OEAP Employer Guidance: Model policy for regular visits to local library 

e.g. Bash Street Primary School Policy for Visits to Bean Avenue Library

Scope and Remit 

This policy applies to visits to the Bean Avenue public library, Kiddtown (a walk of c500m). 

The policy assumes that the visit will take place within the normal school day and that those in a position of parental authority have been informed in the receipted September newsletter.

The school-based Emergency Contact number will be the School Office.

Office staff must be briefed on where to refer any emergency call arising from a visit covered by this policy. 

Benefits and Range of Benefits and Learning Outcomes

Purpose, Benefits and Learning outcomes include:

· Awareness, understanding and appreciation of learning and recreational resources accessible through a public library. 

· Support for subject-specific curriculum e.g. literature, history, geography. 

· Children encouraged and enthused to use the library in their own time.

Visit Evaluation

The Visit Leader should ensure that the prioritised learning outcomes are properly understood by the staffing team and sufficiently focussed to support a rigorous evaluation process.

Indicators for the planned outcomes should be agreed. 

It may be appropriate to allocate the monitoring of indicator achievement to different members of the staffing team. In terms of practicalities, the Visit leader should access from their EVC an electronic copy of the MOL guidance document “Rigorous Evaluation of LOtC: meeting Ofsted Expectations and Assuring Quality”, which can be edited (reduced) so that it only contains the prioritised outcomes and appropriate indicators. The Visit leader should co-ordinate the evaluation in the final review process.  

Place within Curriculum Planning

The policy applies to the following (and similar):

· Year 5 pupils walk as a single class group from the school site to Bean Avenue Library to carry out background research for their personalised history projects;

· Year 6 pupils walk as a single class group from the school site to Bean Avenue Library to look at the geological collection.

Leader Competence Requirements

The Visit Leader should be a trained and competent, meeting employer recommendations and requirements. Assistant Leaders will need to be assessed as meeting such competence requirements as are necessary. 

The Visit Leader and their Assistant Leaders must familiarise themselves with this policy. The Leader and at least one assistant must have pre-visited Bean Avenue Library, having walked the route to be taken by the pupils.

Volunteer Helpers should only be considered as competent to undertake their allocated roles and responsibilities when they have received a group and event-specific briefing. In order to avoid compromising group management, other than in special cases, adult helpers should not be placed with groups that include their own child.

The Visit Leader should ensure that they have checked with the Library that the Library’s qualified First Aid person will be available to the group on the day of the visit. 

Lesson Plan and Operational Requirements

· Visits to Bean Avenue Library should be embedded in thematic lesson planning, adding relevance and topicality. Exact timing should be planned after consulting the relevant, year-specific curriculum documents and agreed with the Senior Management Team to ensure it will not disrupt other planned activities. 

· The EVC must be informed.

· The designated Visit Leader should liase with the library administration to confirm practicalities such as proposed timings and organisational arrangements. 

· The Leader team will require the assistance of at least two adult volunteer helpers. Unless the adult helpers are known to have undergone a CRB check, at no time should the parent helpers be permitted to take sole charge of the group (or sub-group) or work other than under the direct supervision of the Visit leader or trained Assistant Leader.

· One copy of the group list (including staff) must be lodged in the school office. 

· A second copy must be posted on the staff room notice board.  

· The list should be clearly dated, show the planned timings and provide the Leader’s designated mobile telephone number to be used in an emergency.

· The Visit Leader must ensure that they are carrying a mobile telephone and that the number corresponds to that provided on the group list as outlined above.

· The Visit Leader must ensure that they are carrying a copy of the school office telephone number as their school Emergency contact, as well as a copy of the employer’s Critical Incident and Emergency Planning telephone number – 0001 000000. They should also carry a copy of the Emergency Planning Protocols as set out in Appendix B.

· Before leaving the premises, the group should be briefed regarding behavioural expectations and divided into sub groups of not more than 10 pupils, with each group allocated to a designated adult leader. 

· All groups walking to Bean Avenue Library should cross the road immediately outside the school gate using the zebra crossing. When crossing Redport Road, the group must be divided into sub-groups to allow the central island to be used as a collection or “break-out” point.

Risk-Benefit Assessment

A generic risk-benefit assessment is attached to this policy as Appendix A. 

The Visit leader and the staffing team must ensure that they have read and understood this document, putting in place such additional control measures as are required on the day to ensure that the group-specific needs can be met.

Emergency Plan Protocols

The immediate course of action for the Visit Leader should be:

1. Assess the situation, establishing the nature and extent of the emergency but ensuring that the leader does not put him/her self at further risk.

2. Make sure all other members of the party are:

· accounted for

· safe

· adequately supervised

· fully understand what they must do to remain safe.

3. If there are injuries, immediately establish their extent and administer appropriate first aid.

When summoning help: 

1. Contact the appropriate emergency service(s) giving:

· name of group and party leader

· location

· nature of emergency and number of injured persons

· action taken so far

· follow advice from emergency services.

2. Contact and advise the school Emergency Contact of the incident and action taken.

The Visit Leader (in conjunction with the school EVC/SMT) should:

1. Ensure that an appropriate adult attends the receiving hospital. 

2. Ensure that the remainder of the party:

· are adequately supervised throughout

· are returned as early as possible to school

· receive appropriate support and reassurance.

3.
Ensure that the school continues to liase with the emergency services until the incident is over.

The School Emergency Contact should initiate the planned cascade of information and action as set out in the school’s Critical Incident Plan. They should ensure that they: 

1. Make every effort to seek alternative and additional telephone lines.

2. Restrict access to telephones, including mobile phones, and to other outside contacts, including the media and press.

3. Contact the Duty Emergency Planning Officer on 0001 000000, giving details as above and also the current emergency contact telephone number at the location.

Informing Parents and those in a position of Parental Authority

Providing the visit takes place within the normal school day, a formal, visit specific consent is not required. However, parents and those in a position of parental authority should be fully informed. This is best achieved by ensuring that the receipted September Newsletter sent to all homes makes special mention of the fact that visits to local places of educational interest (including Bean Avenue Library) take place throughout the school year and that the children will be informed before the day of the visit to ensure that they have suitable clothing and footwear for the walk involved.

Checks to be made on the day of the Visit

For the policy to be implemented on the day, the following checks must be made:

· Those leading the visit meet the competence requirements as set out in this policy; 

· Group lists have been lodged as required;

· The final arrangements will meet parental expectations; 

· Dynamic/ongoing Risk-Benefit Assessment is translated into appropriate group management.

Evaluation and Review

The Visit Leader should ensure that a formal review of the visit is undertaken, taking feedback from the staff team and the pupils. This should feed into the formal, recorded evaluation. As part of the school’s delegated responsibility to sample monitor visits, the review should facilitate staff peer monitoring that is specifically aimed at identifying any needs for further experience or further training. A copy of the review should be given to the EVC.

Appendix A:  Risk-Benefit Assessment for Visit to Bean Avenue Library, Kiddtown

This risk-benefit assessment is designed to work in the context of the Bash Street Primary School Visit Policy for visits to Bean Avenue, Kiddtown. The targeted benefits and learning outcomes should inform the risk-benefit assessment process and help provide objectivity as to whether the residual risk that remains after implementation of the control measures is acceptable.

	Hazards & Risks


	Control Measures

	1. Poor or inappropriate party leadership.
	1. Leaders must meet competence requirements set out in this policy. i.e. Visit Leader and Assistant Leader meet employer guidance requirements, have pre-visited the library and have walked the route. Adult helpers must be fully briefed.



	2. Road traffic and road crossings.
	2. Staff and children appropriately briefed on group movement and management strategies. Road crossings to be those set out in this policy.



	3. Children lost or separated.
	3. Children to be allocated to sub-groups of not more than 10. Leaders briefed on fixed meeting points/”break-outs”. Buddy systems set up at the library.



	4. Behavioural incidents involving members of the public.
	4. Staff to be briefed on potential behavioural issues. Children allocated to sub-groups with these issues in mind. Children set clear behavioural expectations.

 

	5. Child Protection issues.
	5. Visit Leader and Assistant Leader CRB checked. Adult volunteers given clear brief on their roles and limits of their remit. Children briefed on staff expectations regarding their inter-action with members of the public. 

 

	6. Weather extremes.
	6. Weather forecast known to staff before the day of the visit and on the day. Children briefed on day prior to visit of their clothing and footwear needs. Suitability of outdoor clothing checked by staff on the day.



	7. Group-specific medical and other support needs.
	7. Staff to be briefed on any medical, special learning or behavioural support needs with allocation of additional staffing as identified.



	8. Library-specific hazards e.g. those arising from handling of historic weaponry such as swords and axes.
	8. Children to appropriately briefed on nature of the hazards and how to stay safe. Close staff supervision of weapon handling. 




Appendix B: Emergency Procedure Protocols

The immediate course of action for the Visit Leader should (having ensured their own safety) be:

1. Assess the situation, establishing the nature and extent of the emergency but ensuring that the leader does not put him/her self at further risk.

2. Make sure all other members of the party are:

· accounted for

· safe

· adequately supervised

· fully understand what they must do to remain safe.

3. If there are injuries, immediately establish their extent and administer appropriate first aid.

When summoning help: 

Contact the appropriate emergency service(s) giving:

· name of group and party leader

· location

· nature of emergency and number of injured persons

· action taken so far

· follow advice from Emergency Services.

Contact and advise the school Emergency Contact of the incident and action taken.

The Visit Leader (in conjunction with the school EVC/SMT) should:

1. Ensure that an appropriate adult attends the receiving hospital. 

2. Ensure that the remainder of the party:

· are adequately supervised throughout

· are returned as early as possible to school

· receive appropriate support and reassurance.

3. Ensure that the school continues to liase with the emergency services until the incident is over.

The School Emergency Contact should initiate the planned cascade of information and action as set out in the school’s own Critical Incident Plan. They should ensure that they: 

1. Make every effort to seek alternative and additional telephone lines.

2. Restrict access to telephones, including mobile phones, and to other outside contacts, including the media and press.

3. Contact the Duty Lead Officer for Critical Incident Management on 0001 000000, giving details as above and also the current emergency contact telephone number at the location.

