Functions, Roles and Responsibilities Exercise 

Answer Sheets


Functions of the LEA / Outdoor Education Adviser (Selection)

6

reviewing policies and procedures in the light of lessons learned and sharing good practice more widely;

monitoring the work of educational visit co-ordinators (see below) in schools to help to identify training needs and appropriate levels of delegation;

determining which visits will require LEA approval and which may be approved by the school;

approving (or disallowing) visits where the task of approval has not been assigned to school level;

notifying schools of the minimum adult: pupil ratios required by the LEA and whether the ratios can include competent adults other than competent school staff;

providing expert advice on visits generally and on adventure activities, expeditions and overseas visits specifically;

5

providing schools with the LEA's statement of policy and guidance. This should be based on risk assessment and set out the control measures required;

ensuring that educational visit co-ordinators, group leaders and other school staff and other adults involved in educational visits are assessed as competent in their specific tasks;

ensuring that training is available for those who need that competence;

making sure that arrangements are in place to obtain the necessary Criminal Records Bureau disclosures 

making sure that arrangements are in place for informed parental consent.

Functions of the EVC (Selection)

3

liase with the employer to ensure that educational visits meet the employer's requirements including those of risk assessment;

support the head and governors with approval and other decisions;

assign competent people to lead or otherwise supervise a visit;

assess the competence of leaders and other adults proposed for a visit. This will commonly be done with reference to accreditations from an awarding body. It may include practical observation or

verification of experience;

8

organise the training of leaders and other adults going on a visit. This will commonly involve training such as first aid, hazard awareness etc;

organise thorough induction of leaders and other adults taking pupils on a specific visit;

make sure that Criminal Records Bureau

disclosures are in place as necessary - see

paragraph 82-86;

work with the group leader to obtain the consent or refusal of parents and to provide full details of the visit beforehand so that parents can consent or refuse consent on a fully informed basis;

The Role of the Governing Body (selection)

1

ensure that guidance is available (e.g. from the Department and/or LEA as appropriate) to inform the school's policy, practices and procedures relating to the health and safety of pupils on educational visits. These should include measures to obtain parental consent on a basis of full information, to investigate parental complaints, and to discuss and review procedures including

incident and emergency management systems. As necessary governors may seek specialist advice, though governors should not normally be expected to approve visits;

ensure that the head teacher and the EVC are supported in matters relating to educational visits and that they have the appropriate time and expertise to fulfil their responsibilities;

help to ensure that early planning and pre-visits can take place and that the results can be acted upon. Note - many complex or costly ventures require an 18-24 month planning period before departure;

ascertain what governor training is available and relevant;

9

agree on the types of visit they should be informed about;

ensure that bookings are not completed until

external providers have met all the necessary assurances. Also, ensure that specific items in the risk management - for example, overnight security, room and floor plans - are checked prior to departure;

ensure that the head teacher and the EVC have taken all reasonable and practicable measures to include pupils with special educational needs or medical needs on a visit.

Head teacher (Selection)

4

ensure that arrangements are in place for the governing body to be made aware of visits so that questions can be asked as necessary; 

ensure that arrangements are in place for the educational objectives of a visit to be inclusive, to be stated in the pre-visit documentation, and to be made known to all relevant parties;

ensure that visit evaluation is used to inform

training needs. Further staff training should be made available where a need is identified;

arrange for the recording of accidents and the reporting of death or disabling injuries as required.  Accident and incident records should be reviewed regularly, and this information used to inform future visits;

ensure teachers are made aware of and understand LEA guidance on emergency planning and procedures. Training and briefing sessions must be provided for school staff;

10

ensure that the school has emergency procedures in place in case of a major incident on an educational visit. These should be discussed and reviewed by staff. 

ensure that pupils, parents, group supervisors and others are given written

details of these procedures;

ensure that the school contact has the authority to make significant decisions. He or she should be  contactable and available for the full duration of the visit 24 hours a day. He or he should be able to  respond immediately at the school base to the   demands of an emergency and should have a back-up person or number;

ensure that the EVC briefs the leader and

supervisors about the emergency  procedures as part of the risk assessment briefing and that the leader and supervisors have ready access to them during the visit;

Functions of the Group Leader (selection)

2

Follow  LEA  and/or governing  body  regulations, guidelines and policies;

appoint a deputy,  clearly define each group supervisor's role and  ensure all tasks have been assigned;

undertake and complete the planning and

preparation of the visit including the briefing of group members and parents;

undertake and complete a comprehensive risk assessment. 

ensure that teachers and other supervisors are fully aware of what the proposed visit involves; 

have enough information on the pupils proposed for the visit to assess their suitability or be satisfied that their suitability has been assessed and confirmed;

7

ensure the ratio of supervisors to pupils is

appropriate for the needs of the group. 

consider stopping the visit if the risk to the health or safety of the pupils is unacceptable and have in place procedures for such an eventuality;

ensure that group supervisors have details of  the school contact;

ensure that group supervisors and the school contact have a copy of the emergency procedures;
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