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This Trips and Visits Policy informs the processing of organising and undertaking off-site activities
and educational trips, as well as the process of approval.

In setting a policy for trips and visits, the Oasis vision is important. Our vision is for community i a
place where everyone is included, making a contribution and reaching their God-given potential.
Our ethos is a statement of who we are and it is an expression of our character. Rooted in the story
and beliefs of Oasis, we describe our ethos through a particular set of values that inform and
provide the lens on everything we do.

A passion to include

A desire to treat people equally respecting differences

A commitment to healthy, open relationships

A deep sense of hope that things can change and be transformed
A sense of perseverance to keep going for the long haul

= 4 4 A4

It is these ethos values that we want to be known for and live by. It is these ethos values that also
shape our policies. They are the organisational values we aspire to. We are committed to a model
of inclusion, equality, healthy relationships, hope, and perseverance throughout all the aspects of
the life and culture of every Oasis Hub and community.

Everyone who is part of Oasis needs to align themselves to these ethos values. The values
themselves are inspired by the life, message and example of Jesus but we make it clear that we
will not impose the beliefs that underpin our ethos values. We recognise and celebrate the richness
that spiritual and cultural diversity brings to our communities. We respect the beliefs and practices
of other faiths and will provide a welcoming environment for people of all faiths and those with none.

The Oasis 9 Habits

The Oasis ethos is aspirational and inspirational and something that we have to constantly work

at . I't is important to remember that every organi
always get things right every day. This means that there can sometimes be a dissonance between

what we say we are, as stated in our ethos values, and what we actually do and experience.
Recognising this is helpful because it reminds us that we each have things to work on; we have

space to grow, develop and change to become the best version of ourselves.

Trips and visits are an important way of learning and to help us in this process of personal growth
and development we have the Oasis 9 Habits. It is our bespoke and unique approach to character
development. We know that by living the way of the habits, the Oasis ethos behaviours we aspire
to will become second nature to us.

We also believe that this process of continually developing our character and being transformed to
become the best version of ourselves is really important for every staff member and student.
Therefore, we actively promote and practice the Oasis 9 Habits which are an invitation to a way of
life characterised by being compassionate, patient, humble, joyful, honest, hopeful, considerate,
forgiving and self-controlled.

We believe that by becoming people who live this way, by becoming the best version of ourselves,
we are transformed, and we are also able to play our part in bringing transformation locally,
nationally and globally.
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In light of and because of our ethos and 9 Habits, Oasis Community Learning use EVOLVE as a
system for organising and managing the systems for trips and visits. All academies must ensure
they have a fully trained EVC and use the EVOLVE system effectively at all times.

1.1 What is this policy about?

In brief, this policy aims:

T to set out Oasis Communi ty Learningds requi r eme n-sits
activities and visits;

1 to make clear the aims and objectives that underpin educational visits and off-site activities;

1 to give guidance on procedures and risk assessments to ensure the safe and responsible

running of trips;

to provide a summary of the roles and responsibilities for those involved in running a trip; and

to supply the documents to be used in planning and running off-site activities and educational

visits.

)l
)l

1.2 Who is this policy for?

This Policy is for anyone, at any level (whether Trip Leader, EVC, Principal or Regional Director),
who has any involvement in running, overseeing or approving Trips and Visits.

All trips and visits are now processed and authorised through the online platform, EVOLVE. This
Policy should be used hand in hand with EVOLVE; this Policy provides fuller details and guidelines,
whereas EVOLVE is the replacement platform for paperwork submission.

1.3 Policy Statement

This trips and visits policy is intended for use across the Oasis Community Learning Academies
and is applicable to both Primary, Secondary and 6" Form settings.

This policy should be followed when planning educational trips and visits.

1.4 The requirements that apply to this policy

This policy relies on the DfE Guidance which may be accessed via this link:

DfE Guidance: https://www.gov.uk/government/publications/health-and-safety-on-educational-
visits/health-and-safety-on-educational-visits
St af fi ng hitp://oeapng.info/download/1142/

Homestay https://www.gov.uk/government/publications/keeping-children-safe-in-
advice: education

Water safety https://oeapng.info/downloads/download-info/7i-group-safety-at-water-
advice margins/
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https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
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https://oeapng.info/downloads/download-info/7i-group-safety-at-water-margins/

Il nspired by Oasi s®d vi shHedasis Cleatteh olearly adentfieshe Pasis i t s ,
approach to learning and curriculum. Trips and visits are an expected aspect of Oasis teaching and
learning approaches. The Oasis secondary curriculums also make clear reference to the National
Curriculum requirements for field trips. Knowledge and skills are greatly enhanced by practical
working or lived experiences outside of the academy; trips and visits offer a fabulous opportunity

for this important aspect of learning.

Centralto Oasisisthequ e st i oaml,@aWlkho wh o am I.Inbghtofdhisiand petduse

there is a clear rationale within the new Ofsted framework for the development of cultural capital -

trips and visits offer a fantastic opportunity for this development. This is especially important as

Oasis mainly work in areas of high disadvantage where, generally speaking, there is less
opportunity to discover theatre, art galleries, museums and other culturally important sites and

events. All our academies will also run sports events and they also fall under this policy. The
development of Character is an essential aspectofOasi s6 vi si on, ettie®asisand 9
Charter sees that sport is often a clear route to the development and education of character.

I n view of GasisConsmiuniteltedrning recognises and accepts that learning that takes

place out of the classroom is a valuable tooli n al | our st ifdoedutteddwvithindau c at i o
safe and healthy environment. It is the intention of Oasis Community Learning and the Academy

that all appropriate steps will be taken to meet statutory requirements, recognised codes of practice

and guidance notes in establishing a safe and healthy environment on Academy visits.

The overall high quality of planning and leadership on Academy off-site activities will be evident
from the contribution these activities will make to the all-round ethos of the Academy, the interaction
between students and staff, and the quality of the learning experience. The impact of this policy
will be regularly evaluated and where necessary changes made for improvement.

All employees and volunteers have a duty to take reasonable care to avoid injury to themselves
and others and-co-operate to ensure statutory duties and obligations are fulfilled. This policy can
only be successfully implemented with the full co-operation of everyone concerned.

2.1 Safeguarding

Educational trips and visits are not treated separately from other aspects of safeguarding and
health and safety. This policy is to ensure the safeguarding and promotion of the welfare, health
and safety of all our students and staff, on activities outside the academy. It also serves to promote
good behaviour coupled with a duty of care on all activities.

2.2 Monitoring and Review

The Principal will monitor the implementation of this policy and will report annually on off-site
activities and educational visits to the Regional Director. Oasis Community Learning will review the
policy at least every year and assess its implementation and effectiveness, taking into account the
views expressed by Academies. This will be reviewed by the Safeguarding Steering Group and/or
the National Safeguarding Lead.
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2.3 Equal Opportunities

In implementing this policy Oasis Community Learning expects the Academy to take into account
equal opportunities policies, and to ensure that any reasonable adjustments are made to
accommodate all students who wish to participate. As above, this policy is also reviewed by Oasis
Community Learningds Safeguarding Steering
ensure that all aspects of Safeguarding and Child Protection have been considered and
implemented. Similarly, OCL expects the Academy to take into account the Safeguarding and Child
Protection Policy, and to ensure that all efforts are made to adhere to all of its specifications on any
trip or visit, in the same way it would at the Academy on any school day.

2.4 System Requirements

Oasis subscribes to the EVOLVE trips and visits system 1 it is a requirement that this is the only
system used to plan and approve Trips and Visits, paper/phone applications will always be rejected.

1 In addition OCL has upgrade its subscription to EVOLVE+, where documents, risk
assessments, participant lists and contact details can all be stored within the EVOLVE
system i therefore it is an expectation that the system will be used to its fullest.

1 EVOLVE+ users can also download EVOLVEQgo, a phone/iPad version of the system, which
allows trip leaders access to all the documentation stored on EVOLVE+, minimising the
need to carry confidential paperwork etc. on a trip. EVOLVEgo also connects to Bromcom
thus allowing registration lists to be updated in real time and roll calls to be recorded.

1 In 2021 the Trust will be able to access EVOLVE Local Area Trips allowing the EVC and
Principal to acces sfortowrisl localagegularlybbocwnng trips that \sill
make authorisation much easier.

3.1 Trip Types

Throughout this policy, off-site activities and visits are categorised under risk types A and B. When
using EVOLVE, these letter designations (i.e. A, B) are not used but instead you will need to specify
whether your trip falls into any of the below categories:

Type
Yes Mo
. Is this an on-site activity 7
- Is this an Overseas visit? €
* Is this a Residential wisit/activity? 1]
B Will this event include an Adventurous Activity led by an External Provider ? L1
. Will this event include an Adventurous Activity lad by a member of Oasis Community Leaming

staff 7
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Type A (Low risk):
Any on-site activity or a day trip without overnight stay, that do not have an element of
6 advent urnetinvadve wateideq. museums, art galleries or local sports fixtures.

Type B (Higher risk):
Any overseas trip, any residential includimg
any activity involving water (not including regular swimming lessons with lifeguards) e.g.
day trip to an outdoor pursuits centre, expeditions or sailing.

Type C (Higher risk trip to an Oasis Global Partner):
These are trips that involve visit to an Oasis Global Partner country that may or may not
involve overnight stays, and will be organised by Michelle Briers, the Head of Oasis Global
Partnerships, in the Oasis National Office. Please refer to the separate Global Trips & Visits
Policy.

3.2 Timelines for organising a trip:

To ensure smooth planning and prevent any last minute hiccups, it is important to be mindful of the
time required to organise and sign off a trip, particularly for Type B and C activities. Trip Leaders
should therefore always work within the following timelines:

Type A (low risk):

9 For trips undertaken regularly (e.g. sports fixtures), where risk assessments are already in
place, authorisation must be obtained a minimum of two weeks in advance of the event.
These are signed off at academy level using the EVOLVE system; by the EVC for on-site
visits, and by the Principal for any off-site.

1 For new trips or those not regularly undertaken, authorisation must be obtained a minimum
of one month in advance of the trip on the EVOLVE system.

Type B (higher risk): authorised by the RD using the EVOLVE system
1 For any trip involving water (not including regular swimming lessons with life guards),
authorisation must be obtained a minimum of 3 months in advance of the proposed date
(including school holidays).
1 For trips with an overnight stay and/or the EU, authorisation must be obtained a minimum
of 3 months in advance of the proposed date (including school holidays).

9 For trips with an overnight stay outside the UK and EU, authorisation must be obtained a
minimum of 3 months in advance of the proposed date.

1 For day trips within the UK with no overnight stay, authorisation must be obtained a
minimum of 2 months in advance of the proposed date (including school holidays).

1 In exceptional circumstances we will consider authorising a trip outside these timescales.
However, funding for the trip must be in place for this to happen.

3.3 Organising a trip on EVOLVE

When organising a trip, details must be submitted on EVOLVE, along with the following

attachments (which can be f o&VWOILVED before the tripbcBebs o ur c e s

approved:
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1

3.4
l

Full Risk Assessment (use template EVOLVE). This should cover not just the risks at the
venue, but also those involved in travelling to the venue, and also risks involving the medical
needs for students.

Quick Check Form i see Appendix 1a. You may feel like this form duplicates some of the
information you have already been asked for, but it is actually a great form for your Principal
and your Regional Directors to look over to ensure all the most important information has
been captured. Your trip leader may also take a hard copy of this form with them on the trip
to refer to.

Itinerary - there is no standard form for this document, but it should include key details such
as departure and arrival times, a brief outline of the planned activities happening each day,
including the activity locations and approximate times wherever possible. This is to enable
a proper and full assessment of any risks to take place.

Authorisation and notification:

Type A trips must be authorised via EVOLVE by the EVC only for on-site, or both the EVC
and the Principal for off-site visits, before the trip can be approved. The three documents
listed in 9.3 above must be completed and submitted in order to obtain this approval.
Please note that any trip or visit involving water is classified as a Type B trip and requires
authorisation from the Regional Director (with the exception of regular swimming lessons
with lifeguards).

Type B trips must be authorised via EVOLVE by the EVC, the Principal and approved by
the Regional Director before the trip can go ahead. The three documents listed in 3.3
above must be completed and submitted in order to obtain this approval.

Oasis Community Learning will consult outdoor education advisors as required to assess the
suitability of the risk assessments, and provide feedback.

10
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Off Site Activities & Educational Trip |dea for a Trip

Assess Risk Type
l A J A 4
Low Risk Higher Risk OGP Risk
I |
' v ' v
Regular Trip One off Trip Inside the EU Outside the EU
Within 2/52 Within 1/12 Within 3/12 Within 6/12 Within 8/12
of thejevent of the event of the event of the|event of the event
. lLog Do Not
within « —» Log within
" EVOLVE EVOLVE
—_ vy v Y
Complete: Complete:
Necessary documents Necessary documents
| Agreed:
By Principal
Reviewed by EA
2/52 before event l
: : Approved by:
ApprOVEd bV N Appl’OV@d by Regional Director &
By Principal Regional Director Michelle Briers

4.0 Trip Aims and Objectives

Every visit and activity must have clear aims and
aims and objectives for educational visits/activities are:

For students to learn a variety of new skills;

Develop self-confidence, self-reliance and resilience, maturity, awareness and a sense of
responsibility;

Work cooperatively with others;

Provide experiences outside the scope of the normal curriculum;

Promote the achievement of short-term goals;

Reinforce the development of social and personal skills in new situations;
Encourage self-assessment;

Broaden knowledge and experience of another culture;

Encourage corporate spirit;

Promote and improve personal physical ability;

Visit a foreign country and encourage students to use a foreign language.

=a =

=4 =4 -—a_8_8_9_9_-°a-2
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4.1

Curriculum Links

It is Oasis Community Learning policy that each educational visit should have clear curriculum

links, identifiable in the Academyds curriculum p
For each visit the specific aims and educational objectives should be set out in EVOLVE.
5.1 Regional Directors
The Regional Directors have overall responsibility for monitoring the quality and safety of all
Academy off-site activities and will;
1 make themselves familiar with the requirements of the appropriate legislation and codes of
practice;
1 monitor the management and approval procedure for educational visits and off-site activities;
1 consider for approval, any proposals for Type B trips;
1 provide guidance on the financial management procedures to be used for trips and visits
(including the Charging and Remissions Policy);
1  support the Academy in any emergency situation, including dealing with the media;
1 periodically assess the effectiveness of this policy and ensure that any necessary legislative
/ organisational changes are made; and
1 ensure that information and guidance provided by the DfE is available to inform Oasis
Community Learni ngo6s p o lrds cehting tptheaqoality of leealthand d pr o «
safety of the staff and young people on trips and visits.
5.2 The Principal
The Principal has responsibility for the day-to-day implementation of off-site activities and visits
procedures and conditions for all staff and students.
At t he Prdisoretiom arip san be cancelled as a result of local knowledge or a
national position regarding a terror threat or other contextual circumstance. This includes
incidents where the UK&ds security |l evels may have
The Pr i nleangradpansbilitteowith regard to Off-site activities are as follows:
General:
T Ensure that the Academyds equal opportunities

the requirement to make all possible provision for those with disabilities and special
educational needs;

1 Ensure that appropriate financial management procedures are in place, in line with Oasis

Community Learning requirements; and

1 Ensure that the Academy can be run efficiently in the absence of staff engaged in the activity

or visit.

1 Be aware of the insurance provisions available in order for appropriate risk assessments to

be undertaken before the trip or visit especially if there are children with special education
needs or disabilities as well as those on medication.
12
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1 Ensure that additional insurance cover is purchased for any winter sports trips, such as
skiing. This is an exclusion from the OCL policy so will add to the cost of the trip.

With regard to the Educational Visits Coordinator (EVC):

1 Appoint a suitable senior member of staff to be the Educational Visits Coordinator (EVC).
S/ he will act on behalf of the Principal i n ens
educational visits, and will ensure that all educational visits follow the agreed procedures;

1 Ensure that the EVC is appropriately trained on the EVC role and the use of EVOLVE within

OCL

Ensure the EVC training is repeated every three years through the agreed OCL providers;

Ensure that the EVC is supported in matters relating to educational visits and off-site activities

and that s/he has the appropriate time and expertise to fulfill their responsibilities.

E

Authorisation for trips:

1 The Principal must approve Type A (low risk) and Type B (higher risk) visits or delegate as
appropriate to a designated senior staff member; and

1 Ensure that the Regional Director has approved any Type B visit/activity before trip planning
goes ahead.

9 Please note that any trips or visits involving water are classified as a Type B trip (nhot including
regular swimming lessons with lifeguards).

Safeguarding, Health and Safety and Risk Assessment:

1 The principal is responsible for ensuring effective safeguarding processes

1 Make sure that adequate child protection procedures are in place; including all staff and
volunteers being DBS checked and having relevant training/instruction (See Recruitment and
Selection Policy);

1 Authorise risk assessment/s for the trip, checking that appropriate safety measures are in
place.

1 Approve the choice of Trip Leader and deputy Trip Leader. They must be suitably competent
to instruct the activity and monitor risks throughout the visit, having sufficient experience of
running off-site activities and supervising and organising the age groups attending;

1  Allow Trip Leaders sufficient time to organise the visit/activity properly.

Planning for emergencies:

T Ensure all staff are made aware of and under st a
guidance on emergency planning and procedures. Training and briefing sessions must be
provided for staff as necessary; including having read this policy/guidance document.
Ensure trip leaders are aware of local emergency services before activities take place.
Ensure an emergency procedure is in place so that parents are informed quickly about any
major incident on a trip through the Home Based Contact, rather than through the media or
anyone else;

1 Ensure an Emergency Protocol Checklist has been developed for the trip and is easily
accessible during the trip, should an emergency arise;

T  The Home Based Contact should have the authority to make significant decisions. S/he
should be contactable and available for the full duration of the visit 24 hours a day. S/he
should be able to respond immediately at the establishment base to the demands of an
emergency and should have a back-up person or number;

1  Support should be requested from Oasis Community Learning when dealing with media
enquiries. Please contact comms@oasisuk.org in this event.

= =4
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5.3 The Educational Visits Coordinator (EVC)

The role and responsibilities of the EVC will be agreed with the Principal and will include the
following:

General responsibilities:

1 Ensure that all trips and visits meet the Oasis Community Learning requirements as laid out in
this policy;

1 Oversee the approval of Type A, B trips by liaising with the Principal and the Regional Director,
complying as far as possible with the timelines laid out in this policy;

1 Ensure financial procedures (including the Charging and Remissions Policy) are adhered to and
be aware of the need to obtain best value for money;

1 Ensure that all reasonable and practicable measures are taken to include young people with

medical or special educational needs on a visit; and

Report as required to the Principal.

Be aware of the insurance provisions available in order for appropriate risk assessments to be

undertaken before the trip or visit especially if there are children with special education needs

or disabilities as well as those on medication.

9 Arrange for additional cover from Zurich for winter sports trips such as skiing. This is not covered
under the standard O C L éasurance policy.

= =2

EVC Training:

1 EVC training must be updated every three years for the EVC to undertake the role

9 Training should only be sourced through the agreed OCL providers;

1 The EVC must be appropriately trained on the EVC role and the use of EVOLVE within OCL
before undertaking the role.

9 Ifthe school appoints EVC admin they should also complete the training offered via the approved
OCL provider.

1 Principals and Regional Directors should be aware how to negotiate the EVOLVE+ system to
approve trips and visits

Parental notice and Permission:

1 Ensure that all parents/carers are informed about details of the trip including the nature of
activities;

1 Ensure that all permissions and medical forms are completed and received for A and B trips.
Academies may wish to adapt the permission form according to the type of trip, to include
guestions for example, 6does your child swim?5b

" Ensure that for Type B (higher risk) visits a pa
the visit. At this meeting at least one parent and the student should be expected to attend as a
prerequisite to the student being allowed on the trip. In exceptional circumstances where parents
and students cannot attend the meeting adequate arrangements must be made to brief them
about the risks and nature of the visit/activity.

{1 Parents must understand the importance of knowing the trip arrangements and providing their
own emergency contact numbers.

Health and Safety:

1 Provide necessary supervision, training and instruction so that all staff and students can
undertake school-related activities and visits in a healthy and safe manner;

1 Ensure that adequate first-aid provision will be available on each trip;
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1 Make sure there is adequate provision of safety and protective activity equipment and clothing,
with associated guidance, instruction and supervision;

1 Ensure that bookings are not completed until external providers have met all the necessary
health and safety assurances;

1 Liaise closely with the Health & Safety Advisor seeking guidance when unsure; and

1 Keep records of visits, incidents and near-accidents.

Risk assessment and special needs considerations:

1 Ensure all risk assessments made by the Academy are completed using the correct form for
type A and B trips;

1 Risk assessments for Type A trips must be read and approved by the EVC and the Principal
(or a delegated senior member of staff);

1 Risk assessments for Type B trips must be checked and signed off by the EVC, the Principal,
and Regional Director who will obtain further advice from a LOtC Education Advisor where
required;

1 Ensure that where possible pre-visits have taken place, and advise the Principal in cases where
a pre-visit may not be feasible;

1 Check that issues identified by an exploratory pre-visit are satisfactorily resolved within the risk
assessment;

1 Ensure that specific items in the risk assessment (for example, overnight security, room and
floor plans- where possible); are checked by the appropriate individuals prior to departure;

91 All possible arrangements must be made to support the medical and special educational needs
of the students attending, and such considerations must be addressed in the risk assessments;

Emergency procedures:

Ensure the following procedures are in place, to be used in the event of a major incident on the

trip:

1 A Home Based Contact (who is a senior member of staff not attending the activity/visit) must
be appointed, who can be contacted at any time in case of an emergency. S/he should be on
call for the full duration of the visit 24 hours a day and live within reasonable travelling distance
of the Academy. He or she should be able to respond immediately at the establishment base
to the demands of an emergency and should have a back-up person or number;

1 Alist of all students, staff and volunteers attending the visit, with contact numbers, must be kept
by the Academy and by the Home Based Contact throughout the duration of the visit;

1 A list of names with contact details for all parents/carers of students and the next of kin for
accompanying teachers and other supervisors must be kept by the Academy and the Home
Based contact throughout the duration of the visit; and

T The Trip Leader should construct a O0teleph
Home Based Contact and staff on the trip.

1 Ensure that students, parents/carers, group supervisors and others as necessary are given
written details of these procedures prior to the trip departure.

1 A separate phone number should be provided to parents that can be used 24h a day in case of
any serious queries or concerns. In some cases a tour provider will be able to provide the
emergency number.

Safeguarding and Child Protection:

1 Ensure that DBS disclosures, and all other documents, for all adult volunteers attending the trip
are in place and up to date (See Recruitment and Selection Policy);

1 Ensure that the ratio and gender balance of supervisors to students is appropriate for the needs
of the group and in line with this policy.

Trip Leader and other group supervisors:
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1 Ensure there is a competent and appropriately experienced Trip Leader and Deputy Trip Leader
for the trip/activity;

1 Assess the competence of prospective leaders and supervisors in terms of relevant

gualifications and experience;

Organise appropriate training and induction for Trip Leaders and supervisors prior to the visit;

Brief Trip Leaders and supervisors about the emergency procedures as part of the risk

assessment briefing and ensure that the Trip leaders, supervisors and the Home Based Contact

have ready access to them during the visit;

1 The Trip Leader, group supervisors and Home Based Contact must have the names and contact
details of all adults and young people travelling in the group, and the contact details of
parents/carers and next of kin for staff and other supervisors.

=a =

Contractors and travel arrangements:

1 Make sure there is an acceptable procedure for choosing appropriate contractors (e.g. tour
operators) and that wherever possible they have the LOtC Quality Badge;

1 Check that contractors have adequate emergency support procedures, and that these will link
to the Acade mypraedueesmdar gxampte, ensure the company shows due
diligence in checking, for example, the safety and suitability of accommodation and transport
(e.g. students should not be expected to share beds; the road transport must have seat belts
etc.). Details of insurance should also be obtained and checked. Staff who need assistance with
this should see the EVC.

1 Check that the mode/s of travel planned are appropriate;

1 Check that the travel times out and back are appropriate, including pick-up and drop-off points;

1 Ensure there is adequate and relevant insurance cover.

Prior to departure:
1 A confirmed list of all students, adults and staff accompanying the trip must be available at the
Academy throughout the duration of the trip (e.g. hard copy left in reception), including contact
details and designated roles;
T The Home Based Contact mu st keep a hard copy o
parent/ carers6 contact details on them throughou
1 Contact details for the trip venue(s) must be recorded and available to the Academy throughout
the duration of the trip;
1 Ensure that there is a fully risk-assessed contingency plan, covering for example the
implications of staff illness, the need to change routes or activities during the visit and any delays
including a late return home;
1 Ensure the emergency plan (as in the Risk Assessment section above) is in place and that the
Home Based Contact and all staff attending the trip are aware of this.

On return from a visit:

1 Ensure that visits are evaluated to both inform the operation of future visits and to identify
training needs. Further staff training should be made available where a need is identified.

1 Accident and incident records should be reviewed regularly by the EVC and Principal, and this
information used to inform future visits.

1 Ensure that serious incidents, accidents and near-accidents are recorded, investigated and
discussed at the Academy Health & Safety meeting with findings and recommendations
reported to the Regional Director and recorded on the National Escalations Log as appropriate.

1 The EVC should also ensure that upon completion of a visit or activity the complete file of
names, addresses, insurance arrangements, contacts, procedures etc., is scanned and kept
for at least three years within the EVOLVE+ system. Once scanned, paper copies must be
shredded and disposed of securely. This information would be required in the event of any
future claim arising from any incident that may occur on the visit.
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54 The Trip Leader (and Deputy Trip Leader)

Trip Leaders have the responsibility to oversee the preparation and execution of the visit and to
ensure that safety is the prime concern. They must ensure that the visit is a quality experience for
the students attending and that it meets the stated objectives.

The specific responsibilities of the Trip Leader (and Deputy Trip Leader) are as follows.

General responsibilities:

1 The Trip Leader and Deputy Trip Leader should be fully conversant with this policy and ensure
that staff, students and others attending the trip comply with its requirements;

i Trip Leaders must make themselves familiar with the requirements of health and safety
legislation and codes of practice, and financial regulations that are relevant to educational visits;

1 The Trip Leader has overall responsibility for the supervision and conduct of the visit, including
health and safety considerations, risk assessments, and the emergency plan;

9 Trips Leaders should exercise the reasonable duty of care that a careful parent would exercise
in the same circumstances;

1 The Trip Leader is responsible for briefing all accompanying staff, supervisors, parents and
helpers prior to the trip.

1 Be aware of the insurance provisions available in order for appropriate risk assessments to be
undertaken before the trip or visit especially if there are children with special education needs
or disabilities as well as those on medication.

Organising a Trip:

1T Before organising a visit, the Trip Leadef
Site Activities and Educational Visits Policy, and all related guidance (available as appendices
to this document).

1 Initial approval must be obtained as required for Type A (low risk) or Type B (higher risk) trips,
abiding by the guidelines and timescales laid out in section 3 of this policy.

1 Ensure parents are aware of the educational purpose of all trips (including those of Religious
nature).

1 Ensure all staff and volunteers attend a pre-trip meeting (regardless of the frequency of the
particular trip, or the experience of the staff members attending).

1 Ensure all documents are uploaded to Evolve.

Health and Safety:

T The Academybés health and safety policies,

9 The Trip Leader must be able to control and lead students of the relevant age range;

1 The Trip Leader must be suitably competent to instruct students in an activity and be familiar
with the location/center where the activity will take place;

1 The Trip Leader must ensure that adequate first-aid provision will be available, including if
possible a designated first aider to accompany the trip;

1 Consider stopping the visit if the risk to the health or safety of the students is unacceptable and
have in place procedures for such an eventuality.

91 Ensure all volunteers complete a Volunteer Medical Form.

Risk Assessment and special needs considerations:
1 Undertake and complete a comprehensive risk assessment for the visit/activity using Oasis

mu st

gui
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should include travel to and from the Academy.
9 It is your responsibility to check that you are completely happy with this assessment and to
complete the UK element of the risk assessment of the trip, e.g. transport to and from the UK
17
Trips and Visits Policy
April 21
J Needham

dar



=a =

airport. You should also have a contingency plan, covering for example the implications of staff
iliness, the need to change routes or activities during the visit and any delays including a late
return home;

Ensure that all possible arrangements are made to support the medical and special educational
needs of the students attending, and that such considerations are covered in the risk
assessment.

Conduct an exploratory pre-visit to the trip venue, where reasonably practicable, to undertake
a venue audit (a venue audit template is available as Appendix 5). Issues identified by an
exploratory pre-visit must be satisfactorily resolved within the risk assessment;

For residential visits a risk assessment of the accommodation must be provided;

Ensure a copy of all risk assessments are provided to all accompanying adults prior to
departure.

All risk assessments must be checked and approved as described in section 1 of this policy,
before a trip can go ahead.

Emergency procedures:
The following procedures must be in place, in case of a major incident on the trip:

T

A Home Based Contact (who is a senior member of staff not attending the activity/visit) must
be appointed, who can be contacted at any time in case of an emergency. S/he should be on
call for the full duration of the visit 24 hours a day and live within reasonable travelling distance
of the Academy. He or she should be able to respond immediately at the establishment base
to the demands of an emergency and should have a back-up person or number;

A list of all students, staff and volunteers attending the visit, with contact numbers, must be kept
by the Academy and by the Home Based Contact throughout the duration of the visit;

A list of names with contact details for all parents/carers of students and the next of kin for
accompanying teachers and other supervisors must be kept by the Academy and the Home
Based contact throughout the duration of the visit; and

The Trip Leader should <construct a Otelephone

parents/carers, the Home Based Contact and staff on the trip.

Ensure that students, parents/carers, group supervisors and others as necessary are given written
details of these procedures prior to the trip departure.

Student Welfare and Child Protection:

f
1

1
1

Valid DBS disclosures for all adults attending the trip must in place;

Ensure that all accompanying adults are f ami

and procedures;

Provide enough information on the students proposed for the visit/activity to assess their
suitability or be satisfied that their suitability has been assessed and confirmed,;

The ratio and gender balance of supervisors to students must be appropriate for the needs of
the group and in line with this policy.

With regard to group supervisors (other staff or volunteers attending the trip):
Clearly define each small group supervisoraos

1
1
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have been assigned,;
Ensure that all group supervisors are aware of and accept the nature of the particular
responsibilities and roles they will assume and that they are advised of their position with regard
to personal responsibility;
Ensure that group supervisors have details of the Home Based Contact;
Ensure that the Deputy Trip Leader and other supervisorshave t he det ail s
special educational or medical needs which will be necessary for them to carry out their tasks
effectively.
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Prior to departure:

)l
)l
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Ensure that briefing meetings are held as appropriate for students, parents, teachers and other
group supervisors, so that they are fully aware of what the proposed activity/visit involves;
Brief all the young persons about their tasks, arrangements, organisation, and the behaviour
that is expected of them during the time of the visit/activity;

Have a fully risk-assessed contingency plan, covering for example the implications of staff
iliness, the need to change routes or activities during the visit and any delays including a late
return home;

Make sure the Home Based Contact and all staff attending the trip are aware of the emergency
plan and contingency plan.

The Trip Leader should always carry a list of names, addresses, ages and brief medical history
of the students attending. It is also advisable for all other adults to have copies of this
information, within the considerations of some information being of a confidential nature.
Circulate to all staff a list of the students who will be absent from school due to being on a trip.
Ensure that all Volunteer Medical Forms have been received (pro-forma on EVOLVE).

Ensure the Trip Leader h aaeirplioee\s@they Eag acoessl ab thed e d

trip documentation.

During a visit/activity:

1
)l
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1

Establish clear procedures for safe practice during the visit/activity;

Ensure that wherever possible on a visit or activity, rendezvous arrangements with an

appropriate place and time are agreed if the party should become separated. These would be

best made on arrival at particular locations where possible so that suitable locations can be

identified;

Ensure that every member of the group knows in advance the course of action to follow if they

get lost;

Ensure every group has a named person in charge;

Whenever a party is to be subdivided, or the Trip Leader is to be absent for any reason, the

Trip Leader must make a clear delegation of responsibility to another adult.

If a Trip Leader delegates responsibility for the supervision of some, or all of the young persons

at various times to other members of the staff team, they must satisfy themselves that this

individual to whom they are delegating responsibility:

- is competent to take charge of the group of young people undertaking the particular activity
in this locality;

- has been fully and properly briefed as to their role and responsibilities;

- is aware of the next meeting place and time and is fully conversant with the procedure to
adopt in the event of an accident, or emergency arising within the party.

The Trip Leader must ensure that at all times during the visit or activity, each member of staff

knows exactly for which young persons they have a responsibility and where those young

persons are at all times and that each young person knows who the leader is of their particular

group.

The Trip Leader is recommended to hold a brief daily staff meeting at the start of the activity or

start of the day.

Ensure hard copies of all Volunteer Medical Forms are brought on the trip and kept in a secure

place.

Roll <calls and registers can be completed

On return from a visit:
1 Onreturn to the Academy the Trip Leader should notify both the Home Based Contact and the

Principal of a safe return. A short telephone call will fulfil this requirement.
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9 After returning from the trip, the Trip Leader is responsible for reviewing and recording details
of the visit by completing the evaluation form.

Write any thank you letters where required.

Ensure that all Volunteer Medical Forms are shredded.

=a =

55 Supervisory Staff And Volunteers

The time and commitment offered by supervisory staff and volunteers are essential to the running
of any trip. Here are some guidelines for those staff and volunteers participating in visits as to their
roles and responsibilities.

General requirements and responsibilities:

1 Be familiar with the requirements of this policy and other guidance relating to health and safety;

1 Do what is reasonably practicable to ensure the health and safety of everyone in the group;

1 Be clear about the objectives of the visit;

1 Attend briefing meetings as required by the Trip Leader;

1 Understand the safety management procedures for the visit, including the emergency plan and
the contingency plan;

1 Undertake any organisational tasks assigned by the Trip Leader that are within their
competency;

1 Never supervise a party of more than 10 of any age; and never more than stated ratios for any
age.

1 Never be in a situation remote (out of eyesight) from the support of the leaders or other
appropriate members of staff.

Volunteers and Non-Oasis Community Learning (OCL) employed adults acting as

supervisors:

1 Any adults on the visit/activity not employed by Oasis Community Learning must be clear about

their roles and responsibilities during the visit/activity;

All adults attending the trip must be DBS cleared (See Recruitment and Selection Policy);

They must not be left in sole charge of students except where it has been previously agreed as

part of the risk assessment;

1 They must follow the instruction of the Trip Leaders, and help with the control and discipline of
students;

1 Speak to the Trip Leader or Academy staff if concerned about the health or safety of students
at any time during the visit/activity.

f
1

6.1 Insurance

The Academy has insurance cover for students and staff on off-site activities. The cover includes
Personal Accident, Medical Expenses, Cancellation or Curtailment, Baggage and Money, and
applies to travel world-wide.

EVCs and Trip Co-ordinators should not purchase insurance built into other trip charges, as this
will add unnecessary expense to the trip. However, they should be aware of the following
exceptions.
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OCL 06 s daoeswet extend to anyone on the trip who is 70 or above. Anyone in this age group
should be advised to purchase their own insurance cover if they are part of the trip and to provide
evidence they have done so. They should not attend without insurance cover.

The policy also does not cover anyone i staff, student or helper i who is travelling or intending to
travel against medical advice. This condition should be publicised to the parents or carers and staff

on the trip, who should be advisedtoobtainafi Fi t t o Travel o | ett &dnyonér om

on a trip (student, staff member, and helper) will need to have declared if they have a pre-existing

medical condition (there is ho need to declare individual circumstances) and, if so, thattheyare 6 f i t

to travel d via a |l etter from their GP. Fail
cover them.

Winter sports (such as skiing and some other hazardous activities) are not covered

insurance policy. The EVC or Trip Co-ordinator should contact their academy finance lead to obtain

a quotation from Zurich Municipal (OCLbs insurer)

the finance lead can obtain quotations from other providers. The costs of this extra cover in the
case of winter sports will need to be built into the charges to parents.

The Trip Leader should take all relevant information with them on the trip, and a copy of the
academy policy, which can be obtained from the finance lead.

6.2 Risk Assessment and Risk Management

Risk assessment and risk management are legal requirements. The aim is to make sure that no
one gets hurt or becomes ill where this could have been reasonably foreseen. The risk can be
minimised by:

1 Supervision of students;

9 Protection of students & Staff;

9 Training; or

9 A combination of these.

The Academy is only responsible for risk assessing those parts of the visit/activity that it is
organising. | f services are being fAbought [
assessing these parts of the activity. However, the Trip Leader must confirm that the risk
assessments are in place, and the Academy risk assessment should take note of this.

The Academy is always responsible for risk assessing the students they are accompanying.

A risk assessment is no more than a careful examination of a hazard that could cause harm to
people during activities. In this way, the leader can weigh up whether he/she has taken sufficient
precaution to prevent harm or whether more needs to be done. The aim is to take all reasonably
practicable steps to make sure that no one gets hurt or becomes ill. This risk assessment is not
just focused on the student but should also look at the potential harm to staff, including any risk
posed by students.

A written risk assessment must always be carried out before setting off on a visit or activity, whether
residential, day or part day. This is normally undertaken by the Trip Leader with relevant help from
the Educational Visits Coordinator (EVC). The appropriate Oasis template is available from the
EVC and is also included in Appendix 4 of this policy.

A copy of the completed Risk Assessment form must be submitted via EVOLVE before the visit or
activity commences, in order to receive approval from the EVC, Principal and Regional Director
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(for Type B (higher risk) activities. Type B risk assessments should be made available to parents
at briefing evenings and displayed prior to the visit in order that participating students have the
opportunity to read and understand its content.

The completed risk assessment must be read and understood by all staff accompanying the
off-site visit/activity and each member of staff should have a copy of the agreed risk
assessment and control measures.

The risk assessment should include consideration of the following:

What are the hazards, and what level of risk do they offer?

Who is affected by them?

What safety measures need to be in place to reduce risks to an acceptable level?
Can the Trip Leader guarantee that these safety measures will be provided?
What steps will be taken in an emergency?

What information/training is necessary for the group members?

Is the protective clothing and equipment fit for purpose?

=A =4 =48 -8 -89

The risk assessment should also explicitly cover how special educational needs and medical needs
are to be addressed. Risk assessments may need to be updated as the number or type of students
change.

When carrying out a risk assessment, leaders should ask themselves thisquestioni Al s what | a
abouttodosuchthat | would do it if it was my own chil d
the answer is an i mmediate nYeso, then donot do

confident that you would be personally satisfied with them for your child.

The programme of a visit, as set out in the risk assessment, should not be deviated from. However,
any risk assessment should be on-going such that it can take account of, for example, illness of
staff or students, behaviour of students, changes in weather, or availability of activities. This also
includes emergency situations.

6.3 Continuing/ On-going Risk Assessment

The Trip Leader and at least one other member of staff should reassess risks whilst the visit/activity
takes place. On-going risk assessments normally consist of judgements and decisions as the need
arises. They must take account of local expertise on, e.g. tides, potential for flooding, volume of
traffic, local hazards etc. On-going risk assessments are not usually recorded until after the
visit/activity but must be recorded as soon as possible when a copy should be given to the EVC.
This is often referred to as a APl an BO or contin

The EVC will be available to assist colleagues who need assistance in completing a risk
assessment.

6.4 Risk Assessment for SEN students, or those with a pre-existing medical need or disability

a) The Oasis vision, ethos and 9 Habits mean that we would want to ensure the inclusion of
students with a disability on off-site visits. The Equality Act (2010) places duties on the
Academy not to discriminate against students for reasons relating to disabilities. The
Educational Visits Coordinator (EVC) will help with details.

b) Where students are identified as having particular special needs this must be reflected in a
higher staffing ratio and potential risks posed to staff, which must not be less than that which
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applies on-site, and in most cases will need to be higher. Staff would need to take into account
the terms of the SEN and Equalities Act. All reasonable steps must be taken to include
young people covered by the Act.

c) The risk assessment must explicitly cover how special educational needs and medical needs
are to be addressed.

1 Anyone on a trip (student, staff member, and helper) will need to have declared if they
have a pre-existing medical condition (there is no need to declare individual
circumstances) and, if so, that they are dit to traveléconfirmed via a letter from their GP.
Failure to do so will mean that the insurance policy will NOT cover them.

9 It should also include details of any special aids and equipment that the student may
need and, in particular, details of any such items to be brought from home or obtained
prior to the visit.

1 Consideration should be given as to the safe storage/carriage of medicines (i.e. cool
box, lock box etc.).

1 An accompanying letter from a physician should also be obtained, particularly for
overseas visits, in order to cover the carrying and use of prescribed medication and
equipment i to be shown if challenged by customs staff.

1 Please do also ensure you are aware of airline requirements for travelling with medical
equipment.

9 Discussion with parents and health professionals may be required to determine how to
best accommodate and support any students with special educational or medical
needs.

a) Where students have statements of special educational needs which provide support in school
for access to the curriculum, and where the visit or activity takes place during term time, the
level of ancillary support may be used at the same level as provided by the statement.

b) The Academy should, however, build the costs of the necessary support beyond this into its
planning for the visit or activity so that it is included in the overall package. In certain
circumstances, other funding may be available for students with physical disabilities. For
details please see the EVC.

c) For students with mobility difficulties who hol
be beneficial for the Blue Badge to be displayed in the windscreen of the coach. Mention of
this at the arrival of a venue may result in priority parking as close as possible to the venue
entrance. Similarly, mention of a Blue Badge at a Ferry Port would usually result in priority
loading such that the coach is parked close to the lifts on the vehicle decks. It may also be of
significant benefit for a disabled student to carry some proof of their disability. Word of mouth
is often not sufficient proof of their disability.

d) When taking children with known behavioural issues on trips, consideration should be given to
the levels of misbehaviour which can be safely accommodated. As with all parents, Trip
Leaders should also communicate with parents of children with behavioural issues to ensure
they are aware of the types of behaviour that cannot be tolerated on the trip. If it is considered
necessary for the child to be sent home, the parents will be responsible for collecting their
child, at their own expense, where appropriate (as is the case for any child).

6.5 Risk Assessment and Contractors (Providers/Tour Operators)

Contractors (Providers) may include tour operators, outdoor education centres, farms, museums,
activity centres etc., i.e. any services that are paid for. Contractors are responsible for assessing
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