OEAP EG: How to write an establishment visit / LOtC policy 
This document should help those required to write a Visit Policy focus on essential issues, providing key statements that can be incorporated into an establishment policy. 

An estabishment policy needs to fit the specific needs of the particular establishment/setting/organisation. It should only cover areas that are directly relevant. 

For the policy to be effective, it will benefit from being constructed with issues of staff/team ownership addressed at the drafting stage. 

This document is intended to be a starting point for a first draft that can be used as the basis of consultation within the establishment, thus encouraging widespread ownership of the outcome. 

The recommended methodology is as follows:

· make a copy of this master document;

· carry out an initial edit of the copy by deleting any sections, phrases or words that do not fit your specific needs;

· add any words, phrases or sections that make the copy fit the specific needs of the establishment;

· use this as your first draft for wider consultation within the establishment;

· ensure that the final phase of the drafting process involves the management board/governing body;

· you should now have an establishment visit policy.   

1 Introduction and Link Statement to Employer Guidance

The absolute minimum for an Establishment Policy will be a statement that indicates a direct link to the  under-pinning and specifically named employer guidance. 

It is good practice to set out the underpinning philosophy that supports vists, off-site activities and LOtC. See MOL Guidance “Making the Case”. 

Working through the following checks/processes will encourage team ownership of the policy: 

· Have you carried out a whole staff training exercise to brainstorm the part outdoor learning plays in the life of the establishment, teasing out a whole-staff understanding of the benefits and learning outcomes that should be part of the aims and objectives of each and every activity? Such an exercise can inform what is recorded in this part of your policy and provide a wider context for later evaluation for colleagues, line-managers, governors and Ofsted.

· Is a "Benefits and Learning Outcomes" brainstorming exercise an embedded part of the planning process for each and every activity/visit? 

· Are the targeted Learning Outcomes recorded and communicated to each and every member of the staff team involved, the children and young people (where appropriate) and to parents in pre-visit information? 

· Is a reference to such material embedded in how off-site activities and visits are reviewed and rigorously evaluated (as required by Ofsted report Learning Outside the Classroom – How Far should you Go?) as a key aspect of ensuring best value and quality assurance? This will help focus minds on sound visit planning and ensuring that Ofsted can see and report on the value of what is achieved.

· Have you made a link to the Manifesto for LOtC? Refer to LOtC Manifesto pdf (supplied as a resource within “Making the Case”). 

2 Clarify the extent to which the Head/Manager delegates responsibilities to the designated EVC.

Where the Head/Manager is NOT the EVC, the Head/Manager needs to be very clear as to where (and the extent to which) they have delegated functions within their responsibilities to the designated EVC. This should be specifically stated. 

The key checks for Heads and Managers are to be found in the folder “Personalised Roles and Responsibilities”. You may wish to cross-reference, or set them out as below. 

· You should ensure that you have an understanding of the Manifesto for LOtC and the supporting rationale – see LotC web site www.lotc.org.uk/

· You should ensure that all outdoor learning activities comply with guidelines provided by your employer and are officially notified/approved as required by employer guidance.

· You should ascertain that all members of staff involved in LOtC are specifically competent to carry out responsibilities allocated to them. Make reference to employer competence definitions.

· You should ensure that you have clearly designated either yourself or a suitable member of staff as the EVC as advised in Section 5 below.

· You should be clear about your role when taking part in the visit as a group member/assistant supervisor and should follow the instructions of the designated Visit Leader, who will have sole, over-all charge of the visit.

· You should ensure that suitable child protection procedures are in place, including vetting at an appropriate level of all voluntary helpers. .
· You should ensure that the EVC, Visit Leaders, assisting staff and voluntary helpers are appropriately trained (as required by employer guidance) and competent to carry out such tasks as they are allocated. Refer to any EVC and leader-training packages recommended or required by your employer.

· You should ensure that you have assigned sufficient time for staff to organise visits properly.

· You should support an apprenticeship /succession planning culture to ensure sustainable visits and the development of competent Visit Leaders and EVCs

· You should support your EVC in ensuring that visits are effectively supervised with an appropriate level of staffing.

· You should support your EVC in ensuring that visit information has been shared with parents and that consent has been sought where necessary. Refer to specified forms etc

· You should ensure that arrangements have been made for the medical needs and special educational needs of all the young people and also address any inclusion issues.

· You should ensure that you promote a staffing culture that encourages gaining formal accreditations in first aid, so enabling a visit culture that makes access to first aid more readily available.  

· You should ensure that suitable transport arrangements are in place and meet any regulatory requirements

· You should ensure that insurance arrangements are appropriate and, wherever possible, are set up to reduce the burden of bureaucracy for all concerned. 

· You should ensure that details related to the visit and participants (including staff) are accessible to a designated 24/7 emergency contact(s) at all times in case of a serious incident.

· You should ensure that that there are contingency plans in place should the visit plan be significantly changed or cancelled (Plan B)

· You should ensure that EVC functions are delegated as and where required.

· You should ensure that arrangements are in place for the Governing Body/Management Board to be informed of such visits as are required by the establishment visit policy

· You should be aware of the need to obtain best value. Appropriate consideration must be given to financial management, choice of contractors, and contractual relationships.

· You should ensure that establishment policy identifies the types of visit that require a preliminary visit and the processes required when a preliminary visit is not reasonably practicable. 

· You should ensure that establishment policy formally adopts a set format for recording written risk assessments.  Such RAs should be proportional, suitable and sufficient and based on the 'Principles of Sensible Risk Management'. The adoption of materials made available by the LA to reduce bureaucracy is good practice.  

· You should ensure that, where the activity involves a third party provider, appropriate assurances have been sought. Specifically note those national schemes that make seeking provider assurances unnecessary e.g. LotC Quality Badge, AALS licence, Adventuremark, or a clear management Statement of Competence. 

· You should ensure that all visits are evaluated with regard to best value, teaching and learning, quality experiences, and address issues raised by any serious incident that might inform the operation of future activities/visits.

· You should ensure that the establishment policy includes appropriate emergency procedures in case of a major incident.

· You should ensure that the establishment policy includes a procedure to ensure that parents are appropriately informed in the event of a serious incident. 

· You should ensure that serious incidents are reported to the employer’s Emergency Planning department to enable the employer’s public relations unit to deal with the media.

 

3 Clarify the role of Governors and Management Boards

Establishment policy should be clear in establishing the role to be played by Governors/Management Boards. 
When involved in matters concerning visits and off-site activity, a governor/member of a management board should make sure that:
· They have a clear understanding of whether the Governing Body is the direct employer of staff; in which case the body will carry the same responsibilities as those of an employer. 

· They have access to and understand the LOtC Manifesto. 

· They have access to both employer visit guidance and establishment visit policy. 

· They have access to training packages to support employer guidance and establishment policy.

· Establishment policy clarifies governor/management board involvement in the visit approval process.

· There is an appropriate EVC in place who has received employer-approved training.

· There are notification and approval processes both at establishment level and between the establishment and the employer.

· The establishment visit policy supports the principles of inclusion. 

4  Set out the EVC selection process and include a break down of EVC functions  

Establishments must be aware of the guidance provided by DfES/DCFS when appointing an EVC.

"The EVC should be specifically competent. The level of competence required can be judged in relation to the size of the establishment as well as the extent and nature of the educational visits planned. …Evidence of competence may be through qualification, but more usually will be through the experience of practical leadership over many years of off-site education. Commonly, but not exclusively, such competence will be identified in a person on the senior management team of the school."

Such a person should be an experienced Visit Leader with sufficient status within the school/establishment to guide the working practice of colleagues leading off-site activities. Since one of the main functions of the EVC is take a lead on assessing the competence of activity and visit leaders, it follows that the role should not be regarded as administrative. However, it is not unusual for larger establishments to appoint a two-person team to cover the range of EVC functions, with one of the team concentrating on the purely administrative functions.

Where these criteria are the basis of EVC selection, simply state that these are the criteria used.

Where the EVC is not selected on these criteria (as where the EVC role is attached to an administrative post, or where a post holder is not an experienced Visit leader) then the EVC will require access to and structured support from a designated establishment colleague who fits the recommended criteria. Establishment policy should clarify the nature of the structured support.

5  Clarify how staff access guidance 

Ensure that the following questions are answered:

· How do staff (and governors) access this policy?

· Where are hard copies kept?

· Is guidance available electronically? Is there a CD copy for down- loading/copying? Is the policy placed on an establishment intra-net?

· Where and how is the employer's guidance made available in terms of hard copy? Electronic copy?

· Where can staff access the national documentation that support outdoor learning? e.g. HASPEV and supplements, Group Safety at Water Margins. 

6 Clarify the role and functions of the establishment’s EVC 

The policy should state the role and functions as described in employer guidance, placing them in a clear establishment context that reflects the degree of delegation established by the Head/Manager. Make a cross-reference to “Peronalised Roles and Responsibilities” or set them out as below.

An EVC should ensure that:

· You have an understanding of the Manifesto for LOtC and the supporting rationale 

· You have attended such EVC training as recommended or required by your employer. 

· Off-site and LOtC activities meet employer guidance requirements.

· Your Head/Manager, Visit Leaders, assisting staff and voluntary helpers understand that all staff involved in visits require access to training at an appropriate level to ensure that employers' guidance and establishment procedures are properly understood.

· You have an establishment visit policy. 

· You support the Head/Manager with approval and other decisions; 

· Off-site activities must be led by competent leaders.  

· Assistant supervisors are competent to carry out the tasks to which they are assigned.

· You monitor visit planning and sample monitor in the field as appropriate.

· You organise the training of leaders and assistant leaders, including voluntary helpers.  

· CRB/ISA checks are in place where required.

· Establishment policy provides sufficient guidance to visit and activity leaders regarding information for parents and parental consent.

· There is a 24/7 emergency contact(s) for each and every visit and that emergency arrangements are in place.

· Medical and first aid issues are addressed

· Emergency arrangements include emergency contact access to all relevant visit records, including medical and next of kin information for all members of the party and including staff. 

· Visits and LotC activities are reviewed and evaluated and this process will require the reporting of accidents and incidents.

· Visit policies and procedures are reviewed on a regular basis and immediately following any serious incident or systems failure.

· You keep up to date via EVC training events and employer information updates.

   

7 Set out procedural requirements and provide the establishment forms supporting process.

The exact nature of establishment procedure should be clearly stated, with copies of the forms/checklists as appropriate.  

Exemplars, forms and checklists are to be found as part of MOL Guidance. (Insert reference) 

Establishment forms and procedures should aim to minimise bureaucracy, taking full advantage of any national schemes that provide assurances regarding safety and quality of provision.e.g. there should be no need to seek assurances from adventure activity providers who hold the LOtC Quality Badge, or a current AALS Licence, or Adventuremark.  

Where an establishment staff activity leader wishes to lead their own adventure activity, it is good practice for employer’s to require that the generic definition of leader competence is refined and requires such competence to be confirmed by the holding of an NGB leadership/coaching award at an appropriate level, or by a "signing off" process by a Technical Adviser approved by the employer.

8 Clarify arrangements for monitoring

It is a statutory requirement that an employer monitors (on a sample basis) the implementation of the guidance it issues and that such procedures are robust. For this to be effective, the main role of monitoring is usually delegated to establishments and needs to be driven by the EVC. The policy should clarify the following:

· Is the EVC able to influence the formal approval process? 

· Are all visits subject to EVC scrutiny? 

· Are there arrangements in place for peer monitoring on a sample basis? 

· To what extent does the EVC sample monitor visits by field observation? See MOL guidance re monitoring 

· Are there types of visit that would only be approved after planning consultation with the employer’s adviser? 

· Is there a policy monitoring role for Governors?   

9  Clarify procedures for staff Induction, apprenticeship and succession planning

All staff involved in the organisation of visits must be specifically competent to carry out the tasks they are assigned. To ensure that this is the case, employer guidance should set clear expectation that there should be robust induction procedures in place at establishment level. This will usually require that staff identified as requiring practical training and experience as assistant leaders are given the opportunity to work within an apprenticeship model. Establishments should address a range of issues as part of structured induction and this should be clarified in establishment policy. 

· What procedures are in place to ensure that prospective leaders and assistant supervisors have read relevant documents?

· Is there an Induction checklist? Are the records kept by the EVC?

· Does the establishment EVC run their own, defined induction and apprenticeship programme?

· Does the EVC send staff to Visit Leader Training courses provided by the employer? On what basis? 

· How does the establishment address issues of succession planning to ensure sustainability of visits?

10 Clarify risk management and risk-benefit assessment processes and procedures

Employer guidance should set clear expectations on its requirements regarding the management of risks in the context of visits and off-site activities. Establishment policy should reinforce the requirement that risks are managed in accordance with the requirements and recommendations of employer guidance. 

Establishment guidance should therefore address a range of issues as part of their responsibilities to ensure effective risk management of visits, including:

· Are all staff given specific training on risk management and risk-benefit assessment in the context of off-site activities?

· Is such training kept up to date with HSE recommendations on "sensible risk management" based on proportionality and minimising bureaucracy?

· Is there a requirement that the Visit Leader involves other staff (and young people where appropriate) in the planning and preparation of the visit, including the risk management and recording of the risk-benefit assessment(s)?

· Is there a standardised format for recording risk-benefit assessments (RBAs)?

· Is the bureaucracy minimised by adopting generic RBAs and making use of any exemplar, event-specific RBAs as are provided by the employer?

· How are generic RBAs made available to Visit Leaders and their staffing team? Intra-net? CD? Hard copies?

11 Clarify requirements regarding provider assurances and preliminary visits

Employer guidance should set clear expectations on the extent to which Visit Leaders should seek assurances from Providers.To reduce bureaucracy for both Visit Leaders and Providers, the guidance should encourage leaders to take advantage of national schemes that have been established to eliminate the need for questionnaires and forms. e.g. LOtC Quality Badge, AALS Licence, Adventuremark and management Statements of Competence.  Holding one of the above is a credible assurance and Visit Leaders should seek no further verification. 

Visit Leaders should not ask for copies of risk assessment documentation. 

Establishment policy should be very clear on any expectations as to whether (and in what circumstances) a preliminary visit is a requirement.

12 Clarify the Use of Voluntary Helpers

This must be in the context of the specified definition of leader competence provided within employer guidance and address the issue raised by the fact that a volunteer will not be accountable through a legalistic audit trail (as would exist were their involvement based on a contractual relationship). It is therefore the case that a volunteer helper should never be appointed as the Visit Leader.

Establishment policy should address the following:

· Under what circumstances may voluntary helpers be used to assist Visit Leaders?

· What are the minimum vetting procedures for volunteers? 

· What are the minimum requirements for supervision of volunteers?

· Under what circumstances does the establishment insist on an enhanced CRB check?

· What are the minimum induction and training procedures for volunteers? 

13 Clarify emergency procedure requirements

The minimum requirements must include ensuring that there is a nominated person(s) that can provide 24/7 cover as an Emergency Contact and that the person(s) so nominated have 24/7 access to all details of the visit. This should include medical and next-of-kin information regarding staff, as well as young people. The guidance should encourage establishment policies to address the following:  

· What are the criteria for identifying the nominated Emergency Contact(s)?

· Is there a minimum number of Emergency Contacts?

· Is there a standard procedure for lodging visit plans to enable them to be accessed in the event of an emergency?

· Are procedures tested?

· Is it possible to demonstrate a pro-active response to any pattern that can be recognised within incidents?

14 Codes of Behavioural Conduct

Employer guidance should encourage the use of codes of behavioural conduct as a means of establishing appropriate expectations of young persons' behaviour. Such codes need to be explained to both the young people and those in a position of parental support before the visit, so reducing the opportunity for misunderstanding both expectationsand the sanctions that may be invoked where the code is breached.

Establishment policy should address the following: 

· Do young people sign up to a "behavioural contract" for all residential visits?

· Do parents also sign and accept responsibility for removing young people in prescribed circumstances?

· What are the expectations regarding discipline and sanctions on visits?

15 Inclusion

Establishment policy should endorse these principles:

· a presumption of entitlement to participate

· accessibility through direct or realistic adaptation or modification 

· integration through participation with peers.

It is unlawful to: 

· treat a disabled young person less favourably

· fail to take reasonable steps to ensure that disabled persons are not paced at a substantial disadvantage without justification.
Expectations of staff must be reasonable, so that what is required of them (to include a given young person) is within their competence and normal work practices.

