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Philosophy

At St. Monica’s Catholic Primary School, our philosophy is that we are part of a
happy, caring-faith community that develops the potential of every child. Our ethos
is:

‘Let trust, respect and love live here’

In order to deliver this and develop lifelong learners, we incorporate the following:
e Children are at the centre of our school life.
e We help them to love God and other people.
e We value everyone in our family, Parish and community.
e We teach and encourage everyone to develop their spiritual, academic and
moral growth.
e We have fun and enjoy learning

An integral aspect of our pedagogical practice for developing academic and enjoying
learning is outdoors learning and off-site educational visits. The purpose of this
policy is to outline guidance for off-site educational visits in order to ensure the
safety, learning and enjoyment of all persons involved is maintained.

Responsibilities

The Health and Safety at Work Act 1974 places overall responsibility for health and
safety on educational visits with the employer:

For community schools, community special schools, voluntary controlled schools,
maintained nursery schools, pupil referral units, and statutory youth groups, the
employer is the local authority. These establishments must adhere to this require-
ments document. The LA monitors these visits on a sample basis via EVOLVE. The
LA does not have the capacity to undertake ‘field observation’ of visits, and this task
is therefore delegated to the head of establishment and/or EVC.

Approval of visits

In approving visits, the Head-teacher and Educational Visits Coordinator (EVC) will
ensure that the visit leader has sufficient experience in being part of off-site
educational visits and is deemed competent to lead the trip. This will take into
account many aspects including: the experience of the visit leader on the type of trip,
the experience of the visit leader with the type of activities the children will be under-
taking and the leaders understanding of the group.



Where trips are taken to a local learning area, there is no transport required and
activities are a planned part of the curriculum during the normal day, then the visit
leader should ensure there is adequate supervision (see Appendix A) and sign out
before leaving with the office staff. This will also need to be approved by a member
of SLT with an information sheet (see Appendix B) left with a designated emergency
contact at the school. These trips must follow the local area visit management plan
(see Appendix C) Visit leaders are encouraged to record the event on EVOLVE
following the trip.

‘Enhanced’ visits and activities: All other activities will require additional plan-
ning/management, and should be entered on EVOLVE. An example of this is day

trips, outdoor adventurous activities and residential trips.

The route for approval is shown below:
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Planning

EVOLVE provides a means of recording planning during the planning phase, and en-
ables the EVC and Headteacher to contribute to, support, and monitor the activity.
The extent of planning required is related to the complexity of the visit. Risks are
expected to be reduced to an acceptable or tolerable level, and not necessarily
eliminated. Planning should achieve a rational balance between potential adverse
risks and the intended benefits and outcomes of the activity.

Whilst planning an off-site educational visit, it is imperative that the visit leader sticks
to the timescales provided in appendix d. This is important to allow time for effective
and proper planning including pre-visits where necessary.

In planning a visit, the teachers must consider what the pertinent factors are to
ensure a safe and successful activity can take place. This will include questioning:
what will keep the children safe, any issues that are individual to the event, the
needs of the group (special and medical), the experience and competency of the
staff team and the leader in the context of the event. Significant issues should be
recorded on EVOLVE with the risk minimised and recorded using the Risk
Assessment Form (see Appendix E).

Safety during the visit

Prior to the visit, staff must ensure that all participants understand what is expected
of them. This includes any ‘rules’ that will be in place. These should be
reemphasised as appropriate during the visit. Monitoring of the visit must be
ongoing; this contributes towards enjoyment, safety, and learning. It is primarily the
responsibility of the visit leader, in consultation with other staff where appropriate, to
modify or curtail the visit or activity (e.g. Plan B) to suit changed or changing
circumstances - for example: over-busy lunch area, rain, rising water levels, etc. Fol-
lowing the visit, the visit leader should record any significant issues as a note on
EVOLVE, for both reference, and to inform future visits.

Parent consent

Written consent from parents is held on file for the off-site visits into the local area. If
trips into the local area are taken during the school day and they are covered by the
local trips plan, additional parental consent is not required.

Written consent will be requested for activities that need a higher level of risk man-
agement or those that take place outside school hours. Parents must be informed of
these activities in advance, and given the opportunity to withdraw their child from any



particular visit or activity covered by the form. The school has a robust means of en-
suring that changes to parent / carer contact details and child medical details are up-
to-date. E-consent, via services such as EVOLVE+, ParentPay, etc., is an
acceptable alternative to paper-based consent forms.

Competency

The EVC and/or Head-teacher must therefore consider the following when assessing
the competence of a member of staff to lead a visit:

a) What experience has the leader in leading or accompanying similar or other
visits? (Check Staff History on EVOLVE).

b) Is the leader competent in planning and managing visits?

c) What are the leader’s reasons for undertaking the visit?

d) Is the leader an employee of the local authority?

e) Does the leader have the ability to manage the pastoral welfare of participants?
f) Does the leader exhibit sound decision-making abilities?

g) What experience has the leader of the participants he/she intends to supervise?
h) What experience has the leader of the environment and geographical area cho-
sen?

I) Does the leader possess appropriate qualifications?

j) If appropriate, what is the leader’s personal level of skill in the activity, and fitness
level?

k) If leading adventurous activities, has this been ‘approved’ by the LA?

) Is the leader aware of all relevant guidelines and able to act on these?

Staffing and supervision

On all visits, there must be an ‘effective level of supervision’ that has been approved
by the EVC and Head-teacher. For all visits the visit leader, EVC and Head of
establishment must make a professional judgement regarding the number and suita-
bility of staffing on an individual visit basis, after consideration of the following
factors:

- The type, level, and duration of activity.

- The nature / requirements of individuals within the group, including those with addi-
tional needs.

- The experience and competence of staff and other adults. - The venue, time of year
and prevailing/predicted conditions, if applicable. - The contingency, or ‘Plan B’
options.

A visit will not go ahead where either the visit leader, EVC, or Head-teacher is not
satisfied that an appropriate level of supervision exists. Staff who are assigned to
support the special needs of an individual cannot be included in the overall staffing
ratio. Their responsibility should not include the wider group. Particular consideration



should be given to the additional implications that may arise if staff are to be
accompanied by family members (or partners) on visits.

Vetting and Disclosure and Barring (DBS) Checks Staff and volunteers who work
frequently or intensively with, or have regular access to young people or vulnerable
adults, must undergo an enhanced DBS check with barred list check as part of their
recruitment process. For the purpose of this guidance: - ‘frequently’ is defined as
‘once a week or more’. - ‘intensively’ is defined as ‘four or more days in a month, or
overnight'.

Direct, Indirect and Remote Supervision

Young people must be supervised throughout all visits, even though they may be
unaccompanied at times. Direct supervision is where a member of staff is with a
young person / group. Indirect supervision is where young people are unaccompa-
nied by a member of staff, but where there is a member of staff in the vicinity, for ex-
ample as might occur in a museum or shopping centre, or ‘down-time’ at an activity
centre. Remote supervision is where young people are unaccompanied by a mem-
ber of staff, and the supervising member of staff is not necessarily in the immediate
vicinity, for example as might occur during D of E expeditions, or a 6th Form
unaccompanied visit to university open day. The level of supervision will be
determined upon the factors in the risk assessment plan.

First aid

For all visits, there should be a responsible adult with a good working knowledge of
first aid appropriate to the environment (e.g. urban, remote, water, etc.) General ‘life
experience’, or a 3 hour non-assessed ‘Basic Skills’ course is suitable for routine
urban visits. However, the nature of the visit may indicate that a higher-level
qualification is appropriate, especially in circumstances where it is likely that access
by the emergency services may be delayed. Based on the nature of the particular
visit, the EVC (or visit leader) should make a professional judgement regarding the
level of first aid required. A first aid kit appropriate to the visit should be carried. For
EYFS outings, there must always be at least one member of staff present who holds
a current Paediatric First Aid certificate.

Insurance

St. Monica’s Catholic Primary School retains insurance through Milton Keynes
Council for trips and visits. It is the responsibility of the Governing Body (and the
Head-teacher to determine whether additional insurance should be taken out. The
establishment should also particularly consider the need for additional insurance for
residential activities, or those involving adventurous activities or hazardous
environments.



Transport

Where a private (staff or parent) car is to be used to transport young people then this
must be approved by the Head-teacher, and a PRIVATE CAR Form must be
completed and retained by the establishment on an annual basis.

Where coaches are being used, clear instructions and communication must be
maintained to ensure a safe and smooth organised visit. This must include providing
the coach company with the details of times on departure and arrival for leaving and
returning school and clear addresses.

Residential visits

St. Monica’s Catholic School recognise the importance and benefits of residential
visits. To ensure that these are successful, they must be planned, managed and
conducted in a safe, risk managed manner. Staff should ensure that the intended
outcomes of the activity are balanced with all reasonably practicable safety precau-
tions. A Guide to High Quality Outdoor Learning and Residential Experiences
(National Guidance) can be used as tools by visit leaders to assist in both identifying
outcomes and in the evaluation of the learning taking place. It can also help the
leader in providing clarity to a provider when designing a programme.

Swimming

LA Approval is not required. Pool operators have a duty to take all reasonable and
practicable measures to ensure that teaching and coaching activities are conducted
safely. Unless suitably qualified, the establishment’s staff should not have
responsibility for lifeguarding. However, they do retain a pastoral role for participants
at all times either through direct or ‘remote’ supervision. For swimming lessons, the
LA establishment should ensure the swimming teacher in charge or other pool
employees/responsible adults supervising the participants are qualified according to
current guidelines.

Definition of an ‘adventurous activity’

The following activities are regarded as ‘adventurous’ and require LA approval:
« All activities in ‘open country’ (see * below)

» Swimming (all forms, excluding publicly lifeguarded pools)

» Camping

+ Canoeing / kayaking

« Sailing / windsurfing / kite surfing



+ Rafting or improvised rafting

» Use of powered safety/rescue craft

* All other forms of boating (excluding commercial transport)

» Water skiing

» Snorkel and aqualung activities

* Hill walking and mountaineering

* Rock climbing (including indoor climbing walls)

* Abseiling

* River/gorge walking or scrambling

 Coasteering/coastal scrambling/sea level traversing

* Underground exploration

» Shooting / archery / paintballing

» Snow sports (skiing, snowboarding, and related activities), including dry slope
* Air activities (excluding commercial flights)

* Horse riding

* Motor sport — all forms

* High level ropes courses

« Off road cycling

* ‘Extreme’ sports

« Other activities (e.g. initiative exercises) involving skills inherent in any of the above

‘Open country’ is normally defined as land above 300m, or more than 1km from
vehicular access. However, this is an arbitrary boundary and there may be occasions
where this definition is inappropriate. Please contact the local authority if you think
this might apply. For level of competence required to lead in open country see
Section 24 For the purposes of LA approval, the following activities are not regarded
as adventurous and therefore do not require approval. However, these activities
must be supervised by a member of staff who has previous relevant experience and
who in the opinion of the EVC and Head of Establishment is competent to supervise
the activity:

e Walking in parks or on non-remote country paths

e Physical Education activities and sports fixtures (other than the above)

e Field studies - unless in the environments stated in ‘open country’

e Swimming in lifeguarded pools

e Theme parks, Tourist attractions

¢ Pedal go-karts

e Ice skating (rink)

e Farm visits

e Local traffic survey

e Museum, library, etc.



The responsibility for the safety of participants in an adventurous activity will rest with
either:

a) An external provider:
The provider must hold a LOtC Quality Badge or complete a Provider Form Note: If
a) Provider holds an AALA licence (and/or any other accreditation) but not a LOtC
Quality Badge, then a Provider Form is still required. Note: Whilst the responsibility
for the safety of participants rests with the provider, the accompanying staff continue
to retain a ‘pastoral’ duty of care.

A member of your establishment’s staff: This person must be specifically approved
by the LA to lead the activity, via EVOLVE.

Emergency Procedures

During an emergency on an off-site visit, the school’s health and safety policy should
be adhered to. For visits that take place outside normal school hours:

A completed Emergency Card (see appendix f or equivalent) must be with the Visit
Leader at all times, and

A completed Emergency Card — Home Contacts (or equivalent) must be with the
emergency home contact(s) at all times, where access to EVOLVE is not possible.

In an emergency, if it is not possible to reach any of the designated establishment
emergency contacts, the leader should call the LA 24-hour emergency number which
is on the emergency card. (Appendix F)

Approval of staff to lead an adventurous activity

For the approval of staff to lead an adventurous activity, refer to the guidance in the
‘Guidance for Off-Site Visits and Related Activities with National Guidance and
EVOLVE: Milton Keynes Council’.

Using an external provider

When using an external provider, staff must adhere to the ‘Guidance for Off-Site Vis-
its and Related Activities with National Guidance and EVOLVE: Milton Keynes Coun-
cil’ and use the provider form if they do not have a LOTC Award. . (Appendix G)

To be uploaded onto EVOLVE for a visit outside of the local area and
residential.

Risk Assessment

Transport Risk Assessment

Itinerary



Groups.
Letters sent in relation to the visit.
Staff contact list.

After the visit

The staff must undertake an evaluation process and record this on EVOLVE to in-
form future planning and evaluate the learning outcomes of the trip.



Appendices

Appendix A
Appendix B
Appendix C
Appendix D
Appendix E

Appendix F

Appendix G:

Appendix H

Staffing supervision on offsite educational visits
Local area offsite visits information sheet
Risk evaluation form
Planning timescales
Local area management plan
Emergency card
Provider Form

Car Form



Appendix A: Staffing supervision on offsite educational visits

Number 20 or less | 21-30 31-40 41-50 51-60 61-70 71-80 81-90 91-100

of pupils

Day visits | 2 mem- 2 mem- 2 mem- 3 mem- 3 mem- 4 mem- 4 mem- 5 mem- 5 mem-
bers of bers of bers of bers of bers of bers of bers of bers of bers of
staff staff staff staff staff staff staff staff staff

Residen- |1 teacher |2 teach- 2 teach- 2 teach- 2 teach- 2 teach- 2 teach- 2 teach- 2 teach-

tial visits | and 1 ers ersand1 (ersand1 (ersand2 |ersand3 |ersand3 |ersand4 |ersand5
member member member members | members | members | members | members
of staff of staff of staff of staff of staff of staff of staff of staff

This is provided as a guide only and should be altered to ensure that ‘appropriate supervision’ is provided de-
pendant on the children in the group and the activities on the trip. If a member of staff is designated as a 1:1 su-
pervisor for a child, this adult cannot be counted within the supervision ratio.

Recommended Ratios by key stage

EYFS Use children’s ages as a guide.
E.g. 4 year olds ratio of 1:4

Key Stage 1 1:8

Key Stage 2 1:12




Appendix B

Local area offsite visits

Visit leader

Year group on the trip

Class/es on the trip

Other members of staff on the trip

Any children with specific risk assessment forms

Location of the trip

Estimated time of departure

Estimated time of arrival back at school

Is any medication required for any children? Yes [] No [ ]
If yes, has it been collected with a first aid kit? Yes[ | No [ ]
Please attach a list of the children that will be on the trip with you.

It is imperative that you are contactable at all times throughout the trip and that this
information sheet is left with a member of the office staff.



Appendix C: Risk Assessment:

What are the really important things we need to do to keep ourselves safe?

WHO TO BE INFORMED.

Conlsgldge(rjél' AGED:

Staff, Timings, Activity, Group, Environment, Distance

HOW TO MANAGE IT

PARENTS
STAFF
PARTICIPANTS

Staff/Ratios

Timings

Activity

Group

Environment




Appendix D:Timescales for planning an off-site educational visit

This document applies only to day visits and residential visits.

Day visits

Residential visits

Contact provider and check their suitability

8 months before the visit

If the provider doesn’t have LOTC, fill out a
provider form.

8 months before the visit

Information letters to parents

1 month and 2 weeks
before the visit

8 months before the visit

Information evening

6 months before the visit
and 2 months before the
visit

Requested permission and parent helper
response

1 month before the visit

6 months before the visit

Booking coach

1 month before the visit

5 months before the visit

Pre-visit (if necessary)

3 weeks before the
visit

3 months before the visit

Risk assessment completed

3 weeks before the
visit

3 months before the visit

Staffing arranged

2 weeks before the
visit

3 months before the visit




Timetable for the day arranged

2 weeks before the
visit

1 month before the visit

Documents uploaded onto Evolve and
submitted for approval

10 days before the visit

7 weeks before the
visit

Grouping arranged

1 week before the visit

3 weeks before the visit

Packs of information (risk assessment,
medical information, emergency
procedures) completed

3 days before the visit

1 week before the visit

Copy of Evolve cover page and contact
details to be left in the office.

On the day of visit.

On the day of visit.

Medication and first aid kits collected

On the day of the visit

On the day of the visit

Staff members briefed

On the day of the visit

1 week before the visit

Briefing of parent helpers

On the day of the visit

Register children before departure to and On the day of the visit | Throughout the visit
from visit and throughout the day- do not

rely on headcounts.

Continuous monitoring of activities and risks | On the day of the visit | On the visit
Continuous contact with school throughout | On the day of the visit | On the visit

the visit

Contact the school on departure with
estimated time of arrival at school.

On the day of the visit

On the return of the visit

Collect any packs with information

After the visit

After the visit

Debrief with parents

After the visit




Complete evaluation

After the visit

After the visit




Appendix E: Local area management plan

This document serves as the risk assessment for the local area visits during school time. For our school this in-
cludes visits to:

Linford Wood, the Neath Hill shopping parade, the park next to the Neath Hill shopping parade, St. Augustine’s
Church and visits to local areas which we are able to walk to.

RISK ASSESSMENT FORM.

ACTIVITY: Local Area — Neath Hill, Linford Wood and St. Augustine’s Church and places we are able to walk to from the school.

Establishment: St. Monica’s Catholic School

Date: Target Date for review: March 2026
06.03.2024

Assessor: Jenny Cathcart Position: EVC




ISSUES
Issues which may lead to
serious harm or affect
several people

MANAGEMENT STRATEGIES

Control Measures (CMs), including relevant sources of guidance

(E.g. LA/JEmployer Policy Documents, OEAP National Guidance, Guidance from Provider,
etc.). Specific CM’s not included in the generic RA (e.g. briefings, actions by leaders /
participants, qualifications / experience of supervisors)

Additional Strategies required?

If existing CM’s cannot be met or circumstances
have changed

All eventualities

Group leaders will be familiar with School Offsite Visits Policy.

o All staff will be appropriately trained, experienced and qualified to com-

petently fulfil their leadership roles and responsibilities

o All leaders will meet prior to departure to discuss and share risk as-

sessments and implement management plans.

o All leaders will be made aware of their roles and responsibilities prior to

departure

o Leaders will brief young people regarding hazards before departure.
e Office Staff to have Local Area Offsite Visits form left with them before

departure.

e Permission for walk in local area given by pupils on enrolment.

All Incidents, Accidents
or Emergencies

e St. Monica’s has an emergency plan for dealing with an incident on an

offsite visit. (Off sites Visits Policy).

o Ensure sufficient supervisors to deal with an incident and take charge

of the rest of the group. (Ratio According to School Policy).

¢ Mobile Phone carried by Group leader.
o Leaders will know emergency procedures and in first instance contact

the school. Emergency Visit Card carried by group leader.

¢ Accompanying adults will have an appropriate level of first aid training

as determined by the nature of the visit and accessibility of the venue
for paramedics.
A complete first aid kit will be checked and taken with group.

e The first aid kit will be easily accessed by all leaders
Any personal medication to be kept secure and accessible only to lead-

ers

e Leaders will have prepared a contingency plan in the event of an inci-

dent or other cause for a change to the original plan




Exposure to adverse
effects of weather

Staff will consider possible weather conditions, plan appropriate pro-
gramme, and ensure that young people are aware of clothing and
equipment required beforehand — especially Linford wood.

Specialist personal protective clothing and equipment will be made
available to group members if appropriate

Staff will plan and make provision for young people who may not bring
suitable kit, including arranging a check before departure and/or bring-
ing spares

Staff will check weather forecast for day of visit.

Young people lost or
separated from group,
inadequate supervision

Ensure supervising staff are competent and understand their roles and
are aware of any risk assessments

Staffing ratios will be in line with School Policy

Children to walk in pairs.

Staff will discuss itinerary, arrangements and behaviour expectations
with young people before departure.

Young people will be briefed as what to do if separated from group e.g.
meeting points.

Leaders to conduct regular head counts, particularly at arrival/depar-
ture points, and when separating and reforming groups.

In event of missing child — school to be contacted to provide up to date
photo of child for ease of identification.

Special needs of
specific young people —
medical

Obtain information from parents/carers and/GP/Consultant as appropri-
ate

Children and provision to be mentioned on separate risk assessment if
required.

Additional supervision to be arranged if required.

Misbehaviour

Staffing supervision levels conform to LA guidance and will be suffi-
cient to maintain good behaviour — dependant on needs of year group.
Code of Conduct/Behaviour agreed with young people beforehand,
with clear understanding of likely consequences if this is breached.
Individual risk assessments to be carried out if required

Advice to be taken from SENCO where appropriate.

If child has to return to school, Group leader to contact school to ar-
range collection of child.




Animals, insects, e Avoid known high risk situations.
poisonous plants etc. | ¢ Take necessary avoidance action if encountered.
e Ensure medication is with group if required.
¢ Children to stick to paths/footpaths/red ways unless asked to deviate
by adult.
Inappropriate provision, | «  Only bona fide, reputable providers will be used
activity or actions by o Where appropriate, prior written assurance will be obtained from the
provider or provider's company that it has suitable and sufficient safety management and
staff quality-control systems in place
Confrontation with a ¢ Young people will remain in pairs, groups or buddy systems at all
member of public times, including visits to toilets.
¢ Children reminded about behaviour and to be aware of an adults loca-
tion at all times.
e Children informed not to pet animals of members of the public.
Whilst on activity: e Staffing supervision is within recommended ratios, sufficient to meet
, pastoral needs and maintain good behaviour. (In line with school pol-
Inappropriate icy).
behaviour — Linjury to | Overall party divided into smaller groups for more effective supervision
self, other party by staff.
members, or passers- |, young people appropriately briefed to include the following: -
by o Purpose and duration of activity
o Expected standards of behaviour and pertinent safety rules — follow
instructions / directions from provider’s staff where applicable.
o Emergency procedures - what to do if there is an incident or they
become lost or separated from group.
Crossing the road o Staffing supervision necessitates that there must be 2 members of staff | To Linford Wood — underpass under the V8 at
on the road on each side of the crossing children at all times with a entrance to Currier Drive.
member leading the line at the front. e
o Children are not to cross dual carriageways or Grid roads. To use un- gt) 2t' Augus,tme s — Underpass under V7 at
. . Augustine’s church.
derpasses provided.
REVIEWS
DATE OF REVIEW: COMMENTS




Appendix F: Emergency Card (Visit Leader)

EMERGENCY CARD
(VISIT LEADER)

This ‘card’ must remain with the Visit Leader at all times on a visit

In the event of a significant incident or accident that does not involve serious injury or fatality,
and/or is not likely to attract media attention, the Visit Leader should seek advice from their estab-
lishment emergency contact(s). This should normally include a member Senior Management of the
establishment.

In the event of an incident that does involve serious injury or fatality, and/or is likely to attract
media attention, the Visit Leader should adopt the following protocol:

1. Assess the situation;

2. Safeguard uninjured members of the group (including self);

3. Attend to any casualties;

4. Call emergency services, if appropriate.

(999 or appropriate local number if abroad, Europe 112, North America 911)
5. Contact the LA Emergency Contact Number to report the incident and request assistance.

Milton Keynes Council Emergency Contact
01908 311773

Be prepared to give: Your name and Establishment/Group

Phone number & back up phone numbers

Exact Location

Nature of Incident

Number in the Group

You will be called back as soon as possible so try not to make outgoing calls until con-
tact is made. You will be given advice and asked what the LA can do to support you.
Then:

+ Contact your establishment, EVC or Home Contact (see below) and seek further advice. If you are
unable to do this, the LA will contact your establishment on your behalf.

« If practicable, delegate party leadership to the Deputy Leader, in order that you can be contactable
at all times, and to enable you to coordinate all necessary actions;

* You will be provided with a dedicated number to refer all press, media, parental, or other enquiries to
the LA and for continuing contact with the LA during the incident.

* Wherever possible, prevent group members from using telephones or mobiles, or going on-line until
such time as this has been agreed by the LA;

* Do not allow any member of the group to discuss liability with any other party.

When the incident is under control:

« Seek further and full details of the incident, how and why it happened so far as can be established at
this stage;

» Maintain a detailed written log of all actions taken and conversations held, together with a timescale
— It may be appropriate to ask someone else to do this;

+ Contact the British Consulate / Embassy if abroad.

Name Home Mobile

St. Monica’s Catholic School 01908 606966

Milton Keynes Council 01908 311773

Establishment ‘Home’ Contact

Head teacher/ Ms Natalie Shanahan 07834272679

Chair of Governing Body (optional)
EVC Jenny Cathcart 07833993400



PROVIDER FORM
Appendix G Provider Form.

For completion by ‘external providers’ used by
Milton Keynes Council establishments

Providers that do not hold a LOtC Quality Badge and that are to be used by establishments from Milton Keynes
Council, are required to complete and return this form in advance of the establishment making a commitment.

Establishment............cccooiiiiiii e Staff memberincharge ..........cccoveiiiiii

Date(s) of Visit .......oooieiei e Name of Provider.........ccoueiiiiiiii e

The provider or tour operator providing services to the establishment named above is asked to give careful consideration to
the statements below and sign in the space at the end of the form to indicate that the standard of service will meet the
conditions listed. Please tick all specifications you can meet, indicate by a cross any you cannot meet, and write N/A against
any specifications which do not apply to your provision.

Section A should be completed for all visits. Sections B (adventure activities), C (tour operators) and D (expeditions) should
also be completed if applicable.

SECTION A - ALL VISITS

Health, Safety, and Emergency Policy

1. The provider complies with relevant health and safety regulations, including the Health and Safety at Work Act 1974
and associated regulations for visits taking place in the UK, and has a health and safety policy and recorded risk

assessments which are available for inspection.

2. Accident and emergency procedures are maintained and records are available for inspection.

Vehicles

3. All vehicles are roadworthy and meet the requirements of relevant regulations in the country in which they are being
used.

Staffing

4. Allreasonable steps are taken to check staff that have access to young people for relevant criminal history and suitability

to work with young people.

5. There are adequate and regular opportunities for liaison between establishment staff and the provider’s staff and there
is sufficient flexibility to make changes to the programme if necessary and the reasons for such changes will be made

known to establishment staff.

6. The provider has never been dismissed from any employment or had a contract ended



10.

11.

Insurance

The provider has public liability insurance for at least £5 million with a clause giving ‘indemnity to principal’.

Accommodation (if provided)

UK accommodation is covered by a current fire certificate or advice has been sought from a fire officer and
implemented, and a fire risk assessment has been completed.

If abroad, the accommodation complies with fire, health and safety regulations which apply in the country
concerned.

There are appropriate security arrangements to prevent unauthorised persons entering the accommodation.

Separate male and female accommodation and washing facilities are provided and staff accommodation is
close to participants’ accommodation.

SECTION B - ADVENTURE ACTIVITIES AND FIELD STUDIES IN OUTDOOR
ENVIRONMENTS

12. Adventure Activities Licensing Authority (AALA) Licence covering dates of visit LI YES L7 OUT OF
SCOPE
13. If YES, AALA Licence number R

14.

15.

16.

17.

18.

For AALA licensable activities in the UK, the specifications in this section are checked as part of the AALA inspection.
However, providers licensed with AALA are asked to consider these specifications with respect to any activities or
aspects of provision not covered by the licence.

Activity management

The provider operates a policy for staff recruitment, training and assessment which ensures that all staff with a
responsibility for participants are competent to undertake their duties.

The provider maintains a written code of practice for activities which is consistent with relevant National Governing
Body guidelines and/or, if abroad, the relevant regulations of the country concerned.

Staff competencies are confirmed by appropriate National Governing Body qualifications for the activities to be
undertaken, or staff have had their competencies confirmed in writing by an appropriately experienced and qualified
technical adviser.

Where there is no National Governing Body for an activity, the provider has a Code of Conduct for that activity which is
in line with current good practice within the UK, and this includes appropriate instructor competencies.

Participants will at all times have access to a person with an appropriate First Aid qualification. Staff are practiced and
competent in accident and emergency procedures.




19. There is a clear definition of responsibilities between providers and visiting staff regarding supervision and welfare of
participants.

20. All equipment used in activities is suited to task, adequately maintained in accordance with statutory requirements and
current good practice, with records kept of maintenance checks where necessary.

SECTION C - TOUR OPERATORS

Where a tour operator delivers services to establishments using other providers eg. ski establishments, transport
operators or accommodation, the tour operator must ensure that each provider meets the relevant specifications
outlined in Sections A and B of this form and that these providers operate to standards which meet the relevant
regulations which apply to the country of operation.

22. Sections A and B of this form, as appropriate, have been completed to show that checks have been made. Records
are available for inspection.

23. The Tour Operator complies with the package travel regulations, including bonding to safeguard customers’ monies.

24. ATOL, ABTA or other bonding body name and NUMDETS............oociiiiiiiiii e

SECTION D - OVERSEAS EXPEDITIONS

25. The provider complies with ‘Guidance for Overseas Expeditions, Edition 3’ (GOE3).

If any of the above specifications cannot be met or are not applicable, please give details:

Details of any other accreditation, eg with National Governing Bodies, tourist boards, etc.

DECLARATION

| hereby certify that | am an authorised signatory to enter into this Agreement and to bind the said company, firm,
person or corporation to the terms and conditions herein.



NAME (PFINE) 1ot Position in organisation..............cccceviiiriiiiiicccnnee.

Full name and address of company, firm, person or COrPOration ...............uiiiiiieiiiie e

Use of & private car to transport young people - St Monicas Schoal

| confirm that | am willing to use my own whicle for transporting young people on
edur:ajtinnal wisits. | have a current valid driving licence and will ensure that my
wvehicle is legal and roadworthy in all respects.

Trip end address:
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