RATIFIED BY HEALTH & SAFETY COMMITTEE: 23rd Feb 2017
TO BE REVIEWED BY HEALTH & SAFETY COMMITTEE: March 2019

Brentwood School

WHOLE SCHOOL TRIPS & VISITS POLICY 2018/19

PART 1: GENERAL INFORMATION FOR PARENTS

INTRODUCTION

At Brentwood School, we believe that pupils can derive a great deal of educational
benefit from taking part in school visits. In particular, such visits provide opportunities
to undergo experiences not available in the classroom. Visits help to develop a pupil's
investigative skills and longer visits, in particular, encourage greater independence. We
aim to offer a wide variety of trips and visits at a range of costs to allow as widespread a
participation as possible. Every effort is made to keep the cost of trips affordable,
however funding may be available to those on Bursaries. Learning outside the
classroom environment is an essential part of our curriculum. Trips and visits include
the following (non-exhaustive list):

a) Day trips to historic sites, museums, galleries, natural features, farms, drama
productions

b) Language exchanges abroad

c) Field trips, eg geography, history, art history

d) Adventure activities, eg canoeing, climbing, trekking, horse riding, sailing

e) Choir concert tours

f) Sportsteams and ski trips

g) Duke of Edinburgh Award programme

This policy draws on information contained in:
DfE Advice on Health & Safety for Schools published February 2014!

The “National Guidance” for Education Visits?
Independent Schools’ Bursars Association3
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1 www.gov.uk/government/publications/heaklind safetyadvicefor-schools

2 www.oeapng.info
3 www.theisba.org.uk



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

OUR TRIPS AND VISITS

Brentwood School offers a wide variety of educational trips and visits across all age
groups and curriculum areas. While the range of trips may vary from year to year, the
School is committed to providing enriching and challenging experiences for all pupils
You can find more about the trips, visits and activities that are available to each year
group from the school calendar, provided to all pupils and posted on our website, our
prospectus and our notice boards around the school.

The Education Visits Co-ordinators (“EVCs”) will be responsible for the implementation
of this policy.

CONSENT

Under 2014 DfE guidance? written consent from parents is no longer required for pupils
to take part in the majority of off-site activities organised by a school (with the
exception of nursery age children), as most of these activities take place during school
hours and are a normal part of a child’'s education..

Written consent is requested on a one-off basis for activities that need a higher level of
risk management or those that take place outside school hours. To cover such
activities all parents are asked to sign a Consent Form when a pupil enrolls at the
school, and the following wording is included in the Parent Contract:

‘You agree, by signing the Consent Form, to your child being taken on such trips and
visits, including matches, tournaments, adventurous activities and on other such
excursions, lasting no more than one day, that from time to time are required in the
course of their education. This includes visits during weekends, holidays or outside
normal school hours. In the event of the outing lasting more than one day or incurring
an additional charge separate consent will be required.’

By signing the Parent Contract you also give your permission for your child to receive
emergency medical treatment in the event that you cannot be contacted or it is not
practicable to contact you. In such instance we will make the decision on your behalf,
if, for example, consent is required for urgent treatment recommended by a doctor or
other medical practitioner (including anesthetic or operation, or blood transfusion
(unless you have previously notified to us you object to blood transfusions)).

For all occasions when pupils are taken off-site, other than for routine activities in the
locality of Brentwood, you will be told where your child will be and of any extra safety
measures required. In EYFS and Key Stage 1 you will always be told when your child is
taken off-site for local trips. All pupils (except EYFS and Key Stage 1) may be taken off-
site without notice for local trips, you should ensure that you keep your child’s Head of
Year informed of any relevant medical concerns or medication that must be taken off-
site with your child. Any changes in emergency contact information should be notified
to the school via the Parent Portal on the School website. For trips involving an
overnight stay or an additional cost specific parental permission is sought. For other
trips and activities outside the locality of Brentwood, the School will provide you with
information about each specific trip or activity before it takes place, and up-to-date
medical and emergency contact information will be sought. This consent is now
collated electronically through Evolve. Annex B, D and a Passport form can be sent out
through the consent function in Evolve and completed by the parent and collated into



a spreadsheet for residential trips. For day trips where trips are promoted through
Evolve, a statement is included in all parent letters stating that by signing their child up
electronically to a trip they are consenting to the trip and agreeing to pay any associated
costs. This now takes the place of the paper consent forms for both day and residential
trips. You should inform the Head of Year in writing if you do not want your child to
take part in a particular school trip or activity.

INFORMATION ON PLANNED TRIPS AND ACTIVITIES

You will always be notified in advance if your child is to be taken off site except for
routine activities in the locality of Brentwood taking place during the school day. (In
EYFS and Key Stage 1 this advance notice will also cover local trips). This will largely be
via the published school calendar, which lists the majority of trips and visits due to take
place over the coming academic year, together with a list of planned home and away
sports fixtures. In addition,

0 We will always advise you, in advance, if the visit is outside the locality of
Brentwood, involves a planned late return to school or collection from a different
location.

If your child has been selected for a sports team, you will be notified of the
arrangements. We very much welcome family and friends at all our matches,
both home and away.

Full information is provided to parents in advance of residential trips. This
usually includes a briefing for parents before their son or daughter departs on a
trip or visit that involves an overnight stay, either in the UK or overseas.

Alist of all trip information letters issued in the past week will be included on the
Senior School and Preparatory School Headmasters' Newsletters as appropriate.
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SAFETY

Safety is top priority for us and we carefully weigh up the risks against the anticipated
educational and enrichment benefits for each trip. We expect you to support the school
in ensuring that your son or daughter follows the instructions given either by a member
of staff, or by a qualified instructor, and uses the proper equipment. We reserve the
right to send any pupil home early at their parents’ expense, if they decline to follow
reasonable instructions given for their own safety (or do not follow the school's
behaviour code). This is set out in the school's Regulations for Trips & Visits (Annex D).

CONTRACTUAL ARRANGEMENT

For residential trips booked through a tour operator the School acts only as an Agent
of parents, and accompanying paying adults, in respect of the organising and total
payment for the trip, including all non-recoverable payments made in connection
with the trip. This includes all payments made in good faith in advance of any
cancellation of the trip, plus any contractual payments due to third parties after the
date of cancellation. In most cases you will be asked to pay a deposit. If you
subsequently withdraw your child from the trip, this deposit will not be refunded
unless a replacement pupil can be found to fill the vacancy. Even then, certain charges
(e.g. to change the name of a flight booking) will be deducted from the deposit before
the balance is refunded.




PART 2: GUIDANCE FOR STAFF INVOLVED WITH SCHOOL VISITS

RESPONSIBILITY FOR VISITS

We have alarge number of trips, out of school activities and visits at Brentwood Schoo],
which are an important part of our educational ethos. We expect that every member of
our staff endorses the educational value of activities outside the classroom. We
encourage everyone possible to participate in them, and to help with the arrangements.
We always welcome suggestions from staff for new trips.

In planning trips there is a need to balance the academic and personal benefits with
the financial burdens on parents and the physical burden on staff and pupils. Only in
exceptional circumstances will pupils be allowed to leave school when term is still in
progress.

Collective responsibility for safety on trips and visits lies with the Governing Body, but
decisions about visits are delegated to the Headmasters of the Senior and Preparatory
Schools. The Headmaster's final agreement must be obtained before a visit takes place
(via EVOLVE).

Role of the Headmaster

Before giving final agreement to a trip or visit the Headmaster will need to be satisfied

that:
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Adequate child protection procedures are in place;

All the necessary preparation has been completed before the visit begins;

A risk assessment has been completed by a competent person and safety
measures put in place for those trips involving an overnight stay or adventurous
activities;

Training needs have been considered by a competent person and action taken
as required,;

The group leader is suitably experienced to organize the group;

The group leader has been allowed sufficient time to organize the visit properly;
Supervision ratios are appropriate;

Non-teacher supervisors are appropriate persons to supervise children;

Parents have signed a separate consent form where there is an overnight stay
and/or an additional charge;

There are adequate arrangements for medical and special educational needs;
There are adequate first aid facilities;

Travel arrangements are appropriate and travel times are known;

There is adequate insurance cover for the visit;

That the activity provider for the trip involving climbing, trekking, skiing or
watersports holds a license as required by the Adventure Activities Licensing
Regulations 2004

The address and telephone number of the venue and a contact name are
available;



0 The Group Leader, supervisors and school contact have a copy of the emergency
procedures (Critical Incident Card), a list of attendees and emergency contact
details (Annex C);

0 There is a contingency plan in the event of staff illness, programme changes,

delays etc

The Headmaster relies on the Educational Visits Coordinator to ensure that these
conditions are met.

Role of the Educational Visits Coordinator

An Educational Visits Coordinator (EVC) is appointed for each phase of the school. In
the Senior School, Mrs Sarah Davis, Calendar and Visits Co-ordinator is the EVC and in
the Preparatory School, Mr Josh Holtby, Deputy Head (Pastoral), is EVC for ages 7-11 and
Mrs Vanessa Audas, Head of EYFS and KS1, for ages 3-7. The role of the EVC is to support
the Headmaster in the process of approving visits, ensuring that they are spread
through the different age groups and the school year. They are responsible for checking
that the EVOLVE visit submission is correct, confirming to the Headmaster that all
necessary preparations have been made, giving guidance on carrying out risk
assessments, budgeting for visits and on consent forms, and keeping a “library” of




