
	MANAGEMENT CIRCULAR


	No. D3

	ALL ESTABLISHMENTS



	EDUCATIONAL EXCURSIONS & OUTDOOR ACTIVITIES



1. 
Introduction
1.1
Participants can derive a great deal of educational benefit from taking part in excursions and outdoor activities organised by the school, youth group or the local authority. In particular, they have the opportunity to undergo experiences not available in the classroom or other learning environment.  These excursions can take the form of day trips, residential and overseas visits, including outdoor adventure activities.  The main principles for all excursions are that they should be rigorously planned and effectively managed and have formal approval from the head of establishment.

1.2
The management of health and safety on excursions and outdoor adventure activities is an important part of the planning and organisations.  Under the Health and Safety at Work etc Act 1974 employers are responsible for the health, safety and welfare at work of their employees. Employers also have a duty of care, so far as is reasonably practicable for the health and safety of anyone else on the premises or anyone who may be affected by their activities. This includes participants in off-site visits. 

The Management of Health and Safety at Work Regulations 1999, made under the 1974 Act, require employers to:

· assess the risks of activities

· introduce measures to control those risks

· tell their employees about these measures

Also under the Health and Safety legislation employees must:

· take reasonable care of their own and others health and safety

· co-operate with their employers over safety matters

· carry out activities in accordance with training and instructions

· inform the employer of any serious risks

These duties apply to all educational excursions and outdoor adventure activities. Teachers, youth workers and other staff in charge of pupils also have a common law duty to act as any reasonably prudent parent would do in the same circumstances.
1.3
This document details the procedures which must be adopted in the management and organisation both to enhance the educational quality of visits and to minimise any associated health and safety risks.  It is directed towards staff in schools; those leading community learning and development groups; countryside rangers; leisure and recreation staff; sports development staff and similar activity co-ordinators who may be involved in organising and leading learning and leisure services excursions.

1.4
Many excursions and adventure activities, by their nature, have an element of risk and it is recognised that accidents can still occur.   However, good planning and attention to safety measures can reduce the likelihood of accidents occurring and lessen the seriousness of those that may happen.

1.5
The following guidance sets out the broad principles to be followed rather than every eventuality. Leaders shall apply their principles and professional judgement in managing the local circumstances.
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The guidance in this circular takes account of the Scottish Government document “Going Out There”, published on 31st March 2013.  All Heads of Establishments are encouraged to use that document in conjunction with this guidance when planning any excursion activities.

2.
Approval Procedures
2.1
All excursions, including day trips, residential / overseas visits and adventure activities must have written approval from the head of the establishment/ appropriate manager in the first instance.

Risk assessments must be carried out for every Excursion / Adventure activity prior to it taking place.  This process determines whether an activity is low/medium or high risk.    Section 4.2 and Education MSF/24 give further advice on risk assessment.


2.2
Completed risk assessments for each excursion must be submitted at the same time as the request for approval.

2.3 Time scales for the submission of these approval forms will vary and should be agreed with the head of establishment/appropriate manager. 

2.4
Day trips of a similar nature and which have been determined as relatively low risk for example trips to local swimming baths, visits to museums / play parks / other schools / safari parks / farms, sports days, coastal visits etc, approval may be sought one to two weeks prior to the excursion.  Signed approvals should be retained on site, together with associated risk assessments.   In these cases copies are not required to be submitted to the Health & Safety section.    

However, if any day excursion/activity is determined as medium/high risk, then a completed risk assessment must be submitted to the Health & Safety section for further approval.

2.5
Outdoor adventure activities not carried out as part of residential/overseas visits must be approved by the head of establishment or appropriate manager, with a copy of approval and risk assessments submitted to the Health & Safety section no later than 2 weeks prior to the date of visit.
2.6
Residential/Overseas Excursions:-    It is essential that copies of the approved application outlining details of the trip and completed risk assessments are submitted to the Health & Safety section for further approval, prior to any financial planning or commitment to the excursion. 
Outdoor Adventure Activities associated with residential and overseas visits should be detailed in the approval application and included in the risk assessment.  Section 4.2 and Education MSF/24 give further advice on risk assessment.
Detailed plans outlining the final arrangements must be submitted on Form D to the Health & Safety section no later than 6 weeks prior to the date of travel.
2.7
Approvals for Kilbowie trips are not required to be submitted to the Health & Safety section for approval.  Risk assessments for adventure activities undertaken at Kilbowie do not require to be carried out.  However, all other guidance in this document should apply to the trip and risk assessments should be carried out for travel, supervision, etc and retained on site.
2.8
The forms to be completed are included in Appendix 2.
· Form A – approval for day visits 
· Form B – approval for residential and overseas visits
· Form C – approval for outdoor and adventure activities
· Form D – detailed plan for residential and overseas visits

3.
Responsibilities
3.1
Head of Establishment 
3.1.1
The head of establishment should take responsibility for the following:
(1)
ensure the excursion has suitable educational aims and effective ways of achieving them; (schools only)   

(2) ensure that Learning and Leisure Services has approved the excursion, if appropriate

(3) ensure that excursions comply with the procedures in this circular 

(4) consider visit proposals at outline and detailed plan stages

(5) designate a group leader who will be in overall charge and ensure that the person selected:
a) has the necessary relevant experience, and is competent to manage and monitor risks throughout the visit and or any activities

b) has the experience in supervising the age groups going on the excursion and will organise the group effectively

c) is aware of child protection procedures

d) has suitable knowledge of the location/centre where the activity will take place and he/she or another person is competent to instruct the activity

e) is allowed sufficient time to organise excursions properly

(6) be fully satisfied that the group leader has fulfilled all his/her responsibilities and that all necessary actions have been completed before final approval is given for the excursion to take place. 

(7) be clear of their role if taking part in the visit as a group member/supervisor. They should follow the instructions of the group leader who will have sole charge of the visit.

(8) ensure all emergency details of participants travelling abroad are available at all times. This is particularly important if the visit takes place when the establishment is closed.   A checklist of responsibilities is included in Appendix 3.
3.2
Group Leader
The group leader should be approved by the head of establishment. The group leader has overall responsibility for the planning, organising, supervision and conduct of the excursion and should have regard to the health and safety of the group. A checklist of responsibilities is included in appendix 3A.
3.3
Adult volunteers

3.3.1
The group leader should ensure that adult volunteers on the excursion are clear about their roles and responsibilities during the excursion.   Section 4.7 and Section 4.10 gives guidance on supervision ratios and vetting of adults. 

3.3.2
Adult volunteers acting as supervisors must:

· do their best to ensure the health and safety of everyone in the group

· not be left in sole charge of participants, except where it has been previously agreed as part of the risk assessment

· follow the instructions of the group leader and group supervisors and help with control and discipline

· speak to the group leader or group supervisors if concerned about the health or safety of participants at any time during the excursion

3.4
Home Base Contact

The responsibility of pre-arranged home base contact is to link the group with the establishment, the parents and the local authority (where appropriate), and to provide assistance as necessary. The home base contact should have all the necessary information about the visit/activity.  A checklist for the home base contact is included in Appendix 7.
3.5
Participants

3.5.1
The group leader should make it clear to participants that they must:

· not take unnecessary risks

· follow the instructions of the leader and other supervisors including those at the venue of the excursion

· dress and behave responsibly

· if abroad, be sensitive to local codes and customs

· look out for anything that might hurt or threaten themselves  or anyone in the group and tell the group leader or supervisor about it

3.5.2
Any participant whose behaviour may be considered to be inappropriate or a danger to themselves or to the group may be barred from the excursion. The curricular aims of the excursion for these participants should be fulfilled in other ways wherever possible. 

3.6
Parents/Guardians

3.6.1
Parents should be able to make an informed decision on whether their child should go on the excursion. The head of establishment/group leader should ensure that parents are given sufficient information in writing and are invited to all briefing sessions.

3.6.2 The group leader should also tell parents how they can help prepare their child for the excursion by, for example, reinforcing the agreed code of conduct. 
3.6.3 Parents should also be asked to agree the arrangements for sending a participant home early and, if necessary, who will meet the cost.
3.6.4
Parents should be required to provide the following information:

· provide the group leader with emergency contact numbers

· sign the consent form (Appendix 2e)
· give the group leader information about their child’s emotional, psychological and physical health which might be relevant to the visit (usually by means of the consent form)

4.
Organisational Processes 

4.1
Planning

Whether the excursion is to a local park, museum or swimming pool, or includes a residential stay in the UK or abroad, it is essential that formal planning takes place, and begins sufficiently in advance of departure. This involves considering the dangers and difficulties which may arise and making plans to reduce them. In practice, the head of establishment who has final responsibility for the excursions, will usually delegate the detailed planning to the organiser of the excursion or the group leader.  Other factors which should be considered at the planning stage are included in Section 3 and on the Planning Aid Memoir in Appendix 8.
4.2
Risk assessment

4.2.1
In practice, risk assessments, which employers are legally required to do, are usually carried out by the group leader. A written assessment should be completed before the excursion, and should be retained for information or inspection.  

However, the group leader should monitor the risks throughout the visit and take appropriate action as necessary. This is called dynamic risk assessment and includes knowing when and how to apply contingency plans where they are needed. It also includes heeding advice and warning from those with specialist expertise or local knowledge (especially with regard to higher-risk activities).
MSF/24 includes guidance on various types of excursions, normal operating procedures for outdoor adventure activities, aid memoir, and sample risk assessments.      These documents can be found on the First Class system through the following conference:
“Management / HASAW / Resources / Excursions & Outdoor Activities MSF/24”  
4.3
Exploratory visit

4.3.1
Exploratory visits before an event provide the following support to group leaders:

· ensure at first hand that the venue is suitable to meet the aims and objectives of the excursion;

· assess potential areas and levels of risk;

· ensure that the venue can cater for the needs of the staff and participants in the group;

· become familiar with the area.

4.3.2
However, in most circumstances it is acknowledged that these are not practical.  Where trips are booked through a recognised school trip/youth group travel agent, information should be obtained beforehand on the chosen venue, accommodation and travel arrangements. 

4.3.3.
Many establishments will take new groups to the same location each year, often with the same group leader. This prior knowledge will assist when carrying out the risk assessments, however it must be recognised that some factors may change and this could impact on the outcome of the risk assessment.  

4.4
Financial planning

4.4.1
The group leader should ensure that parents have early written information about the costs of the excursion particularly the contribution to be made. Parents should be given enough time to prepare financially for the excursion. It may be useful to break the costs down into subheads such as travel, accommodation, meals etc.

4.4.2
The head of establishment should ensure that banking arrangements are in place to manage excursion funds in line with NLC’s Financial Regulations.
4.5
Preparing Participants

4.5.1
The provision of detailed information and guidance to participants is an important part of preparing for an excursion and minimising risks.  Participants should clearly understand what the excursion will entail, the standard of behaviour expected of them, and why rules must be followed.  Poor control and discipline can be a major cause of accidents.  Participants should also be told about any potential dangers and how they should act to ensure their own safety and that of others.

4.5.2
Participants should also be involved in planning, implementing and evaluating their own contribution to the excursion, including where appropriate, curricular work. 

4.5.3
The group leader should ensure that the participants are capable of undertaking the proposed activity.  Participants should be encouraged to take on challenges during adventure activities but should not be coerced into activities.

4.5.4
Participants whose behaviour is such that the group leader is concerned for their safety, or for that of others, should be withdrawn from the activity.  On residential visits the group leader should consider whether such participants should be sent home early.  Parents and participants should be told in advance of the excursion about the procedures for dealing with misbehaviour, how a participant will be returned home safely, and who will meet the cost.
4.6
First Aid
4.6.1
First aid should form part of the risk assessment. Before undertaking any off-site activities the head of establishment or the group leader should assess what level of first aid might be needed. For adventure activities, excursions abroad or residential visits it is sensible for at least one of the group’s leaders to hold a current and valid first aid certificate. All adults in the group should know how to contact the emergency services.  First aid should be available and accessible at all times. 

4.6.2
The minimum first aid provision for an excursion is:

· a suitable stocked first aid kit.  The HSE recommends a minimum content for a travelling first aid kit where no special risk has been identified  (Appendix 9)
· a person appointed to be in charge of first aid arrangements.

4.6.3
Other considerations when considering first aid needs should include:

· the numbers in the group and the nature of the activity;

· the likely injuries and how effective first aid would be;

· the distance to the nearest hospital.

4.6.4
All minibuses are required by law to carry a first aid kit.

4.6.5
During an excursion it may be necessary to dispose of medical/first aid waste such as blood, faeces, stained dressings etc.  Staff on excursions should be aware of and follow North Lanarkshire Council’s guidance on dealing with this type of waste.
4.7
Supervision Ratios

4.7.1
It is important to have a suitable ratio of adult supervisors to participants for any excursion, taking account of the following factors:
· sex, age and ability of group:

· those with additional support or medical needs;

· nature of activities;
· experience of adults in off-site supervision;

· duration and nature of the journey;

· competence of staff, both general and on specific activities;

· requirements of the organisation/location to be visited;

· competence and behaviour of participants;

· first aid cover.

4.7.2
Staffing ratios for visits are difficult to prescribe as they will vary according to the activity, age group, location and the efficient use of resources. Group leaders should assess the risks and consider an appropriate safe supervision level for their particular group. There should be a minimum of one leader in charge.  

4.7.3
Some non-residential excursions with mixed groups may need a teacher from each sex.

4.7.4
The Scottish Government recommends that for groups of people under 18 years of age the adult to participant ratios should be: 

· 1 adult to 15 group members for excursions where the element of risk to be encountered is similar to that normally encountered in daily life, for example excursions to sites of historic interest and local walks.  It is generally expected that there will be a minimum of two adults supervising a group of children, however, there may be some circumstances involving smaller groups of children where the head of establishment deems one adult as appropriate e.g. four pupils attending student council meeting in another school.
· 1 adult to10 group members for all residential visits and trips abroad.
4.7.5
Within each of these categories consideration should be given to other factors. For example, in the case of children under the age of 8 or those with additional support needs, a lower ratio of 1 adult to 6 (or fewer) may be appropriate depending on the individual children.
Indeed, in an early years/special school environment, it may be necessary to have a 1:1 or 1:2 ratio to ensure that an adult can be holding 
the hand of a child, if required. As before, local knowledge of the children and the proposed excursion/visit will be the determining factor).

4.7.6 For higher risk activities, consideration should be given to greater adult supervision, as part of the risk assessment or from existing normal operating procedures.
4.7.7
Mixed gender groups should have at least one male leader and one female leader. In some circumstances this may not be possible due to the ratio of male:female employees and volunteers. It is still acceptable for excursions to take place with mixed gender participants and single gender supervisors providing this has been considered as part of the risk assessment. 

4.7.8
In addition to the leader in charge there should be enough supervisors to cope effectively with an emergency.  When excursions are to remote areas or involve hazardous activities, the risks may be greater and supervision levels should be set accordingly.  The same consideration should be given to excursions abroad or residential visits.  

4.7.9
Where there is more than one leader/supervisor a group leader should be appointed who has authority over the whole group.  If more than one establishment is involved, an overall group leader should be identified - usually the person with the most experience in leading such excursions.

4.7.10
Where a high leader: participant ratio is required, it is not always feasible to use establishment staff alone.  Parents/volunteers may be used to supplement the supervision ratio.  They should be carefully selected and ideally they should be well known to the establishment and the group.  Any adult who has not been subject to Disclosure Scotland procedures should never be left in sole charge of participants. 

4.8
Monitoring Attendance
Whatever the length and nature of the excursion, regular physical head counts of participants are essential, particularly where there are opportunities for participants to become separated.   Leaders should also consider the following strategies:
· All supervisors should carry a list of all participants and adults involved in the excursions at all times, preferably on their person.  

· Participants, particularly young children, should be easily identifiable, especially if the excursion is to a densely populated area.  Brightly coloured caps, T shirts or a uniform can help identify group members more easily.  

· Participants should not wear name badges but it may be useful to provide participants with badges displaying the name of the establishment and its emergency contact number.  

· The group leader should establish rendezvous points, if appropriate, and tell participants what to do if they become separated from the group.

4.9
Remote supervision

4.9.1 The aim of excursions for some participants may be to encourage independence and investigative skills, and some of the time on excursions such as trips abroad and fieldwork may be unsupervised.  However, the group leader remains responsible for participants even when not in direct contact with them.  
4.9.2 The group leader should decide during the planning stage of the excursion whether the participants are adequately mature and self-responsible to be left unsupervised.  Parents should be made aware of and agree to this arrangement before the excursion takes place.
4.10
Vetting Suitability

Child Protection

4.10.1 Any adult, including volunteers and parent helpers, who is in substantial and regular contact with children should be subject to a protecting vulnerable group scheme (PVG) check before working with children. However, there are some circumstances in which the group leader may judge that the limited level of contact means a PVG check is not necessary.  This is most likely in the following situations:

(1)
An occasional involvement as a helper or driver on a day excursion in which other staff are PVG checked, and in which the adult will not take sole supervision of children;


(2) The short-term involvement by an individual or contractor with a group of children during their excursion, where the group continues to be supervised at all times by the group leader and staff who are PVG checked.

4.10.2
Group leaders should make themselves aware of the establishment’s child protection procedures and its child protection co-ordinator.  Further advice can be obtained by contacting the Additional Support Needs section (01236 812790). 

4.10.3
Staff should plan to minimise situations where children are at risk of inappropriate contact with adults or other children and young people.
4.10.4
For the protection of both adults and young people, all adult supervisors should ensure that they are not alone with a young person wherever possible. In any event, this should only happen if the adult has been through a successful PVG application.
4.10.5
As a minimum, the group leader should have attended the in-service child protection course, delivered by the Quality Improvement Service. 

4.11
Insurance & Transport

Insurance

4.11.1
Full insurance cover is automatically provided by North Lanarkshire Council for all trips and excursions within the UK and abroad.  However, the Risk & Insurance section must be notified in advance (at least 10 working days) of any trips abroad, with the following details to ensure full and comprehensive insurance is obtained. The group leader is responsible for ensuring that the following information is submitted:
· Dates, destination & purpose of trip

· Names of all passengers

· Dates of births

· Any known medical conditions

· Additional insurance requirements e.g. for musical instruments or other valuable items

4.11.2
Management Circular D4
 outlines the insurance policies held by the council which are relevant to off campus activities, including school excursions and outdoor activities.  Further details of policies are available on the council website. Where there is any doubt about the terms of a policy advice should be sought from the Risk & Insurance, Finance & Customer Services, Dalziel Building, 7 Scott Street, Motherwell ML1 1SX. Tel: 01698 403945.

4.11.3
All insurance claims associated with excursions should be submitted to the Risk & Insurance section.  The appropriate claim forms can also be obtained from the same office.  In the event of an accident occurring on a foreign trip support from ACE European Group Ltd 44 (0)20 7173 7796) may be required. An ACE traveller card is available from the Risk & Insurance section.
Transport

4.11.4
The Group Leader must give careful thought to planning transport. It is important to ensure that the travel plan is suitable for the age and nature of the participants. Consideration should be given to the following:

· The length, nature and complexity of the journey and implications for supervision etc.

· Selecting the right mode(s) of transport including use of public transport

· Using a reputable transport provider

· Contingency plans

· The time of year and weather

· The needs of any participants with limited mobility

Service provider’s such as transport operators are all subject to regulation and inspection and Group Leaders can use them in the same way as any member of the public. There is no requirement to obtain risk assessments from transport providers.

For further detailed information on transport, please refer to the Scottish Government publication “Going Out There”, version 1.2 published 31st March 2013.
4.12
Emergency Procedures 

4.12.1
Emergency procedures are an essential part of planning an excursion. Leaders in charge of participants during an excursion have a duty of care to make sure that the participants are safe and healthy. They also have a common law duty to act as a reasonably prudent parent would.  Leaders should not hesitate to act in an emergency and to take life-saving action in an extreme situation.

4.12.2 Prior to the excursion/activity, the 24 hour contact details for a home base contact should be identified. Where considered necessary, a second home base contact should be identified as reserve.  Group leaders should bear in mind that the contact lines may become busy in the event of an incident and that alternative numbers may be useful.
4.12.3 In an emergency situation, the group leader should take overall responsibility for managing the situation.  A checklist of the emergency procedures which should operate is included in Appendix 10.
In an emergency involving injury, the priority actions should be:
· to assess the situation;

· to safeguard the uninjured members of the group;

· to attend to the casualty;

· to inform the emergency services and everyone who needs to know of the incident.

4.12.4

Access to medical care in EU countries is available through reciprocal health care arrangements.  Group leaders should ensure that all participants in trips to EU countries carry a European Health Insurance Card (EHIC).  It gives entitlement to free or reduced cost treatment abroad.  Applications must be completed by the child’s parent.  This card is available as follows:
· applying on the Department of Health or European Health Insurance Card website
 

· phoning 0845 606 2030 

· completing  the Department of Health's leaflet Health Advice for Travellers (HAFT)
 available in UK Post Offices or by calling 08701 555 455 

4.13
Media Contact

4.13.1
If a serious incident occurs, the home base contact should liaise immediately with a member of the LLS Senior Management Team to agree further action.  This may include contact with Corporate Communication and emergency services.  Contact details, including out of hours telephone numbers are listed in Appendix 1.  Under no circumstances should the name of any casualty be given to the media.

4.13.2
All media enquiries should be forwarded to North Lanarkshire Council’s Corporate Communications.
During Working Hours:  
Telephone 01698 302582 

Out of hours:  


Telephone 07659 123573
4.14
Post Incident Trauma
4.14.1
A serious incident may have a wide impact on an establishment.  It is not always possible to assess whether group members not injured or directly involved in the incident have been traumatised or whether other participants or staff in the establishments have been affected. In some cases reactions do not surface immediately. Heads of Establishments should ensure that support and appropriate professional advice is made available, for example from the staff welfare office and psychological services.

4.14.2
Following any serious incident in which the services’s emergency procedures have been utilised, a review of the incident and how it happened, and of how the procedures were implemented should be carried out. Any lessons to be learned should be incorporated into risk assessments, operating procedures and emergency planning arrangements. 

4.15
Incident Reporting

4.15.1
If there is an injury to an employee, or participant, during an excursion or outdoor activity then an Internal Incident Report Form (Ad/Acc/1/A) should be completed as soon as possible and a copy forwarded to the Health and Safety section.  In addition, should an employee or participant sustain a major injury and is taken to hospital from the site of the accident, or there is a fatality, the HSE must be notified. Guidance is included in Appendix 11.
4.15.2
Further guidance on the management of incidents and a copy of the Internal Incident Report Form (Ad/Acc/1/A) are included in the Council Health and Safety Policy Arrangements (Section 7) and the Master Safety Files (Section 11). 

4.15.3
It should be understood that what may be a relatively minor injury in normal circumstances may become a serious injury in outdoor activities due to the location of the incident.  For example, a sprained ankle, several miles from an accessible road, may be far more serious than a badly sprained ankle at a site with good road access.  Advice on the management of accidents is included in Appendix 12.

4.16
Equal Opportunities

Every effort should be made to ensure that excursions and activities are available and accessible to all who wish to participate, irrespective of disabilities or additional support needs, ethnic origin, sex, religion etc.  The suitability of venues should be considered if the excursion includes participants who have additional support needs.

Further advice on the issues can be obtained from the Additional Support Needs section (01236 812790), and where necessary the participant’s occupational therapist.
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Appendix 1

Emergency Contacts
	Paul Corrigan

Education Officer

Office Tel No: 01236 812258

Mobile Tel No:  07939281104
Home Tel No:  01698 817445
	James McKinstry

Head of Educational Resources

Office Tel No: 01236 812269

Mobile Tel No: 07939 281102
Home Tel No: 01786 469239

	Andrew Sutherland

Executive Director Learning & Leisure Services

Office Tel No: 01698 302534

Mobile Tel No: 07939281101
Home Tel No:  0141 531 6220
	Ian Smith

Assistant Principal Officer – Contracts & Provisions

Office Tel No: 01236 812251

Mobile Tel No:  07939284686

Home Tel No:  01698 387244

	Katrina Foley

Principal Officer – Contracts & Provisions

Office Tel No: 01236 812268

Mobile Tel No: 07939284685

Home Tel No:  01698 301739
	


People have given their private home phone numbers for inclusion in this directory so that in the event of a major incident a better response can be provided.  Please take care of this directory and treat the information in it with care, respect and as STRICTLY CONFIDENTIAL.
Public Relations

Press Office Pager
07659123573

Emergency Planning Office

 (Will be able to contact LLS officers out of hours)

	Aileen McMann

Contingency Planning Co-Ordinator

Office Tel No:  01698 302562

Mobile Tel No: 07939280153




School Trip Travel Agents

	School Travel Service (STS) 
	NST

	1 Jubilee Street

Brighton

BN1 1GE

Tel No: 01334 470822

www.ststravel.co.uk
	Discovery House

Brooklands Way

Whitehills Business Park

Blackpool

Lancashire

FY4 5LW

Tel No: 01253 833833

www.nstgroup.co.uk


Other Useful Contacts

	Adventure Activities Licensing Authority
	Association of British Travel Agents (ABTA)

	44 Lambourne Cres

Llanishen

Cardiff

CF14 5GG

Tel:029 20755715

www.aala.org
info@aals.org.uk
	68-71 Newman St

London

W1T 3AH

Tel: 020 31170500

www.abta.com

	British Council
	Department of Health

	Bridgewater House
58 Whitworth Street
Manchester M1 6BB
Tel: 0161 9577755

www.britishcouncil.org

	Richmond House

79 Whitehall 

London


SW1A 2NS

020 72104850

www.dh.gov.uk

	Department of Transport
	Foreign & Commonwealth Office’s Travel Advice Unit 

	Great Minster House 
33 Horseferry Road 
London
SW1P 4DR 
Tel: 0300 330 3000

www.dft.gov.uk
	King Charles Street 
London
SW1A 2AH

Email TravelAdvicePublicEnquiries@fco.gov.uk
www.fco.gov.uk

	Health & Safety Executive
	Home Office

	1st Floor 
Mercantile Chambers 
53 Bothwell Street
Glasgow
G2 6TS 
Fax only: 0141 275 3100

www.hse.gov.uk
	Immigration & Nationality Directorate

Lunar House

40 Wellesley Road

Croydon

CR9 2BY

Tel: 0870 6067766

www.ind.homeoffice.gov.uk

	Medical Advisory Service for Travellers Abroad (MASTA)
	National Association of Field Studies Officers

	Moorfield Road

Leeds

LS19 7BN

Tel: 0113 2387575

www.masta.org
	CEES Stibbington Centre

Church Lane

Stibbington

Peterborough

PE8 6LP

Tel: 01780 782 386 

www.nafso.org.uk


Appendix 2

LEARNING AND LEISURE SERVICES
Applications for the approval of Excursions and/or Adventure Activities 

(by head of establishment or appropriate manager)

· Form A – approval for day visits / excursions

· Form B – approval for residential / overseas visits

· Form C – approval for outdoor/adventure activities

· Form D – detailed plan for residential / overseas visits

	Type of Excursion / Visit
	Action Required

	Day excursion / visit

(including adventure activity)
	Complete Form A + Risk Assessment

(Complete Form A & C) + Risk Assessment

	Residential / overseas visits

(including adventure activity)
	Complete Form B + Risk Assessment

(Complete Form B & C) + Risk Assessment

	Final detailed plan for residential / overseas visits
	Complete Form D

(to be submitted no later than 6 weeks prior to travel date)










APPENDIX 2A

Form A

APPROVAL FOR DAY EXCURSIONS ONLY
	1.   Establishment:
	

	2.   Location(s) to be visited:
	

	3.   Date(s) of proposed outing:


	From:

To:

	4.   Size of the group

	Age Range:
	
	Adult: Participant Ratio
	

	Composition of Group
	Male
	Female

	No of pupils/clients
	
	

	No of Learning & Leisure Services employees
	
	

	Other adults (complete section 8)
	
	

	5.   Transport Arrangements:

	

	6.   Purpose of proposed visit, including educational objectives (where appropriate)

	

	7.   Emergency contact within group

	Name:
	Contact Number:

	
	

	
	


	8.  Information on all persons other than young persons and LLS employees whose participation is proposed.



	Name & Address
	Relationship to establishment / group
	Specific Responsibilities

	
	
	

	
	
	

	
	
	

	
	
	


Has a risk assessment for the excursion/visit been carried out?

YES         (Please attach and submit to head of establishment/manager)

NO           (Please complete prior to submitting form)

For completion by Head of Establishment

	Day Excursion / Visits Only


	Permission is Granted / Not Granted for the visit as detailed above.

	Signature:
	

	Designation:
	
	Date:


NB: Head of Establishment / Manager must ensure that suitable risk assessments have been completed for every excursion.  Approvals and risk assessments should be retained on site.   If excursion has been determined as medium / high risk then copies of approvals & risk assessments must be sent to the Health & Safety section for further consideration.

	










APPENDIX 2B

Form B

APPROVAL FOR ALL RESIDENTIAL / OVERSEAS VISITS 

	1.   Establishment:
	

	2.   Location(s) to be visited:
	

	3.   Date of proposed outing:
	From:

To:

	4.   Size of the group

	Age Range:
	
	Adult:Participant Ratio
	

	Composition of Group
	Male
	Female

	No of pupils/clients
	
	

	No of Learning & Leisure Services employees
	
	

	Other adults (complete section 8)
	
	

	5.   Transport Arrangements:

	

	6.   Purpose of proposed visit, incl. educational objectives (where appropriate)

	

	7.   Are any adventure activities planned as part of the trip? ie. skiing; mountain climbing, etc.  (If yes, please provide details below and complete Form C and attach to approval application.)

	


	8. Information on all persons other than young persons and Learning & Leisure Services employees whose participation is proposed.

	Name & Address
	Relationship to establishment / group
	Specific Responsibilities

	
	
	

	
	
	

	
	
	

	
	
	


Has a risk assessment for the excursion/visit been carried out?

YES         (Please attach and submit to head of establishment/manager)

NO           (Please complete prior to submitting form)

For completion by Head of Establishment

	

	Residential / Overseas Visits



	I have considered the application and give approval for the excursion/visit as outlined above, subject to the following conditions:

· You will notify me immediately of any changes to the approved planning, organisation and staffing arrangements.


· You will submit to me all relevant information, including a final list of member and a detailed itinerary, at least seven days before the party is due to leave.


· You will submit to me a report on the visit including details of any incident, as soon as possible but no later than 14 days after the party returns.


· The arrangements for you to contact me or a designated member of staff will be as follows:



	Signature:
	

	Designation:
	
	Date:

	NB:    Head of Establishment / Manager must submit a copy of approval and risk assessment to Health & Safety section prior to any financial planning or commitment to the excursion.

Form C also to be included if any adventure activities are included in visit.

Form D must be completed and submitted to Health & Safety Section, no less than 6 weeks prior to travel.



 APPENDIX 2C
Form C                             

Approval for Outdoor/Adventure Activities

	1.  Establishment:
	

	2.  Type of Activity:


	

	3.  Name of Group leader:


	

	4.  Qualifications relevant to activity:


	

	5.  Name of Instructor:


	

	6.  Qualifications relevant to activity:


	

	7.  Name of ‘back at base’ officer: (or   indicate if this is being undertaken by the Activity Provider)
	

	8.  Risk Assessment Approved

	YES (please tick)
	NO (please tick)

	
	
	

	9.  Normal operating procedure approved

	
	

	10. Is the activity provider AALA licence      holder


	
	

	11. Licence Number


	

	As head of establishment/manager acting on behalf of the Executive, I hereby authorise this outdoor/adventure activity and I am satisfied with the planned arrangements and the suitability of the participants to engage in the outdoor/adventure activity planned.



	Signature:


	
	Date:

	Designation:


	
	










           APPENDIX 2D
Form D
             

Residential and Overseas Visits - Detailed Plan
(to be submitted no later than 6 weeks prior to date of travel)
	1.   Establishment:
	

	2.   Location(s) to be visited:
	

	3.  Dates and Times

	Date of departure:
	
	Date of Return:
	

	Time:


	
	Time:
	

	4.   Details of Group Participants

	Age Range:
	
	Adult : Participant Ratio
	

	Composition of Group


	Male
	Female

	No. of pupils/clients


	
	

	No. of Learning & Leisure Services Employees
	
	

	Other Adults in group (complete section 13)

	
	

	5.   Details of transport arrangements (Include name of transport company, mode of travel, key locations/stopovers etc)

	

	6.   Organising Company / Agency (if any)

	Name:
	
	Tel:
	

	Address:
	

	7.   Insurance arrangements for all members of the proposed party including voluntary helpers:

	Insurance company:

 
	

	Policy no:
	
	Tel:
	

	8.   Details of All accommodation to be used:

	Name of Accom:
	
	Name of Accom:
	

	Address:
	
	Address:
	

	Tel:
	
	Tel:
	

	9.   Details of the programme of activities; (where appropriate attach itinerary)

	

	10.  Details of any hazardous activity and the associated planning, organisation and staffing

	

	11.   Name of Group leader + Contact Details whilst on trip

	

	12.  Names, relevant experience, qualifications and specific responsibilities of STAFF accompanying party

	Name
	Experience/Qualifications
	Specific Responsibilities

	
	
	

	
	
	

	
	
	

	
	
	

	13.  Names, relevant experience, qualifications & specific responsibilities of OTHER adults accompanying the party

	Name & Address
	Experience/Qualifications
	Specific Responsibilities

	
	
	

	
	
	

	
	
	

	14.  Establishment contact person(s) who holds all information about the visit or journey:

	Name


	

	Address
	

	Tel.
	

	15.  Existing knowledge of places to be visited (if applicable):

	

	16.  Have all parental consent forms been completed?
	YES    /    NO

	17.  Information on pupils with additional support or medical needs:

	Name
	Arrangements

	
	

	
	

	
	


Please attach copy of information sheet sent to parents, the parental consent form, and the final risk assessment form.

Signature:
Group leader
Date:


For completion by Head of Establishment

Signature:

Designation:
 Date:

(copy of this form must be sent to Health & Safety Section, no later than 6 weeks prior to date of travel).
Appendix 2E

LEARNING AND LEISURE SERVICES

PARENTAL CONSENT FORM

EXCURSIONS AND ADVENTURE ACTIVITIES

	Establishment/Group________________________________________________________

	1. Details of Excursion/Adventure Activity

Date:   From:  ________________      To:________________

Time:  From:  ________________      To:________________

Description of excursion/visit: ____________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
Description of adventure activities 

(where applicable) _______________________________________________________________________



	2. Personal Details (of Participant)

Title: ______   First Name: _________________________ Surname:    ____________________________
Date of Birth: ___________________Sex: _____________Age :__________________________________
Address:_______________________________________________________________________________

__________________________________________________________Postcode:____________________
Next of Kin: ____________________________________________________________________________
Relationship: ___________________________________________________________________________
Address: (if different from above)____________________________________________________________
__________________________________________________________ Postcode____________________
GP Name: ______________________________________________________________________________

Address: _______________________________________________________________________________
Telephone No: __________________________________________________________________________



	3. Emergency Contact Information

In the event of an emergency, I may be contacted by telephoning the following numbers:

Work: ______________________________________Home: _____________________________
Mobile No: _____________________________________________________________________
If not available at above, please contact:

Name:   ____________________________________ Relationship to pupil:_________________
Telephone No: __________________________________________________________________
Address:  ______________________________________________________________________
_______________________________________________________________________________



	4.    Medical Information
Does your son/daughter suffer from any condition requiring medical treatment, including medication?      YES/NO

If YES, please give brief details_____________________________________________________________

______________________________________________________________________________________
To the best of your knowledge, has your son/daughter been in contact with any contagious diseases or 
suffered from anything in the last four weeks that may be contagious or infectious?   
                               YES/NO

If YES, please give brief details_____________________________________________________________
_______________________________________________________________________________________
Does your son/daughter have any allergies to medication or any other substance?                                    YES/NO
If YES, please specify_____________________________________________________________________

_______________________________________________________________________________________
Has your son/daughter received a tetanus injection in the last five years?

                     YES/NO

Please outline any special dietary requirements: _________________________________________________
________________________________________________________________________________________



	5. Declaration Parental/Guardian/Carer 

I agree to my son/daughter taking part in the above mentioned Excursion, Visit or Planned Activity and agree to participation in any or all of the activities as described.  

I acknowledge the need for obedience and responsible behaviour on his/her part.

I understand that NLC accepts no responsibility or liability for any loss, injury or damage except where caused through the negligence of its employees.
I undertake to inform the leader-in-charge/head of establishment as soon as possible of any changes in the medical circumstances between the date on which this form is signed and the commencement of the activity.

I agree to my son/daughter receiving medication as instructed and any emergency treatment, including anaesthetic, x-ray or blood transfusion as considered necessary by the medical authorities present.  

I understand insurance cover is provided under NLC’s policies subject to standard terms and conditions.

Date______________________     Signed_____________________________________________________


	A COPY OF THIS FORM SHOULD BE RETAINED ON SITE AND A COPY MUST BE CARRIED BY THE LEADER IN CHARGE WHILST ON THE ACTIVITY.
The information provided on these forms is to assist with ensuring that due care and attention is given to any medical, dietary, or additional support required by the person for whom consent is given.

Information will be restricted to staff who are responsible for the immediate care of this person. This information may be released to local medical staff in the case of emergencies without prior consent. No personal data will be released to additional outside parties, unless we are required to do so under the terms of the Data Protection Act 1998.

Statistical information may be extracted from this data for monitoring and performance purposes for Kilbowie Outdoor Centre and for preparation of reports within North Lanarkshire Council. 




APPENDIX 2F

Additional parental information required

if swimming activities are involved

	Swimming Activities

Swimming Ability

· Is your child able to swim 50 metres?


   YES/NO/DON’T KNOW
· Is your child water confident in a pool?


   YES/NO/DON’T KNOW
· Is your child confident in the sea or in open inland water?         YES/NO/DON’T KNOW
· Is your child safety conscious in water?


   YES/NO/DON’T KNOW
NB Participants will not be allowed to participate in swimming activities or activities where being able to swim is essential unless this section has been completed.




            APPENDIX 3

HEAD OF ESTABLISHMENT CHECKLIST

The Head of Establishment should ensure that:-


· a written risk assessment has been completed and appropriate safety measures are in place;
· training needs have been assessed by a competent person and the needs of the staff and participants have been considered;

· adequate child protection procedures are in place;
· non-employee supervisors on the excursion are appropriate people to supervise children. (see 4.10 Vetting Suitability);
· ratio of supervisors to participants is appropriate (see 4.7 - Supervision);
· appropriate consent forms have been signed;

· arrangements have been made for the medical needs and additional support needs of all the participants;

· the local authority policy on the administration of medicines has been followed;

· adequate first aid provision will be available;

· the mode of travel is appropriate;

· travel times out and back are known including pick-up and drop off points;

· there is adequate and relevant insurance cover (see 4.11 - Insurance);
· the address and phone number of the excursion’s venue and a contact name available;

· a home base contact has been nominated (this may be the head of establishment) and the group leader has details;

· the group leader, group supervisors and nominated home base contact have a copy of the agreed emergency procedures and know how to activate them;

· the group leader, group supervisors and nominated home base contact have the names of all the leaders and participants travelling in the group, and the contact details of parents/guardian and leaders next of kin;

· there is a contingency plan for any delays including a late return home.

APPENDIX 3A

GROUP LEADER CHECKLIST

The group leader should:-

· obtain the head of establishment’s prior agreement before any off-site excursion takes place;
· follow North Lanarkshire Council’s regulations, guidelines and policies;
· appoint a deputy where appropriate;
· clearly define each group supervisor’s role and ensure all tasks have been assigned;
· be able to control and lead pupils of the relevant age range;
· be suitably competent to instruct pupils in an activity with the location/centre where the activity will take place;
· be aware of child protection issues;
· undertake and complete the planning and preparation of the excursion including the briefing of group members and parents;
· review regularly undertaken excursions/activities and advise the head of establishment where adjustments may be necessary.
See Appendix 4 for additional requirements for ALL excursions 

See Appendix 5 for additional requirements for Residential visits 

See Appendix 6 for additional requirements for Overseas visits 

APPENDIX 4

ALL EXCURSIONS CHECKLIST

· undertake and complete a comprehensive risk assessment and ensure appropriate safety measures are in place (see 4.2)
· there is adequate and relevant insurance cover (see 4.11)
· appropriate consent / medical  forms have been issued, completed, signed and returned

· arrangements have been made for any medical or additional support needs of participants

· the local authority policy on the administration of medicines has been followed

· adequate first aid provision will be available (see 4.6)
· ensure ratio of supervisors to participants is appropriate for the needs of the group (see 4.7)
· non-employee supervisors on the excursion are appropriate people to supervise children

· ensure that all supervisors are fully aware of what the proposed visit involves

· training needs have been assessed by a competent person and the needs of the staff and participants have been considered

· any third party instructions are provided by a suitably competent person

· that the participants are capable of undertaking any proposed activities

· the mode of travel is appropriate 

· travel times out and back are known including pick-up and drop off points including contingency plan for any delays including a late return home

· a home base contact has been nominated (this may be the head of establishment) and their details made known to group supervisors

· group supervisors and nominated home base contact have a copy of the agreed emergency procedures and know how to activate them

· group supervisors and nominated home base contact have the names of all the leaders and participants travelling in the group, and the contact details of parents/guardian and leaders next of kin

· ensure that group supervisors have the details of the participants’ additional support or medical needs which will be necessary for them to carry out their tasks effectively

· have enough information on the participants proposed for the excursion to assess their suitability or be satisfied that their suitability has been assessed and confirmed

· consider stopping the excursion if the risk to health and safety of the participants is unacceptable, and have in place procedures for such an eventuality

· observe the guidance set out for supervisors and other adults 










APPENDIX 5

RESIDENTIAL VISITS

· the group should ideally have adjoining rooms with leaders’ quarters next to the participants’ – the leader should obtain a floor plan of the rooms reserved for the group’s use in advance;

· there should be at least one leader from each sex for mixed groups; (see 4.7)
· there must be separate male and female sleeping/bathroom facilities for participants and adults;

· the immediate accommodation area should be exclusively for the group’s use;

· ensure there is appropriate and safe heating and ventilation;

· ensure that the whole group are aware of the lay-out of the accommodation, its fire precautions/exits (are instructions in English or otherwise clear?), its regulations and routine, and that everyone can identify key personnel;

· security arrangements – where the reception is not staffed 24 hours a day, security arrangements should be in force to stop unauthorised visitors;

· the manager of the accommodation should be asked for assurances that the staff, including temporary workers, have been checked as suitable for work with young people; 

· locks on doors should work in the group’s rooms but appropriate access should be available to leaders at all times;

· there should be adequate space for storing clothes, luggage, equipment etc, and for the safe keeping of valuables;

· adequate lighting – it is advisable to bring a torch;

· there should be provision for participants with additional support needs and those who fall sick;

· balconies should be stable, windows secure, and electrical connections safe;

· where possible, participants should not be lodged in ground floor rooms;

· the fire alarm must be audible throughout the accommodation/facilities for the group;

· the hotel/hostel should be able to meet any particular cultural or religious needs of the group;

· there should be an appropriate number of group supervisors on standby duty during the night.

Before booking a hotel/hostel abroad, the Group leader should confirm it has fire exits and lifts with inner doors and that it meets local regulations. After arrival at any accommodation it is advisable to carry out a fire drill as soon as possible.










APPENDIX 6

OVERSEAS VISITS


General Information for Overseas Visits

Travelling abroad can be hugely rewarding for participants and adults alike, but it is important that careful preparation takes place.  Much of the earlier advice in this guidance applies to visits abroad, but there are some additional factors that need to be considered, not least because the legislation may be different from that of the UK.  Group leaders should always comply with the North Lanarkshire Council’s policy on visits abroad.  Establishment visits abroad can be made in a number of ways.

Organising your own visit – A head of establishment or Group leader may decide to organise a package abroad without the help of an outside body.  
Organising your own transport – Group leaders should ensure that drivers taking groups abroad are familiar with driving the coach or minibus in the countries being visited and those en route.  Different license requirements would normally apply for driving abroad.  Department of Transport can provide advice on the relevant transport legislation.
Using a tour operator – Before using a tour operator, Group leaders should ensure it is reputable.  Ascertaining this should form part of the risk assessment.  The Civil Aviation Authority licenses travel organisers and tour operators selling air seats or packages with an air transport element (Air Travel Organisers Licence or ATOL).  The licence is a legal requirement and provides security against a licence holder going out of business.
A travel agent does not need to be an ATOL holder if acting only as an agent of an ATOL holder.  However, the Group leader must check whether or not the whole package being supplied is covered by the ATOL. If it is not, the organiser must show evidence of other forms of security to provide for the refund of advance payments and the costs of the repatriation in the event of insolvency.

Operators based abroad

Group leaders may wish to use a package organiser based abroad in a European Economic Area state.  If so, they should check that it satisfies the requirements of the national legislation, details may be available from national tourist offices or embassies/consulates.
Sources of further advice for school and other local authority establishments travel abroad

The following sources may be useful in providing further advice:

· The Department of Trade and Industry – for the regulations governing tour operators:

· The Schools and Group Travel Association (SAGTA) is an independent association with a members’ code of good conduct and safety rules.  All its members are in ABTA:

· Alternatively, there are voluntary bodies established to promote school journeys, such as the School Journey Association:

· Heads of establishments or Group leaders who decide to arrange travel independently may also seek the advice and help of the Foreign and Commonwealth Office’s (FCO) Travel Advice Unit.  The Unit’s purpose is to help intending travellers to avoid trouble abroad.  It can provide information on threats to personal safety arising from political unrest, lawlessness, violence etc.

(Address details are provided in Appendix 1)

Planning and preparation

The Group leader should gather as much information as possible on the area to be visited/facilities from:

· the provider
· the Foreign & Commonwealth Office’s Travel Advice Unit
· other establishments which have used the facilities/been to the area
· the local authority/establishments in the area to be visited
· national travel offices in the UK
· embassies/consulates
· travel agents/tour operators
· The Suzy Lamplugh Trust, a national charity for personal safety, who have produced guidance, including a book called World Wise: Your Passport to Safer Travel, a video of the same title, and information on the internet.  (See Appendix 1 for publication details and contact addresses)
· the internet, books and magazines

CHECKLIST


· Staffing the visit

A minimum ratio of 1 adult to 10 pupils is required, with at least two of the adults being teachers in the case of groups of school pupils.  There should be enough adults in the group to cover an emergency.  There should be a minimum of two adults on every excursion.  Mixed gender groups should have at least one male leader and one female leader. 

· Preparing participants for visits abroad

Factors to consider for visits abroad include:

· language – particularly common phrases:

· culture e.g. Body language rules and regulations of behaviour, dress codes, local customs, attitudes to gender etc:

· drugs, alcohol usage:

· Briefing meeting for parents

It is particularly important that parents are given the opportunity to meet the leaders and others who will be taking the participants overseas.

· Vaccinations

The Group leader should find out whether vaccinations are necessary and ensure that all members of the group have received them in good time.  Check whether the country to be visited requires proof of vaccination.  The Department of Health gives advice on vaccination requirements in their publication. Health Advice to Travellers Anywhere in the World

(see Appendix 1)

· Insurance

The Group leader must ensure that the group has comprehensive travel insurance. 

(see 4.11)

· Foreign legislation

The Group leader needs to check relevant legislation, particularly on health and safety e.g. fire regulations.
· Language abilities

One of the adults with the group should be able to speak and read the language of the visited country.  If not, it is strongly recommended that the leader or another adult learns enough of the language to hold a basic conversation and knows what to say in an emergency.  It is also advisable that participants have a basic knowledge of the local language before the visit.

· Visas / Passports

The Group leader should ensure that all members of the group have valid passports and visas (if appropriate) in the early stages of planning the trip.

Photocopies of the group’s passports should be taken on trip and held centrally in cases of emergency.

· Nationality

If the group includes participants whose national or immigration status or entitlement to a British passport is in doubt, it is advisable to make early enquiries of the Home Office’s Immigration and Nationality Directorate (see Appendix 1 for address details) concerning the requirements of the immigration rules and the right of re-entry.
Participants who are not nationals of any EU member state may need a visa to travel from the UK to another member state.  However, they may receive visa exemption if they are members of a school or other local authority establishment group.  Details and forms are available from the British Council.  (see Appendix 1 for contact details).

Participants other than EU nationals may require a separate passport and may need to use separate passport control channels from the rest of the group.

· Care Orders and Wards of Court

If a child is subject to a care order, foster parents will need to ensure that the Social Services consents to any proposed trip.  If a participant is a ward of court, the head of establishment should seek advice from the court in relation to establishment journeys and activities abroad well in advance.

· Paperwork

The Group leader should ensure that they obtain and take with them:

· travel tickets, passports and visas.  It is also advisable to carry a separate list of the numbers of any travel documents/passports, and photocopies of all the group’s documents in a sealed waterproof bag:

· a copy of the contract with the centre/hotel etc, if appropriate:

· medical papers e.g. EHIC and significant medical histories:

· parental consent forms and permission for Group leader to authorise emergency treatment on parental behalf:

· the phone numbers and addresses, at home and at the establishment, of the head of establishment and of the home base contact, which should be carried on the person at all times:

· the names of parents and the addresses and telephone numbers at which they can be contacted (home and workplace):

· copies of a list of group members and their details:

· details of insurance arrangements and the company’s telephone number:

· the name, address and telephone number of the group’s accommodation:

· location of local hospital/medical services:
· Information retained at the establishment

Full details of the visit should be retained at the establishment while the visit is in progress.  This should include:

· the itinerary and contact telephone number/address of the group;

· a list of group members and their details;

· contact names, addresses, telephone number of the parents and next of kin;

· copies of travel documents, insurance documents, medical papers;

· a copy of the contract with the centre/hotel etc, if appropriate; and 

· local authority emergency contact numbers.

It is the head of establishment’s responsibility to ensure this information is available at all times.  This is particularly important if the visit takes place when the establishment is closed.

· Contacts at home

It is advisable to have a staff member/contact at home with a valid passport, who could go to the area being visited to provide support to the group in the event of an emergency.

· Travel by air

Taking a group on an aircraft requires careful planning and preparation.  The airline/travel agent will be able to advise on particular requirements.  If the group includes any members with disabilities, it is advisable to check that the airline has a wheelchair service and lifting facility etc, if appropriate.  The Group leader should resist any attempt by the airline to split the group between different aircraft.

· Exchange visits

The success of an exchange visit largely depends on good relationships and communications with the partner establishment.

Individual establishment exchanges differ from other visits abroad in that participants will spend most of their time with host families and are, therefore, not always under the direct supervision of school staff.  Host families will not be subject to UK law.

Participants must be aware of the ground rules agreed between the Group leader and the host family.  Many of the considerations which apply to residential and day trips also apply here.  In addition, the following should be ensured by the Group leader:

· a good personal knowledge of the host establishment and counterpart;

· satisfactory ‘pairing’ arrangements.  The partner establishment should tell the host families of any special medical or dietary needs of their guests, age and gender;

· matches should be appropriate;

· parents, participants and the host establishment should be clear about the arrangements for collecting and distributing participants to families, and for transporting participants throughout the visit;

· the head of establishment should retain a list of all the participants involved and their family names and addresses;

· participants living with host families should have easy access to their teachers or other supervisor, usually by telephone, and should be able immediately to report any situations they feel uncomfortable about;

· parents should be made aware that their young people living with host families will not always be under direct teacher or similar staff supervision.

· Vetting host families

Exchange or home stay visits can be arranged through agencies, in which case the agency should have some responsibility for vetting the host families.  Group leaders making their own arrangements need to be clear about procedures in the relevant country for vetting the suitability of host families including criminal background checks insofar as these are available.

If the host establishment or placing agency does not have appropriate measures in place for carrying out checks to ensure the health, safety and welfare of exchange or home stay participants, the Group leader should seek further assurances and/or reconsider whether the visits should take place.










APPENDIX 7

HOMEBASE CONTACT CHECKLIST

The main factors for the home base contact to consider include the need to:

· ensure that the Group leader is in control of the emergency and establish if any assistance is required from the home base or local authority;
· details of guardian’s contact numbers need to be available at all times while the group is on the excursion/activity. The home base contact should act as a link between the group and parents. Parents should be kept as well informed as possible at all stages of the emergency;
· liaise with North Lanarkshire Council’s Learning and Leisure Service’s SMT and/or the corporate emergency planning team. (see Appendix 1 for details) The home base contact should act as a link between the group and the Local Authority and arrange for the group to receive assistance, if necessary;

· ensure, if the incident is serious and if the group is abroad, that the local police at home are informed;

· If a serious incident occurs, the home base contact should liaise with the designated media contact as soon as possible (see 4.13)
· report the incident using the appropriate forms (see 4.15)








 
APPENDIX 8

PLANNING AID MEMOIR

Some areas for consideration for planning an excursion
· Staff training needs

· Supervision ratios

· Transport arrangements

· Financial Planning

· Insurance arrangements

· Information to parents

· Preparing pupils

· Information to the provider

· Communication arrangements

· The designation of someone to record the details of the visit and to carry accident forms, etc

· The facilities/equipment the group will need to take on the visit

· The facilities /equipment to be provided at the venue

· Contingency measures for enforced change of plan or late return

· Emergency arrangements

· Arrangements for sending pupils home early










APPENDIX 9

CONTENTS OF FIRST AID BOX


· a leaflet giving general advice on first aid
· six individually wrapped sterile adhesive dressings
· one large sterile unmedicated wound dressing approximately 18cm x 18cm
· two triangular bandages
· two safety pins
· individually wrapped moist cleaning wipes
· one pair of disposable gloves
· saline solution
· a resusciade (for hygienic mouth to mouth resuscitation) would also be useful









APPENDIX 10

EMERGENCY PROCEDURES CHECKLIST

If an emergency occurs on an excursion/activity the main factors that leaders may have to consider include the need to:

· establish the nature and extent of the emergency as quickly as possible;

· ensure that all the group are safe and looked after;

· establish the names of any casualties and get immediate medical attention for them;

· ensure that all the group members who need to know are aware of the incident and that all group members are following the emergency procedures;

· ensure that a leader accompanies casualties to hospital and that the rest of the group are adequately supervised at all times and kept together;

· notify the police if necessary;

· notify the British Embassy/Consulate if an emergency occurs abroad;

· inform the home base contact. The home base contact number should be accessible at all times during the visit;

· collect details of the incident to pass on to the establishment, which should include: nature, date and time of incident; location of incident; names of casualties and details of their injuries; names of others involved so that parents can be reassured; action taken so far, including where casualties have been taken; action yet to be taken (and by whom);

· notify insurers, especially if medical assistance is required (this may be done by the home base contact);

· write down accurately and as soon as possible all relevant facts and witness details and preserve any vital evidence;

· keep a written account of all events, times and contacts after the incident;

· complete an accident report form as soon as possible. (see 4.15)

· ensure that no-one in the group speaks to the media. Names of those involved in the incident should not be given to the media as this could cause distress to their families. Media enquiries should be referred to North Lanarkshire Council’s Public Relations section (see 4.13);

· ensure that, although group members may wish to reassure parents etc individually, they are discouraged from making direct telephone or other forms of contact in the immediate aftermath of an incident. At that stage full details may not be available and inaccurate information might cause unnecessary speculation and anxiety for relatives and others at home;

· ensure that no-one in the group discusses legal liability with other parties
APPENDIX 11

NOTIFIABLE ACCIDENTS TO THE HSE

· A Fatality – notify the police and follow the departmental  notification  procedure for such eventualities

· An accident resulting in a Fatality either immediately or within one year of the event

· A specified Major Injury/Condition, for example :-

· Any fracture other than fingers, thumbs or toes

· Any amputation

· Dislocation of the shoulder, hip, knee or spine

· Loss of sight (whether temporary or permanent), a penetrating injury to the eye, a chemical or hot metal burn to the eye

· Any injury (including burns) resulting from electric shock, leading to unconsciousness or requiring resuscitation or admittance to hospital for more than 24 hours

· Any other injury leading to hypothermia, heat  induced illness or unconsciousness requiring resuscitation or admittance to hospital for more than 24 hours

· Loss of consciousness caused by asphyxia or by exposure to a harmful substance or biological agent

· Either of the following conditions which result from the absorption of any substance by inhalation, ingestion or through the skin – acute illness requiring medical treatment, or loss of consciousness

· Acute illness which requires medical treatment where there is reason to believe that this has resulted from exposure to a biological agent or its toxins, or infected material

· An accident which results in absence extending to more than 3 Days (excluding the day of the accident)

APPENDIX 12

RELATES TO SECTION 4.15 – INCIDENT REPORTING

LEVEL 1


	Severity of Injury/Incident 
	Response

	Minor injury/incident only requiring First Aid attention by member of Group. 

No additional attention from a medical practitioner required.
	Instructor: 

Assess the situation and administer First Aid as appropriate.

Group leader: 

Only notify Back at Base Officer if return is delayed significantly. Notify Head of Establishment on return. Where appropriate, complete Ad/Acc1/A Incident Report Form.


LEVEL 2

	Severity of Injury/Incident 
	Response

	Minor injury/incident requiring First Aid attention by member of Group. 

No external assistance required during activity.

Additional attention from a medical practitioner may be required on completion of the activity.
	Instructor: 

Assess the situation and administer First Aid as appropriate.

Group leader: 

Notify Back at Base Officer if any Group member is detained in Hospital or if return is delayed significantly. Notify Head of Establishment on return. Where appropriate, complete Ad/Acc1/A Incident Report Form.

Back at Base Officer :

Where applicable, contact Parent/Guardian/Carer/ Next of Kin of injured person and advise of injuries and which hospital.


LEVEL 3

	Severity of Injury/Incident 
	Response

	Injury/incident requiring First Aid attention by member of Group. 

Assistance required during activity from on-site safety provision. For example, Pisté Patrol or Safety Boat

Additional attention from a medical practitioner may be required on completion of the activity
	Instructor: 

Assess the situation and administer First Aid as appropriate.

Group leader: 

Notify Back at Base Officer if any Group member is detained in Hospital or if return is delayed significantly. Notify Head of Establishment on return. Where appropriate, complete Ad/Acc1/A Incident Report Form.

Back at Base Officer :

Where applicable, contact Parent/Guardian/Carer/ Next of Kin of injured person and advise of injuries and which hospital.


LEVEL 4

	Severity of Injury/Incident 
	Response

	Serious injury/incident. 

Outside assistance is required from Rescue Services to extract some or all of Group
	Instructor:

1) Assess the situation and administer First Aid as appropriate. Take actions required to establish safety of whole Group.

Alert necessary Rescue Services as soon as practical once relevant facts are known and liaise with rescue services as required.

Do not move any equipment or material evidence unless required to do so to provide First Aid, comfort to the injured person, or to make the area safe to prevent further injury to any Group member. In the event of a fatality or serious injury, a Police or HSE investigation may follow.

Group leader:

Act on decisions made by Instructor. 

Take responsibility for remainder of Group when they have been returned to safety. 

Contact Back at Base Officer as soon as it is possible to do so without disrupting any rescue or extraction operation. 

Contact Head of Establishment in person, as soon as it is possible to do so without disrupting any rescue or extraction operation, to inform of facts and ongoing situation. 

Complete Ad/Acc1/A Incident Report Form and F2508 (if required) as soon as possible after return to safety.

Back at Base Officer :

Contact Head of Establishment as soon as practicable. Where applicable, contact Parent/Guardian/Carer/Next of Kin of injured person and advise of injuries and which hospital.

Head of Establishment :

Follow procedures outlined in Section A – Emergency Procedures. Contact senior management with Learning and Leisure Services and public relations.




LEVEL 5

	Severity of Accident 
	Response

	Fatal Accident
	Instructor:

2) Assess the situation and take actions required to establish the safety of whole Group.

Alert necessary rescue services as soon as practical once relevant facts are known and liaise with Rescue Services as required.

Do not move any equipment or material evidence unless required to do so to provide First Aid or comfort to another injured person, or to make the area safe to prevent further injury to any Group member. In the event of a fatality or serious injury, a Police or HSE investigation will follow. 

Group leader:
Act on decisions made by Instructor. Take responsibility for remainder of Group when they have been returned to safety. 

Contact Back at Base Officer as soon as it is possible to do so without disrupting any rescue or recovery operation. 

Contact Head of Establishment in person, as soon as it is possible to do so without disrupting any rescue or extraction operation, to inform of facts and ongoing situation. Complete Ad/Acc1/A Incident Report Form and F2508 as soon as practicable after return to safety.

Back at Base Officer :
Contact Head of Establishment as soon as practicable.

Head of Establishment :

Follow procedures outlined in Section A – Emergency Procedures. Contact senior management with Learning and Leisure Services and public relations.


� � HYPERLINK "http://connectnl/Serv/LLS/circulars/Standard%20Circulars/Forms/AllItems.aspx" ��http://connectnl/Serv/LLS/circulars/Standard%20Circulars/Forms/AllItems.aspx�





� � HYPERLINK "http://www.nhs.uk/NHSEngland/Healthcareabroad/Pages/About.aspx" ��http://www.nhs.uk/NHSEngland/Healthcareabroad/Pages/About.aspx�





� � HYPERLINK "http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_4123441" ��http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_4123441�





� � HYPERLINK "http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_4123441" ��http://www.dh.gov.uk/en/Publicationsandstatistics/Publications/PublicationsPolicyAndGuidance/DH_4123441�
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