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Policy Statement
At Heathermount School Equal Opportunities plays an integral part in all
aspects of teaching and learning. Heathermount School acknowledges the
great value of Educational Visits in broadening and enhancing both the
learning and social experience of young people. Children should go on a
variety of school visits whilst they are students at Heathermount. Ideally
visits will support the work in the classroom or in other areas around the
school.

Policy Aims
This Policy has been designed to ensure that educational off-site visits take
full account of the risks involved for students with Autistic Spectrum
Disorders taking part in these activities. A Risk Assessment will be carried
out on both the proposed site of the visit and the staff and students taking
part to ensure that no staff member, student or member of the public is put
at unnecessary/avoidable risk.

Procedure
Actions Required
1. Headteacher/Deputy Head should approve outings; these should be
clearly documented in an appropriate form such as EV1s, itinerary
and other documentation relevant to the visit.
2. One teacher/educator (known as the group/individual leader) must
have overall responsibility for planning, supervision and conduct.
The group leader has ultimate responsibility for the safety of the
students and other adults. This person needs to take full
responsibility for the relevant paperwork.
3. For all visits it is essential that the lead member of staff must
make a prior visit to the location to assess the risks involved or
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research the location in detail to ascertain any predictable risks.
For residential trips all locations must visited before the risk
assessments are started. Lapses of more than 12 months require a
revisit.
4. There must be a documented Risk Assessment for all off-site
visits. This should be completed within 5 working days before the
trip commences. The Headteacher/Deputy Headteacher has the
final say whether the trip goes ahead or not.

5. The Risk Assessment Form must be completed and signed by the
staff member responsible for the visit. These must be given to the
Headteacher or Deputy Headteacher for final approval.
6. All students taking part in the educational visit should have a valid
EV2 form (parental consent). For educational trips such as
residential and trips abroad a separate EV2 must be signed by the
parent/family.
7. All parents/families must have had their permission sort for their
child to attend the trip. In usual circumstances this will be a reply
slip at the end of the trip letter. Sometimes, permission is sought
via a phone call home. This should conversation should be
documented on BROMCOM’s communication report. The written
permission should still be completed by the family and returned to
school.
8. On the day of the visit, the completed Risk Assessment plus
parental consent must be taken on the Off-Site visit with the
team leader. A copy of all documentation is left onsite usually in
the Headteacher’s office. The team leader must sign all students
off site via the Admin Office. At this time they must also collect a
First Aid kit and other equipment/medication as appropriate to the
needs of the students.
9. All staff on the trip should carry a school mobile.
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10. Staff must be allocated responsibility and clear written
instructions for their duties for specific students where there
may be concern about behaviour management.
In addition the leader is responsible for ensuring that:

11. The Risk Assessment has been tailored to the specific trip.
12. A briefing with all staff involved on the trip is completed at least
24 hours before the trip commences.
13. School calendar and School Administrator to be informed at least
7 working days before.
14. Permission (written or verbal) has been received from
parents/carers.
15. All EV1’s and EV2’s are in a pack to be taken on the trip.
16. A school vehicle is booked as required at least 5 working days before
the trip.
17. Cover is arranged for staff on trip at least 5 working days before the
trip.
18. All staff have their Autism Awareness cards.
19. All expenses have been covered.
20. The visit does not clash with any external tests, visitors etc.
21. There is the correct staff/student ratio.
22. There is a list of participants.
23. If necessary, the catering staff have been informed.
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Intervention Techniques
Risk Assessment
Planning and Risk Assessment is crucial to enable the school to discharge the
civil and criminal law duties. All educational off-site activities should be
discussed in detail with the Senior leadership team before approval is
obtained. Where possible there should be an age appropriate qualified First
Aider with the group.

Competence, Experience and Qualifications of School Support Staff
The Group leader will be an experienced and confident member of staff that
the Senior Leadership deem appropriate.

Additional Curriculum Support
Insurance
The group leader is responsible for ensuring that the insurance covers offsite activity. If staff are using their own cars to transport staff or
students, then the group leader must be confident that the car is
roadworthy and has suitable insurance cover as well as authorisation from
the Disabilities Trust. If in doubt do not use a staff car.
Transport and Road Safety
There should be specific rules for behaviour in school vehicles, when out
walking etc. It is the driver’s responsibility to carry out the relevant checks
prior to taken the vehicle off site. The driver must also be a Disabilities
Trust approved driver.
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Emergency Action Plan
All staff on the trip will carry a school mobile phone. A First Aid kit and any
relevant medical information (for both staff and students) should be readily
available. If an emergency occurs then one member of staff on the trip
(preferably the Trip Leader) will contact the school’s office. The school will
then coordinate further actions.
Parental Consent must always be obtained. Staff should not take students
off-site on ad hoc visits.
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Checklist for offsite trips
Action

Completed

Trip leader to complete EV1, itinerary and Risk Assessment 5
working days before the trip commences.
Has the Risk Assessment been tailored to the specific trip?
The team of staff going – a briefing needs to be completed 24
hours before the trip.
School Calendar, the Operations Manager and the School
Information Officer to be informed at least 5 working days
before the trip.
Have the parents/carers been informed and permission
obtained for the trip?
Check that all EV2s have been received/ are valid.
Book transport as required (on Car Calendar) at least 5 working
days before the trip.
Ensure that cover is arranged for staff on trip.
All expenses have been covered
The visit does not clash with any external tests/visitors etc
There is the correct staff/student ratio has been agreed by the
head teacher/deputy head teacher.
There is a list of students and staff including which staff will be
responsible for which students.
An itinerary for the tip has been completed and is included in
the trip paperwork.
No student giving cause for concern is on the list
If necessary, the catering staff have been informed.

.
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