974 i.e. reasonable adjustments must not place
employees or others at unacceptable riskof injury or ill-health.

•

Group leaders and other adults should be aware of all the children and young people’s medical
needs and any medical emergency procedures. If required, a member of staff should be trained
in administering medication and to take responsibility in a medical emergency. If the young
person’s safety cannot be guaranteed, it may be appropriate to ask the parent or carer to
accompany a particular youngperson.

•

Enquiries should be made at an early stage about access and facilities for securing wheelchairs
on transport and at residential centres. The Local Authority has an all-terrain wheelchair for
use on educational visits in open countryside and similar environments. Please contact the
Outdoor Education & Environment Team on 03000 260535 for moreinformation.

•

The group leader should also assess whether client manual handling skills will be needed, and if
so, whether training should be sought. Group leaders concerned about whether they can
provide for a pupil’s safety or the safety of others on a visit because of a medical condition of a
pupilcanseek furtheradvicefromtheCouncilHealthandSafetyTeam.

•

The group leader should check that any additional insurance policy taken out covers staff and
pupils with pre-existing medical needs. All medical conditions should be declared to the
insurance company regardless of whether they have been specifically requested. Failure to
declare a medical condition will often invalidate medical/travel insurance. If you need
advice/guidance covering the medical needs of participants please contact Helen Perfect
(Equalities & Intervention Manager) on 03000267754.

FirstAid
The group leader and the EVC willmake a professional judgement as to the level of first aid required for a
particular visit. This decision could be influenced by factors such as the environment and proximity to
emergency services or professional care. However, as a minimum, we comply with the Local Authority
recommendation thatforallvisitsthereshouldbearesponsibleadultwithagoodworkingknowledgeoffirstaid
appropriate to the environment.
•

The Emergency First Aid certificate is a basic qualification which may be suitable for routine
urbanvisits;howeverriskassessmentmayindicatethatahigherlevelqualificationisappropriatein
circumstances where it is likely that access by emergency services may bedelayed.

•

AFirstAidKitappropriatetothevisitshouldbecarried.

Accidents on educational visits
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Accidents to be reported without delay to the Council Health & Safety Team
Employees
Non-employees including –
Type of accident –
 Children and young people
Death or specified injuries including:
 Clients
 Fractures, other than to fingers,
 Volunteers
thumbsand toes
 Amputations
Type of accident–
 Permanent sight loss or reduction insight
If the person in our care is killed or taken
 Crush injury causing damage to the brainor
directly to hospital for treatment during the
internalorgans
visit regardless of how they were transported to
 Serious burns (includingscalding)
hospital.
 Scalping which requires medicaltreatment
 Loss of consciousness caused by headinjury
orasphyxia
 Resuscitation or admittance to hospital24hrs
Report without delay to the Council Health & Safety Team. Tel: 03000 265781
•

Accidents on educational visits are less common than most people think and there has been no
evidence that accidents are more common on visits than they are in everyday school life or elsewhere
in CASactivities.

•

Both the school and Council Health & Safety Policy and Procedures Manuals already
containprocedures regarding the reporting of accidents. These policies continue to apply when the
school or CAS group undertakes off-siteactivities.

•

All accidents should be recorded on a Council Accident/Incident Ill Health Reporting Form (or via the
online system upon return to school/office) and a copy forwarded to the Council Health & SafetyTeam.

•

Should an accident occur that would be reportable to the Health & Safety Executive (see table above),
the Council Health & Safety Team should be notified without delay i.e. by telephone (03000 265781),
fax (0191 3898160) or email(hsteam@durham.gov.uk).

Insurance
•

The group leader in conjunction with the EVC/head teachermust be fully
satisfiedthatadequateinsurancecoverhasbeenobtainedbeforeapprovinganyvisit.

Employers’ Liability & Public Liability insurance
•

The Council’s Employers’ Liability and Public Liability insurance applies to the activities when away
from the school site, home base or when employees are working in the community.

Personal Accident / Travel Insurance
•

Young people and staff are not insured for personal accident benefits while on education
premises or during educational visits. Similarly there is no automatic insurance cover for the loss
of personal property orbelongings.

•

Group leaders may feel it appropriate to arrange this type of insurance cover for young people as
well as accompanying staff andadult volunteers.

•

Group leaders and individuals who feel that the cover from Council insurers may be inadequate
to meet their needs are advised to obtain, at their own expense, a Personal Accident/ Travel
InsurancePolicy.

•

Some national governing bodies of sport offer personal accident insurance for groups
participating in certainsports.
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•

•

If the educational visit has been arranged via a travel company this cover can often be
negotiated at reasonable additional cost as part of the travel package. If so, care should be taken
to check the terms and conditions of the insurance and the activities that are covered or
excluded.
For overseas visits the Council’s International Office can arrange Travel Insurance at a reasonable
cost. This insurance has 3 levels as detailed below. The group leader should check that all
activities arecovered.
International office overseas insurance categories (June 2014)
Non-hazardous
Hazardous
Winter sports
Means any sport on snow or ice
Athletics, football,
Abseiling, American football,
(other than skating) Excludes ski
orienteering, paint ball,
caving, go carting, horse riding,
jumping, heli-skiing,bobsleigh,
rowing, rugby, sailing,
ice skating, martial arts,
ice hockey, off-piste skiing.
swimming, tennis, sledging.
mountaineering, potholing,
quad biking, rock climbing, sub
aqua activities requiring the use
of artificial breathing apparatus,
trekking in the Himalayas, white
water activities

•

Further details on the International Office overseas insurance can be obtained from the
International Office Tel: 03000268502.

•

Further details on general Council insurance policies can be obtained by contacting the
Insurance Team on 03000269666.

Transport and TravelArrangements
•

Parents and carers must be aware of the intended form of transport in order to give fully
informedconsent.

Guidance for Hiring Coaches and Minibuses
Local Journeys
•

The following are a number of simple checks that can be carried out which will assist in
deciding whetheranoperatorissuitabletocarryoutyourtrip.
1.

Ask the transport operator if they currently work for Council on home to school transport.
All operators engaged in this work have to regularly provide details of operator’s licence
and current insurance documentation to the Transport Monitoring Officer. If not ask for
copies of both. This will ensure that the operator is licensed and falls within the checks
provided by Vehicle and Service Operators Agency, who regulate standards of
maintenance and drivers hours’compliance.

2.

Ask the operator if the driver of your trip has been checked by the Local Authority
Disclosure Barring Service. All drivers engaged on home to school transport for the
Council should have been checked through the Council in house system. An operator
engaged on home to school transport will have suitably checked drivers working for them,
although this does not mean that you will get one for your trip. If in doubtask!

3.

Doestheoperatorcheckthedrivinglicenceoftheirdriversatleastannually?

4.

Does the operator have a procedure that will provide a contingency plan should the
coach break down during the trip? Ask for details if indoubt.
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Long Distance and Continental Journeys by Coach
The following are a number of simple checks that can be carried out on long distance and
continentaljourneys.

•

1.

If booking through a tour company, ask who the coach operator will be. Tour companies
donotoperatetheirowncoachesbutusesub-contractedcoachoperators.

2.

Does the tour company carry out ‘Quality Audits’ on the coach operator they have
booked for your trip? Ask for a copy. If not, then ask a few simplequestions.

3.

Obtain a copy of the operator’s licence andinsurancedetails.
For continental trips,
operatorsmusthaveaninternationaloperators’licence–Dotheyhaveone?

4.

Doestheoperatorcheck drivers’licenceatleastannually?

5.

Will the driver(s) of your tour be Disclosure Barring Servicechecked?

6.

Does the operator have a procedure that will provide a contingency plan should the
coach break down during the trip, particularly on the continent? Ask for details if
indoubt.

7.

On a long distance journey, will the driver comply within EEC drivers’ hours regulations?
For long journeys, operators may use a feeder driver for the first part of the journey. Will
the main driver(s) have had the statutory hours of rest before driving the main section of
yourtrip?

8.

On continental journeys, if you are unsure of the capability of the operator ask for some
examples of previous tripsoperated.

These simple checks will give you an indication of the standard of the company which you are going to
use for your trip. They will also enable you to satisfy yourself as to whether your driver is qualified,
insured and will be sufficiently rested before carrying out your journey. Further information on
reputable companies can be obtained from the Transport & Contract Services Team on 03000268530.
School/Centre Mini Buses
CouncilMinibusescanbeusedbystaffifthefollowingconditionsaremet:












Mini buses are fully insured under the Council insurance policy or have similar independent
insurance cover (fully comprehensive, to include passenger liability with unlimited liability cover
in relation to property or death and bodilyinjury)
Mini buses are serviced in accordance with the manufacturer’s recommendations or at least
every 6000 miles or 6 months whichever is the sooner, and regular safety inspections are
carriedout.
Drivers possess a clean, full driving licence appropriate for the vehicle (category B + D1 – mini
buses over 8 passengerseats)
Drivers are trained under the Council Minibus Driver’s Awareness Scheme (MIDAS) and
possess a certificate of competence issued by the MIDAS assessor. This should be renewed
every 4 years
The vehicle is checked prior to all journeys and details logged in a book carried on the vehicle
Schools have a named driver training assessor to provide driver training (including an internal
driving test) to new teachers wanting to drive (the driver training assessor should attend a
refresher course every 2years)
Driversareover21 yearsofageandhavebeendrivingforlongerthan2 years
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Drivers are volunteers and no profit ismade
Seat belts are fitted to all forward facingseats
Afirstaidboxandfireextinguisherarecarriedonthevehicle
Arisk assessmentiscarriedoutpriortoalljourneys.

Further advice regarding use of mini buses is available from:
Chris Prince, Fleet Office, ServiceDirect,StJohnsRoad,Meadowfield,CoDurham.Tel03000269349.
Parents’ and Volunteers’ Cars
•

Where parents and/or volunteers cars are to be used to transport children and young people
on a visit, form EV5 should be completed and retained by the school/service. This could be
done on an annualbasis.

•

The risk assessment for the visit should consider the suitability of the supervision
arrangements in private vehicles and the need for DBS clearances. The Council Health &
Safety Team would also recommend the completion of the Driving at Work riskassessment.

Car seats
Whenusingstafforparents’cars,thelawregardingcarseatswillapply:

•

Front seat
Child up to 3 years*
Correct child restraint must
be used
rd
Child
from
3 Correct child restraint must
birthday
up
to be used
135cms in height
(approx. 4’5’’)
(or 12th birthday
whichever they
reach first)

Child over 135cms in
height (approx. 4’5’’
in height) or 12 or 13
years
Adult passengers – 14
years and older

Rear seat
Who is responsible
Driver
Correct child restraint
must be used
Where seat belts are Driver
fitted, correct child
restraint must be used.

Seat belt must be worn if
available

An adult belt must be
used if the correct child
restraint is not available
for a short distance for
reasons of unexpected
necessity or two
occupied child restraints
prevent the fitment of
athird.
Seat belt must be worn if
available

Seat belt must be worn if
available

Seat belt must be worn if
available

Driver

Passenger



If no seat belts are fitted in the front, then children under 135cms in height (who are also
under 12 years of age) cannot travel in thefront.



“Child restraints” is a collective term in the seat belt wearing legislation for baby seats, child
seats, booster seats and boostercushions.

Use of ExternalProviders
•

Schools and CAS Services will regularly employ other organisations to provide an element of
instruction, staffing and guiding on educational visits. In such cases an External Provider
Form(EV6)mustbecompletedunlesstheyholdaLOtCQualityBadge.Thiswillinclude14





Activitycentres
Skicompanies
Educational touroperators







Overseas expeditionproviders
Climbingwallswhereinstructionisprovidedbyclimbingwallstaff
Freelance instructors of adventurousactivities
Youth hostels where instruction isprovided
Voluntaryorganisationse.g.scoutswhereinstructionisprovided.

An External Provider Form (EV6) is not required for–













Establishments/venueswhichholdaLearningOutsidetheClassroom(LOtC)QualityBadge
Youth hostels where accommodation onlyis used
Hotel, B&B accommodationetc.
Campsites
Museums, galleriesetc.
Touristattractions
Themeparkse.g.AdventureValley,AltonTowersandsimilar
Farms
Coach train or airplanecompanies
Swimmingpools
Climbingwallswhereinstructionisprovidedbyamemberof yourownstaff
Volunteer instructors of adventurousactivities.

•

Where an EV6 is required this should be sent to the external provider well in advance of the
proposed visit and before any contractual agreement is signed or financial commitment is
made.

•

The decision to select an external provider is the responsibility of the EVC and head
teacher/service manager. Completion of the EV6 does not necessarily signify that the venue
meets the needs of your group. A pre-visit and further information, such as references, should
also be used to judge a providers suitability. Reference to the LOtC quality badge scheme
canbefoundontheIntranetandExtranet,aswellasfromwww.lotcqualitybadge.org.uk

•

If the external provider makes any alterations to the wording of the form or is unwilling to
comply, then you must discuss this with the provider and if necessary the Council Health &
Safety Team. The form does not need to be forwarded to the Council Health & Safety
Team but upload a copy to your Evolveform.

RiskAssessment
•

Risk assessment is nothing more than a careful examination of what could cause real harm
and suffering to people, together with an identification of the control measures necessary in
order to reduce the risks to a level which, in the professional judgement of the person carrying
out the risk assessment, is deemed to be acceptable. The process is applicable to all visits. As
with all areas of health and safety you need to adopt a sensible and proportionate approach to
the management of risk while planning and undertaking educational visits. For further advice
please see theHealth & Safety Executivewebsite.

•

There are three ‘levels’ of risk assessment. These are summarised below, and further guidance
on risk assessment is detailed in theHSE publication ‘ 5 Steps to RiskAssessment’

a. GenericandVenue–(normallyalreadyinplace)
•

These will apply to all visits of a particular type as the nature of the visit remains constant and
the same general controls will apply each time. Typically schools and venues will have generic
risk assessments for routine visits to avoid unnecessary repetition when organising visits
andtoensurethatthereisaconsistentapproachtomanagingrisk.
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•

The Council Health & Safety Team has produced a series of generic risk assessments. These are
available in the Resources section ofEvolve.

•

When using generic risk assessments the group leader must ensure that the risk assessment is
relevant to the proposed visit. The group leader should ensure that the controls in the generic
risk assessment are in place and evaluate if this is suitable and sufficient, or if further action is
necessary. This should then be signed and dated by the groupleader.

b. EventSpecificRiskAssessment–(carriedoutbeforethevisittakesplace)
•

•

This considers any significant hazards or risks relating to a visit that are not covered within
the Generic Risk Assessment, and should take into account the venue, activities, group,
transport, plan B, etc. ‘Significant’ implies those hazards that could result in serious harm or
affect several people. The process should identify the hazards, which might be affected by
them, and the measures in place to control therisks.
The risk assessment must be recorded (normally by the Group Leader), using the risk
assessmentform EV2(oralternative)andapprovedbytheEVCbeforethevisittakesplace.

c. On-going–(carriedoutcontinuouslythroughoutthevisit)
•

The on-going monitoring of all aspects of the visit by the Group Leader and other staff is the
single most important aspect of risk management of visits, and hence safety. Risks should be
monitored throughout the visit, and where appropriate activities must be modified or curtailed
(e.g. Plan B) to suit changed or changing circumstances. This is the responsibility of all
involvedinthevisit,notjusttheVisitLeader.

•

It is not necessary to record on-going risk assessments during the visit, although notes of
significanteventsordecisionscanassistthepost-visitreviewfollowinganincidentoraccident.

•

An activity should only take place/continue if, in the professional judgement of the group
leader and/or supervising members of staff, the residual risk following implementation of
anycontrolmeasuresisdeemedtobeacceptable.

•

Relevant aspects of the risk assessment process should be shared with staff and helpers
involvedinthevisit,aswellasparticipantsandwhereappropriateparents.

•

Participants who are involved in a visit’s planning and organisation, and who are well prepared,
will make more informed decisions and will be less at risk. It is therefore good practice to
involve participants in the risk assessmentprocess.

The ‘Learning Outside the Classroom’ QualityBadge
•

TheCouncilforLearningOutsidetheClassroomhasdevelopedabadgingschemeforprovider
organisations,whichisrespectedbytheDFEandbytheOEAP.

•

AQualityBadgewillbeawardedtoaLOtCprovider who–







•

Haspledgedtoengageinanon-goingprocesstosustainhighqualitylearningoutsidethe
classroom.
Hasaprocessinplacetoassistusersinplanningthelearningexperienceeffectively.
Provides accurate information about itsoffer.
Offersactivities,experiencesandresourceswhichmeetlearner’sneeds.
Reviews the experience with you and acts onfeedback.
Manages riskeffectively.

FurtherinformationontheQualityBadgeschemecanbefoundontheeducationalvisitspages
oftheIntranetandExtranet,aswellasfromwww.lotcqualitybadge.org.uk
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AdventurousActivities
When provided at an outdoor centre or by a contractor
•

The Activity Centres (Young Person’s Safety) Act 1995 and the Associated Adventure Activities
Licensing Regulations 2004 are in place to ensure the safety of young people involved in
adventure in hazardous environments. Schools and youth groups planning to visit an adventure
centre or employ a provider in the UK should check with the Adventure Activities Licencing
Authority (AALA) on the licence status of the provider to ensure they are licensed to deliver
the particular adventurous activities to young people(www.aals.org.uk).
When provided by a school’s own staff

•

Single-school groups consisting of children and young people under 18 years of age and over
18’s in full time education are exempt from licensing regulations and therefore do not require
an AALA licence. However, such groups should still follow the AALA criteria formanagingsafety
during adventurous activities. Group leaders of single school groups are required to complete
an Activity Leader Form (ALF) via the EVOLVE system to gain Council Health & Safety Team
approval.

•

Groups of young people from different schools, or with other group members under 18 years
of age are not exempt from licensing regulations and the school MUST conform with AALA
requirements,includingholdingalicenceorworkingundertheCouncilLicencewhereoneexists.

•

The following activities (where undertaken by young people from different schools under 18
years of age and over 18’s in full time education in Durham Schools and unaccompanied by a
parent), need an Adventure ActivitiesLicence:
Climbing – climbing, sea-level traversing, abseiling or scrambling over natural terrain or certain
man-made structures requiring the use of special rock-climbing or ice-climbing equipment or
expertise, gorge walking and ghyll scrambling.
Trekking – going on foot, horse, pony, pedal cycle, skis (not piste), skates or sledges over
moorland (open uncultivated land) at any height, or on ground over 600 metres above sea level
when it would take 30 minutes to reach an accessible road or refuge. Off-piste skiing also
requires a licence.
Caving – the exploration of underground passages, disused mines, or natural caves which
requires the use of special equipment or expertise.
Watersports – sailing, canoeing, kayaking, rafting and windsurfing, on the sea, tidal waters
including estuaries, the tidal reaches of rivers, sea lochs and harbours, inland waters at a
location where any part of those waters is more than 50 metres from the nearest land, and
turbulent inland waters such as weirs, rapids, waterfalls and fast flowing currents. Rowing is
exempt.

•

CAS holds a licence in the climbing, water sports and trekking activity categories for the
One Point Service. Schools do not require a licence for their own pupils.
The specific activities covered are 







Abseiling - (Single pitchcrags)
Hill Walking &Mountaineering
Improvised Rafting - (Sheltered inland waters)
Kayaking-(shelteredinlandwaterandriversuptoGrade2.)
OpenCanoeing-(shelteredinlandwaterandriversuptoGrade2.)
Off-RoadCycling
Rock Climbing - (Single pitch crags)
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ALL AALA LICENSE VISITS REQUIRE APPROVAL VIA THE COUNCIL HEALTH & SAFETY TEAM
REGARDLESS OF WHETHER THE GROUP WILL BE LED BY A SCHOOL, SERVICE OR ANOTHER LICENSED
ACTIVITYPROVIDER.
The armed forces who offer adventure activities are not licensed by the Adventure Activities Licensing
Authority. Schools and youth groups planning such a visit should ensure adequate safety standards are
observed in all activities and public liability insurance is in place.
Approval for CAS staff to lead an adventurous activity can be gained using the online Activity Leader
Form as below:PROCEDURE FOR OBTAINING APPROVAL
•

Staff who wish to lead(i.e. supervise or instruct) an adventurous activity must obtain prior
approvalfromtheCouncilHealth&SafetyTeambeforetheactivitymaytakeplace.

•

The proposed leader must have their own ‘Account’ on EVOLVE (obtainable via their EVC). In the
‘My Details’ section of their account the leader must enter details of any adventure activity
awardsheld,includingdates,anduploadcopiesoftheseawards.

•

The EVC (or Group Leader) should request approval for the visit via EVOLVE as usual. During
thisprocessEVOLVEwillaskforanActivityLeaderForm(ALF)tobecompleted,whichwillrequest further
details regarding the proposed venture (e.g. dates, venues, numbers, etc). The ALF will then be
embedded within the approval request for that particular visit.

•

On receipt of an approval request (and embedded ALF), the Council Health & Safety Team
willconsidertheproposedactivityrelativetotheleader’sstatedcompetenciesandqualifications.

•

Where approval is granted for the member of staff to lead the activity, the visit will be approved
bytheCouncilHealth&SafetyTeamviaEVOLVE.

•

Where approval is not granted, the approval request will be returned to the EVC with an
attachednote.Wherethisisthecasethememberofstaffconcernedmustnotleadtheactivity.

CRITERIA FOR APPROVAL
•

Approval will normally be granted where the leader of the activity has recent relevant
experience,and:
1.
2.

•
•

•

isappropriatelyqualifiedthroughtherelevantnationalgoverningbody,or
hasa‘StatementofCompetence’from anappropriate‘technicaladvisor’.Formostactivitiesthe
competence required by a technical adviser is stipulated by the activity’s national
governing body. For further clarification regarding a technical advisor ‘Statement of
Competence’ please contact the Council Health & SafetyTeam.

In some cases approval maybe granted where no qualification is held, but the person concerned is
deemed by the Council Health & Safety Team to have a sufficient level of competence in addition to
recent relevantexperience.
In cases where no national governing body exists, the CHST will make a decision based on factors
which may include: technical advice, the leader's stated competence, observed competence,
pastexperience,attendanceattrainingcourses,etc.
Approval will always be subject to a requirement that the leader must operate at all times within the
remit of his/her qualifications and competence, and in accordance with national governing body
guidelines where these exist. Approval may also be subject to other conditions which will
bespecifiedbytheCouncil,specifictothevisit.
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•

Where there is insufficient information for us to make a decision regarding approval, then the
applicant may be asked to provide further information (e.g. evidence of awards, experience, log
book details, etc.). In some cases a meeting with the applicant may be requested by the Council
Health & SafetyTeam.

•

The approval granted is solely in respect of a member of staff's authorisation to lead the technical
aspects of the specific adventurous activity detailed. It is not an indication in respect of
otheraspectsof thevisitsuchasgeneralmanagementandsupervisionskills,theassessmentof
whichmaybetheresponsibilityofheadteacherand/orEVC.

The Duke of Edinburgh’s Award
The Council is the Licensed Organisation for The Duke of Edinburgh’s Award. The guidelines in this
document must be used when managing expeditions and other activities relating to The Duke of
Edinburgh’sAward.
Responsibility for Safety
•

The head teacher is responsible for ensuring that teachers/youth workers are fully qualified and
experienced and hold the relevant national governing body qualification for work in theoutdoors.

•

The qualified and experienced leader has full responsibility for the safety of the young people
whilstoutonexpedition.Suitablyexperiencedandcompetentassistantleadersandotheradults should
work under the direction of the group leader and must be competent in the task they are asked
toundertake.
Notification/Approval Procedures for Expeditions

•

AllDukeofEdinburgh’sAward(DofE)expeditionsareregardedas‘adventurous’andrequire
Councilapproval.

•

In addition, if groups venture into Duke of Edinburgh’s Wild Country Areas then the
appropriateNetworkCo-ordinatormustbenotifiedinlinewiththefollowingguidance:
− Ventures that are fully accompanied do not need to notify the Wild Country Network Coordinator.
− Ventures that are unaccompanied for part of the venture or wholly unaccompanied,
(practice orqualifying)doneedtonotifytheWildCountryNetworkCo-ordinator.
− Notification needs to be received 6 weeks prior to the venture if assessment is required or
4 weeks if assessment is not required. Route cards and route tracings must accompany the
Green Notificationforms.
− A local pre check of the group is required approximately 2 weeks before qualifying ventures
to confirm the competence of the group. The High Pennines and Durham Dales Wild
CountryAssessorNetworkwillcarrythisout.
− A copy of the Green Expedition Notification form (green form) must be sent online through
EVOLVE or emailed to the DofE AwardsOfficer.
•
•

Those organising expeditions need to be aware of the conditions and guidance in the Duke
of Edinburgh’s Award Handbook, Programmes File and ExpeditionGuide.
Details of the Wild Country Expedition Areas and Co-ordinators appear on the Duke of
Edinburgh website www.dofe.org.

ResidentialVisits
•

All residential visits (apart from those venues with delegated approval status) must be
submitted for Health & Safety approval, using EVOLVE, at least 3 weeks before the visit is due
to takeplace.
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•

The ‘External Provider Form’ must be completed if there is an element of instruction, staffing or
guiding as part of the agreement with the accommodation provider, where they do not hold the
LOtC Quality Badge

•

Mixed groups should, where possible, be accompanied by at least 1 male and 1 female member
of staff. If a responsible adult is used such as a partner, parent or student, the relevant
disclosure barring service checks must be obtained.

•

If the residential accommodation has not been used before, a preliminary visit is strongly
recommended. If this is not practical, for example due to distance, the group leader should
make sufficient enquires with the accommodation to be satisfied that it will be suitable for the
group involved.

•

On arrival it is advised that staff check out the accommodation, rooms, campsites etc. and
reportanydamagetotheheadofcentre/managerbeforepupilsaccesstherooms.

•

Teachersshouldbeaccommodatedoneveryfloorwheretherearechildrenoryoungpeople.

•

In the absence of 24 hour staffing of hotel/hostel reception areas, external doors and windows
shouldbemadesecuretopreventunauthorisedvisitorsorintruders.

•

All staff and young people should be aware of the emergency procedures and escape routes in
the event offire.

VisitsAbroad
•

Visits abroad provide valuable and rewarding educational experiences. Such visits require detailed
planning and preparation. Group leaders should seek to ensure they use the services of a reputable
tour operator experienced in group travel. Air travel organisers may be licensed through ATOL (Air
Travel Organisers License) for all or part of a package. This licence is a legal requirement and
provides security against a licence holder going out of business. It is recommended that
establishments use tour companies which are members of a Department of Trade approved bonding
body; such as ABTA (Association of British Travel Agents) or AITO (Association of Independent Tour
Operators). Ensure you have ready access to your insurance company telephone number. The
Package Travel Regulations 1992 may apply. Where schools independently provide a package they
should ensure they act within the regulations.

•

InadditiontothePlanningChecklistgroupleadersshould:
•

Ensure the ‘External Provider Form’ (EV6) is completed, where required, if there is an element of
instruction, staffing or guiding as part of the agreement with the touroperator.

•

Identifywhethertherearemedicalrequirementsimposedbythecountrytobevisited.

•

Ensure a European Health Insurance Card is obtained for all visits to member countries of the
European Union, available online atwww.ehic.org.ukor telephone 01912181999.

•

Ensurethegrouphascomprehensivetravelinsurancecoveringallproposedactivities.

•

Enquire about insurance cover should a parent need to travel out to the resort as a result of an
accident/incident involving their child. Some policies provide cover for only 1 parent to travel
whilst others will pay for both parents. These details must be shared with parents prior to the
departure of thegroup.

•

Ensure all children and young people, teachers and accompanying adults’ passports are
currentandsuitabletoenterthedestinationcountry.

•

Know the international dialling code in the event of a serious accident or the emergency contact
needs to beinformed.

•

Make regular contact with the school throughout the visit to keep contacts informed of
significantevents.
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•

Identify an emergency contact at home/back at base who holds a valid passport and could
travelouttotheareatosupportthegroupleaderintheeventofanemergency.

•

Brief children and young people about any local hazards and emergency procedures, including
the use oftelephones.

•

Risk assess all activities planned for the visit, particularly hotel swimming pools and all
adventurousactivities.

•

Discussanylocalcustomsandculturalissues.

•

Agree codes of conduct with children and youngpeople.

•

Check visa and passport requirements including those children and young people classed as nonUK residents. Ensure all members of the party carry the address and telephone
numberofthehotelorhostelincaseofseparation.

•

It is good practice for each child or young person to carry a card with a contact telephone
number of the group leader or residential base, to call if he/she becomes lost. Children and
young people should be instructed to go to a local shop or approach a police official and
showthecardifhe/shebecomesseparatedfromthegroup.

•

Considerlanguageabilityaspartoftheirrisk assessment.

•

Photocopies of passports and other essential documentation may prove useful. Copies
shouldalsobeheldbythe emergencycontactsintheUK.

•

Seek advice from the Foreign and Commonwealth Travel Advice Unit or the Suzy Lamplugh Trust
for visits to Third World or sensitive countries. (See Appendix - contacts and publications).

•

Visit the Foreign & Commonwealth Office website for the latest travel advice –www.fco.gov.uk.

•

Approval should be sought from the Council Health & Safety Team via EVOLVE at least 3 weeks in
advance or at the planning stage, whichever is the earlier. Group leaders are encouraged to have a
‘plan B’, making alternative arrangements so they are prepared should the need arise
tochangetheitineraryduetounforeseencircumstances.

•

In normal circumstances each party should be accompanied by two adults, at least one of whom
should be a member of staff. Further advice can be provided by the Council Health & Safety Team
on 03000265781.

Snow
•

Snow sports (skiing and snowboarding) are regarded as adventurous activities, and the visit
mustthereforebeapprovedbytheCouncilHealth&SafetyTeam.

•

Group leaders are particularly encouraged to consider the benefits of snow sports visits taking place
during term time as opposed to during the holiday periods. These benefits include: greater choice
generally, less queuing for lifts, less crowded slopes therefore less chance of collisions occurring, less
crowded resort, higher possibility of ‘sole use’ of accommodation, lessons more likely to be
conducted by permanent snow sport establishment instructors (as opposed to ‘casual’ instructors),
greater likelihood of English speaking instructors, considerable cost savings
throughavoidinghighseason(possiblyallowingmoreyoungpeopletoparticipate),etc.

•

A member of staff intending to organise a snow sport visit (but not instruct, lead or supervise
onsnow)isstronglyrecommendedtoholdtheSkiCourseOrganiser Award(SCO),administered by
Snowsport England. Tel. 01509 232323www.snowsportengland.org.uk/and must have
previouslyaccompaniedatleastoneeducationalsnowsportsvisit.

•

Young people may only ski or snowboard when under the direction of an appropriately qualified and
competent person. This would normally be an instructor employed by the local snow sports
establishment. Visit organisers should therefore consider the merits of fully instructed lessons of 4/5
hours duration perday.
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•

Where a travel company or ski tour operator is providing an element of instruction, staffing or
guiding,the‘ExternalProvider’(EV6)formshouldbecompleted.

A member of staff intending to lead skiing or snowboarding (i.e. not using a ski school instructor) must:
a. be qualified as below,and
b. havebeenapprovedbythe CouncilHealth&SafetyTeam,and
c. operateatalltimeswithintheremitoftheirqualificationsandcompetence.

Skiing: The minimum qualification to lead skiing on snow is:
•
•
•

TheAlpineSkiCourseLeaderAward(ASCL)ofSnowsportEngland Tel.
01509 232323www.snowsportengland.org.uk/or
TheAlpineSkiLeaderAward(ASL)ofSnowsport
Scotland Tel. 0131
6254405www.snowsportscotland.org/or
Astatementofcompetencebyanappropriate‘technicaladviser’.

Snowboarding: The minimum qualification to lead snowboarding on snow is:
•
•

TheSnowboardLeaderAward(SBL)administeredbySnowsportScotland Tel. 0131
6254405www.snowsportscotland.org/or
Astatementofcompetencebyanappropriate‘technicaladviser’(seeZ.7).

Anincreasingnumberofresortsandskischoolsmakethewearingofaproperlyfittedskihelmet mandatory
for young people. In some countries this is a legal requirement and in most it is
stronglyrecommendedthatallstudentswearhelmetsforskiingandsnowboarding.
Suitable helmets must be worn by participants at all times when:
a) aged under 8or
b) racingor
c) aged under 14 inItaly
d) when required by an individual resort or local/national legislation in the country being
visited.
Youngpeoplemustnotparticipateinoff-pisteactivities.
OverseasExpeditions
•

Overseas expeditions can potentially bring immense educational benefits to children and young
people, and CAS fully supports and encourages overseas expeditions that are correctly planned,
managed, andconducted.

•

Overseas Expeditions (for the purposes of this document) are defined as those which typically
takeplaceinremoteareasoftheworldand/orindevelopingcountries.

•

The Council places stringent requirements on Overseas Expedition providers, and establishments
may therefore need to allow up to 12 months for Council Health & Safety Team approval to
begranted.
External providers should complete the ‘External Provider’ (EV6) form if they are supplying an
element of instruction, staffing orguidance.

•
•

Further guidance is contained within ‘Guidance for Overseas Expeditions, Edition 3’ (download via
the National Library on EVOLVE). This should be referred to when the proposal is initiated (normally
18-24 months before the venture). This document includes a checklist of vital aspects that mustbe
considered prior to the establishment making a commitment with an external provider. In particular,
establishments should consider the educational aims of the visit, that appropriate progression takes
place, and that the requirements relating to ‘Best Value’ are met. Overseas expedition providers
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are required to comply with the minimum standards specified in thisdocument.
The Council Health & Safety Team strongly recommend that the group leader attends the one day
‘Overseas Expeditions and Fieldwork: a Course for Teachers and Youth Leaders’ course organised by
the Royal Geographical Society and endorsed by the national Outdoor Education Advisers’Panel.

•

•

Further details are available at:www.rgs.org/eacor contact Council Health &Safety.

Exchange Visits
Wellfield School does not currently support exchange visits where students may be accommodated with host
families. If any member of staff is considering organising a foreign exchange visit, they must refer to the
Durham County Council Children and Adults Services ‘Policy and Guidance: Educational Visits, Off-site Activities
and on-site Adventures’. November 2015 (Page 25, section U) PRIOR to organising the visit and prior to seeking
permission for the visit to take place.
Water MarginActivities
•

Further information can be found in the publication “Group Safety at Water Margins”. (DCSF,
archived on DFEwebsite.)

•

Water margin activities are defined as learning activities that take place near or in water – such as a
walk along a riverbank or sea shore, collecting from ponds and streams, or paddling/ walking in
gentle, shallow water. It does not apply to swimming and other activities that require water safety
qualifications and equipment, or water-going craft. Note that ‘shallow’ generally means up to
theknees.

•

As with all activities the group leader’s judgment will be paramount. The activity or journey should
be matched to the party in terms of aims, terrain, distance, equipment available, clothing
worn,weatherconditions(bothcurrentandforecast),degreeofsupervisionandtimeavailable.

•

Watermarginactivitiesarenotclassedasadventurousandsodonotrequirespecificapproval from the
Council Health & SafetyTeam.

•

Water margin activities should be approved by the head teacher and recorded onEVOLVE.

•

If the planned activity exceeds the above definition, the visit is ‘water based’ and will therefore
requireapprovalfromtheCouncilHealth&SafetyTeam.

•

The Royal Life Saving Society (RLSS) has developed a ‘W ater Safety Management Programme’ to
help leaders gain confidence in managing risk and reacting to emergencies on the water margin.
Contact:www.rlss.org.uk

Water BasedActivities
•

‘W ater based’ activities are regarded as adventurous and therefore require approval from the
Council Health & Safety Team via the EVOLVEsystem.

•

Theresponsibilityforsafetywillthereforerestwitheither:
a) Anexternalprovider–inwhichcasethe‘ExternalProviderForm’shouldbecompleted,or
b) A member of school– in which case the ‘Activity Leader Form’ must be completed via
EVOLVE and the persons qualifications approved by the Council Health & SafetyTeam.

•

In order to participate in ‘water based’ activities, participants should normally be water confident.
Participants who lack water confidence may still be able to take part subject to risk assessment,
and taking into account factors such as the activity taking place, staff competence and supervision
arrangements. Reference to national guidelines may help in this process. The level of water
confidence of all participants must be known by the activity leader prior to the commencement of
‘water based’activities.
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•

Leaders should have a knowledge of the water conditions/hazards (and potential changes) that
might be encountered, and prepare accordingly. Local advice must be sought where appropriate
in unfamiliarlocations.

•

Personal buoyancy conforming to the appropriate national governing body standard must be
worn at all times by all participants in water based activities (except at the discretion of the leader
in swimmingactivities).

BeachSafety
The beaches and coastal areas of Durham and elsewhere offer a wide range of opportunities for both study
based and activity based use. However, whilst presenting many challenges and interest, areas where the
land meets the sea present their own inherent hazards. A high level of vigilance and supervision is needed
when close to any stretch of water, even shallow water. The sea needs extra care and attention. Group
leaders planning activities in coastal areas should consider the followingpoints:
•

Tides, swell, wind, currents, sandbanks and cliffs can present difficulties. Exit routesmustbe checked
well in advance and at all times during the visit or activity.

•

The group leader should be aware of the prevailing local conditions: surf and tide, currents,
wind, cold water, weeds, polluted water and stability of the sea or river bed may all affect
safety. Gain access to local information wherepossible.

•

Swimming is inadvisable no matter how inviting the sea may seem and should never be allowed
as an impromptu activity. Group leaders who decide to allow swimming should ensure this is
part of a carefully supervised activity conducted by suitably qualified leaders, with adequate
lifeguard provision and experienced adults in the group who are qualified to enter the water to
rescue a swimmer in difficulty. The group leader must be fully confident of undertaking a rescue
of any member of the group and remain in control of the whole group, including those in and
out of the water. See SWIMMING for further information on swimming qualifications.

•

Paddling in very shallow water needs to be strictly supervised, especially on coasts with sudden
drops, submerged rocks, sandbanks or large waves. Again, the group leader must
beabletoremaininfullcontrolofallpupils,includingthoseinandoutofthewater.

•

Risk assessments for outdoor water-based activities should take account of the possibility of
children who suddenly panic in coldwater.

•

Beaches present their own problems, particularly when large numbers of the general public are
present. Establish a ‘base’ to which members of the group must return if separated from the
rest. Look out for warning notices andflags.

•

Be aware of the possible presence of dangerous debris such as glass, syringes, sewage, jellyfish,
barbed wire or marker flares.

•

Digginginthesand,particularlyincliffsordunescouldcausecave-ins.

•

Climbing on rocky beaches and cliffs should be discouraged. Do not work or base groups
undersuchsitesorallowyoungpeopletoknock downorthrowstones.

•

Weedcoveredrocksmaymakesurfacesveryslippery.

•

Children, young people and staff on beach related visits should be made aware of the risk of
sunburnandheatstroke.Thisshouldbeconsideredaspartoftheriskassessment.

•

On cliff tops remain on the path. The group leader should be at the front and a responsible adult
at the back. Accompanying adults should act as a ‘buffer zone’ between pupils and the edge of
the cliff. Cliff tops are exposed areas and may experience rapid changes in weather conditions.
Clothing, route choice and group management should reflect this on very exposed paths. Be
prepared to seek advice from the Coastguard, Lifeguards, the District Council, the Met Office or
the Council Health & Safety Team. Only undertake those activities and projects which you have
the necessary experience and competence to undertake.
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Swimming
Children and young people must be supervised by a competent adult at all times whilst
undertakingswimmingactivities.Thefollowingcriteriaapply:
a. Open water swimming
Note:CouncilHealth&SafetyTeam approvalisrequiredforthisactivity.
For free swimming activity
a. avalidNationalBeachLifeguardQualificationadministeredbytheRoyalLifesaving

SocietyUK(RLSS)(orequivalentinthecountryvisited)seewww.lifesavers.org.uk

For structured or programmed activity
b. avalidRLSSUKEmergencyResponse(ActivitySupervisor)Awardor
c. awrittenstatementofcompetencebyanappropriatetechnicaladviser.

In addition, the designated lifeguard must be dedicated exclusively to the group, and the location
used must fall within the RLSS definition of a ‘safer bathing area’. See the RLSS website for further
detail –www.rlss.ork.uk.
b. Swimming pools (lifeguarded)
Note: CouncilHealth&SafetyTeamapprovalisnotrequiredforthisactivity.
•

UKSwimmingPoolsafetyisguidedbyvariousHealthandSafetyatWorkActsandRegulations. Pool
operators have a duty to take all reasonable and practicable measures to ensure teaching and
coaching activities are conductedsafely.

•

For publicly lifeguarded pools abroad, the group leaders must seek assurances that appropriate
lifeguardcoverisinplacepriortoparticipantsenteringthewater.

•

Unless suitably qualified, CAS/School staff should not have responsibility for lifeguarding.
However, they do retain a pastoral role for participants at all times either through direct or
‘remote’supervision.

•

For swimming lessons, the group leader should ensure the swimming teacher in charge or other
pool employees/responsible adults supervising the participants are qualified according to the
guidelinesgivenintheHotel(andother)swimmingpoolssectionbelow.

•

Staff leading structured swimming lessons should hold an ASA level 2 Swimming Teaching
qualification or higher. The current Council teacher to pupil ratio (as recommended by the ASA)
for swimming lessons is1:20.

c. Hotel (and other) swimming pools
Note: Council Health & Safety Team approval is required for this activity if lifeguarding
arrangements are not provided at thevenue.
If lifeguarding arrangements are not provided at the venue then the group leader will
bearthefullresponsibilityforensuringswimmingsafety.
•

The group leader must ensure that there is a qualified lifeguard or ‘competent person’ (see
below)inattendance.This couldbeamemberofstaff,oraseniorstudent.
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•

The role of the lifeguard isto:
−

−
−
−
−
−
−

Keepaclosewatchoverthepoolandthepoolusers,exercisingappropriatelevelsofcontrol
(Note: the lifeguard should remain on the poolside at all times except in the case of an
emergency)
Ifnecessary,briefpoolusersinadvanceregarding‘rules’(e.g.nodiving,running,etc.)
Communicate effectively withpool users
Anticipate problems and preventaccidents
Intervene to prevent behaviour which isunsafe
Carry out a rescue from thewater
Give immediate first aid to anycasualty

•

The above must be accomplished in the context of the normal operating procedures for the pool
and the emergency plan, which should be considered before swimming takes place. Full
familiarisation of the systems described should be walked through at the pool, and staff should
be aware of the procedures in the event of an emergency, and who at the venue will provide
back up for the lifeguard during anemergency.

•

Staff will also need to ascertain whether they have exclusive use of the pool or whether other
persons (e.g. guests) are able to swim at the same time. Other pool users may increase the
supervision role of yourlifeguard.

•

If a senior student holds an appropriate qualification then their role should be emergency
lifeguardaction,andsupervisionshouldremaintheresponsibilityoftheschoolstaff.

•

The following awards/qualificationsapply:

d. For free swimming activity
•

AvalidNationalPoolLifeguardQualificationadministeredbyRL
SS
UK(orequivalentinthecountryvisited)seewww.lifesavers.org.
uk

e. For structured or programmed activity

f.

•

AvalidRLSSUKNationalRescueAwardforSwimmingTeachersand
Coaches (or equivalent) - seewww.lifesavers.org.ukor

•
•

AvalidRLSSUKEmergencyResponse(ActivitySupervisor)Awardor
Awrittenstatementofcompetencebyanappropriatetechnicaladviser.

Publicopenwatervenues(beaches,lakesetc.)withanactivelifeguardservice
The group leader will bear the full responsibility for ensuring swimming safety.
• Swimmingmayonlytakeplaceindesignated,markedareas,andwiththelifeguardonduty.
• The party leader must ensure that swimmers and non-swimmers are aware of any written or

verbalsafetyadviceprovidedbytheon-dutylifeguardorlocalinformationboardsetc.
• While it is not essential, the Council strongly recommends that the activity leader hold the RLSS UK
National Rescue Award for Swimming Teachers and Coaches, or has undertaken
the‘Beach’moduleoftheRLSSWaterSafetyManagementProgramme.
• The presence of a lifeguard does not reduce the duty of the party leader to manage the swimming
activity safely, including regular headcounts and attention to the location/behaviour of the group
at alltimes.
Farm Visits
Visits to private working farms, agricultural college farms, ‘model’ farms and rural studies centres are a
regular feature of education for children and young people from both rural and urban environments. Such
visits are usually highly beneficial to children in helping them to appreciate aspects of rural life. Children and
young people are often invited to touch livestock, help bottle26

feedcalvesandlambs,andtastethingssuchasanimalfeedstuffandrawmilk.
The Risks
Experience over recent year’s shows that visits can carry a small risk for the children and young people of
acquiring infection, particularly gastroenteritis. Several micro-organisms are commonly present in livestock
animals and may cause gastroenteritis in humans. They may be found in faecal droppings and elsewhere
in the farm environment. Farm visits may result in a risk of transmitting infection directly because the
substance eaten is infected or contaminated. In addition, fingers may become contaminated with animal
faeces which is then transferred to theirmouthswheneatingorsimplysuckingtheirfingersorthumbs.
Health Precautions
Farmers and visit organisers need to be aware that visitors may be more susceptible to infection from
the farm environment and its products than those who live in that environment. Therefore prevention
depends primarily on simple hygiene measures. Parents, teachers and children should be made aware
of these measures and they should be re-emphasised before and during the visit. To this end the
following advice isgiven:
a. For theFarmer


The hazards that farms can pose to personal safety should be stressed to children and young
people and teachers on theirarrival.



A high standard of physical and general cleanliness is required in all areas to be visited by
children and youngpeople.



Plenty of fresh bedding should be provided for stock to minimise the risk of contact with dung.
Areas should be hosed whereappropriate.



Sickanimals–mustbeisolatedwellawayfromvisitors.



Adequate hand washing facilities must be provided for visitors, i.e. soap, running water and
disposable hand towels (not roller towels). Toilet facilities should also beavailable.



A separate clean area must be set aside for eating purposes if refreshments are taken on site.



Childrenandyoungpeoplemustnotbeencouragedtotasteanimalfeedorrawmilk.
Furtheradvice/trainingavailablefrom:http://www.farmsforschools.org.uk



b. For GroupLeaders/Teachers/Parents/Volunteers


Carryoutapre-visittoidentifyspecifichazards.



Askchildrenandyoungpeoplewithcutsorabrasionstocoverthemwithasuitabledressing.



There should be a briefing for children and young people at the farm at which the points in
these guidelines should becovered.



Keep their fingers out of their mouths and do not eat their sandwiches etc, until they have
washed theirhands.



Donotsample,tasteortakeawayanyanimalfeedstuff,rawmilk etc.



Do not drink from farmtaps.



Children and young people should be closely supervised if direct contact with animals is
likely. If this happens they should be made to wash their handsafterwards.



Neverletchildrenoryoungpeopleplacetheirfacesagainsttheanimals.



Consider the risks of allowing children or young people to ride on tractors or other farm
machines.



Do not let children or young people play in the farm area (grain storage tanks, slurry pits)
other than designated play/restareas.
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c. Other Hazards
Modern farms can present hazards to children, young people and adults. Group leaders need to be
awareof:


At harvest time some children and young people with asthma or hay fever may experience
difficulty.



Thedangersofmovingmachineryandmechanisedtoolssuchaschainsawsetc.



Some farms hold stocks of highly toxic chemicals, used in spraying etc. contact with which
presents a clearhazard.



Thepossibleriskofdiseasesbeingtransmittedtopregnantwomenduringlambingtime.

Although the above guidelines have been written with farms in mind, the general principles
shouldbefollowedwhenvisitingothersimilarestablishments(zoos,wildlifereserves,etc).
EmergencyProcedures
•

All schools and services should consider the need for robust emergency arrangements as part of visit
planning and risk assessment process.

•

All staff involved in a visit should be aware of the action to be taken in the event of an emergency.

•

It is vital that all staff understand the first aid and emergency procedures, not just the visit leader.
Particular consideration should be given to participants that have special educational needs or
medicalconditions.

For all visits:
•

A completed: ‘Emergency Card – Group Leader’ (EV7) form must be with the Group Leader at all
times.

•

Where the emergency contacts will not be at their workplace during the visit–

•

A completed ‘Emergency Card – Emergency Contacts’ (EV8) form must be with the Emergency
Contact(s) at all times.

•

CAS uses the Civil Contingencies Unit (CCU) for out-of-office-hours emergency support for serious
incidents where the scale/seriousness of the event may be beyond the capacity of the visit leader
andschool/serviceemergencycontacts.
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Section 2 - ‘Adventures’ on the school/setting site
(Guidance from the DCC - CAS verbatim)
An increasing number of schools now utilise their own sites for a range of outdoor activities. The Council
strongly encourages this approach due to its low cost and frequent accessibility; the Council can provide
significant support, advice and training through the Outdoor Education & Environment Team.
Activities of which we are aware range from gardening/growing activities, Forest school activities, camping,
‘Team Building’, mobile climbing walls, geo-caching etc.
The Council does not operate an approval system for such activities, However, we wish to offer the following
advice to schools/settings as they develop new opportunities either ‘in-house’ or by employing external
providers:Docarryoutandrecordariskassessmentfornewactivities.Thisshouldnotbeanonerous task, and should
always form a key element when developing new activities. The risk
assessmentshouldbereviewedinthefutureoneveryoccasionthattheactivityisrepeated, and a note
made of any amendments (e.g. any additional hazards presented by the special needs of a
particularpupil)
Doconsider yourchoiceof materials,howtheyareusedfor‘teambuilding’and‘problem solving’ type
activities, and how closely the group should be controlled while using the equipment.
Doconsiderstafftrainingforgrounds-basedactivities,especiallyforthosewhichmayoffer more
significant risks such as fire-lighting, outdoor cooking, using hand tools for conservation worketc.
Ensure that any contractor has adequate 3rd party liability insurance, and you are absolutely
clearaboutyourcontractualobligations,includinganycoststhatyoumayhavetobearinthe event
ofcancellation.
Whengardeningandgrowing,remembertheneedforsimplehygiene,andtakeadviceon
suitableplants/animalsforaschool/settingenvironment.
Whenconsideringlargerscaledevelopments(eg.Schoolclimbingwalls,on-siteMTBtracks, High Ropes
structures etc.) seek further advice with reference to their safe installation, maintenance and
staffing/supervisionneeds.










School Climbing Walls – Record keeping
Where a school or setting has an on-site climbing wall where either top roping or lead climbing
is undertaken then it is essential that clear records are kept of:




Operatingprocedures
Safetyequipmentpurchasedates,inspectiondates
Staff qualification and training, trainingupdates.
Belay point inspectiondates
KEY CONTACT NAMES AND CONTACT DETAILS

David Gray

DCC Health & Safety Team Leader

03000 265787

Claire Taylor

DCC Health & Safety Technical Assistant

03000 265781

Fax

0191 3898160

Email

hsteam@durham.gov.uk
03000 260515

Duke of Edinburgh Award
Jason Rhodes
International Office
DCC Insurance Officer

Physical Education Inspector
International Relations
Resources
Outdoor Education & Environment Team

DCC Press Office

03000 265827
03000 268502
03000 269666
03000 260535
03000 268070

Technical Experts
To maintain the DCC AALS License we occasionally require the services of an agreed ‘technical expert’.
Experts have been identified for Canoeing/Kayaking and improvised rafting, Rock climbing/mountaineering
and Off -Road Cycling.
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Further details can be found on Evolve.
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