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CHRIS LOWE is a lawyer, former Head of a comprehensive
school, former legal secretary and President of the Secondary
heads Association, and Visiting Professor at Edith Cowan
University, Western Australia. He writes a Legal Issues column in
the Times Educational Supplement and has written extensively
on education law and on running educational visits.

FOREWORD

The School Travel Forum, which includes the major companies in the
school travel business, has estimated that probably only 40% of all school
visits are organised through its members. This leaves a great many visits in
the hands of teachers who are already hard-pressed for time in school.
This is an opportune time for governing bodies and Heads to consider
which of their visits/outdoor activities should be organised entirely by the
school, and which would be better put into the expert hands of reputable
school tour operators.

Certain visits, such as day visits to local museums, might be easier to
organise in-house. Teachers might have more peace of mind in using
external providers for most others — particularly as parents along with the
rest of the public are becoming increasingly litigious and looking for some-
one to blame.

If schools do their own organisation they put themselves in much the
same position as supplier travel companies, responsible wholly for health
and safety, and possibly subject to the Package Travel, Package Holidays
and Package Tours Regulations 1992 for some of the visits. If they use
travel companies then schools are in effect the customers and entitled to
all the protection afforded by the health and safety laws, contract law,
trade description legislation, and the package holiday regulations. They
will not have to carry out risk assessments for the visit, though they will
need to satisfy themselves that the Tour Operator has done so adequately.

Using a travel company means that a great deal of pressure is removed
from the accompanying staff. The leader, and other adults, retain, of
course, the overall pastoral care of the pupils, but this is something that
teachers do all day long! The employing organisation ( usually the LEA )
will still have legal responsibility for the health and safety of the pupils and
school staff, but will in effect share that responsibility with the Tour
Operator.

Chri( Lowe

GOVERNMENT GUIDELINES (HASPEV)

The good practice guide Health and Safety of Pupils on Educational Visits
1998 (HASPEV) has now been supplemented by an update, which is split
into three parts, covering

1 Standards for LEAs in Overseeing Educational Visits
2 Standards for Adventure
3 A Handbook for Group Leaders

The department has already published a separate but related document:
Health and Safety Responsibilities and Powers

It if important for educational vi(it leader( to be familiar with
the contenty. But remember that the quidance if not prefariptive.
It {f there to quide LEA(, {choolf and leader( i coming to a

Mdgewient about what if good practice in the droamgtance(. Your

LEA will alfo have it{ own quidelines on educational vifity and
You fhould familiarife yourfelf with thif af well.

Enquiries about HASPEV and the Supplements can be made to the DfES
Pupil Health and Safety Team, Tel. 020 7925 5536, or visit the website at
www.teachernet.gov.uk/visits

The DfES guidance is now very detailed and complex, and is concerned
mainly ( but not only)with the issues surrounding visits organised solely by
the school. This booklet sum-
marises the relevant guidance
about planning educational vis-
its contained in HASPEV, but
concentrates in particular on
issues concerning travel with a
tour operator and the legal obli-
gations and responsibilities fac-
ing the party leader.

Further on in this booklet you
will find a flow chart setting out
the steps required for organis-
ing an educational visit.




WHO DOES WHAT ?

The DAES quidance highlight( the importance of educational vifitf
i the active carriculum of a chool, and the need for everyone
who haf fowe refpon(ibility for educational vifit( to work af a
team toward( enfuring that the vifit( are afe and educational.

Local Education Authorities are responsible ultimately for the
health and safety of pupils and staff in community and voluntary con-
trolled schools and the actions of employees while in the course of their
employment

In particular the supplement to HASPEV states that it is good practice for
them to appoint Outdoor Education Advisers, who will:

a advise schools and colleges generally or in detail on proposed visits,

b give formal approval on behalf of the LEA for higher risk activities,
and

c ensure appropriate training is available for schools, particularly for
those involved in delegated tasks, such as risk assessment.

Governing Bodies of foundation and voluntary aided schools, and pro-
prietors of independent schools have the same responsibility for their
schools as LEAs have for community and controlled schools.

Headteachers are responsible for ensuring that all visits and activities are
properly planned and supervised, that appropriate training has been car-
ried out and the group leader is competent for that type of visit

Educational Visit Co-ordinators: The new HASPEV supplement says
that it is good practice for schools to appoint educational visit co-ordina-
tors (EVCs). Heads and governing bodies will have to decide the role and
responsibilities of EVCs, and to arrange appropriate training. The depart-
ment of Education and Skills is providing a £2.3 million contribution
towards the cost of EVC training in 2002-03.

Party Leaders: Each group should have one overall leader, responsible
for the supervision and conduct of the visit

Legal Position of the Party Leader:

Orqanifer/leader( (hould be reaffured to know that, although
they wmay @rry out delegated tagk on behalf of the (chool, the
ewplovier retaing ultimate regpon(ibility.

The teadher leader haf the (ame health and (uﬁt\j re(pon((h’lft\g
that he/fhe haf during a norwal teaching day, ie to do all that
i( reajonably practicable to engure:

B the health and safety of the pupils in their charge
B the health and safety of others
B his/her own health and safety

The difference is that educational visits are not usually ‘normal’ and
therefore require specific planning and organisation.

By following LEA/school policies, and undertaking appropriate training, a
leader will be demonstrating that he/she is acting as a ‘reasonable
teacher’ would in the circumstances.

ln wy view, a rough and ready tegt {§ to agk, * I what | am
about to do fowething that | would do if it waf my own dhild
that | waf doing it for” If the anfwer if not an IMMEDIATE
Ye(', then do not do it. Alter what You were going to do to
fUdh an extent that You would then be entirely and imwedi-
ately fatiffied.

REMEMBER: Always err on the (ide of (afety in all cafes.

Other Accompanying Adults: All supervisors have a general respon-
sibility for the care of pupils, not just for that part of it on which they are
specifically ‘on duty'. Party leaders should supply them with detailed
information, and should brief them orally, to enable them to carry out
their supervisory duties effectively.

Tour Operators: The Package Holiday Regulations (1992) place a duty
of ‘due diligence’ (ie a duty of care) firmly on the shoulders of tour oper-
ators, thereby reducing much of the Party Leader's responsibility for
assessing suitability of accommodation, travel and other arrangements
made for a school journey.

By the same token, ALL tour operators must by law provide security for
the refund of money paid to them and for the repatria- 3
tion of clients in the event of insolvency. Details of indi- -
vidual bonding and client protection arrangements will be
found in all tour operator brochures - if you are unsure,
ask your operators for details of the cover they provide
and, if you are still concerned, contact the body provid-
ing the guarantees for confirmation of the operator's
cover. Bonding through ABTA, AITO or an ATOL licence
are perhaps the most readily recognised guarantees of
client protection, but providing protection via insurance
cover or a trust fund are also legally recognised means of
providing this cover. HASPEV sections 201-203 covers
the use of tour operators.




CHOOSING A TOUR OPERATOR

Leaders should look for the following:

reliability — the company should be reputable,

having an appropriate programme — not only the relevant curriculum
programme to match aims, but also convenient dates, appropriate
pick-up arrangements and timings, suitable accommodation and
insurance arrangements

acceptable booking conditions - scrutinise any limitation of liability,
the cancellation terms and the insurance package on offer

suitable safety procedures. For detailed guidance on this subject, see
HASPEV ‘Standards for LEAS', sections 56-61

the right price, reflecting value for money in comparison with other
offerings

an interesting and relevant programme

appropriate supporting literature and liaison

THE PLANNING STAGE

| have orqanifed countle(( (chool vifit( over the Veary. Take it from
wie that ufing an experfenced tour operator if wintch eagier!

The following ‘flow chart’ shows you the different stages involved in
planning an educational visit:

1

Proposed Visit/Activity, with educational objectives and in line with
school policy, is agreed by the Head Teacher in consultation with the
school’s Educational Visits Co-ordinator ( EVC ), and possibly follow-
ing initial advice from the LEA Outdoor Education Adviser.

Organiser/leader approved by the Head

Ensure school organiser/leader is appropriately trained for the cate-
gory of visit

Choose a tour operator (see Section 3 above)

EVC/Leader to check that the proposed operator is reputable and has
the correct expertise and good practice

6 Obtain LEA's approval for the visit and activities where necessary

7 Liaise with the operator over:
* travel, venue and activities
e risk management
e qualifications of any activity leaders
e insurance arrangements
e financial security arrangements
e pupil/supervisor ratios

Communicate regularly with the tour operator

Follow school's procedure for communicating with, and involving,
pupils and parents

KEY POINTS FOR ORGANISING A SCHOOL VISIT
Congutt the fchool’s EVC early) on and obtain perwifion for the vifit.

Aims and Objectives

Every educational vifit fhould fulfil a dear aim and purpose.
Rewiewber that a refufal to take a difabled pupil on an educational
vifit would have to be justified or it will be unlawful.

Early on the leader must determine the aim and purpose of the visit,
whether it accords with the school's curricular aims, which pupils it would
benefit, whether the aims could be achieved in a different way, and
whether the proposed venue is
the best for the purposes.

Tour Operator( are experienced
in advifing on the (uitability
of vemvie§ and activitiel for
pupilf  of different agef,
aptitudef and abilitie. They
@n often wake changef to
publithed  prograwwel  if
approached early enovigh.




SUGGESTED SUPERVISION RATIOS

Many LEAs set their own levels, but the DfES recognises good practice for
local visits of:

B 1 adult for every 6 pupils in years | to 3 ( with under 5s reception
classes having a higher ratio)

B 1 adult for every 10 pupils in school years 4 to 6

B 1 adult for every 15- 20 pupils in year 7 onwards

However, these ratios are for good conditions. Leaders in consultation
with the EVC must determine what is necessary for the specific visit with
the particular pupils.

Tour Operator( are experienced in fupervifion and have their own rec-
omwended level( of (upervifion, often exceeding thofe in HASTEV. They
wiu(t be confulted at thif early (tage, partiovlarly if there are wew-
ber( of the group who have (pecal requirewents.

ADVENTURE CENTRES

Over 900 adventurous activity providers currently hold licences, but not
all providers have to hold licences. Holding a licence means that a
provider has been inspected and complies with the criteria for the
Adventure Activities Licensing Authority (AALA).

A list of licensed Activity Centres can be obtained from the LEA's Out-
door Education Adviser, or found on the AALA website www.aala.org.uk

Most reputable UK adventure centres that are outside the scope of licens-
ing are members of the British Activities Holiday Association and are sub-
ject to their code of practice and inspection. Website: www.baha.org.uk

VISITS ABROAD

Vifits abroad are inherently different from thofe in the UK. Different
ingpection and licenfing arrangewsent( exift in different countrief. Towr
Operator( are expert in thefe wiatter( and, in wy view, You would be
foolifh to iguore that expertife. You fhould expect a reputable Tour
Operator to be able to fhow due diligence in (electing overfeas (uppliery,
¢9 Confirmation that hotel(, hoftelf and centre( that they ufe comply
in full with local legiflation.

Nevertheless, you must satisfy yourself that all accommodation and other
aspects of your stay abroad conform to the standards you expect for the
programme of activities you are undertaking.
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INSPECTION VISITS

Preliminary visits are sometimes important and encouraged by Tour
Operators, especially to new destinations. They help group leaders to
properly risk-assess the supervision aspects of the visit, by gaining
advance familiarity with the location, accommodation etc.But Tour
Operators can also provide all the necessary information if you decide that
a preliminary visit is unnecessary.

HEALTH AND SAFETY CONSIDERATIONS

| tref§ again that leader need to have read the HASPEV quidance,
and the lateft (upplewent, and any guidance provided by their LEA,
taking into account the particlar activities of the qroup.

Leaders will be expected to carry out risk assessments on every potential
risk, but this is not as onerous as it first appears. Teachers are doing risk
assessments every moment of the school day. The difference here is
that leaders are being asked to do them more formally and in unfamiliar
conditions.

ADMINISTRATION AND FINANCE

You will have to use both the forms and procedures required by the school
and the Tour Operator. All such requirements have a purpose, and should
be followed meticulously. The school in its arrangements should have
taken into account the Regulations concerning charging pupils for visits.
These are contained in Circular2/89 Charging for School Activities.

The returuf requefted b\9 the Tour Operator, and the deadlivie( fet, are
of avdal importance in enguring that all Your requirewsent( are wiet.

Make (ure that within the
{chool You have urmngemeuf{
to wieet the Tour Operator §
date( for (Uch ftew( af:

B Numbers and Details of the
group members

Stage payments

Passport information
Dietary requirements
Insurance information
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FUNDING

Some Tour Operators have tips for helping schools to raise money for the
visit. Ask for details.

INFORMATION FOR PARENTS AND PUPILS

Schools will have their own arrangements and forms for informing parents
and pupils. These should be completed meticulously. Parent and pupil
briefing sessions must also be prepared carefully. It is important that par-
ents have the fullest possible information about the visit and activities.
Remember that some names of activities mean little or nothing to some
parents ( eg abseiling ) and need to be carefully explained.

Find out whether your Tour Operator cam help with waterial — liter-
atvre, brocuvre, photographf and videof.

PARENTAL CONSENT FORMS

Parents are demanding more and more information, even though schools
go out of their way to provide up-to-date and relevant details.

It i worth confiderfng in the parental acceptance form a note explain-
ing that it if not poffible for anyjone to guarantee j00% fafety, but
that the leader and colleaguies will retain the overall pagtoral refpoui-
h’h’t\g that they have when teaching pupil( in fchool, and whidh if well
eftablifhed in law. The law require( teacher( to do ever\;ﬂu’ng reagon-
ably practicable to engure the (afety of everyjone in the party, and the
leader( will ufe their (killf and experience a adult and teacher( to
protect the health, (afety and welfare of the pupily.

What this indicates in short is that teacher leaders will act with the degree
of care that any responsible parent would demonstrate for his/her chil-
dren’s safety. In signing the statement the parents would be acknowledg-
ing and accepting this statement of the position of teacher leaders.
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ON THE VISIT

The DfES * A Handbook for Group Leaders' includes detailed advice on
the practicalities, including Supervision, Ongoing Risk Assessment,
Emergency Procedures, and Specific Activities.

Tour Operator(, too, give advice ‘to leadery. Tkey @n advife on reqif-
tering and checking groups, the buddy (Yitew , (topping point( and
rest periods, recreation on coache(/traing/ferrie(, firgt aid arrange-
went(, and comwmuication(.

USEFUL CONTACTS

Enquiries about the DfES ‘Health and Safety of Pupils on Educational
Visits" and the Supplements can be made to the DfES Pupil Health and
Safety Team. Tel. 020 7925 5536

HASPEV and the Supplements contain a comprehensive list of useful con-
tacts, but leaders might find the following worth noting.

The School Travel Forum has a website:
www.educationaltravel.org.uk

Licensed activity facilities
Details of current licence holders from the Adventure Activities Licensing
Authority (AALA) at http://www.aala.org.uk

Independent Schools Adventure Activities Association (ISAAA)
at www.malcol.org/isaaa/

British Activity Holidays
Association (BAHA)
www.baha.org.uk

Tel 01932 252 994




“I am happy to place on record that the govern-
went (upports the role of adventure af part of
active education, efpedally in helping Young people
to learn about af(effing and wmanaging rigk, in
offering thew new and exdting challenge(, and in
helping thews to gain (killf in leaderthip and team
working that will be of huge value in their progres-
fion to adulthood.”
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