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Introduction

In recent years a number of tragic accidents have highlighted the importance of ensuring
appropriate measures are in place to safeguard the wellbeing of children and young people
engaged in residential trips.

In response to increased concern among parents and others, the DfES produced
comprehensive guidance for Local Education Authorities in 1998 'Health and Safety of Pupils
on Educational Visits (HASPEV) a good practice guide'. This procedure draws on the advice
contained in that guidance.

Policy

PACE will take all reasonable steps to secure the health and safety of children, young people
and staff involved in residential trips organised on its behalf.

PACE acknowledges that there are a number of risks involved in residential trips and
therefore aims to eliminate or reduce the risks as far as possible.

Responsibilities

Action to take:

3.1

4

The Service Manager is responsible for:

= implementing this procedure;

= obtaining consent from the Community & Development Manager or the appropriate
member of PACE Board of Directors for the residential trip to go ahead;

assuming the role of, or appointing, a lead person for the residential trip;

ensuring risk assessments are undertaken and acted upon;

ensuring appropriate records (including financial records) are kept;

ensuring good communication with parents and carers;

ensuring that higher risk activities only take place under the guidance of qualified
instructors.

Planning residential trips

Action to take:

4.1

4.2

4.3

4.4

Allow adequate time for planning the trip.

Obtain permission for the trip from the Community & Development Manager or the
appropriate Member of PACE Board of Directors. You will need to outline proposals including
duration of stay, method of transport, dates, type of accommodation, estimated cost and
benefit to the children and young people.

Draw up a preliminary itinerary and carry out a preliminary assessment of risks which must be
discussed with the appropriate Service Manager. This may require a visit to the residential
establishment (see Appendix 27.1).

Agree which staff will go and who will be the lead person.
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4.5

4.6

4.7

4.8

4.9

4.10

4.11

Write to parents/carers to obtain consent for their child to participate in the residential —
include proposed itinerary, insurance arrangements, cost, clothing and equipment required,
departure and arrival times, emergency procedures and assessments of risks and emergency
contact numbers.

When obtaining permission for the child to participate ensure information on medical,
personal and dietary needs are obtained and ensure these are acted upon.

Where cost is involved, consider any subsidies and the opportunity for parents/cares to pay in
instalments.

Arrange briefing meetings for parents/carers and participating children and young people.

Confirm arrangements with residential centre, tour operator and transport. Pay full cost only
after insurance of residential centre has been confirmed.

Check all equipment to be used (including tents if camping) is suitable and in good working
order.

Have regard for other relevant procedures — Child Protection, Reporting Accidents and
Hazards, Fire Precautions, Managing Children’s Behaviour, Accidents, Incidents and
Hazards, Control of Infection, Administration of Medication, Protection from Exposure to the
Sun, Procedure for Off-Site Trips, Safety Guidelines for Minibuses and Coaches and
Swimming and Water Based Activities.
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APPENDIX 27.1
RESIDENTIAL ESTABLISHMENTS CHECKLIST

CHECKLIST

Where appropriate, has the Centre:

= Alicence granted in accordance with the Adventure Activities Licensing Yes | No
Regulations?

» External or independent accreditation? Yes | No
Does it have documents on:

= A Code of Practice on operating procedures? Yes | No

» Qualifications of instructors?

» Third Party liability insurance? (If personal accident cover is offered, its terms Yes | No

and adequacy should be carefully checked.)
Yes | No

Are there medical facilities? Yes | No
Do they include Yes | No

»  First Aid?

= Emergency procedures in case of serious accidents? Yes | No
Is the sleeping accommodation supervised? Yes | No
Are there emergency procedures? Yes | No
Do they include fire drills Yes | No
Are there arrangements for contacting Centre staff over a 24-hour period? Yes | No
Are there emergency telephones? Yes | No
Are Centre staff available for supervision of: Yes | No

* Young people?

= Recreational facilities? Yes | No
Are swimming arrangements satisfactory? Yes | No
Are the loan arrangements for equipment/clothing satisfactory? Yes | No
Are special dietary requirements well enough catered for? Yes | No
Are packed meals provided? Yes | No
Are they adequate?

Yes | No

Is there adequate provision for the storage of clothes, rucksacks, and Yes | No
other outdoor equipment?
Are there wash basins (with hot and cold water) with a mirror for every 10 participants in | Yes | No
close proximity to sleeping areas?
Is there adequate heating? Yes | No
Do all the sleeping areas have at least one external window providing adequate Yes | No
ventilation?
Are there separate male and female sleeping areas for mixed groups? Yes | No
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Do all bedrooms and bathrooms have opaque windows, blinds, curtains or the Yes | No
equivalent?

Are sleeping areas adequately lit? Yes | No
Is a luggage storage area provided? Yes | No
Is a separate room available for the storage of special clothing and equipment? Yes | No
Is there provision for drying clothes? Yes | No
Is there adequate provision for safekeeping of valuables? Yes | No
Is there adequate provision for sick/infirm/disabled participants? Yes | No
Is there one bath or shower (with hot and cold water) for every 15 people and one WC Yes | No
for every 10 people in close proximity to sleeping areas?

Is there at least 30 inches between each set of bunks and adequate circulation space to | Yes | No
allow for easy access to all facilities in the room?

Are fire regulations fully observed? Yes | No
Has a fire risk assessment been carried out? Yes | No
Is a fire safety policy in place? Yes | No

A summary of facilities and rules at the Centre should be obtained or made and given to all
parents/guardians. Young people and children should be made fully aware of all relevant information

and rules.
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APPENDIX 27.2
RESIDENTIAL TRIPS - FIRE SAFETY

1 The group leader and other supervisors should always have the names and addresses of all
the young people, children and adults ready at hand to take with them in case of fire.

2 All centres and hostels used by PACE must publish their fire safety precautions and what to
do in the event of fire. Such information should be available to the group leader before the
visit.

3 At the centre, all staff accompanying the party must be instructed in the fire procedures and

become familiar with the emergency exits and assembly points.

4 Young people and children must be instructed in the procedures, including location of alarms
and emergency exits, and shown the place of assembly.

5 All members of the party must be familiar with the sound of the fire alarm and take part in the
drill if spending more than 3 days at the centre, hostel, etc.

6 The following are the recommended procedures and the group leader should ensure that the
instructors at the centre cover each stage:

7 On discovering a fire:
» Raise the fire alarm as instructed
» Close the door and windows (if it is safe to do so)
= Evacuate the building

8 On hearing the fire alarm:
= [f at night, put on a dressing gown or coat and shoes
Do not stop to dress fully or to collect personal belongings
Ensure that other occupants of the room are awake and moving out
Go at once to the fire exit and then straight to the assembly point
Do not use lifts
Act quietly
Do not attempt to push past others on the way to the assembly point
Do not attempt to re-enter the building until instructed to do so
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