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EXEAT & ACTIVITIES POLICY
Introduction 

Off-site visits/activities are arranged by or on behalf of a school and would normally take place outside the establishment grounds. Teaching staff, governors and staff working at Brymore with children and young people believe that off-site activities can supplement and enrich their education by providing experiences that would otherwise be impossible. All off-site activities must serve an educational purpose, enhancing and enriching our children's learning experiences.

In this policy, we seek to establish a clear and coherent structure for the planning and evaluation of our off-site visits in order to manage and minimise risk, ensuring the safety and health of all pupils at all times. Within these limits, we seek to make our visits available to all pupils and wherever possible to make them accessible to those with disabilities. The visits usually take place within the school/working day.

Aims and objectives
The aims of our visits are to:

· Enhance curricular and recreational opportunities for our pupils; 

· Provide a wide range of experiences for our pupils than could be provided on the school site alone; 

· Promote the independence of our children as learners, and enable them to grow and develop in new learning environments.

· Promote leadership skills and the opportunity to learn further skills.

Curriculum Links

For each subject in the curriculum, there is the possibility of a corresponding programme of activities that may include visits to specialist venues.  It is up to individual subjects to arrange these activities and all visits should be in line with guidance published by the Local Authority and the School.
Residential Activities – all residential activities are category B trips and are subject to authorisation from our Outdoor Education Advisor via the EVC. 
Residential visits enable our students to take part in a wider range of outdoor and adventurous activities.  Residential visits must only be undertaken with the endorsement of our Outdoor Education Advisor.

Pupils can derive a good deal of educational benefit from taking part in visits with their school. In particular, they have the opportunity to undergo experiences not available in the classroom. Visits help to develop a pupil’s investigative skills and longer visits in particular encourage greater independence. 

Most school visits take place without incident and it is clear that teachers are already demonstrating a high level of safety awareness. But, following a number of tragic incidents involving schoolchildren in the last few years, there is a growing concern amongst school staff and parents about further ensuring the safety of pupils on school visits. The potential hazards to which this policy refers should not discourage teachers. No amount of planning can guarantee that a visit will be totally incident free, but good planning and attention to safety measures can reduce the number of accidents and lessen the seriousness of those that do happen nonetheless. 
The management of health and safety on visits is part of a school’s overall policy on health and safety. The policy sets out principles, rather than trying to cover every eventuality, leaving it to teachers’ professional judgement. 

The welfare of the pupils attending trips is the responsibility of the Visit leader and deputies. Currently, the job of organizing the risk assessments and safety aspects of the visit falls under the control of the Educational Visits Coordinator (EVC), who ensures that all staff taking pupils on trips understand what is required of them pre-visit, during the visit and post visit. This document is designed to help all who wish to take pupils on school trips, and give guidelines and advice to ensure that the trip runs as safely as possible.
Legal Framework 
This policy complies with Somerset Visit policy (2011) and the Health and Safety at Work etc Act 1974 and subsequent regulations and guidance. 

Furthermore, this policy should be reviewed once every year.
The Management of Health and Safety at Work Regulations 1992, 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 school visits. Teachers 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. Additionally, the school and its staff are ‘in loco parentis’ and have the responsibility of the students’ parents whilst away on a visit. 
EXTERNAL VISIT CO-ORDINATOR (EVC) - The school’s trained EVC is: Patrick Coll / Darren Oliver
The EVC will:

· Ensure that risk assessments are completed and, when appropriate, individual safety plans and safe working practices.  These are done in conjunction with the visit/group leader where possible.
· Support the governing body in any decision on approval.

· Assign competent staff to lead and help with trips.

· Make sure that visit leaders obtain all consent and medical forms.

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
HOW VISITS ARE AUTHORISED?
Approval of Visits 
Staff should seek approval of their visit via SLT four weeks (or a reasonable time) in advance.

The EVC should ensure that visits comply with regulations and guidelines provided by the governing body and the school’s own health and safety policy. 
The EVC should ensure that the group leader is competent to monitor the risks throughout the visit. 

Staff proposing to arrange an off-site activity must seek and obtain the approval of the EVC, Head Teacher and Governing Body (as necessary), in advance, before any commitment is made on behalf of the school.  

What constitutes an Exeat visit or an EV5 visit?

All parents must sign the standard Brymore form for activities and trips when their son starts Brymore in Year 9 (or subsequent late arrivals).  This covers activities that are published on the schools website, literature and regular new bulletins and therefore a group exeat would suffice as adequate notification for Category A trips.
Additional parental request must be sort for trips outside the normal hours of the school day, one off trips outside of Somerset or that are classified as having additional risk.  The additional parental request must be the completion of the EV5 form.

The normal school day is considered to be 06.30 to 21.00.  Trips that fall outside of these times require EV5 permission.

During the hours of 08.30 to 16.30 all students leaving the school site need to have a completed and signed exeat that is distributed to the office and to the boarding houses. 
During the hours of 16.30 to 08.30 all students leaving the site need to have completed and signed exeat given to House parents and Duty staff.  
It is the role of the person taking the trip to ensure that this happens.

Exeats – What are they? How do students get them?
These are agreed visits and trips out of school.  An exeat does not require an EV5 form.  There are several types of exeats, these are:

Authorised 

Medical exeat – agreed by Matron with parents – these include doctors, dentist, orthodontist appointments etc

Personal exeat – agreed by House parents, Head of Boarding and parents.  These usually are for funerals and weddings of close relatives.

Sporting exeat – agreed by Mr Spridgens, House parents and parents 

Activity exeat – agreed by the member of staff and parents (activity other than sporting).

Unauthorised

There are times when parents would like students at home for important family events.  Unfortunately it is not possible for us to authorise these occasions. 

Exeats are all category A visits that have been arranged either by the school, parents or both and therefore don’t require an EV5 form to be completed.
Any member of staff that is taking a group out must ensure that the exeat form in complete and sent to the necessary staff

There are two Categories of Visit, Category A and B
Category A Visits
These are trips that can be authorised via the exeat system.

These are visits that are not regular visits and are one off trips that are not a series of trips. 

Approval for Category A visits and activities, has been delegated by the Governing Body to the EVC.   
Governors must review arrangements annually as part of Health and Safety Policy for school. 

Category A are:
 

Visits within the UK (but not Adventurous or Residential)

· This includes sports fixtures away from the school and all trips within the school day that are not deemed dangerous.
· Normal extra-curricular visits that are listed in the boarding handbook and literature sent home to parents.

Trips within the departure day that are not classed as adventurous
Summary of Procedure

· Planned by Visit Leader

· Approval by SLT

· Necessary school risk assessments attached (mini bus etc)

· Exeat handed to:  1. The EVC for historical central records          

                                         2. Office
                                         3. Exeat boards for boarding houses
Category B Visits/Activities

These visits require an EV5 form completed by parents.

Approval for Category B visits or activities must be obtained from the Governing Body and or the Head Teacher before they take place. Endorsement is also required from the Outdoor Education Adviser for the Local Authority – via the EEC (formerly known as ‘Flamefast’).
Classification of External Visits: 

Categories A, B and C (Duke of Edinburgh Award) visits and activities, Notification, Approval and Endorsement clarification is available in the Outdoor Education and External Visits Website or via the link below:

http://www.six.somerset.gov.uk/sccoea/content.asp?did=25626
Summary of Procedure

· Planned by Visit Leader

· Completed EV5 forms

· Approval by SLT

· Necessary school risk assessments attached (mini bus etc)

· Exeat to be  handed into:  1. The EVC for historical central records          

          2. Office   3.Exeat boards for boarding houses
Planning a Visit or Activity
The Visit Leader must ensure that the visit or activity is planned in advance and within submission time to ensure approval is granted.  

When planning Category A activities, a record of the trip or activity on the European Education Consultants website is optional. However, a record within the school or establishment of a planned off-site activity should be kept.  In Brymore’s case this is an exeat or an EV5 form.
Category B and C activities should be carried out using the European Education Consultants (EEC) Health and Safety Management system for Risk and Educational Visit management as the system provides on-line approval for the establishment’s EVC and Local Authority endorsement.  

Link to EEC: 

https://www.eeclive.co.uk/public/plogon.asp?aid=14
Link to Outdoor Education and External Visits Website:

http://www.six.somerset.gov.uk/sccoea/
The role of the Visit leader (person responsible for taking the visit)
Pre visit
The visit leader must:

· Ensure that the visit is accepted by SLT

· Ensure that it is planned and risk assessments done – with Terry Prosser and the EVC.

· Visit leader should make themselves aware of any medical conditions associated with students. New medical information does not need seeking unless it is a trip outside the school day (see above) or residential.

· Leave a group exeat form and or EV5 forms (if required). The exeat form will include a contact number for the member of staff accompanying the students, a list of the students going, the location of where they are going and times of departure and arrival.
During the visit
· Staff accompanying trips must ensure students are not left alone unsupervised with non-school staff. If they are, then written confirmation is required that the adults are CRB checked. If it is a regular visit then the school must complete a CRB check. Regular is defined as more than 3 times in 30 days, more than once a month or overnight.  This applies to all staff who teach or support students anyway.

· Regular registration of students on the visit must occur.  At the beginning and end of the visit and at necessary occasions through- out where it is appropriate.  For example, when moving from one location to another etc.

 Post visit
· Any issues that have occurred during the visit must be reported, recorded and evaluated.  Then the findings are to determine any changes that need to happen procedurally for future visits.
Visit Plan

The visit plan for intended visits must include the following:

· Risk assessments for transport, site of visit and activities;

· Curriculum objectives

· Supervision/pupil ratios

· Itinerary

· Supervisory details

· Emergency contact details.

Risk Assessment

All relevant risk assessments must be carried out by the Visit Leader and the EVC before any proposed visit or activity takes place.  Existing risk assessments should be checked to ensure that they are still suitable and sufficient.  

As before, EEC provides comprehensive frameworks for venues and activities and should be used for visit/activity planning.

A copy of the risk assessment or safe working procedures is to be given to all adults supervising the visit/activity.

Transport

Risk assessments must be carried out for the mode of transport.  When hiring a coach or minibus, only use companies that have been endorsed by Transporting Somerset.

If using a self-drive minibus whether, owned, leased or hired, drivers must have received training within the last four years through Transporting Somerset.  Please contact the Driver Training Coordinator on 01823 358133 for further information.

Using vehicles belonging to parents is discouraged.  If, however, the decision is made to use a parent’s vehicle the driver risk assessment (F14a) must be completed and a CRB check performed before the visit/activity takes place.

Communication with Parents

The parents of pupils taking part in an off-site activity should be provided with all appropriate information about the intended visit.  This information can be located on the school website, new letters, letters home, Boarding hand book etc. Parents must give their permission in writing before a child can be involved in any off-site activities.  This permission could be the standard permission form signed at the beginning of in Year 9 or EV 5 and 6 forms as appropriate to relevant visits.  (Category A and B, and one off visits).  All other category A visits and visits that are deemed normal extra –curricular activities are covered by the agreement signed by parents and exeat procedures.  
FURTHER HEALTH AND SAFETY CONSIDERATIONS – Risk assessments
Adults accompanying the group(s) on the visit/activity must be informed of the emergency procedures by the Visit Leader and provided with an emergency telephone number.  This will normally be the school number, but where an activity extends beyond the normal working day, the telephone number of a designated emergency contact should be provided. These must be the EVC and other members of the SLT.
The School Office and Boarding Houses are to be provided with a list of everyone, pupils and adults, travelling with the group, together with a copy of the itinerary for the activity.
The safety of the group(s), especially the pupils, is of paramount importance.  During the activity, the Visit Leader must take whatever steps are necessary to ensure that safety.  This involves taking note of any information provided by medical questionnaire returns, and ensuring that pupils are both safe, well and looked after at all times.

Prior to an activity, if it is felt that the behaviour of an individual pupil is likely to compromise the safety of others, the Visit Leader should discuss with the Head Teacher/Manager measures to put in place to enable the pupil to take part, especially if part of the curriculum.  An example of these measures could be an Individual Safety Plan supporting extra supervision.    

MONITORING AND REVIEW

This policy is monitored by the appropriate Committee of the Governing Body and will be reviewed every two years, or before if necessary.

Signed​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​________________________________     Date _________________
FURTHER GUIDANCE AND HELP

Health & Safety Executive: School trips and outdoor learning activities

http://www.hse.gov.uk/services/education/school-trips.pdf 
Useful phone numbers and web addresses:

EEC = www.eeclive.co.uk/public/plogon.asp?aid=14 to be used by the EVC to gain approval for visits.

SCC = www.six.somerset.gov.uk to access useful information about visits

Somerset County Health and Safety Unit – 01823 355089

Senior Administrator for EEC – Steve Dorrall – 01823 355953

APPENDIX 1
Visit Leaders Check List

Must Do:

	Complete the purpose of visit and clear educational objectives form and hand to Visits Co-ordinator.


	

	Check any relevant, generic, risk assessments and share with visit supervisors. - EVC
	

	Any required new risk assessments to be completed with visit supervisors - EVC
	

	All supervisors to be listed and appear in the ratio box.


	

	All attendee numbers to be recorded in the ratio box.


	

	All attendee numbers, age, gender and Key Stage to be entered in 

the purpose of visit and educational objectives area (main area).

	

	Ensure both the insurance box and the category of visit is selected.


	

	Itinerary to be completed for each stage and time and dates to be consecutive – with EVC.
	

	Emergency contact number to be recorded for the visit - home and away.
	

	The visit must be submitted within the specified time period.
	

	
	


Risk assessments should be completed for each activity and in most cases they will be generic.  Regular activities, e.g. Coach Travel should be reviewed on an annual basis by the health and safety co-ordinator.  

Visit Leaders need to ensure that they have looked at the relevant risk assessments for the activity and shared them with all supervisors who are involved – it will NOT require reviewing or completing a new one for each visit.

Should do (Helpful to trip planners in the future)

	Add links to information regarding the trip to be found on your school web site into the links page (http://www.school.somerset)
	

	Add the location of documents regarding the trip to be found within your school into the documents page.
	

	Add your required risk assessments to an action plan via the assessment page. 
	

	On return rate your external provider and add comments on their performance by visiting the Provider details
	

	On return rate your transport operator and add comments on their performance by visiting the Operator details
	


Brymore Visit Proposal form
For SLT discussion 
	Location of Visit:


	Date of Visit:



	Brief Purpose of visit:




	Initial Staff requirement:

Initial number of students attending:

Initial number of staff lessons need covering:




	Initial Cost breakdown of visit:

Total cost of tickets: 

Total cost of travel:

Total staffing costs (including cover):

Total cost of Insurance (If applicable):

Total price per student:

Will the Visit be self-funding to include all of the above costs (yes or no):


	Risks attached to the visit should be attached to this form before presenting to EVC: This could be transport or specific high tariff students that require additional risk assessment etc




EVC confirms that all relevant paperwork at this stage has been 
completed by trip leader: 

SLT decision on the trip :
Category B visit planner 
	Agreement of Visit

stage
	Planning of Visit

stage
	Permission

stage

	· Proposal form goes to Visit Co-ordinator (To then be passed to SLT) – minimum of 4 weeks in advance
· SLT discuss and decide whether to agree the visit or not

· Permission to move forward to the Planning stage is granted / denied
	· Leader plans the trip in detail with the EVC
· Complete the purpose of visit and clear educational objectives.


· Check any relevant, generic, risk assessments and share with visit supervisors - EVC

· Any required new risk assessments to be completed with visit supervisors - EVC

· All supervisors to be listed and appear in the ratio box.


· All attendee numbers to be recorded in the ratio box.


· All attendee numbers, age, gender and Key Stage to be entered in the purpose of visit and educational objectives area (main area).


· Ensure both the insurance box and the category of visit is selected.


· Itinerary to be completed for each stage and time and dates to be consecutive – with the EVC

· Emergency contact number to be recorded for the visit - home and away.


· The visit must be submitted within the specified time period.



	· Trip signed off by EVC, Head-teacher and Chair of governors
· EVC to be contacted at the beginning and the end of the actual trip.


	Type
	Summary of Procedure

	Category A 
 

Visits within the UK (but not Adventurous or Residential)

· This includes sports fixtures away from the school

· Trips within the departure day that are not classed as adventurous
	· Planned by Visit Leader

· Approval by SLT

· Applied for by 4 week prior to that of visit

· Necessary school risk assessments attached (mini bus etc)

· Gathering permission slips (Brymore equivalent of EV5 – name, DoB, emergency contact phone numbers and necessary medical information. 

· Exeat documents completed and signed and given to House parents and Duty staff

	Category B visits
 

· Any activity including water or near water

· Adventurous Activities & Any Residential within the UK
 

· Overseas & Residential
 

· Overseas & Residential & Adventurous
	 

· Planned by Visit Leader

· Approval by SLT

· Applied for within the necessary time limit prior to that of visit

· Necessary Flamefast risk assessments attached 

· EV5 forms gathered – name, DoB, phone numbers and necessary medical information. 

· Exeat documents completed and signed and given to House parents and Duty staff


	Category C visits 

· Duke of Edinburgh's Award Expeditions
	·  Planned by Visit Leader

· Approval by SLT

· Applied for within the necessary time limit prior to that of visit

· Necessary Flamefast risk assessments attached (applied for 14 days prior to visit)

· Endorsement by D of E (SCC) Award Officer

· Gathering permission slips (Brymore equivalent of EV5 – name, DoB, phone numbers and necessary medical information. 

· Exeat documents completed and signed and given to House parents and Duty staff


Classification of activities in brief

Quick guide
Exeats
Are visits that the school does on a regular basis and are known activities.  These include sporting fixtures, trips to cinema/shops at the weekend etc.  They can also be arranged for by parents and matron.

Category A trips

These are visits that are not regular visits and are one off trips that are not a series of trips.

All staff need to follow the guidelines below when organising an out of school educational visit or a group exeat. 

A category A trip is a visit within the UK that is not dangerous or residential. That is to say Activities and visits in which the element of risk is similar to that encountered in everyday life, i.e. not adventurous.

Planning – see SLT permission form 

· What is the purpose of your visit?

· How many pupils are going?

· Where are you going?

· How are you getting there?

· What student/teacher ratios do you need? 
Approval

· You must get approval from SLT 
Work with the EVC 

· Put the data onto the EEC and gain approval from Somerset County Council
Risk assessment
· Have you considered the risks? Discuss this with the Health and Safety Officer - Terry 

· Obtain a copy of the school’s mini bus risk assessment (from Terry)

· Risk assessments to be completed online on the EEC (Flamefast) by the EVC
Before you leave you must have:

· Gathered information about the pupils you are taking: name, DoB, emergency contact numbers, any necessary medical information and parental permission slips.

· Approved group from SLT

· Asked matron to prepare medical kit to bring

· Meetings with pupils about trip 

· Safety briefing with the pupils about the trip

· Ensured that the Health and safety officer and you have checked the mini bus as required.
Leaving 

· A copy of your group exeat (with all pupils, venue details, personal contact details, timings etc) should be photocopied and given to all three house parents on departure.

What you need to take with you:

· Register of all pupils attending trip.

· Personal details, emergency contacts and medical details of all pupils going on the trip.

· Copy of the exeat. 

· School contact details – Office and SLT contact numbers.

· Necessary risk assessments attached to your activity.

· First aid kit.

· A mobile phone
Category B visit 

All staff need to follow the guidelines below when organising an out of school educational visit or a group exeat.
A category B visit is any residential within the UK, any visits involving adventerous activities or locations, overseas trips 

A brief outline of what is needed BEFORE any ‘category B’  visit can take place is;

a. You must discuss the visit with the SLT to gain preliminary permission

b. You must meticulously plan the visit – read www.six.somerset.gov.uk/sccoea/ and arrange to meet with all interested parties including Finance, EVC HOD etc

c. Complete the application using EEC Flamefast system – including ALL visit risk assessments.

d. Discuss with EVC whether visit falls into Category A or category B.

e. EVC will forward the application to SCC for approval for all category B visits.

f. Team Leader to ensure that all permission slips and copies of all correspondence are placed in the Visit File and handed to EVC for checking.

g. Emergency contact details need to be finalised prior to visit and copies of

contact details handed to main office and SLT emergency contact.

CATEGORY DESCRIPTION OF VISIT NOTICE REQUIRED

A UK NON ADVENTUROUS 4 weeks

B UK RESIDENTIAL NON ADVENTUROUS  4 weeks

B OVERSEAS RESIDENTIAL 4 MONTHS

B OVERSEAS RESIDENTIAL - ADVENTUROUS 12 MONTHS – INITIAL 4 MONTHS FINAL


























































































Is this a series of visits: Y / N





Type of visit:  Exeat   Cat.A / Cat.B / Cat.C 





Staff / student ratio:     /





Agreed:





Not agreed:





Agreed:





Not agreed:
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