CCMS Circular : 2005/30



September 2005 

To: Principals and Chairpersons of all Catholic Maintained Schools 
Dear Colleague
RE: Educational Visits – Policy, Practice and Procedures

In September 2005 a new policy document, in relation to school visits and trips, comes into effect.  This document has been produced through collaboration between a range of educational bodies in Northern Ireland and provides schools with much needed general guidance in relation to good practice.  The document offers generic advice to the whole system but individual bodies have some differences in procedure and those relating to CCMS are reflected in this circular.
The document will be made available to schools in a number of formats:

· On CD

· Via the CCMS website www.onlineccms.com (within the Health & Safety section) 

· In hard copy for nursery schools who may not have access to the internet. 

· A limited number of hard copies will also be available through the Diocesan offices.
Role of the Board of Governors 

It will be the responsibility of the Board of Governors to ensure that the school adhere to the guidelines in relation to educational visits; this will include a role in approving any such visits.  Section 7 of the guidance makes clear that Governors will be responsible for the approval of visits within categories 1 & 2.  The guidance suggests that visits which are within categories 3 – 5 should be approved by the employing authority, which in the case of Catholic Maintained schools is CCMS.  While CCMS staff will provide advice to schools on visits, if requested, it has been determined that the responsibility for approving these visits will be delegated to the Board of Governors of the school concerned.  The Board of Governors may wish to delegate the responsibility for approving visits to the school principal and retain a monitoring role. Should Governors decide to retain responsibility for the approval of visits it will be important to consider how all such visits can be approved, in advance, by the Board of Governors.
In all circumstances the Board of Governors retain the ultimate responsibility for ensuring that proper procedures have been adhered to in relation to the arrangements for any visit or trip.

Insurance

The guidance document highlights the need to ensure that adequate insurance cover is in place for all visits, it will therefore be important to consider the following in relation to school visits:

Catholic Maintained Schools are protected from negligence claims by third parties (including pupils), for injury or damage, under a Public Liability policy held by the Trustees/CCMS. Cover applies worldwide and automatically applies to all school organised activities, subject to policy terms and conditions. 

Additional cover should, however, be considered for trips outside the United Kingdom:
· Cover for medical expenses in the event of accident or illness (It is not prudent to rely solely on cover provided by the E111 form, for those countries participating). 

· Schools should ensure that any additional insurance policy covers all of the proposed activities. 
· Travel insurers must be notified in advance of any pre-existing medical conditions of participants (failure to do so could invalidate cover). 
· Parents should be provided with the details of insurance cover arranged.
Should schools have any concerns about the necessity to obtain cover they should contact the CCMS insurance broker H A Leslie & Co (028 90323855) prior to the approval of the visit. 

Supervision and staff ratios

The guidance document makes reference to staffing ratios and recommends levels appropriate for different age groupings (page 28).  Schools are advised that these numbers are not based on any legal requirement but are a combination of DFEE recommendation and   good practice.  It is ultimately the responsibility of the school Governors to set the ratios in accordance with good practice and taking into consideration the key factors as identified in the guidance document (page 29).
Further Advice and Guidance
Queries of a general nature relating to the guidance should be referred to the Diocesan Office.

Further advice on Health & Safety matters can be obtained from Helen Leith at CCMS Headquarters (028 90426972). 

Yours sincerely
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JIM CLARKE
DEPUTY CHIEF EXECUTIVE
