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KING EDWARD VI HUMANITIES COLLEGE
COLLEGE VISIT PROCEDURES
Stage 1:Planning

· Check date(s), time(s) with Personnel Support Manager. Arrange staffing with Personnel Support Manager
· Complete Visits Forms to Personnel Support Manager. Inform line manager/faculty head of plans.

· Seek Headteacher’s approval for visit

· Organise transport/ finances with college office staff- Alert Kitchen – organise Free Meals for those entitled to them and give numbers of students out on trip.
· Letters to parents seeking consent.

· Students to complete Medical Questionnaire for residential/European trips.

· Risk Assessment to Head Teacher/Personnel Support Manager
· Site Evaluation if necessary to be completed ASAP

Stage 2: Preparation

· Inform Staff affected by visit, i.e. teachers on trip/support staff.
· Inform in staff briefing of the visit/ display a list of students involved/ include in the staff bulletin.

· Check insurance cover either by Lincolnshire County Council or by the organisation you are visiting.


· Arrange First Aid cover and Equipment to be taken in line with student teacher ratio.

· Arrange a final briefing of students and staff prior to departure if required.

Stage 3: Performance
· On departure ensure Personnel Support Manager has up-to-date list of staff/students. Copies to list to all staff involved on the trip.

· Take mobile phone and inform the office of your contact number.

· Take pouch containing information on how to deal with emergency. Ensure first aid equipment is in place. 

· Inform the office of developments e.g. arrival, issues arising and return. 

KING EDWARD VI HUMANITIES COLLEGE, SPILSBY
Application for approval for all journeys and visits

This form should be completed by the Leader or Co-ordinator in charge of a proposed visit and submitted to the Head teacher for approval at the earliest possible time.  When approval is given, one copy should be retained by the Head teacher and another by the leader in charge.  Any subsequent changes in planning, organisation, staffing etc should be communicated to the Head teacher for approval.  If required the leader should seek approval from the responsible authority.

 1.
Purpose of the proposed visit and specific educational objectives:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

 2.
Places to be visited:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

 3.
Dates and times

Leaving: …………………………………..Returning:……………………………...
Time:     ………………………………….. Time:  ………………………………. …     

 4.
Transport Arrangements.

Please include the name of the transport company:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

5.
Name of organising company/agency (if any):

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

 6. 
Proposed financial arrangements:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

NOTE: No financial or other commitments should be made before approval is obtained.

7.
Insurance arrangements for all members of the proposed party, including voluntary helpers.  Include the name of the Insurance Company. Please note that the college is part of the county buy back scheme so no additional insurance is required and hazardous activities are included.
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

 8.
Accommodation to be used:

 Name:  
…………………………………………………………………………

Address:
…………………………………………………………………………


…………………………………………………………………………

Tel No:
…………………………………………………………………………

Name of Head of Centre (if available): 
…………………………………………………………………………………………

9.
Details of the proposed travel arrangements and programme of activities.  Include the name of the Travel Company.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

10.
Details of any hazardous activity and the associated planning, organisation and staffing. Check that the instructor has a relevant NBQ or similar qualification.
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

11.
Names, relevant experience and qualifications and specific responsibilities of staff accompanying the party.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Name of Party Leader: 
………………………………………………………………………………….
12.
Names, relevant qualifications and specific responsibilities of other adults accompanying the party.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

13.
Name, address and telephone number of the contact person in the home area who holds all information about the visit or journey.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

14.
Existing knowledge of places to be visited and whether a preliminary visit is intended.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

15.
Size and composition of the group.

Age Range: ……………………No of Boys: ……….          No of Girls: …………
Adult/Student Ratio ………………….        Check against guidance on pg 12
16.
Parental consent:

Forms completed/not completed

Please attach copy of information sheet sent to parents and the parental consent form.

17.
Names of persons with special needs or disabilities or those requiring medication:

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Arrangements for these members of the group: ………………………………………………………………………………………….
………………………………………………………………………………………….
To the Headteacher
I request your approval for the proposed visit, full details of which are outlined above.

Signed:
…………………………………Leader/Co-ordinator
Date:

…………………………………
This section to be completed by the Head teacher
I have studied this application and am / am not completely satisfied with all aspects including the planning, organisation and staffing.

Approval is given / Approval denied / Please discuss

To the Leader/Co-ordinator:

(a) Please ensure that a final list of members and detailed itinerary is passed to the Personnel Support Manager at least 14 days before the party is due to leave.

(b) Your report and evaluation of the visit, including details of any incidents, should be with me as soon as possible, but no later than 14 days, after the party returns.

Signed:
……………………………..  Dated: …………………………………

KING EDWARD VI HUMANITIES COLLEGE
DAY VISIT / RESIDENTIAL VISIT

PARENTAL CONSENT FORM FOR A SCHOOL VISIT, (to be distributed with an information sheet giving full details of the visit)

NATURE OF VISIT (eg Year 7, Annual Camp):  
1. Details of visit to: ………………………………………………………………

           From:         

 Date/Time: 

 To: 


 Date/Time: 


I agree to 



 (name of child), taking part in this visit and have read the information sheet.  I agree to my child’s participation in the activities described.  I acknowledge The need for him/her to behave responsibly.

2. Medical information about your child 

a.
Any condition requiring medical treatment, including medication?



YES/NO


If YES, please give brief details:                                                         


___________________________________________________________
b.
Please outline any special dietary requirements of your child (not 
preferences).

                                                  
________________________________                                          


___________________________________________________________

c.
Does your child suffer from travel sickness?  If YES please give brief


details of medication.


___________________________________________________________
For residential visits and exchanges only 

d. To the best of your knowledge, has your son/daughter been in contact with 

any contagious or infectious diseases or suffered from anything in the last 

four weeks that may be contagious or  infectious?               YES (
NO (

If YES, please give brief details:

e.
Is your son/daughter allergic to any medication/food?
YES (
NO (

If YES, please specify:



_______________________________





f.
When did your son/daughter last have a tetanus injection (have they had this 

within the last five years)?



                                                           


_____
I will inform the Group Leader/Headteacher as soon as possible of any changes in the medical or other circumstances between now and the commencement of the journey.

2. Declaration
I agree to my son/daughter receiving medication as instructed or any emergency dental, medical or surgical treatment, including anaesthetic or blood transfusion, as considered necessary by the medical authorities present.  I understand the extent and limitation of the insurance cover provided.

Contact telephone numbers:

Work: 




___
Home: 






Home address: 











Alternative emergency contact:

Name: 




  Telephone number: 



Address: 












Name of family doctor: 

______   Telephone number: 

_____

Address: 











Signed: 





  Date: 


 _____

Full name (capitals): 








_

THIS FORM OR A COPY MUST BE TAKEN BY THE GROUP LEADER ON THE VISIT.  A COPY SHOULD BE RETAINED BY THE SCHOOL CONTACT.

ACTIVITY CATEGORIES AND APPROVAL PROCEDURES
	Category
	         Example of visit / activity
	    Approval Procedure

	A
	Visits and journeys with risks similar to that of every day life, eg. historic sites, museums, local walk, theatre, fieldwork in the locality.
	Headteacher or EVC approval depending on school procedures.

Group leader approved by head.

Governors - notification only

	B
	Outdoor / Adventure Activities in more remote areas having an element of risk, eg. Walks below 600m altitude.

Activities in countryside environments.

Any visit with a residential element within the UK, eg. Activity Centre.

Specialised activities require NGB Qualification for leaders/instructors.
	Headteacher - approval 

EVC - approval

Governors – notification for day visit, approval if residential.

LA notification if residential.

	C
	All activities in, on, close to water. 

All visits abroad.

All recognised hazardous activities.

Any school-led activity within the scope of AALA.

Activities with significant Health and Safety concerns. 

Activity leaders require NGB qualifications.
	Headteacher/EVC - approval.

Governors- approval.

LA-approval. 

Supported by appropriate forms.

(See Section 5 for procedure)

Forms to be forwarded at least 2 months before intended date of visit (UK) or 3 months if abroad.


This form or a copy must be taken by the leader of the activity.  During holidays a copy should be retained by the responsible authority.


Staffing ratios

	Category 
	Key stage
	Ratio
	Minimum staffing

	
	
	
	

	Category A
	KS3+
	2:35 then 1:15 thereafter
	2QT’s +1 other

	Category B
	KS3+
	2:25 then 1:12 thereafter
	2QT’s +1 other

	Category C
	KS3+
	2:20 then 1:8 thereafter
	2QT’s + 1 other

	All visits abroad
	KS3+
	2:15 then 1:8 thereafter
	2QT’s + 1 other



EXAMPLE LETTER (A)
Date: ………………………
Dear Parent/Guardian
I am writing to inform you of a free trip your child has expressed an interest in to see the Army Exhibition for Schools event on Thursday 30 June. Your son/daughter will travel by coach from King Edwards at 8.45am and return to King Edwards for approximately 3.30pm, traffic permitting! The Army are covering all coach hire costs and entrance to the event is free.
The exhibition is held at the Bassingbourn Barracks near Royston. There are a wide range of displays and activities for students to see and try. These include abseiling, a climbing wall, target shooting and a large central viewing area to watch displays by the Army, including parachute by the armed forces and the famous White Helmets motorcycle display team. The event is extremely popular with schools due to quality of the organisation/displays and the added bonus of being free to all students!

All events at the exhibition are managed by the Army. THE ARMY WILL NOT TOLERATE ANY POOR BEHAVIOUR FROM ANY STUDENT. Any serious incident by any student or will lead to the immediate exclusion of the entire party. The Army do not mess about! All students are aware of the high expectations of King Edwards and the Army. 

King Edward staff will accompany students in a ration of 1: 9 due to the range of the activities available to students. There will be a male and one female first aider. No additional insurance cover will be purchased as the transport and the exhibition are already covered. I would advise bringing a change of clothing which could be left on the coach just in case. It is an outdoor event and frankly the weather could do anything, so I would recommend sports/casual clothing and a jacket. Sun cream would also be recommended. No large jewellery or facial jewellery please.
The medical form attached to the letter MUST BE COMPLETED IN FULL AND WITNESSED. It is a legal document and you are certifying your child is fit to attend. Should your child suffer from a medical condition then I must urge you to get a letter from your G.P to confirm your child is fit to take an active part in the activities. Please contact the college after 2.30pm should additional information be required. 
Yours sincerely,


I give permission for NAME:                                                      in FORM

To take part in the Army Exhibition for Schools event on Thursday 30 June. I have completed in full all sections of the Army consent form and understand my child is representing King Edwards and will behave accordingly.

         SIGNED:                                                               PARENT/GUARDIAN

EXAMPLE LETTER (B)


                                             USEFUL CONTACTS
As part of the emergency plan this list of contacts should be obtained as a matter of course.  Telephone numbers can be added to this page and the whole list MUST be updated regularly and frequently.

As a matter of urgency there will be a need for emergency telephone lines.  Contact the Emergency Planning Officer for Lincolnshire who is able to make these arrangements with British Telecom.

CONTACT



NAME



TEL NO
Director of Education

Mr P Duxbury

01522 553200

Chair of Governing Body

Mrs P Badley


01790 754595

Police








01522 532222

Fire Brigade







01522 582222

Emergency Planning Officer
Mr C Lamberton

01522 582220

College Nurse


Gracy Swan Hospital
01790 752374 

Educational Psychologist

Mrs C Thomson

01522
Child/Family Psychiatry Service
Dr Radomski


01205 367505

Clinical Child Psychologist

Liz Elliott


01529 416009
Emergency at local hospital
(Pilgrim Hospital)

01205 364801

Home/College Liaison Officer/

EWO




Mrs D Goodwin

01790 753574

Social Services Team Leader




01205 310010

Counselling Services

Mouchel Business





Services



Outdoor Education Adviser
Mr A Bradshaw

01522 516033
(Lincs)




 
 (Fax)






07827 848146







(Urgent)
Senior Leadership Team:

Margaret Reeve


Headteacher


01754 811990

07850 633471
Judith Wilkinson


Assistant Hedteacher
01507 522980

07725 082260
Tom Taylor



Assistant Headteacher
01522 524409

Heather Freeman


Assistant Headteacher
01754 890390










07731 768255










07780 757572

Maureen Jarvis


Personnel Support Man
01754 890623









07899 681817










07775 730066

Date: …………………………


                   Dear Parents and Guardians,





Club Correze- Saturday 1July – Monday 10 July 2006


Following the success of last year’s adventure holiday to Club Correze in France we have arranged another visit for July 2006 Transport is by coach from the school, ferry across the Channel and onwards to Meymac in France. Accommodation is dormitory-style and food is provided. Activities include windsurfing, kayaking, sailing, orienteering, mountain biking, target sports, abseiling and a ‘Rambo’ ramble! Instructions and safety equipment are provided by fully qualified staff. Pupils must be confident in the water and should be able to swim 25 metres. No pupils are allowed to take part in water sport activities without a life jacket.





The cost of the trip is £285per person. The adventure centre has been visited by myself and other members of staff on several occasions with school parties and we have all been impressed with what the centre has to offer. In order to confirm your booking with the centre we will require a deposit of £30 by the end of term 1 and a further £20 the end of Term 2.  The balance can be paid in instalments throughout the college year. Each pupil will be given a book to record payments into. In term 3 we would ask for a further £50, term 4 another payment of £50. These are minimum payments. If you wish to pay larger mounts then this would be appreciated. THE BALANCE TO BE PAID IN FULL BEFORE DEPARTURE.





There are a maximum of 30 pupil places. I will arrange an information evening to talk about arrangements later in the college year. Students will be informed of any developments and letters sent home as required, including medication, contact numbers and doctor’s details. 





Please make cheques payable to King Edward VI Humanities College





Yours sincerely








………………………………………………………………………………….





To:	…………………………… KEVI





I give my permission for ……………….. to go to Club Correze from ………….. to …………….





I enclose the first deposit of £30 





Signed: ……………………………………..  Dated: …………………….














NB


Some Category ‘B’ activities may take place in remote or hazardous environments and require specific skills, experience and safeguards in order to minimise risks so they are tolerable. It is important that leaders of such activities without recognised NGB qualifications do not overestimate their skills and attention is drawn to the bold print under paragraph 2.1 ‘Competence’





In short treat with caution, assess the risk and seek advice e.g. from LEA 





The ratios given are the minimum as put forward by the County Council. The following may also apply to warrant an improvement on the minimum ratio:





The age, gender, attitude, ability, behaviour and competence of the group members.





The extent to which students with special needs are included in the group





The nature of the planned visit





The experience and expertise of the adults





The duration of the journey





The need to maintain adequate supervision throughout the programme


 











