WINDLESHAM HOUSE SCHOOL

EDUCATIONAL VISITS PROCEDURE

Windlesham
House School

- Est. 1837 -
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1. Introduction

The School places great value on educational visits for all its pupils, including the very youngest,
recognising that they provide a unique opportunity to enhance the curriculum and to extend and
support class based work. This procedure is produced taking into consideration DfE advice Health
and Safety on Educational Visits (2018) and is applicable to all pupils including those in EYFS and
after school care.

No amount of planning can guarantee that a visit will be totally incident-free, however. The School is
committed to ensuring that the administration of external visits is underpinned by a meticulous
planning regime that pays particular regard to the school’s duties under the Health & Safety
legislation, both before and during the visit.
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2. Our\Visits

Most visits are sports, activities or an educational nature, and typically last no longer than a day.
But this guidance is applicable to overnight and overseas trips also. The purpose of these visits is to
e Provide first-hand experiences
e Support and reinforce previous learning
e Develop an understanding and appreciation of our school and its place historically,
geographically and scientifically
Foster an awareness and sensitivity to the natural environment
Develop cooperation and collaboration skills
Encourage critical thinking
Enhance personal organisation skills
Provide for a range of learning styles
Maximise every pupil’s potential through a variety of learning experiences
Develop skills of observation, research and recording

3. Staff Ratios and Responsibility for Off-Site Visits

We operate the staffing ratios shown below. However, these are variable as staffing ratios for visits
will depend on various factors including the age, sex and ability of the pupils, any special
educational or medical needs, the type and visit and the nature of the activities involved.

RATIOS FOR SUPERVISION

Types of Party and Undertaking :;:io 2:;?:;2:;:‘;:2: Adult
1-10[11-20 [21-30 [31-40 |41-50 [51-60

Reception (<5) Low/Med Risk 1:6 2 4 5 7 9 10
Reception (<5) High Risk 1:4 3 5 8 10 13 15
Years 1to 6 Category Low/Med Risk 1:10 2 2 3 4 5 6
Years 1 to 6 Category High Risk 1:6 2 4 5 7 9 10
Years 7 to 8 Category Low/Med Risk 1:15 2 2 2 2 3 3
Years 7 to 8 Category High Risk 1:10 2 2 3 4 5 6

Staff members who are also parents of children attending a school trip cannot be counted in the
supervision ratios. Staff pupil ratios recommended by the DfE for off-site activities will be adhered
to as a minimum.

At least one member of staff will hold a First Aid Certificate. In EYFS trips, there will be at least one
member of staff with a Paediatric First Aid Certificate.

4. Keeping Parents Informed and Parental Consent

The school calendar provides details of trips and visits that are due to take place together with
planned sports fixtures.
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Parents will be notified in advance of:
e Selection of a child for a sports team where they will be given details of fixtures
e Achild attending a day out on a trip/visit including details of any extra charge and details of
the visit duration
e Planned trips and visits for year groups.

The school will notify parents well in advance, detailing all aspects of the visit, including timings,
travel arrangements and any additional costs that will be incurred. All visits are optional.

Parents/guardians are regularly reminded of the requirement to update medical/contact details.

Individual written consent will be obtained where pupils are taken on a trip or visit that:
e Extends beyond the normal school day

e |nvolves an overnight stay

e  Collection from a different venue

e Overseas visit

e  Extracosttoaparent

Completed consent forms will include details of how to contact a parent/guardian in the event of an
emergency and relevant medical details.

If a trip is delayed, the trip leader should phone the school office or the emergency contact who will
in turn contact the parents to alert them to the delay and the revised time of arrival. Where
applicable, school minibus drivers and boarding heads will also be notified.

5. Organisation of Visits

For each visit the Educational Visits Co-ordinator (EVC), as delegated by the Head, will ensure, as
far as is reasonably possible, that all key considerations have been given to the trip including (but
not limited to)
e Acompleted comprehensive risk assessment covering the activity and transport
e Thereis adequate child protection and safeguarding procedure in place
e Appropriate checks have been made on the appropriate safety standards and liability
insurance of venues being visited
e Staff/Pupil supervision ratios are appropriate taking into account a variety of factors
including (but not limited to) DfE guidance, medical and special educational needs, age,
ability and gender.
e Parental consent has been obtained.
e Arrangements have been made for the medical needs and special educational needs of all
the pupils including checking for specific medical issues with the School nurse
e Adequate first aid provision is available
e Times out and back are known, including pick up points and drop off points and there is a
contingency plan for any delays including a late-return home
e Thereis adequate and relevantinsurance cover
e Thefinancial arrangements for the visit have been endorsed by the Bursar (this should take
place at the earliest stages of planning, before parents are notified of the visit)
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6. EYFS Visits (In addition to the above as standard)

For visits by the EYFS, the Pre Prep Phase Leader acts as the EY Educational Visits Coordinator and
liaises with the Main School EVC and the Compliance Officer as needed.

AlL EYFS visits will be organised within the requirements of the EYFS statutory framework as
amended.

A first aider with appropriate paediatric training will be in attendance
A print out of contact details and medical conditions of every child will be taken on the visit.

The teacher in charge of the visit will ensure data confidentiality and that the print out is shredded
on return to the school.

For all walks within the school grounds, the children are supervised by their teacher and their
learning assistant who holds a Level 3 qualification. They will always take a school radio with them.

One teacher will be designated in charge of each off-site visit. All qualified teaching staff, who
normally teach each class, accompany the visit according to staff qualification ratios.

A blanket written consent for all non-chargeable visits is obtained from EYFS parents/guardians at
the start of each academic year. Parents/guardians are reminded of the requirement to update
medical/contact details in the briefing information sheet sent out before each visit.

7. Guidance for Staff - Preparing for the Trip

The Group Leader is responsible for the satisfactory preparation of the trip and should ensure the
following steps are taken:

1. Permission for the trip must first be sought from the Head or EVC

2. Where a cost is involved for the trip, prior approval must be sought from the Bursar before any
parent communication takes place

3. The EVC Checklist at Annex 1 must be completed and sent to the EVC
4. Arisk assessment at Annex 2 must be completed and sent to the EVC and Compliance Officer

5. Staff must check that external activity providers have appropriate safety standards and liability
insurance. Staff should ask external activity providers if they have the Council for Learning
outside the Classroom (LOtC) “LOtC Quality Badge”. This will demonstrate that the
organisation meets nationally recognised standards.

6. Ifthe organisation does not hold the badge, the school must check they are an appropriate
organisation to use. This will include checking:
e The organisation’s insurance
e They meet legal requirements
o Their health and safety and emergency policies
e Theirrisk assessments and control measures
e Theiruse of vehicles
e Staff competence
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e Safeguarding

e Accommodation

e Any Sub-contracting arrangements they have
e Thatthey have a licence where needed

7. Parents must be contacted with details of the trip and asked to provide (where feasible through
return of an electronic form at Annex 3) and provide:
e Written consent (where there is an additional cost involved)
e Permission to emergency medical treatment
Up to date contact details in the event of an emergency
Up to date applicable medical information

8. Thisinformation needs to be provided in excess of 3 days before the trip is due to commence

9. The completed risk assessment and Educational Visits checklist for the trip is shared with all
staff involved in the trip so they are aware of the perceived risks and control measures

10. Emergency contact details for all members of staff attending the trip have been obtained

11. Catering requests are required to be made at least a week in advance of the trip

8. Approval of Visits

All external educational visits will be approved by the Head or the Educational Visits Coordinator.
On approval of the Visit the EVC will share the EVC and risk assessment on the K Drive and on the
staff noticeboard. Copies will be sent to the Bursary/Medical/Catering as appropriate.

9. Inthe eventofillness or a minor accident

If a pupil has a minor accident or becomesiill, the Trip Leader or another member of staff will
take them to the local hospital or clinic. If the trip is outside the UK, s/he will notify the insurers
on their helpline to arrange (where possible) for the medical bill to be sent directly to the insurance
company for settlement. If the accident is more serious the school's medical insurers may
arrange for the pupil, accompanied by a member of staff to be repatriated to the UK. We expect
the Trip Leader to phone the pupil's parents if their child has suffered an accident or injury that is
serious enough to require medicaltreatment - asopposed to minor cuts andbruises.

10. Inthe Event of an Emergency

In the event of an emergency the sequence of actions depends upon the nature of the emergency.
The priority of action should in general be as follows:

e Establish nature and extent of emergency.

o Make sure that all other members of the party are accounted for and safe.

e |fthere are injuries, establish their extent and administer first aid (if you have been trained or

feel capable).

o Establish the names of the injured or missing and call relevant emergency services.

e Advise other staff in the party of the incident and that emergency procedures are in operation.

e Ensure that an adult from the party accompanies casualties to hospital.

o Ensure that the remainder of the party is adequately supervised throughout and arrange for

Ref 02-01e Approved: August 2025 Page 5 of 16



their early return to base.

e Arrange for one adult to remain at the incident site to liaise with emergency services until the
incident is over and all-party members are accounted for.

o Pass full details of the incident to member of staff at School (hame, nature, date and time of
incident, location of incident, details of injuries, names and telephone numbers of those
involved, action taken so far).

e |mportant telephone humbers for contacting the school in the event of an emergency must be
taken by the Group Leader.

e The school will arrange to contact the parents of those involved. In serious incidents the
parents of all-party members should be informed.

e Control access to telephones until contact is made with the Head, or designated member of
the SMT, and until they have had time to contact those directly involved and any embargo lifted.

e Media:

o Wherever possible media enquiries will be handled at school.

o If astatement has to be made at the scene of the incident the Group Leader will be so
authorised and will be appropriately briefed.

o Under no circumstances should the name of any casualty be divulged to the media.

e The Group Leader should write down as soon as practicable all relevant details. A record
should be made of witnesses. Any associated equipment should be kept in its original
condition.

e |egalliability should not be discussed.

e Allaccident forms should be completed and insurers, HSE or local Authority inspectors should
be contacted if appropriate (by Head/Bursar).

e |nform parents of any delays that will be necessitated.

11. Post Visits

Trip leaders are required to complete and return to the EVC the post visit evaluation form at Annex 4.
This will help the school evaluate whether planning has worked and learn from any incidents which
took place.
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Annex 1 - Educational Visits Notification and Checklist

The form below and an accompanying risk assessment should be completed and submitted to the
Educational Visits Coordinator (EVC), Simon Hallam and Compliance Officer, Jen Brooker, a
minimum of two weeks in advance of an educational visit

N.B: Risk assessments are required for all educational visits and off-site activities. Many
establishments provide risk assessments for the proposed activities the children might be
undertaking. Where appropriate, these should be requested and attached to this document. In
these circumstances the school risk assessment would need to address only our transport,
supervision, safeguarding, accommodation if appropriate and medical information.

There may be a model risk assessment available in the Risk assessments folder which can be
adapted as necessary (see Staff/Resources/Risk Assessments). The responsibility of completing the
risk assessment lies with the teacher organising the activity.

(Please save in your area first if completing this form electronically, and complete all sections)

This checklist is to help the Headmaster, Educational Visits Co-coordinator (EVC), and the Group
Leader to ensure:

e The safety of children and staff;
e The maximum educational benefit to children; and
e  FEffective organization and administration.

It may be used by the Headmaster to decide whether final approval for a visit is given.

Written parental consent for a visit must be obtained where pupils are taken on a visit that:
e Extends beyond the normal school day

e Involves an overnight stay

e  Collection from a different venue

e  Overseasvisit

e  Extracosttoaparent
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Educational Visits Proforma (All sections to be completed)

Outing Title

Date(s)

Number of children (attach list of names)

Member of staff in charge “Group Leader”

Other staff accompanying

Staff to pupil ratio

Paediatric First Aider

Departure time

Return time

Return Time knock on effects (parents, front office,
bus runs, catering notified of any late return times)

Meeting point

Transport arrangements (minibus registration
numbers if using school transport)

Feeding arrangements

Clothing arrangements

Money arrangements

Trip Contact number

Designated staff member to collect, hold and return
school phone

Is a Risk assessment attached?

Have you collected pupil trip wristbands? (SH
office)

Have you requested cover for accompanying staff

Have you notified colleagues who may be affected
by pupil absence
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Please complete the following sections of the form by ticking the box ¥ or writing N/A where
appropriate:

Tick/
N/A

1a

Is there a clearly identified Group Leader, familiar with the basic principles of safe practice?
Someone who is sufficiently experienced to assess the risks and manage the proposed activity?

2a

Have the purpose and objectives and learning outcomes of the visit been dearly identified,
discussed with any other provider, and are they appropriate to the age and ability of the group?
Does the activity fit within the overall programme of the establishment?

3a

Have the risks involved in the activities you propose been fully considered using the Risk
Assessment template?

Have you planned and where necessary, recorded your control measures?

(These Regulations and Notes of Guidance for Off-Site Activities provide a base, but leaders are
expected to give further consideration to risk assessments. See Appendix)

Is the location of the visit appropriate to the activity to be undertaken and manageable for the
group? (Is it the only and best venue which can be used to achieve the objectives?)

4a

Have you discussed plans with any other suitably qualified and experienced staff, if appropriate
to this trip? (e.g. the Educational Visits Co-coordinator)

5a

Does the proposed activity include adventurous activities or a hazardous pursuit?

5b

Does the activity provider have a Council for Learning Outside the Classroom (LOtC) “Quality
Badge”? (See Guidance below if not)

6a

Are the members of staff or other accompanying adults (e.g. junior teachers) leading activities
suitably qualified and experienced, (i.e. competent)?(Inexperienced staff will benefit from
accompanying more experienced staff)

6b

Have members of staff or adult volunteers (e.g. parents) been vetted, regarding child protection,
where necessary? (i.e. DBS, barred list checks: See Bursary)

7a

Will the group have acceptable staff/participant ratio necessary for the activities proposed
including at least one trained first aider (and paediatric first aider in the case of EYFS pupils)?

7b

Do plans and staffing ratios reflect the needs of people with disabilities?

7¢c

Will this include male and female supervision where necessary?

8a

Has the Group Leader made a preliminary visit to the site or centre to be visited, to check
arrangements?

(e.g. travel time, access including children with disabilities, and permission, facilities and
equipment, leisure or recreational facilities for residential stays, staff support, guides or
programmes of work, potential health and safety issues, shelter, toilets, costs, accommodation,
contingency arrangements, references from previous users.)
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8b If not, has action been taken to ensure the Group Leader is aware of potential hazards and
opportunities?

9a Has the consent of parents/guardians been obtained for the visit and for the activities which are
planned?

10a Do the children and staff have the appropriate clothes and equipment necessary for the
activities proposed and allowing for a range of weather conditions?

10b If not, will another provider be offering additional appropriate equipment?

10c | Are the children prepared for and physically capable of taking part in the proposed activity?

10d Is the programme suitable for all of the children?

10e Is there an alternative programme (Plan B) in the event of poor weather?

11a Do you have a first aid kit available (Speak to the Medical Centre)?

11b | Do the staff accompanying the children have any first-aid training?

11c | Do you know and understand the insurance arrangements?

11d Do you need to take out additional cover? (e.g. EHIC for trips abroad)

11e | Are sufficient staff aware of dietary and medical needs of children and staff (speak to the Medical
Centre)?

12a Have you booked a minibus or requested for a coach?

12b Is there a contingency plan in the event of a delay or early return?

13a Do you require cash? If so, have you arranged for a cash advance from the Bursar (request a
week in advance)?

13b Is the trip to be charged to parents? If so, have you obtained authorisation for this?

14a | Will the children be briefed as to the activities undertaken and expectations? The briefing may
need to include:

- appropriate clothing and equipment

- rendezvous procedures for lost participants
- significant hazards

- groups for study or supervisory purposes

- safety risks of jewellery

- a system of recall and action in emergencies
- relevance to prior and future learning

- agreed codes of conduct and behaviour

15a | Willthe Group Leader also brief adults and other helpers?
The briefing may need to include:

¢ defining roles and responsibilities
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e careful supervision, to cover the whole time away

® anticipation of hazards and the nature of the programme

e standards of children’s behaviour expected

e talking through the risk assessment, perceived hazards and control measures
- regular counting of children

- how much help to give to children in any tasks

- a list of names of children in groups with medical and dietary requirements and medicines
provided

- emergency procedures

16a Has a named point of contact been identified at Windlesham or at base in the event of an
emergency, who has a list of the group members and a programme of group’s activities?

16b | Are sufficient staff aware of procedures and relevant phone numbers in the event of an
emergency?

17a Is there adequate time and opportunity to prepare for the visit or activity?

17b | Have other staff and colleagues whose work may be affected been notified of planned
arrangements?

18a Have arrangements been considered for appropriate follow-up work, evaluation and contacts
after the visit?

18b Have you scheduled completing a report (to be submitted to the Compliance Officer after the
visit) to share positive aspects of the visit and learn from problems or Incidents?

18¢c Have the charge sheets been completed?

This completed checklist should be printed and passed to Simon Hallam and Jen Brooker with a risk
assessment for approval and for records, or if completed as an electronic version, it should be saved in
your area first and then sent as an attachment to Simon Hallam and Jen Brooker for approval.

Signhed (Member of staff in charge of proposed trip)
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Annex 2 - Risk Assessment (see Risk Assessment Procedure for further guidance)

LOCATION/ACTIVITY:

Date of Event:

Carried out by: Date:
Checked by: Date:
Level of Additional Risk
Persons at risk . Control
. . i . .| Revised . o

Location, hazards risk (pupils, | (high/ Control measures in Required/Mitigating

identified, possible staff, medium/ | place/arranged (i.e. Level of Risk Measures (state Action/ review to | Date

harm or accident visitors) low) risk control) (high/medium//low) | what) be undertaken by | completed

Ref 02-01e

Approved: August 2025

Page 12 0f 16




Annex 3 Trip Consent Form
INSERT NAME OF TRIP

ooo
ooo

18]
oooojginooo

INSERT FULL NAME OF CHILD Windlesham

INSERT DATES OF TRIP

| agree to my child being included in the above trip and their participation in all the
activities taking place.

ALL PASSPORTS (Not required for UK based trips)
Please complete the information below in full
Full name (as shown on passport)

Place of birth (as shown on passport)

Nationality (as shown on passport)

Passport Number

Expiry Date

PHOTO/FILMING
| give permission/l do not give permission for my child to be included | YES/NO*
in photos and/or videos documenting the trip, which will be share
securely with parents via the Parent Portal/Windlesham
Newsletter/Email or WhatsApp

(*Please delete as appropriate)

CONTACT INFORMATION
Contact Information for the period of the trip/activity
Name and relationship to pupil

Home address

Daytime phone number

Evening phone number

Email address

Please provide an alternative contact

Name and relationship to pupil

Home address

Daytime phone number

Evening phone number

Email address

Signed by PARENT/GUARDIAN
Please Print Name Date

Please return to school office whsoffice@windlesham.com (or by hard copy)
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Annex 4 Medication Consent Form

L =1
0000 oo
oooo|gpooo

This form must be completed and handed to the front office. Medication will not be given
unless this form is complete. PLEASE COMPLETE AND RETURN TO THE SCHOOL OFFICE.

All medication must be provided in the original packaging. All prescription medication
must also have the name of the child and the dose on the label. We cannot administer prescription
medication that us not for that child.

A. PERSONAL DETAILS

Pupil’s Surname First Name Form

Windle\fgham

B. MEDICATION REQUIREMENTS
*Require Medication for the Trip/Not Require medication for the trip

(Please delete as applicable)

C. MEDICATION (including travel sickness or hay fever remedies)

Name of Medication | Time of Dose Amount to be given | Start and end dates

D. CONDITION
The medication listed above has been prescribed by:

[ ] family doctor [ 1 hospital consultant [ ]provided to me as over the counter Medicine

For treatment of the following condition:

E. CONSENT TO ADMINISTER MEDICATION

| give permission for the medication to be administered as detailed above during my child’s trip

Name Signature Date

Do you wish medication to be returned to you at the end of the school trip? Yes/No
To be completed by the member of staff

| have received the medication in the correct packing and have checked the label and dose.

Name Signature Date
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Annex 5 - Medical Statement and Consent

- -1

The following form must be completed by a parent or legal guardian only et

Windlesham

Statement:

For the period x to x, | hereby grant authority to any hospital to provide any necessary medical
treatment and to release them to the accompanying school teacher and representative of
Windlesham House School who brought them in.

| give consent for a member of Windlesham House School to administer first aid and over the
counter or prescribed medicines, such as paracetamol, to the pupil names below

Your name

Your relationship to the pupil

Your sighature

Date

Pupil Name

PLEASE RETURN TO THE SCHOOL OFFICE
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Annex 6 - Post Visit Evaluation Form

Name of Visit:
Date:

Group Leader:

1. What were the educational objectives of the visit
2. Were the educational objectives of the visit met
3. Have you identified any factors that may improve the educational value if this

trip is repeated?

4. Are there any improvements that would put in place should the trip be repeated?

5. Was the overall conduct of the pupils in line with school behavioural
expectations? (If'No', detail any incidents, accidents, near misses that
occurred):
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