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Drapers’ Academy is a Harold Hill school for Harold Hill families.  It will raise educational achievement to high levels, broaden experience and prepare young adults to achieve their best in further education and employment.

Abilities will be supported and aspiration nurtured.  Particular support will be given to families so that children can achieve their best.

The Academy specialisms will be science and mathematics.   So that every child can benefit and be stimulated, imaginative and creative teaching of these subjects will be a notable strength.  The wider curriculum will also be taught to a high standard with a particular emphasis on English.

The Academy will encourage children to take part in a wide variety of activities to raise confidence, stimulate the spirit of enquiry and provide enjoyable and memorable experiences.

The Drapers’ Company will use its expertise as a leading London charity with a long experience in education to provide linkages across a wide variety of areas.  Queen Mary will provide close links with the world of higher education to encourage students to go to university.

Fullest use will be made of the exceptional site occupied by the Academy, including the creation of new buildings that will stimulate every aspect of learning.

The Academy will play a major part in the aspiration to regenerate Harold Hill.  This will be principally through the Harold Hill Learning Village but also through close links with a wide variety of community activities and other educational establishments in the area.

1
Introduction

1.1 These procedures cover instances where pupils and staff leave the Academy premises during the school day. Throughout this procedure, the term “parent” means all those having a parental responsibility for a child. The Academy recognises that Academy trips and residential experiences are a valuable part of a young person’s education. All pupils should be given the opportunity to participate in a trip or residential experience on at least an annual basis, although it is recognised that not all pupils will take such an opportunity.

2 Educational Visits

2.1 The DCSF has published extensive guidance about health and safety on educational visits. The Academy has adopted that guidance rather than seeking to paraphrase it. The guidance is to be found at www.teachernet.gov.uk/visits/.  The guidance takes the form of a main guide entitled “Health & Safety of Pupils on Educational Visits” (1998) and three supplements published in 2002:

2.1.1 Standards for LEAs in Overseeing Educational Visits

2.1.2 Standards for Adventure

2.1.3 Handbook for Group Leaders

2.2 The Principal shall designate a member of staff to act as the Educational Visits Co-ordinator (EVC). The guidance sets out the responsibilities of the EVC. It is also the responsibility of the EVC to ensure that Governors and staff are advised of their responsibilities within the guidance. Compliance with the guidance is, however, a line management responsibility. It is the responsibility of the staff planning the trip to consider all aspects of pupil safeguarding and welfare. The Safeguarding and Pupil Welfare Policy sets out the details further.

2.3 Purpose:

2.3.1 To extend pupils’ learning experiences to educational resources beyond the Academy;
2.3.2 To experience different forms of teaching and learning;
2.3.3 To foster personal and social development;
2.3.4 To enhance peer and teacher/peer relationships;
2.3.5 To develop enthusiasm for exploration and discovery;
2.3.6 To broaden personal horizons and awareness of educational opportunities;
2.3.7 To enjoy the learning experience.
3 Guidelines

3.1 The following guidelines should be followed when planning and undertaking any off-site or residential activities.

3.1.1 Staff must ensure in advance of the visit that the venue and activity are fit for the learning purpose and that any external personnel are suitably competent. A preliminary visit should, wherever practicable, be undertaken.

3.1.2 All visits and journeys must be under the supervision of at least one qualified member of the teaching staff.

3.1.3 Staffing levels for educational visits must be approved by the Principal.

3.1.4 Residential visits of mixed gender groups must be accompanied by both male and female responsible adults. Whenever possible, this principle should also be applied to non-residential visits.

3.1.5 Visit organisers must ensure that adequate insurance cover exists for the intended activity.  This should be done by checking with the Director of Finance & Administration. 

3.1.6 Visits to enhance National Curriculum learning should be equally accessible to pupils in accordance with the current legislation and the Academy’s charging & remission policy.

3.1.7 Staff are responsible for ensuring that suitable curriculum support materials, where appropriate, are available to maximise the learning opportunities.

3.1.8 Full details of the visit(s), outlining times, venue(s), mode of transport, costs, supervision arrangements, function of visit and domestic arrangements must be sent in writing to parents.

3.1.9 Parental consent must be given in writing for any intended visit, together with emergency contact information. In the case of regular sporting fixtures general written consent is acceptable. However, full details of fixtures, i.e. venues, times and participating pupils must be lodged with the office upon departure.

3.1.10 Visit organisers must ensure that parental consent forms are taken on the visit in the event of an emergency. Where the party is divided into different groups, i.e. for travelling, group leaders should hold consent forms for their group.

3.1.11 Visit organisers are responsible for ensuring that the link member of staff at the Academy has up to date, accurate and full details of the arrangements.

3.1.12 Staff leading educational visits are responsible for arranging with the Academy office for the collection and recording of financial transactions and for monitoring levels of proposed participation.  Teaching staff should not collect money on behalf of pupils unless prior consent has been granted by either the Principal or the Director of Finance & Administration, and all such monies should be lodged with the Director of Finance & Administration for safe keeping. Money should not be left in classrooms.

3.1.13 All financial transactions must be made through the Academy funds via the Director of Finance & Administration.

3.1.14 On all journeys where the Academy provides direct transport to transport pupils, the driver shall be a fully insured employee of the Academy. The driver is responsible for carrying out preliminary safety checks, as outlined in any vehicle logbook, and these must be conducted prior to commencing a journey.

3.1.15 Where long journeys are planned using any Academy provided transport, a second driver should accompany the visit.  The provision for second drivers will follow the DVLA guidelines.
3.1.16 On no account must the number of persons transported exceed the seating capacity of the vehicle.

3.1.17 The visit organiser must ensure that he/she takes a fully charged mobile telephone to use in the event of any emergency. The Academy’s mobile telephone for use on educational visits is available for booking with the Director of Finance & Administration.

3.1.18 Immediately prior to departure from the Academy, a final accurate list of staff and pupils participating in the visit shall be handed to the Academy office to be stored in the educational visits file.

3.1.19 Staff leading educational visits must ensure that they have made the necessary arrangements according to the visits pro-forma checklist and lodged a copy of the checklist with the Academy office.

3.1.20 Visit organisers should be aware that it may be necessary for any additional adults accompanying the visit to be police checked. Clarification from the Principal should be sought at an initial stage of planning.

Further copies for staff information should be displayed in the staffroom.

4 Monitoring, Evaluation and Review

4.1 
The Governing Body will review this policy at least every two years and assess its implementation and effectiveness. The policy will be promoted and implemented throughout the Academy.
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