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Introduction 

 

Aims of the document 

 
This document sets out a common framework for the management of off site visits across all East 
Lothian Council (ELC) establishments.  This guidance is relevant to any occasion in which young people 
leave the school/ centre/ site/ facility for any visit or activity whilst legally in the care of ELC. 
 
The guidance is intended as a reference document, to be updated when necessary. The document is not 
intended to be printed out and read as a book from cover to cover by all staff. The Head of 
Establishment or delegated Evolve Visits Coordinator (EVC) has an important role to play in ensuring 
that the establishment follows this guidance. 
 
Establishments should strive to avoid placing any additional requirements for visit planning and approval 
on their staff and Visit Leaders. 
 
This document should make it clear that the management of groups beyond the confines of their ‘normal’ 
environment e.g. classroom, community centre etc. requires a higher level of management skill and 
experience.  Safety on off site visits relies on those with experience, common sense and training using 
their judgement to suit the situation presented, whilst working within their own level of experience and 
competence. 
 
This document draws on current best practice and should be reviewed periodically in order to ensure 
that it reflects the current National Guidelines, current National Governing Body Awards and 
establishment structures. 
 
 

Complementary documents, Safety guidelines and relevant Law 

 
All ELC off site visits must be run in accordance with this document ‘Safety and Good Practice in 
Managing Off Site Visits (Including Adventurous Activities)’ and the Scottish Government Guidelines 
‘Going Out There’’.  
 
ELC policies on Equal Opportunities and Child Protection must be followed. 
 
Relevant legal terminology, acts and regulations can be found at the back of this document. 
 
All advice should be followed in conjunction with the document ‘Curriculum for Excellence through 
Outdoor Learning’ – produced by Education Scotland 
 
 
These guidelines cannot be fully comprehensive, further advice can be obtained from: 
 

East Lothian Council Outdoor Learning Service 
or 

H&S Implementation Officer - Education  
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Key terms used within the document 

 
EVOLVE - is a fully managed online database service specifically designed to enable the efficient 
planning and authorisation of visits 
 
Local Authority (LA) – East Lothian Council (ELC) 
 
Head of Establishment - all Head Teachers, Principals, Senior Officers, and all others who are in 
charge of a Business Unit where off site visits occur with young people. 
 
Evolve Visit Coordinator (EVC) – is a member of staff who has been delegated the responsibility by 
the Head of Establishment to oversee off site visits including the approval mechanism within the 
establishment. 
 
Visit leader– a named person who will plan, prepare and lead the visit 
 
Deputy Visit Leader a named person who will help plan, prepare and lead the visit and will step into the 
Visit Leader position if needed. 
 
Qualified Staff – staff who hold relevant qualifications and experience regarding leading certain aspects 
of the visit. 
 
Other Staff – including teachers, youth workers, lecturers, higher level teaching assistants, learning 
support assistants, early years practitioners, peripatetic employees and others who are employed by 
ELC with relevant experience to help on the visit. 
 
Adult volunteer – all adults who help on a visit with the permission of the Head of Establishment but 
who are not employees of ELC. 
 
Young Person - all children, pupils, young people, students and youth club members for whom the 
activities are provided and for whom the LA has a duty of care. 
 
External Provider – an external company/organisation that delivers a product/service to an ELC 
establishment.  In this context it includes ELC business units delivering to each other e.g. the Outdoor 
Learning Service or Countryside Rangers delivering a service to an ELC school. 
 
Adventure Activity Licensing Service (AALS) - Certain activities with young people, such as caving, 
climbing, trekking or watersports, may not be delivered without a licence. Some Council groups such as 
schools may be exempt from holding a licence but must operate to the standards of the licence when 
delivering adventure activities.  Establishments that hold an AALS licence have a duty to monitor 
activities that are taking place under their guidance.  East Lothian Council Outdoor Learning Service 
holds this licence for East Lothian Council.  
 
Managing Off Site Visits (MOSV) – is the title given to encompass all aspects of organising a visit, 
carrying out the visit and reviewing the visit in a safe environment.  MOSV staff development courses are 
run by the Outdoor Learning Service to train all staff in all aspects of this process. 
 

Protection of Vulnerable Groups (PVG) - a membership scheme to replace and improve upon the 
disclosure arrangements for people who work with vulnerable groups (both children and adults).  
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Why run Off Site Visits? 

 
Visits offer an invaluable opportunity to enrich young peoples’ learning, raise their self-esteem, increase 
their motivation and appetite for learning and raise levels of achievement in many aspects of their life 
and education.  
 
Visiting new areas and exploring new environments broadens young peoples’ horizons and can deepen 
awareness of their own and others’ abilities and needs. Visits can also improve understanding between 
young people and their leaders and this frequently results in improved working relationships on return to 
the classroom, youth club or centre. 
 
Educational visits often provide the most enjoyable experiences and enduring memories from school 
days. Residential experiences, in particular, offer unique opportunities to encounter the practical realities 
of living together away from home, family and familiar surroundings. They provide a powerful vehicle for 
developing self-awareness and social skills. 
 
 
Curriculum for excellence through outdoor learning states... 
 
Our vision for outdoor learning in Scotland is that: 
 

 all children and young people are participating in a range of progressive and creative outdoor 
learning experiences which are clearly part of the curriculum 

 schools and centres are providing regular, frequent, enjoyable and challenging opportunities for 
all 

 children and young people to learn outdoors throughout their school career and beyond 

 teachers and educators embed outdoor learning in the curriculum so that learning in the outdoor 
environment becomes a reality for all children and young people. 

 
The journey through education for any child in Scotland must include opportunities for a series of 
planned, quality outdoor learning experiences. 
 
Outdoor learning contributes to delivering the Scottish Government’s overarching strategic objectives 
towards ‘creating a more successful country’: 
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Managing Off Site Visits - Process and Training 

This checklist will help staff to ensure that they have considered the necessary aspects during planning.  
Obviously not all items will apply to all trips 

Managing off Site Visit ‘Check List’ 

Visit proposal produced with clear aims objectives & learning outcomes  

Visit approved by Head of Establishment and/or EVC - using EVOLVE (online approval system)  

Visit approved by Local Authority if appropriate - using EVOLVE (online approval system)  

Visit information relayed to parents (written &/or parents evening)  

Visit information relayed to staff (written &/or meeting)  

Suitable students selected  

Suitable competent, qualified &/or experienced staff selected (ideally with reserves)  

Staff given appropriate clear roles & responsibilities (including Deputy Visit Leader)   

Have all reasonable adjustments been made to ensure that the activity is inclusive for disabled pupils also?  

Informed parental consent received  

Students contract, medical details & emergency contact numbers gained  

Staff contract medical details & emergency contact numbers gained  

Relevant guidelines, policies & legal documents consulted and adhered to  

External providers/facilities are competent, vetted & appropriate  

Comprehensive itinerary drawn up (including evening activities if appropriate)  

Reconnaissance carried out if appropriate  

Information gained about visit area/venue  

Environmental impact of visit and access issues considered  

Accommodation organised, vetted & appropriate  

Transport organised, vetted & appropriate  

Communication method set up  

Food purchased/ordered considering dietary requirements  

Personal & group equipment checked for suitability  

Approval of visit gained from external agencies (i.e. DofE, John Muir)  

Medical issues considered  

Comprehensive Insurance cover gained for entire visit  

Passports, Visas & Inoculations checked/copied  

Security of important documentation/valuables considered  

Budget worked out including clear audit trail and contingency  

Fundraising  

Publicity  

Risk Assessment Completed for entire visit – always open for review  

Brief to Staff & Students prepared  

Incident management plan in place  

Designated emergency contact person at base   

PLAN B formulated taking into account ALL the above factors  

Post visit evaluation carried out  

Incidents, accidents & near misses reported  

Report produced and distributed appropriately  
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Managing Off Site Visit (MOSV) - Staff Development Courses 

 
See www.edubuzz.org/outdoorlearning for all the relevant Staff development (CLPL) courses regarding 
Managing Off Site Visits 
 
  

http://www.edubuzz.org/outdoorlearning
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Responsibilities for Off Site Visits 

 
Responsibilities lie at all levels when undertaking off site visits.  When the LA assumes responsibility for 
looking after young people, either on or off ELC premises, it has a duty of care in law to take every 
reasonable precaution to ensure their safety. The need to ensure that a proper degree of care is 
exercised has relevance for all activities. Accidents can happen in everyday situations as well as during 
adventurous activities. 
 
 

East Lothian Council 

 
East Lothian Council is responsible for the health and safety at work of its employees.  The Council is 
liable for the acts of its employees even where the responsibility is delegated. Under the Health and 
Safety at Work Act 1974, a statutory duty is imposed on responsible staff members to take reasonable 
care for the health and safety of persons in their charge.  It has a duty to ensure, as far as reasonably 
practical, the health and safety of anyone else on the premises or anyone who may be affected by their 
activities, including off site visits. 
 
The standard of care required of a member of ELC staff is that of a “reasonable parent”. A member of 
ELC staff should ask themselves what the reasonable outcome of an act might be. The onus is on the 
member of ELC staff to decide what action to take or avoid in respect of a known or foreseeable risk.  
This applies for both on site off site visits. 
 
It is likely that the courts would apply a lower standard of care to volunteers and this should be 
considered when planning. 
 
It is important to be aware of the relevant legal context, but this should not be a source of anxiety. These 
guidelines set out to ensure that staff have the knowledge to provide the appropriate standard of care in 
any visit situation. 
 
Management of Health and Safety at Work Regulations 1999 state that ELC must: 

 Assess risks and hazards of activities to employees & others 

 Make arrangements to implement the health and safety measures identified as necessary by the 
risk assessment 

 Appoint competent people to help them implement the arrangements 

 Set up emergency procedures 

 Provide clear information and training to employees 

 Work together with other employers sharing the same workplace 
 
 
The Equality Act (2010) requires that no aspect of education or any of the benefits/services provided 
(this includes visits) discriminate in any way against a pupil who is deemed to have a disability by placing 
them at a disadvantage to a non-disabled pupil.  The law defines disability as a “physical or mental 
impairment (which) has a substantial long-term adverse effect on the ability to carry out normal day to 
day activities”. 
 

 long-term – lasting, or likely to last for at least 12 months or the rest of a person’s life 

 substantial, adverse effect – neither minor nor trivial and affecting mobility, manual dexterity, 
speech, hearing, seeing or remembering 

 
Further advice on this can be obtained from Education Officers (Inclusion and Equality) 
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East Lothian Council, as well as the above, will: 

 Have emergency procedures in place for dealing with major incidents/emergencies including 
24hr telephone access 

 Ensure training needs are addressed 

 Have appropriate insurance cover in place 

 Monitor and review safety during any off site visits 
 
Employees must: 

 Take reasonable care of themselves and others’ health and safety 

 Cooperate with their employers over safety matters 

 Carry out activities in accordance with training and instructions 

 Inform the employer of serious risks 
 
 

Local Authority Advisors who are specialist in Off Site Visits and Adventurous Activities 

 
The LA will appoint persons who will: 

 Provide expert advice on safety and quality in visits generally and on visits involving adventure 
activities, demanding environments and overseas expeditions 

 Develop and promote educational visits within the LA 

 Ensure that adequate and appropriate training is available and taken up by relevant employees 

 Ensure that EVCs, Visit Leaders, other staff and other adults involved in off site visits are 
assessed as competent in their specific tasks 

 Approve LA employees who wish to lead activities that require LA approval and hold a register of 
these leaders 

 Monitor the educational visits carried out by the LA’s establishments, including visiting 
establishments on a sample basis and practical observation of off site visits 

 Monitor and support the work of Educational Visit Coordinators (EVCs) in establishments to help 
to identify training needs and appropriate levels of delegation 

 Approve (or disallow) visits for which LA approval is required 

 Ensure that any ELC establishment policy reflects the guidance in this document 

 Provide establishments with the LA’s statement of policy and guidance 

 Make sure that arrangements are in place to obtain PVG checks for all relevant staff (although 
the checks would be the responsibility of individual Heads of Establishment) 

 Make sure that arrangements are in place for informed parent/carer consent (although it would 
be the responsibility of individual Heads of Establishment to implement the arrangements) 

 Review policies and procedures in the light of lessons learned and inform establishments of any 
changes. 

 
In order to fulfil these functions, the LA Adviser/Advisors ought to be experienced in education, teaching 
or youth work and must occupy a position of sufficient authority in the LA to influence change and 
people. The advisor(s) should have:  

 A good understanding of the legal responsibilities and powers of the LA and its establishments 
for all kinds of educational visits 

 A good knowledge of the practical difficulties facing establishment groups in all venues or 
environments including the lower risk ones 

 Competence to assess the risks associated with the visits that their establishments undertake. 
 
Where some or all of these are not possible the employer would need to ensure that appropriate advice 
was both available and sought. 
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Head of Establishment 

 
The Head of Establishment is responsible for ensuring that the LA policy is implemented and that all 
activities are properly planned and appropriately supervised by a competent person.  In practice some 
of these responsibilities may be delegated to an Evolve Visits Coordinator (EVC) but the Head of 
Establishment must retain an overview. 
 
It is good practice for Heads of Establishments to ensure that they:  
 

 Provide a rich and varied programme of opportunities for young people to learn through off site 
visits.  A programme of visits should be structured and progressive to gradually develop young 
peoples’ confidence, independence and responsibility during the time that they are in the care of 
ELC. 

 Make sufficient time and resources available for the EVC to arrange induction and training of staff 
and volunteers appropriate for the visit. This needs to include opportunities for staff to develop 
competence in dynamic risk management by assisting more experienced colleagues on a range 
of off site visits and by attending relevant training courses 

 Ensure that arrangements are in place for aims and 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 any issues identified by exploratory visits have been satisfactorily resolved prior to 
approving the visit 

 Ensure that accreditation or verification of independent providers has been checked 

 Ensure that the EVC keeps him or herself informed of the progress of the visit and that this 
information is relayed to parents/carers as necessary 

 Check that the EVC has designated an appropriately competent Visit Leader who will meet the 
LA’s criteria for ensuring the best interests of the child. The Head of Establishment should make 
a judgement on a member of staff’s competence and suitability to lead a visit 

 Ensure that there is a contingency plan (plan B), covering, for example, the implications of staff 
illness and the need to change routes or activities during the visit 

 Arrange for the reporting of accidents and incidents as required. Records of these should be 
reviewed regularly, and this information used to inform future visits 

 Help to ensure that serious incidents and accidents are investigated 

 Are clear about their role if taking part in the visit as an Assistant Leader. They should follow the 
instructions of the Visit Leader who will have sole charge of the visit; 

 Proper and effective support structures in the event of difficulty or emergency including means of 
contacting the LA emergency planning team 

 
and that:  

 Adequate and proportionate child protection measures are in place 

 Risks have been assessed and appropriate safety measures are in place 

 The Visit Leader or another Leader is familiar with the location where the activity will take place 

 Visit Leaders are allowed sufficient time to organise visits properly 

 The suitability, number and competence of all adults accompanying or instructing the Visit 

 Appropriate communication with parents/carers has taken place regarding the visit and consent 
has been received in writing if necessary 

 Arrangements have been made for the medical needs and special educational needs of all young 
people 

 Adequate first aid provision will be available 

 The mode of travel is appropriate 

 Travel times out and back are known including pick-up and drop-off points 

 There is adequate and relevant insurance cover for the entire trip 

 They have the address and phone number of the visit’s venue and have a contact name 
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 Proper and effective support structures in the event of difficulty or emergency including means of 
contacting the LA emergency planning team 

 Establishment staff on the visit are briefed in and understand the aims of the visit, the plan to be 
followed, the alternatives should this not be possible, and the emergency procedures in the 
unlikely event of a serious incident 

 That visit arrangements and outcomes are evaluated to inform future visits and staff training 
needs. 

 
 

Evolve Visits Coordinator (EVC) 

 
It is good practice for each establishment to have an EVC.  Due to the nature of the role an EVC must:  
 

 Be an experienced member of staff 

 Have a background in off site visit 

 Be capable of influencing the senior management team within the school/centre 

 The level of competence required by the EVC will relate to the size of the establishment and the 
types of off site visits proposed.  

 
The EVC is the routine contact for dialogue with the LA Advisers.  Unless explicitly delegated to an EVC, 
these responsibilities would rest with the Head. 
 
The functions of the EVC are to:  
 

 Liaise with the LA to ensure that off site visits meet the employer’s requirements 

 Support the Head of Establishment with approval decisions 

 Assign competent people to lead or otherwise supervise a visit 

 Assess the general competence and supervisory ability of leaders and other adults proposed for 
a visit. This may include practical observation or verification of experience. For visits that require 
LA approval, the LA Advisers will assess a Leader’s technical competence in that 
activity/environment or ask a specialist Technical Advisor to do this 

 Third Visit instruction is given by suitably competent people 

 Ratios are appropriate for the activity/visit 

 Organise the selection, induction, monitoring and further training of Leaders at the establishment. 
This needs to include opportunities for Leaders to develop competence in dynamic risk 
management by assisting more experienced colleagues on a range of educational visits. It will 
also commonly involve training such as first aid or Managing Off Site Visits (MOSV) training 

 Carry out occasional monitoring of visit Leaders to identify further training needs 

 Ensure that PVG checks are in place as necessary 

 Work with the Visit Leader to provide parents/carers with information about the visit and obtain 
the consent or refusal of parents/carers for the young person to take part in the visit if necessary 

 Ensure that emergency arrangements and Home Emergency contact(s) has been nominated 

 Ensure a  contingency plan is in place for delays, including late return home 

 Keep records of individual visits including what worked well, what didn’t and any accident/incident 
reports 

 Review systems and monitor practice. 
 
 

Visit Leader 
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One person, the Visit Leader, has delegated responsibility for the supervision and conduct of the visit 
with regard to the health and safety of the group. They should be appointed/approved by the Head of 
Establishment/EVC.  The identity of the Visit Leader should always be known by all members of the 
group. If the Visit is to be divided, or if the Leader has to leave the Visit, it is the responsibility of the 
Leader to delegate the leadership role.  The Visit Leader should: 
 

 Obtain the Head of Establishment’s/EVC prior agreement before the visit takes place 

 Ensure that visits comply with East Lothian Council guidelines and policies 

 Follow the Managing Off Site Visit Checklist where appropriate 

 Ensure adequate first aid provision is available 

 Ensure that the planned visit and activities are suitable for the group 

 Ensure that all accompanying adults, whether employees or volunteers, are given responsibility 
within their level of competence and have been briefed on the purpose of the visit and their roles 
and responsibilities 

 Be able to control and lead young people of the relevant age range and ability in the proposed 
activity 

 Have enough information about the young people to assess their suitability for the visit or be 
satisfied that their suitability has been assessed and confirmed 

 Be aware of child protection issues and introduce measures to protect children as required 

 Undertake and complete the planning and preparation of the visit, including the briefing of group 
members and parents/carers 

 Identify significant hazards and safety measures to reduce risk to an acceptable level, and to 
make known to parents/carers, the Head of Establishment and others the level of residual risk 
that needs to be managed 

 Review regularly undertaken visits and advise the Head of Establishment/EVC where 
adjustments may be necessary 

 Ensure the ratio of staff to young people is appropriate for the environment/activities and the 
needs of the group 

 Carry out dynamic risk management while the visit takes place and consider stopping the visit if 
the risk to the health or safety of the young people is unacceptable and have in place 
procedures/alternative plans for such an eventuality 

 Arrange for clearly understood delegation in his/her absence 

 Make appropriate and adequate preparations for emergencies in conjunction with the EVC and 
ensure that all accompanying Leaders are familiar with these procedures 

 Ensure that Leaders and other staff have details of any young person special educational or 
medical needs which will be necessary for them to carry out their tasks effectively 

 Carry out an evaluation of the visit on return to base to help to inform future visits 
 

Deputy Visit Leader 

 
The Deputy Visit Leader should be ready to step into the role of Visit Leader if needed.  Otherwise holds 
responsibilities the same as Other Staff. 
 

Qualified Staff 

 
These staff may be ELC employees/volunteers or employees of external providers.  These staff must 
hold: 

 Relevant qualifications and experience regarding leading certain aspects of the visit 

 Valid up to date qualifications recognised by the relevant National Governing body or LA i.e. paid 
up membership, appropriate first aid qualifications, up to date logbook of experience and relevant 
CPD, medicals and evidence of activity re-validations. 
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Other Staff 

 
Other LA employees assisting the visit leader on off site visits act on behalf of their employers at all 
times during the visit.  They should do their best within their level of experience and training to ensure a 
successful and beneficial outcome of the visit for everyone in the group. As such they must:  
 

 Follow the instructions of the Visit Leader and help with control and discipline 

 Be briefed on and understand the purpose of the visit, its proposed programme, any adjustments 
to that (i.e. Plan Bs), and the emergency procedures to be followed in the unlikely event of a 
serious incident or accident 

 Be briefed on and understand the expectations of them and the limits of their responsibilities 

 Have a good knowledge of the young people on the visit and their needs 

 Consider stopping the visit or the activity, notifying the  Visit Leader, if they think the purpose of 
the visit is being compromised or if the risk to the health or safety of the young people in their 
charge is unacceptable. 

 
 

Adult Volunteers 

 
Parents and other volunteers can provide invaluable assistance during excursions. The principle of due 
care and attention applies to them, but a court is unlikely to expect the same standards from them as it 
would from a Council employee. ELC staff should keep this in mind when allocating responsibilities. 
Volunteers should be known to staff and trusted by them. Approved Voluntary Leaders are covered by 
the Council’s Liability Insurance  
 
 
Volunteers who are not employees of the LA must:  
 

 Do their best to ensure the successful and beneficial outcome of the visit, its proposed 
programme, and alterations to that which may become necessary (i.e. Plan B’s), the health and 
safety of everyone in the group including the emergency procedures to be followed in the unlikely 
event of a serious incident or accident 

 Be briefed on and understand the expectations of them and the limits of their responsibilities 

 Be briefed on and understand their relationship to others on the visit: the Visit Leader, young 
people, teachers/youth workers and other LA employees 

 Have a reasonable knowledge of the young people on the visit and their needs 

 Follow instructions from the Visit Leader and help with control and discipline 

 Not be left in sole charge of young people unless this has been risk assessed by the Visit  Leader 

 Raise concerns for young person welfare with the  Visit Leader. 
 
N.B. Heads of Establishment should carefully consider the role/responsibilities of a member of 
staff/volunteer  who is also a parent/carer of one of the young people on the visit.  Leaders and helpers 
who bring their own children/close relations on a visit may have potential conflicts of responsibility, 
particularly if the child/children would not otherwise be one of the group taking part in the visit. This may 
have consequences for supervision levels, particularly in emergency situations.  
 
 

Participants 
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The Visit Leader should make clear to participants that they must: 
 

 Not take unnecessary risks 

 Follow the Visit Leader’s and other staff instructions 

 Dress and behave sensibly, responsibly and appropriately 

 Look out for anything that might hurt or threaten anyone in the group and tell the Visit Leader or 
other member of staff about it; 

 If abroad be sensitive to local codes and customs 

 Agree to and follow a ‘code of conduct’ for the duration of the visit, this may be signed by the 
pupil and parent/carer 

 
Young people should be made aware of the purpose of the visit, its proposed programme, any 
adjustments to that (i.e. Plan B’s), the emergency procedures to be followed in the unlikely event of a 
serious incident and their responsibilities in achieving a beneficial and successful outcome. 
 
N.B. Any young person whose behaviour may be considered to be a danger to themselves or to the 
group may be stopped from going on the visit. The curricular aims of the visit for those young people 
should be fulfilled in other ways wherever possible. 
 
N.B. A sample Pupil Consent form can be found at the end of this document 
 

Parents/Carers 

 
The Visit Leader should: 

 Give parents sufficient information in writing and invite them to briefing sessions if  appropriate 

 Make it possible for the parents/carers have enough information to make an informed decision on 
their child going on the visit 

 Inform parents how they can help prepare their child for the visit 

 Ensure parents agree to arrangements for sending participants home early 

 Agree who meets the cost of the visit 
 
Parents will: 

 Provide the Visit Leader with emergency contact numbers for the entirety of the visit 

 Sign the consent form if they agree to their child participating in the visit 

 Give the Visit Leader any relevant emotional, psychological and physical health information for 
their child, relevant to the visit 

 
N.B. Parents/carers should also be asked to agree the arrangements for sending a young person home 
early and who will meet the cost. 
 
N.B. Special arrangements may be necessary for parents/carers who are not fluent English speakers 
 
 

Emergency Contact 

 
For all visits, a designated member of staff (not on the visit) must have access to ALL the details about 
the entire visit for the duration of the visit (including overnight).  For all visits, arrangements should be 
made for a contact to raise an alarm if a Visit does not return within a specified time. The period of time 
and the action to be taken should be agreed at a local level. 
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It is advisable to arrange a second Emergency Contact as a reserve especially for residential or out of 
school hours visits.  Contact lines may become busy in the event of an incident therefore alternative 
numbers to ring would be useful. 
 
The Emergency Contact must: 

 Have access to ALL the details about the entire visit (therefore access to the evolve system is 
preferable) 

 Be contactable throughout the entirety of the visit 

 Know how to implement the emergency procedures should they need to do so 

 Coordinate any process asked of them by the Visit Leader 
 
In the event of Emergency: (see also Incident Management) 

 Ensure that the Visit Leader is in control of the emergency and establish if any assistance is 
required from the home base or the LA 

 Contact parents. The Emergency Contact should act as a link between the group and parents. 
Parents should be kept as well informed as possible at all stages of the emergency 

 The Home Emergency Contact should act as a link between the group and the Council (contact 
Head of Establishment/Service if required) and arrange for the group to receive assistance, if 
necessary 

 If a serious incident occurs, the Emergency Contact should liaise with the designated media 
contact as soon as possible 

 
 

Establishments must be able to easily and quickly identify which trips are out of school on a 
given day and which pupils/staff are involved. Some Establishments find it useful to have a 
notice board in the main office where the information is kept updated on a daily basis.  This 

information is also immediately available through EVOLVE (to those with logins). 
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Planning the Visit 

 
Thorough planning and preparation is vital to ensure the safety of all those taking part in an excursion. 
Planning the excursion is the responsibility of the Visit leader.  This process should take place as early 
as possible to ensure that there is time for all the procedures to be completed in good time and all 
relevant advice to be gained. 
 
If it is appropriate, young people should be encouraged to contribute to the planning and preparation of 
the visit.  
 
 

Aims/Objectives and Learning Outcomes of Visit 

Visits must have a clearly defined purpose related to the needs of the Curriculum for Excellence and/ or 
the personal or social development of the individual or group.  This is important whether the activity 
occurs during or outside normal school hours.  The aims and objectives should always be clearly 
expressed to all involved in the visit. 
 
 

Composition of Group (both staff & students) 

The choice of visit should take into account many different factors relating to both students and staff.  
These factors include: 
 
Students 
 

 Size of Group (Max & Mini numbers) 

 Ability to recruit students 

 Age 

 Gender (Balance) 

 Capability 

 Previous relevant experience 

 Fitness (if relevant) 

 Do they need pre-visit training 

 Social cultural background 

 Maturity 

 Interest in activity 

 Behaviour 

 Are they known to the staff?  

 Mobility 

 Psychological Issues 

 Medical conditions 

 Dietary requirements 
 

Staff 
 

 Ratio of Staff to number in group  

 Ratio of Staff to needs of group  

 Specific Staff Roles  

 Ability to recruit staff 

 Gender (Balance) 

 Previous relevant experience 

 Group 

 Qualifications ...Inc. First Aid, Driving 
License etc 

 Fitness (if relevant) 

 Do they need pre-visit training 

 Personal qualities 

 Relationships 

 Maturity 

 Interest in visit/activity 

 PVG check 

 Individual Special Needs 

 Medical Conditions 

 Dietary requirements  
 

 
 
 

Arrange a Programme 
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A detailed, flexible programme should be established with appropriate supervision at all times.  All staff, 
Parents/carers and young people should be aware of the intended programme, including the possibility 
that the planned activities may need to change if conditions require it.  They should also be aware of the 
‘Plan B’ programme as parental consent will be needed for this too. 
 
If the programme includes a journey e.g. Duke of Edinburgh Expedition a route map/intended area to be 
used must be submitted for approval. 
 
It must be noted that the majority of serious incidents during visits occur during ancillary activities or 
downtime.  Staff must therefore carefully consider the risks associated with such activities. 
 

Exploratory visit/ Reconnaissance 

 
Where possible the Visit Leader and other accompanying staff should make an exploratory visit to 
ensure the venue is suitable for the aims and objectives of the visit.  In some cases this is vital to enable 
the staff to carry out a comprehensive risk assessment before visiting with the group. 
 
During the exploratory visit the Visit Leader should also check the appropriateness of the venue and 
activities according to the student and staff needs.  A Plan B should be worked out in case the original 
plan has to be abandoned for any reason. 
 
If an exploratory visit is not possible there may be benefit in staff talking to staff who have previously 
used the venue. 
 
 

Area/Venue 

 
Research should be carried out to find out about the visit venue and surrounding local area this may 
include: 

 Permissions/access/permits to use land 

 Overall security of venue 

 Local emergency contact details 

 Local customs, traditions, holidays, festivals 

 Local weather, tides 

 

Hygiene & Toileting 

 
If hand washing is not possible before eating, after toileting or after coming into contact with animals etc  
then antibacterial hand gel should be provided 
 
Consideration must be given to toileting arrangements is facilities are not available.  What is appropriate 
will depend on the location and duration of the activity.  In all cases you must ensure that pupils have 
privacy.  Pupils must be told at the start of a session what the arrangements are. 
 

Environmental Conditions 

Thought should be put into the time of year of the visit which may have an impact on weather conditions, 
daylight hours. Staff on multiday visits should ensure they have access to a local weather forecast where 
possible. 
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Environmental Impact 

 
The Land Reform (Scotland) Act 2003 establishes a statutory right of responsible access to land and 
inland waters for; outdoor recreation, crossing land, and some educational and commercial purposes, 
known as ‘The Scottish Outdoor Access Code’ 
 
The three key principles for responsible access apply to both the public and land managers: 
 

 Respect the interests of other people: Be considerate, respect privacy and livelihoods, and the 
needs of those enjoying the outdoors 

 Care for the Environment: Look after the places you visit and enjoy. Care for wildlife and historic 
sites 

 Take responsibility for your own actions: The outdoors cannot be made risk-free for people 
exercising access rights; land managers should act with care for people’s safety 

 
For further advice contact the East Lothian Council Access Officers through the Landscape & 
Countryside Office or have a look at http://www.outdooraccess-scotland.com/ 
 
 

Accommodation 

Where residential visits or activities involve the use of facilities or accommodation that are not under the 
control of the Council, it is essential that they conform to standards that are acceptable to the Council 
and the authorities of the country in which the visit takes place. This is particularly important with regard 
to the implementation of fire regulations and standards of hygiene. Equipment must be in sound 
condition and suited to its purpose 
 
Wherever possible, Visit Leaders should ensure that:  

 The group’s immediate accommodation will be exclusively for the group’s use, or are accepting of 
co-usage 

 Visit Leader and other staff will have sleeping accommodation on the same floor adjacent to the 
young people’ accommodation wherever practicable or near to if camping 

 There are male and female staff present for mixed-sex groups of young people. In exceptional 
circumstances where this is not possible parents should be advised of this and give their consent 

 There are separate male and female sleeping/bathroom facilities for young people and adults 

 There is appropriate and safe lighting, heating and ventilation 

 The whole group are aware of the lay-out of the accommodation, its fire precautions/exits, its 
regulations and routine, and that everyone can identify key personnel 

 Appropriate and proportionate child protection arrangements are in place 

 Where hotel/hostel reception is not staffed 24 hours a day, security arrangements will be in place 
to stop unauthorised visits 

 Where possible, internal doors are lockable but staff must have reasonable access to the young 
person accommodation at all times for reasons such as fire etc 

 There is adequate space for storing clothes, luggage, equipment etc, and for the safe keeping of 
valuables or if camping young people and staff are aware not to bring valuables and excessive 
luggage 

 There is provision for young people with special needs and those who may fall sick 

 Any balconies are stable, windows secure and electrical connections safe 

 Where possible young people are not be lodged in ground floor rooms 

 They check with accommodation manager that the fire alarm is audible throughout the 
accommodation and ensure a fire drill is carried out before the first night 

 There are appropriate recreational accommodation/facilities for the group if appropriate 

http://www.outdooraccess-scotland.com/


 

East Lothian Council – GUIDELINES 
Safety and Good Practice in Managing Off Site Visits (Including Adventurous Activities) 

Page 20 

 The hotel/hostel is able to meet any particular cultural or religious needs of the group 

 There is an appropriate number of staff to provide evening supervision and overnight cover 
 
 
 

Transport 

 
Using public transport: 
Ensure that parents are aware if public transport is being used. Consider what you will do if public 
transport is cancelled or full or missed. 
 
Using private cars: 
If pupils are to be transported in private cars ensure that parents are aware of this. Drivers should be 
PVG checked and have appropriate business insurance. Arrangements must be in place to ensure 
appropriate car seats are used. 
 
Using Private Buses: 
Buses (including coaches and minibuses) must be either an ELC vehicle, hired through ELC fleet 
services, or appear on the ELC approved transport providers list.  Other private buses may be used but 
sufficient checks need to be carried out before use. 
 
 
 

Communications 

 

With Parents 

Parents/Carers should be informed about the visit and asked for their consent. 
 
To allow parents to make an informed decision, they should be offered written information that includes: 
 

 The aims and benefits of the visit 

 Details of the activities being undertaken – do not assume that parents will understand what an 
activity is from the name.  Descriptors are available on the Outdoor Learning Website. 

 Dates of the visit or series of visits 

 Times of departure and return – and whether parents/carers will be required to meet their 
children on return 

 The location where the young people will be collected and returned 

 Mode(s) of travel including the name of any travel company 

 The size of the group and the level of supervision 

 Details of accommodation 

 Details of provision for special educational or medical needs 

 Name of Visit Leader, of other staff and of other accompanying adults 

 The planned programme of activities 

 Agreed arrangements for non-emergency contact during the visit 

 Emergency contact arrangements to and by parents/carers 

 The code of conduct for the visit detailing expected standards of behaviour and sanctions 

 Arrangements for the early return of a young person for any reason during the visit 

 Details of insurance taken out for the group as a whole in respect of luggage, accident, 
cancellation 

 Medical cover, any exceptions in the policy and whether parents need to arrange additional cover 
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 Clothing and equipment to be taken 

 What young people should not take on the visit or bring back 

 Advice on pocket money and allocation/care on journey 

 The information to be given by parents and what they will be asked to consent to 

 Details on the cost of the visit 

 The risks associated with the visit (but tempered with information about the school’s/centre’s 
good safety record, and the overall benefits to the participants). 

 How these risks will be managed and emergency response information if relevant 
 
Information should (where relevant):  

 Be sent as far in advance of the visit as practical 

 Be followed up by a parent’s/carer’s meeting to clarify detail if needed. This is particularly 
important for residential visits, or when the young people are to travel abroad or engage in 
adventure activities or visits to demanding environments. Where a briefing meeting is required, 
alternative arrangements might need to be made for parents/carers who cannot attend or who 
have difficulty with communication. 

 
It is important to acknowledge that parental consent will not always be given and if it is not then the child 
cannot take part in the activity.  
 
Medical Consent should be sought for emergency treatment including anaesthetic or blood transfusion.  
On residential trips consent may be gained for staff to administer ‘over the counter’ drugs e.g. 
paracetamol, antiseptic creams etc. 
 
Only one consent form may be necessary for a series of activities that form a repeated pattern or course. 
A single annual form can also be used to cover local low risk visits that may occur at short notice for 
example visit to the library, trip to the park etc. These should be renewed at the beginning of each 
academic year or if there is a significant change in the nature of the activity. Consent should be renewed 
if the guardianship of a child changes. Parents/carers should be made aware that they must let the 
establishment know if the details change.  
 
 

Food 

 
Dietary requirements must be factored into residential trips and if appropriate to day visits. 
 
Where staff are preparing food for young people in their care they must have knowledge of Food 
Hygiene requirements. Staff should consider obtaining a Food Hygiene Certificate. 
 

Equipment & Clothing 

 
All groups must be clothed and equipped appropriately (including safety equipment) for the activity, 
location, time of year and expected weather.  Staff should check that the group have essential items 
before departure and that a contingency is available if they do not. 
 
All safety equipment must be checked by a suitably qualified member of staff.  Checks must be carried 
out before every use and any significant findings recorded on a maintenance sheet.  If equipment is not 
fit for purpose it must be clearly labelled, entered onto maintenance sheet and repaired or destroyed 
ASAP.  Checks are usually recorded on an annual basis and equipment used as per manufactures 
specifications, including retiral of equipment as per manufactures recommendations. 
 
Consider where pupils are going to change in and out of clothing, particularly wet suits. 
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Ratios of Staff: Young People 

 
It is important to have adequate ratios of competent/qualified adult supervisors to Young People for any 
off site visit.  Staff ratios cannot be prescribed, as they will be influenced by a number of factors: 
 

 Gender, Age and Ability of group 

 Special educational or medical needs 

 Nature of activities 

 Experience of adults in off-site supervision 

 Duration and nature of the journey 

 Type of any accommodation 

 Competence of staff, both general and on specific activities 

 Requirements of the organisation/location to be visited 

 Competence and behaviour of young people 

 First aid cover 
 
 
Recommended ratios would be:  
 

Activity Age of Young Person Ratio - Staff :Young Person 

For excursions where the 
element of risk is similar to that 
normally encountered in daily 
life, for example, local walk to the 
library.  

For nursery trips 1:3 (minimum 2 staff)  
Occasionally 1:2 with 1 member 
of staff if appropriate emergency 
procedures are in place  e.g. 
short trip to post box 

Infant (P1-P3) 1:6 (minimum 2 staff) 

Primary (P4-P5) 1:10 (generally minimum 2 staff) 

Primary (P6-P7) 1:15 (generally minimum 2 staff) 

Secondary 1:15 (generally minimum 2 staff) 

For all Residentials  1:10 (minimum 2 staff) 

For all trips overseas   1:10 (minimum 2 staff) 

For visits including Adventurous 
Activities  

 see the relevant section in this 
guidance document 

 
Staff members present may vary during the visit but appropriate ratios must be maintained at all times.  
 
Where possible, there should be male and female staff present for residential visits with mixed-sex 
groups of young people. In exceptional cases where this is not possible parents should be advised of 
this and give their consent. 
 
Ratio’s may need to consider young people who have additional support needs which require 
individualised arrangements . 
 
Recognise that large parties create special supervisory problems and should be sub-divided for activity 
purposes. 
 
Be aware that small parties with minimum staffing are very vulnerable to staff illness or accident.  This 
eventuality needs serious consideration at the early planning stage, especially for extended visits, visits 
abroad or any of the visits which require LA approval/notification.  
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Allow for the possible reduction in effectiveness of any member of staff who is accompanied on the visit 
by a close relation. This may be particularly relevant in an emergency situation. 
 
Where Leaders operate alone, the group should be trained and briefed on action to take in the event of 
Leader incapacitation. 
 
 
 

Ratio Examples: 

 
Trip: - Taking Primary 5 to the pantomime, total 45 children, transport on a coach, one child requires 
alternative transport but otherwise requires no additional supervision. 
Supervision: - Two adults and coach driver (only if agreed with coach company), 1 adult going in taxi 
with child with Additional Support Needs, three adults would be present at panto. 
 
Trip: - Taking 30 primary P7s orienteering at Newhailes.  Walking from school to Newhailes. 
Supervision: – Two adults required for walk however Ratio of 1 to 12 required while orienteering 
according to risk assessments for the outdoors.  Meeting 3 members of Outdoor Learning staff on site 
(qualified and experienced in delivering orienteering). 
 
Trip: - P6 Trip to Benmore activity centre (or similar company) where all activities are organised. 
Supervisions: - Would need to check with Benmore what ratios they require provided (Different 
companies have different rules), 1 to 15 suitable on the bus, generally one to 10 required overnight, 
activity ratios will be higher but will include Benmore’s own staff. 
 
Trip: - Taking rugby team to New Zealand 
Supervision: - Minimum 1 adult to 10 students on the trip, minimum 2 adults, however not all adults 
would need to be present at all activities. 
 
 
Staff ratios must include an allowance for unforeseen circumstance such as a pupil or member of staff 
being incapacitated.  
 
Physical distribution of staff must also be considered, for example, if two staff are required to drive 
minibuses, it must be ensured that remaining staff are not left with excessive numbers of pupils to 
supervise or if staff are required to do catering etc.  
 
 

Group management  

 

Group size  

 
Small groups under the control of an individual supervisor usually provide a much more effective method 
of supervision than a large Visit under the collective care of a number of supervisors. This is particularly 
important for large scale events, for example, walks involving the entire year group etc.  
 

Headcounts  

Counting heads is a crucial tool in the supervision of all parties. It should be done at regular  
intervals.  Again large groups should be split up for counting.  
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Roll lists  

A list of names and addresses of those taking part in an excursion must be carried by the Visit leader 
and all other adults in the Visit, at all times. Roll lists can be of crucial importance if a Visit becomes 
separated or has to be divided, or if there is an accident or emergency.  
 

Responsibility  

The Visit Leader and other supervisors have ultimate responsibility for participants at all times during 
visits,  even when the group is under instruction by a member of the provider's staff. The provider is 
responsible for the safe running of an activity. Clear handover and hand back procedures should be 
used. Everyone, including the participants, must have an understanding of the roles and responsibilities 
of the Establishment's staff and the provider's staff. 
 
 

Level of Supervision (including Remote Supervision) 

 
All involved in the visit need to know the level of supervision that the young people will be under. 
 
Level of supervision can be split into 4 stages 
 

 Accompany the group 

 Shadow the group (Remote Supervision) 

 Check regularly at agreed locations (Remote Supervision) 

 Check occasionally at agreed locations (Remote Supervision) 
 
Certain visits can be used as a vehicle to help young people develop independence.  Sometimes they 
will take part in activities without direct supervision. Opportunities for independent work arise in Duke of 
Edinburgh Expeditions, field work, orienteering, downtime/free time, visit to Theme Park/City etc.  It is 
important that risk assessments are undertaken before these activities are authorised.  A judgement 
needs to be made by the Visit Leader; about how well-equipped the young people in question are to take 
part in the activity.  This decision may change during a trip. 
 
Clear advice should be given to young people about what is expected of them and what they should do if 
something goes wrong.  
 
Parents should be advised of the aims of independent work and parental consent should be sought.  
 
Supervision may be reduced from direct to remote supervision as a group’s competence improves. 
However, this reduction in supervision must take place in sequential stages (outlined above). 
Supervision must take account of the fact that conditions can change beyond the level of a group’s 
training e.g. deteriorating weather conditions.  Supervision must always enable the Leader to intervene 
quickly if required but in any case regular contact must be kept with groups. 
 
When managing these groups Leaders should be sufficiently qualified and experienced to determine that 
the training, skills and abilities of the individual members of the group are appropriate to the activity 
undertaken. 
 

 Basic ground rules regarding behaviour, mutual support, out-of-bounds areas etc must be 
established and agreed with the group 

 When on expedition, or in demanding environments where there is a significant risk of becoming 
benighted away from shelter, remotely supervised groups must carry (and have had instruction in 
the use of), emergency bivouac equipment (or tents), including spare food and clothing 
appropriate to the conditions.  This type of expedition should only be planned to take place 
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between April and October (longer evenings) when the chance of summer conditions are more 
likely 

 Routes/Areas chosen must reflect the experience and fitness of the group and the loads being 
carried 

 If the routes/areas chosen have the potential of a trained first aider/emergency services being 
unable to  reach the group quickly following an incident, it is recommended that members of the 
visit are first aid trained and carry a first aid kit 

 Clear, concise, written instructions for emergency action and emergency telephone contacts 
should be available to all members of the group 

 Emergency telephone numbers and or a meeting point should be permanently staffed Leaders 
should note that mobile phones cannot be relied upon to give adequate coverage in many remote 
areas 

 
Recommended reading: Remote Supervision Guidance Notes available from Mountain Leader 
Training 
 

External Agency Approval 

 
Some visits require approval from external agencies e.g. Duke of Edinburgh Award, John Muir Award, 
Young Explorers trust etc.  This will need to be considered when organising the visit as time may be 
needed for these approvals to be sought. 
 

Medical Issues 

 
Any known medical issues should be noted on the consent form (both young person & staff).  In some 
cases the medical issues need to be talked through with the parents/carers before the visit and a 
separate risk assessment produced for the individual.  Staff on the trip should be confident enough to 
deal with any foreseen eventualities and if not be able to call on immediate help. 
 
An adequate supply of medication should be provided.  Where possible the young person should look 
after the medication and have it on them at all times. 
 

First Aid 

Competent First Aid expertise should be available on all visits at all times. The need for knowledge and 
expertise in this area will depend to some extent on the type of activity and the level or risk involved.  
The Visit Leader should appoint a person to be in charge of first aid arrangements and a suitably 
stocked first aid kit.  An assessment should be made as part of the planning process by the Visit Leader 
as to what level of first aid is required. 
 
All adults in the group should know how to contact the emergency services. 
 
All minibuses are required by law to carry a first aid kit 
 
Supervising adults should be fully aware of, and have access, at all times, to Care Plans and emergency 
medication for individual pupils. 
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Insurance 

 
All Visit Leaders and staff employed by East Lothian Council are covered by the Council’s Liability 
Insurance providing the conditions of the policy are observed. Approved voluntary helpers are also 
covered by this insurance.  
 
The Council’s insurance does not cover the use of private vehicles for the transport of pupils or students. 
Any claims would have to be made against the driver`s insurance.  
 
It is important to note, however, that the Council’s insurance will not cover any additional costs incurred 
on a trip arising from unexpected events, for example, additional accommodation, transport etc. or 
cancellation costs or loss of personal belongings.  
 
Additional travel insurance is essential for all trips aboard and should be considered for residential trips 
within the UK. Some activity providers may offer additional insurance but policy wording should always 
be checked.  
 
ELC’s Council’s  Senior Claims Handler/Finance Manager can arrange comprehensive travel insurance 
for foreign and uk residential trips 
 
When using external providers for visits it must be checked that they have a minimum of £5 million public 
liability insurance cover for all they provide. 
 
For services which are available to members of the public such as trains, museums, restaurants, hotels 
etc it is not necessary to check insurance.  
 
If coaches/minibuses are hired from suppliers on the East Lothian Council list of approved providers, 
insurance does not need to be checked. If other suppliers are used it must be checked.  
 
 

Overseas Visits 

Travel Documents (including passports) must be checked for expiry date, visas.  Appropriate 
inoculations must be up to date.  Foreign & Commonwealth Office Advice must be followed. 
 
If the overseas visit is to include adventurous activities or venture into remote areas/ off the beaten track; 
Visit Leaders should contact the Local Authority as soon as plans start to be pulled together. 
 

Security 

Where possible make sure that venues/areas are safe and secure.  Personal items of any value should 
either not brought on the visit or stores somewhere safe.  Spending money should be kept to a minimum 
and important paperwork should be duplicated and spread amongst staff. 
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Budget 

 
The Visit Leader should ensure that parents/carers have written information about the full costs of the 
visit and when and how they will be required to pay for the visit 
 
A member of staff should be tasked with managing the budget for the visit including keeping records of 
app payments, outgoings etc. 
 
The Establishment should reach a pre-agreement with parents/carers on whether any funds left surplus 
after the visit will be returned or retained for another visit. 
 
Consideration must be given to how money will dealt with during the trip. Where possible entrance fees, 
hotel bills etc should be paid either beforehand or by invoice.  How pupils pocket money is dealt with 
must be considered  
Where appropriate staff should have access to an emergency fund to enable them eg purchase a meal 
for students, if required. 
 
 
 

Publicity 

 
All external publicity for the visit should be channelled through the LA`s  Communications  Manager. 
 
 
 

Plan B! 

Make sure you have a Plan B which falls within these guidelines. 
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Risk Management 

 

Risk Benefit Analysis 

 
No excursion involving young people is entirely risk free.  During the early planning stages of a visit the 
Visit Leader should consider the risks associated with the visit/activity and weigh these up against the 
potential benefit of the visit/activity. 
 

Risk Assessment 

Put simply, the process of risk assessment means taking a systematic look at the visit, identifying 
significant hazards and suitable control measures. 
 
There are three parts to a Risk Assessment: 
 

 Activity Specific/Generic – to be documented before the visit 

 Site Specific – to be documented before the visit 

 Dynamic – to be carried out on the day of or immediately prior to and during the visit/activity, with 
any significant findings documented as soon as possible 

 
In most cases risks cannot be eliminated, they have to be managed by skilled practitioners and in some 
cases, where appropriate, ownership is given to group members.  These members must be able to make 
informed decisions about the risks they are being exposed to. 
 
Risk assessments need not be complex but need to be comprehensive. They should aim to identify 
potential hazards, prevent or reduce foreseeable risks where possible.  If a risk is high and cannot be 
managed the visit should be modified accordingly. 
 
Points to think about: 

 Do the benefits of the participants completing the activity outweigh the possible consequences – 
how is this measured? 

 Does everyone involved in the visit (directly or indirectly) know what is in the risk assessment? 

 Are parents/carers making an informed choice to send their young people on the visit? 
 

Risk Assessment Examples 

 

Using a Generic Risk Assessment 

 
The types of things that might affect the suitability of a generic assessments might be:  

 Age of pupils – an assessment for nursery pupils walking to the park will be very different to that 
for a group of S5s walking to the park.  

 Time of year – a walk by the river in the summer after a period of dry weather is very different 
from a walk by the river after torrential rain.  

 Exact Location – a hill walking expedition on a route well known to the Leaders differs from one 
at an unknown location.  

 Experience of staff – staff should gain experience helping on trips before running one and ideally 
run their first trip supported by an experienced member of staff.  

 Experience of pupils – Both in the particular activity and things like whether they have been away 
from home before.  
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Sources of Generic Assessments might include:  

 Department, for example, coach travel, walk to the park 

 School, for example, if the school runs an overnight trip to a drama workshop every year the 
same risk assessment can be used provided it is reviewed to ensure that it is still valid 

 Venue/provider – many venues such as theme parks, museums, outdoor centres etc. provide 
their own risk assessment. 

 Outdoor Learning – there is a standard set of assessments for most adventure activities  
 
 

Trip Specific Risk Assessments 

 
For elements of a trip which have not been assessed before it will be necessary to develop a Specific 
risk assessment. For example:  

 A visit to new venue/location.  

 An activity for which no assessment exists e.g. kite flying, model boating etc. 

  Pupil/staff specific  
 
All assessments must consider whether they are suitable and sufficient for all pupils and staff. If there 
are pupils/staff with additional needs, this needs to be considered separately. Sometimes generic 
assessments can be adapted and sometimes you may need to write a specific one.  
 
Examples of the type of additional needs to be considered might be:  

 Reliability in following instruction  

 Ability to understand instructions  

 Strength to carry out activity  

 Availability of suitable protective equipment  

 Epilepsy/nut allergy/hay fever  

 Fear of heights/not being able to swim/not confident in water  

 Poor sight without glasses, only being able to walk short distances.  
 
In many of these cases, the control measures are simple and straightforward.  
 
If a pupil has a ‘Positive Handling Plan’ or care plan or similar then this must be used to ensure that all 
the conditions of this can be met during the excursion.  
 
It is also important to take the needs of the staff into consideration, for example:  

 If a member of staff with epilepsy is to be alone with a group of students do the students know 
what to do if a fit occurs.   

 Are the staff fit enough to take part in activities – do they need to – do they want to?  
 
 

Ongoing/Dynamic Risk Assessment  

 
The risk assessment should be reviewed at key points, some listed below. Notes should be added, by 
the Visit Leader, to the risk assessment indicating significant changes. In the case of a risk assessment 
done on the day, or at a venue, this can be retrospective. Facts that can necessitate change include:  
 
The week before  

 poor weather forecast  

 staff/pupils changing  
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On the day  

 weather not as per forecast  

 pupils not co-operative  

 key staff member unwell  
 
At the time  
If you are visiting a location that you have never visited before, have a look around and decide what 
restrictions to place on pupils and what hazards to point out to them.  
 
For example  
 
Activity is burn guddling – when you arrive at the venue you will need to check and decide if it is safe to 
go ahead with the activity.  Even if you have been to the venue the day before conditions can change 
overnight.  
 
If you arrive at a planned shopping trip on Oxford Street and discover there is a protest going on and a 
significant police presence you may need to change your plans. 
 
 
Advice on any of these types of risk assessment can be sought from Health and Safety  
Implementation Officer or Outdoor Learning Staff.  
 
 

Risk Assessments and External Providers 

Discussion should take place with the independent provider as to what elements of the visit they are 
responsible for and what areas of the visit you and your staff are responsible for.  You should seek 
confirmation from the provider that they have relevant risk assessments in place.  Unless you are 
concerned about an aspect of their provision you should NOT ask for copies of their risk assessments. 
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Off site Visit Approval 

 
All activities involving Off Site Visits must be approved via the EVOLVE system. 
 
Parental consent is always needed for visits but this may be an annual consent where you rely on the 
parents to update the Establishment with any significant changes throughout the year or a specific 
consent form for a specific visit. 
 
East Lothian Council delegates approval for some visits/activities to Heads of Establishment with others 
requiring LA approval.  Some visits may fall into more than one category, in this case the highest level of 
approval needed will apply. The table below details different types of visits and the different levels of 
approval needed. 
 
 
It is the responsibility of the Visit Leader to ensure that the information about the visit is submitted via the 
EVOLVE system with sufficient time to be processed by the Head of Establishment/EVC and LA if 
appropriate.  Submitting the information six weeks in advance will ensure that any issues can be 
clarified and is essential for residential and nonstandard venues and activities. Submission of visit 
information less than two weeks before an excursion can often result in the trip not being authorised due 
to a lack of time to sort out any potential issues. 
 
East Lothian Council retains the responsibility to intervene and/or stop an off site visit or activity at any 
point during the activity or during the planning stage if there is any concern over the health and safety of 
staff/participants or others. 
 
N.B. Under the Children (Scotland) Act 1995 no child (person under age of 16) may be taken out of the 
UK without the consent of his/her parents (including all persons who have parental rights and currently 
exercise them whether or not a parent of the child). If this includes both parents, then consent of both is 
required. 
 
N.B. Work Experience operates under a separate framework and this should continue to be used 
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Visit Approval, Medical Information and Parental Consent 

 

Type of visit Information 
provided to 
parents 

Medical 
information 

Arrangement for 
consent 

Authorisation of 
visit 

Routine and 
Expected visits 

 

Information 
provided to parents: 

 During induction 
meetings 

 Yearly parents’ 
meetings  

 Or in school 
handbook 

Annual update 
obtained from 
parents and 
retained in school 

 

Consent given by 
parents using a 
consent form, which 
is completed at 
induction or annually 

 
(Specific  consent is 
required if the 
visits/programme  will 
involve adventure or 
coastal activities) 

Head of 
Establishment  

 
(Local Authority approval is 
also required if the visit will 
involve adventure or 
coastal activities) 

Day visits 
 

Specific information 
supplied in writing 

Annual update 
obtained from 
parents and 
retained in school 

 

Consent given by 
parents using annual 
consent form or a trip 
specific form  

 
(Specific  trip consent is 
required if the visit will 
involve adventure or 
coastal activities or will 
return out-with normal 
hours) 

Head of 
Establishment  

 
( Local Authority approval 
is also required if the visit 
will involve adventure or 
coastal activities) 

Residential visits 
 

Specific information 
supplied in writing 
and meeting with 
parents if required 

Provided as an 
integral part of the 
consent form 

Trip specific consent 
form required 

Head of 
Establishment and  
Local Authority 

Overseas Visits 

Specific information 
supplied in writing 
and meeting with 
parents 

Provided as an 
integral part of the 
consent form 

Trip specific 
consent form 
required 

 

Head of 
Establishment  and 
Local Authority 
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Licensed Activity Providers 

 
The Adventure Activities License covers certain activities offered by commercial companies or Local 
Authorities undertaken by people under 18. 
 
Activities are: 

 Caving – exploration of underground passages, disused mines or natural caves which require the 
use of special equipment or expertise 

 Climbing – climbing, sea-level traversing, abseiling or scrambling over natural terrain or certain 
man-made structures which require the use of special rock-climbing or ice-climbing equipment or 
expertise 

 Trekking – going on foot, horse (pony), pedal cycle, skis, skates or sledges over moorland or on 
ground over 600 meters above sea level when it would take 30 minutes to reach an accessible 
road or refuge. 

 Watersports – this comprises sailing, canoeing, kayaking, rafting and windsurfing, on the sea, 
tidal waters, inland waters at a location where any part of those waters is more than 50 meters 
from the nearest land, and turbulent inland waters. Rowing is exempt 

 
A Licensed Provider need not have a license for all the activities it provides. 
 
The Adventure Activities Licensing Service inspects each provider and ensures appropriate safety 
measures are in place for the provision of specified licensed adventure activities. 
 
Catering, accommodation plus non-licensable activities are not covered by the licensing scheme – the 
Visit Leader should check these. 
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Adventurous Activities 

 
The following activities in this section are regarded as adventurous and require LA approval, unless 
authorisation has been delegated to the Head of Establishment to approve certain activities.  Some of 
these activities fall under the AALS Licence others are deemed as adventurous by ELC and are 
therefore treated using the same procedure. 
 
Awards and qualifications are one (but not the only) way of demonstrating leadership competence in an 
activity.  Competence is based on proven experience, demonstrated technical competence and group 
management skills but these can be measured in other ways e.g. through observation and approval by 
an appropriate Technical Adviser. 
 
Staff: Young Person ratios for any visit must be determined through a process of risk assessment by the 
Visit  Leader or other competent staff. 
 
 
For all Staff Qualifications Original Qualification /Award Certificate must be accompanied by: 

 Current NGB membership if appropriate 

 Current relevant First Aid Certificate 

 Current PVG Certificate 

 Child Protection Certificate if appropriate 

 Evidence of refresher/revalidation course if appropriate 

 Logbook including recent experience both personal and teaching/coaching 
 
 

The following list is not exhaustive.  If something may be considered an Adventurous Activity the 
Outdoor Learning Service should be consulted. 
 
Even if an activity is not classified as Adventurous the Establishment Head is responsible for ensuring 
that it is being lead by suitably competent staff and in accordance with best practice. 
 
 
 
 
 

There are other qualification that may not be mentioned in the next section.  Please contact the 
Outdoor Learning Service for advice on their relevance and if they can be used in place of the 

stated qualifications. 
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National Governing Bodies (NGB) and leadership awards – glossary of terms 

 

ABRS Association of British Riding schools 

ASI Adventure Sports Instructors (formerly Academy of Surfing Instructors) 

ASL Alpine Ski Leader 

BASI British Association of Ski Instructors 

BCF British Coasteering Federation 

BCU British Canoe Union 

BEL Level 3 Award in Basic Expedition Leadership (previously BELA) 

BHS British Horse Society 

BMG British Mountain Guide 

BRAWA British Rock And Water Association 

CIC Cave Instructor Certificate 

CWA Climbing Wall Award 

DWL Day Walk Leader Award 

GNAS Grand National Archery Society 

HAML Hill and Moorland Leader 

IML International Mountain Leader Award 

LCMLA Local Cave and Mine Leader Award 

LLA Lowland Leader Award 

MIAS Mountain Bike Instructor Award Scheme 

MIA Mountain Instructor Award 

MIC Mountain Instructor Certificate 

ML(S) Mountain Leader Award (Summer) 

ML(W) Mountain Leader Award (Winter) 

OCN Open College Network 

PADI Professional Association of Diving Instructors 

RYA Royal Yachting Association 

SCA Scottish Canoe Association 

SPA Single Pitch Award 

SSS Snowsport Scotland 

TRSS Trekking and Riding Society of Scotland 

UKCG UK Canyon Guides 

UKSS UK Snowsports 

WGL Walking Group Leader Award 
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Archery 

 
 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Deliver taster and progressive 
Archery sessions 

GNAS Archery Leader Qualification 
1:12 with a 
maximum of 6 
students shooting 

Deliver taster Archery sessions 
in a club environment 

UKCC GNAS Level 1 Award  in Coaching 
Archery  

1:12 with a 
maximum of 6 
students shooting 

Developing Archers from a 
beginner stage, running club 
coaching programmes, taking 
overall responsibility for 
beginners courses and 
managing and supporting Level 
1 coaches 

UKCC GNAS Level 2 Award  in Coaching 
Archery 

1:12 with a 
maximum of 6 
students shooting 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
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Blokarting/Mini Land Yachting 

 
This covers the use of wind powered land craft 
 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Mini land yachts  East Lothian Local Award - Blokarting 1:8 or 4 craft 

 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant Local Award 
 
Particular care should be taken with venues used, especially in tidal areas e.g. Belhaven Bay 
 
If using other craft, refer to East Lothian Outdoor Learning service for advice. 
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Camping 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Official campsites with facilities 
(toilet and drinking water) 

BEL 
or 
LLA 

1:12 (minimum 2 
adults) (minimum of 
1 ‘Other Staff’ or 
‘Adult Volunteer’ for 
every additional 12 
pupils) 

Lowland country Farmers fields/ 
woodland area, no facilities 

BEL 
or 
LLA 
and 
Expedition Skills Module 
or 
Advised Leave no trace awareness course 

1:8 (minimum 2 
adults) 
No more than 6 
small tents in one 
area 

Non-mountainous, hilly or 
moorland terrain, no facilities 

HAML 
and  
advised Leave no trace awareness course 

1:8 (minimum 2 
adults) 
No more than 6 
small tents in one 
area 

Mountainous terrain, no facilities ML 
And 
Advised Leave no trace awareness course 

1:8 (minimum 2 
adults) 
No more than 6 
small tents in one 
area 

 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body 
 
Qualified member of staff should have experience in the use of relevant shelter 
(tent/hammock/improvised shelter) and stove to be used with the group 
 
For mixed sex groups there should be where possible a member of male and female staff 
 
Sufficient staffing should be in place to ensure adequate rest periods for staff 
 
 
See Definitions of Terrain in Appendix 
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Caving & Mining 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Cave/ mine systems with no 
pitches 

LCMLA Level 1 1:10 (minimum 2 
adults) 

Cave/ mine systems with pitches 
up to 18m explored by ladder 

LCMLA Level 2 1:10 (minimum 2 
adults) 

Cave/ mine systems explored 
using ladder and single rope 
techniques 

CIC 1:10 (minimum 2 
adults) 

 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
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Climbing 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Low Level Traversing (low level 
climbing walls involving 
sideways movement where the 
use of a rope is not involved)  

Outdoor Learning Cards Training Course 
(Bouldering Section) 

1:12 

Tower / Climbing Wall CWA 1:9 max 3 ropes 
being supervised 

Single Pitch SPA 1:9 max 3 ropes 
being supervised 

Multi Pitch Climbing or Roped 
Scrambling in summer 
conditions 

MIA 1:3 

Winter Climbing or Roped 
Scrambling in all Conditions 

MIC 1:2 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
 
 
Multi Pitch Climbing, Roped Scrambling, Winter Climbing - It would be expected that participants are 
taking part in a progressive course and would therefore hold basic competence in the activity and an 
understanding of the physical and mental demands to be placed upon them as well as expectations of 
their responsibility for safety. 
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Combined rock/ water activity - Gorge Walking, Canyoning, Sea Level Traversing, Coasteering 

 
 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Level 1 Gorge 
Gorges where progress or 
escape are not reliant on 
technical mountaineering skills.  
Any confining sections where 
escape would not be easy would 
be short(<20m).  Such sections 
would be the exception rather 
than the norm.  Rocky steps 
would be protected by the reach 
of a companion or the use of 
ropes. 

ML(S) 
Moving Water Safety & Rescue Qualification 
Or 
UKCG Level 1 Guide 

2:8 (second 
member of staff 
does not need to 
have qualifications 
but must be 
confident in cold 
moving water) 

Level 2 Gorge 
Gorges where there are steep 
sides along most of its length 
which would prevent easy 
escape.  Escape would be by 
recourse or technical 
mountaineering skills and 
equipment or by scrambling or 
floating some distance (>20m) to 
a break in the gorge side.  The 
height of scrambles or traverses 
would at times require a rope. 

MIA 
Moving Water Safety & Rescue Qualification 
Or 
UKCG Level 2 Guide 

2:6 (second 
member of staff 
does not need to 
have qualifications 
but must be 
confident in cold 
moving water) 

Level 1 Coastline 
Where progress or escape are 
not reliant on technical 
mountaineering skills.  Any 
confining sections where escape 
would not be easy would be 
short.  Such sections would be 
the exception rather than the 
norm.   

ML(Summer) 
Moving Water Safety & Rescue Qualification 
Knowledge of tides which may be 
demonstrated by a qualification such as RYA 
Day Skipper or BCU 4 Star Sea/Surf etc. 
It is also advised that a member of staff has 
attended a BRAWA Coasteering Skills 
Training Course 
Or 
BCF Coasteer Guides Award Scheme 
Or 
 

2:8 (second 
member of staff 
does not need to 
have qualifications 
but must be 
confident in cold 
moving water) 

Level 2 Coastline 
Escape would be by recourse or 
technical mountaineering skills 
and equipment.  The height of 
scrambles or traverses would at 
times require the use of a rope 
and there may be unavoidable 
abseils or pitched climbs. 

MIA 
Moving Water Safety & Rescue Qualification 
Knowledge of tides which may be 
demonstrated by a qualification such as RYA 
Day Skipper or BCU 4 Star Sea/Surf etc. 
It is also advised that a member of staff has 
attended a BRAWA Coasteering Skills 
Training Course 
Or 
BCF Coasteer Guides Award Scheme 

2:6 (second 
member of staff 
does not need to 
have qualifications 
but must be 
confident in cold 
moving water) 
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General Safety Procedures 
 
No National Governing Body exists for these activities therefore the following procedures must be  
adhered to 
 
Advice must be sought from the East Lothian Outdoor Learning Service before undertaking any such 
activity due to the varied nature of the venues used 

 

 Group leader must have prior knowledge of site chosen and information on tidal seas state and 
weather conditions. As a general guide sessions in winter months to be avoided (e.g. November-
March) periods of warm settled weather may alter this.  

 Group member’s competence will contribute to determine the decision on location and length of 
session- a short practice session before commencing the full coastal traverse/journey will help 
assess this. Group competence will also be assessed dynamically throughout the journey. 

 A full briefing will take into consideration some basic principles that group leader should address; 

 loose & slippery nature of the environment both underfoot and surrounding 

 Plan B – If sea conditions change or other factors vary or deteriorate what are the 
alternatives? 

 Escape Routes 

 Equipment checks 

 Safety procedures  to include – water entry, exit, climbing, jumping, swimming, defensive 
swimming, traversing, coping with swell and appropriate buddy systems 

 Signals and communication – i.e. CLAP – Communication, line of sight, avoidance, position 
to be considered. 

 Access Code and respect for other users, the environment and marine life.  

 Full Risk Assessments are carried out and observed 

 Safety equipment is checked before and during activity 

 The effects of cold water are watched carefully 

 Water depths are adequate for activities including jumping into pools 
 
Equipment – Students 

 Buoyancy Aids 

 Helmets 

 Full Wetsuits - appropriate thickness and fit for prevailing conditions 

 Wetsuit Gloves 

 Sturdy Footwear 

 Harnesses where necessary (Level 2 Gorge & Level 2 Coastline) 

 Suitable cags may also be used to deal with any wind-chill 
 
Equipment – Staff 

 As for students 

 Dry Bag 

 Communication Device e.g. VHF radio & mobile telephone (not to be relied upon) 

 First Aid Kit 

 Hot drink 

 Group Shelter 

 Throwline or Climbing rope 

 Knife 

 Technical climbing equipment where necessary (Level 2 Gorge & Level 2 Coastline) 
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Diving and Snorkelling 

 
 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Diving & Snorkelling in a 
swimming pool or confined water 

PADI Assistant Instructor 1:4 

Diving & Snorkelling Open 
Water 

PADI Open Water Scuba Instructor 1:4 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
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Hill Walking/Mountaineering 

 
 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Local Hills to ELC 
Day Walks 
Summer Conditions 

ELC Local Hill Walking Award 1:12 

Lowland country in UK 
Day Walks 
Summer conditions 

DWL 
LLA 

1:12 

Lowland country in UK 
Day Walks & Overnight 
Summer conditions 

BEL 
or LLA 

1:12 

Lowland country in UK 
Day Walks & Overnight 
Winter conditions 
Use of snowshoes but no other 
technical equipment e.g. axes, 
crampons etc. 

ML Summer &  
ML Winter training 

1:10 

Non-mountainous, hilly or 
moorland terrain in UK 
Day Walks 
Summer conditions 

WGL 1:12 

Non-mountainous, hilly or 
moorland terrain in UK 
Day Walks & Overnight 
Winter conditions 
Use of snowshoes but no other 
technical equipment e.g. axes, 
crampons etc. 

ML Winter 1:10 
1:6 if use of axes & 
crampons 

Mountainous terrain in UK 
Day walks & Overnight 
Summer Conditions 
The use of a rope not normally 
anticipated. 

ML Summer 1:12 

Mountainous terrain in UK 
Day walks & Overnight 
Winter Conditions 
Use of technical equipment 
(crampons & axes) but the use 
of a rope not normally 
anticipated. 

ML Winter 1:6 

All International mountain areas 
except on glaciers, and where 
the techniques or equipment of 
alpinism are required. Including 
easy snow-covered terrain, 
providing it is of a gentle, rolling 
("Nordic") type in the “middle” 
mountains. 

IML 1:8 

Mountainous terrain in UK 
Teaching of all aspects of 

MIA 1:3 
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mountaineering 
Day & Night 
Summer conditions 

Mountainous terrain in UK 
Teaching of all aspects of 
mountaineering  
Day & Night 
All conditions 

MIC 1:2 

All International mountainous 
areas.  Teaching of all aspects 
of mountaineering 
All conditions 

BMG 1:2 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
 
Summer / Winter Conditions - A clear distinction between summer and winter seasons is difficult 
hence the reference to conditions rather than the season itself. 
 
 
 
See Definitions of Terrain in Appendix 
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Horse Riding & Pony Trekking 

 
 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Horse Riding & Pony Trekking BHS Tourism Qualification for Ride Leader 1:6 

Horse Riding & Pony Trekking ABRS Trek Leader Certificate 1:6 

Horse Riding & Pony Trekking TRSS Leader 1:6 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
 
  



 

East Lothian Council – GUIDELINES 
Safety and Good Practice in Managing Off Site Visits (Including Adventurous Activities) 

Page 47 

Mountain Biking/Trail Cycling 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Deliver Bikeability 
Scotland training levels 1 and 2 
to school aged pupils 

Cycle Training Assistant 1:8 
(Ideally minimum of 
2 staff, second 
member of staff 
must be an 
experienced cyclist) 

Cycling on roads - Leading 
groups on short rides on pre-
planned risk assessed routes 
within their local area 

Cycle Ride Leader 1:8 
(Ideally minimum of 
2 staff, second 
member of staff 
must be an 
experienced cyclist) 

Deliver all three levels of 
Bikeability Scotland.  Develop, 
plan, prepare and deliver on 
road cycling skill sessions and 
sessions for students learning to 
ride on busier roads 

Cycle Trainer 1:8 
(Ideally minimum of 
2 staff, second 
member of staff 
must be an 
experienced cyclist) 

Deliver the Cycle Trainer 
Assistant and Cycle Commuter 
Course to others 

Cycle Trainer Plus 1:12 
 

Cycling on road/ forest / open 
country tracks or trails with 
obvious navigational features 
and with low to medium 
technical difficulty which are 
rideable for 90-95% of their total 
length. Terrain under 600m high 
and less than 30 minutes WALK 
from the nearest road or 
emergency contact. 1 day trips 
only 

Trail Cycle Leader 
Or 
Mountain Bike Instructor Level One 

1:8 
(Ideally minimum of 
2 staff, second 
member of staff 
must be an 
experienced cyclist) 

All of the above plus routes 
requiring considerable technical 
ability, which are rideable for 90-
95% of their total length. Multi-
day trips 

Mountain Bike Leader 
Or 
Mountain Bike Instructor Level Three 

1:6 
(Ideally minimum of 
2 staff, second 
member of staff 
must be an 
experienced cyclist) 

In addition to remits above self-
sufficient groups on multi-day 
trips which requires carrying 
additional equipment 

Trail Cycle Leader 
Expedition Leader 
OR 
Mountain Bike Leader 
Expedition Leader 

1:6 
(Ideally minimum of 
2 staff, second 
member of staff 
must be an 
experienced cyclist) 

 
 
General Safety Procedures 
 



 

East Lothian Council – GUIDELINES 
Safety and Good Practice in Managing Off Site Visits (Including Adventurous Activities) 

Page 48 

Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
 
 
For cycling on roads ROSPA has “Guidelines for the management and operation of Practical Training 
Schemes”. These can help managers make decisions on safety & appropriate training when road cycling 
is being undertaken with groups. 
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Orienteering 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Orienteering on establishment 
sites - Small and “simple” areas 
with very clear boundaries, good 
access, plenty of handrail 
features such as paths or fences 
and so small as to allow 
supervision of the participants at 
frequent intervals. An absence 
of all such hazards as busy 
traffic, crags, fast or deep water 

Outdoor Learning Cards 
Teaching Orienteering Part 1 

1:12 

Orienteering on “Other” local 
areas and small woods – 
Areas with clear boundaries, 
good access, plenty of handrail 
features such as paths or fences 
and small enough for 
supervision of participants at 
regular intervals. An absence of 
obvious hazards such as busy 
traffic, crags, fast or deep water 

UKCC Level 1 Coach Orienteering 
OR 
Teaching Orienteering Part 2 

1:12 

Orienteering on other areas 
which are neither complex nor 
exposed - Appropriate areas 
include easier forests or easier 
country parks and sites with 
clear boundaries and ready 
access for assistance or for 
emergency vehicles.  

UKCC Level 2 Coach Orienteering 
OR 
BEL 

1:12 

Orienteering on more 
demanding areas - Complex, 
exposed or mountainous areas 
should be avoided except where 
sufficient staffing expertise is 
present.  

ML (Summer) 1:12 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
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Paddlesports – Canoe/ Kayak/ Sit On Top 

 

Discipline 
Environment 

 Recommended Qualifications Recommended Ratios 

General Purpose, Touring & White Water Kayaks 

Swimming 
Pools  

Very 
Sheltered Water 

BCU Level 1 Inland Kayak (old scheme) 

1:8 students 

BCU (UKCC) Level 1 with site specific 
training and assessment   

Sheltered 
Inland Water 

BCU Level 2 Inland Kayak (old scheme) 

BCU (UKCC) Level 1 with site specific 
training and assessment   

BCU (UKCC) Level 2 

Moderate 
White Water  

BCU Inland Kayak Level 3 (old scheme) 

1:6 students BCU Moderate White Water Endorsement 

BCU (UKCC) Level 3 White Water 

BCU 4 Star White Water Leader Award (to 
lead only) 

1:4 paddlers 

Moderate 
Inland Water 

BCU Inland Kayak or Placid Water Level 3 
(old scheme) 

1:6 students BCU Moderate White Water Endorsement 

BCU (UKCC) Level 3 White Water 

BCU 4 Star White Water Leader Award (to 
lead only) 

1:4 paddlers 
BCU 4 Star Touring Leader Award (to lead 

only) 

Advanced 
White Water  

Advanced 
Inland Water 

BCU Inland Kayak Level 3 and 5 Star (old 
scheme) 

1:4 students BCU Advanced White Water Endorsement   

BCU 5 Star White Water Leader Award (to 
lead only) 

 

Discipline 
Environment 

 Recommended Qualifications Recommended Ratios 

Open Canoes 

Swimming 
Pools  

Very 
Sheltered Water 

BCU Level 1 Open Canoe (old scheme) 

1:6 students in open canoes 
paddled solo 

1:12 students when paddling 
tandems, or crew boats 

BCU (UKCC) Level 1 with site specific 
training and assessment   

Sheltered 
Inland Water 

BCU Level 2 Open Canoe (old scheme) 

BCU (UKCC) Level 1 with site specific 
training and assessment 

BCU (UKCC) Level 2 

Moderate 
White Water  

 

BCU Open Canoe Level 3 (old scheme) 1:5 students in open canoes 
paddled solo 

1:10 students when paddling BCU Moderate Open Canoe Endorsement 
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BCU (UKCC) Level 3 Open Canoe tandems, or crew boats 

BCU 4 Star Canoe Leader Award (to lead 
only) 

1:4 paddlers in open canoes 
paddled solo 

1:6 paddlers when paddling 
tandems, or crew boats 

Moderate 
Inland Water 

BCU Open Canoe Level 3 (old scheme) 1:5 students in open canoes 
paddled solo 

1:10 students when paddling 
tandems, or crew boats 

BCU Moderate Open Canoe Endorsement 

BCU (UKCC) Level 3 Open Canoe 

BCU 4 Star Canoe Leader Award (to lead 
only) 

1:4 paddlers in open canoes 
paddled solo 

1:6 paddlers when paddling 
tandems, or crew boats 

BCU 4 Star Touring Leader Award (to lead 
only) 

Advanced 
White Water 

Advanced 
Inland Water  

BCU Open Canoe Level 3 and 5 Star (old 
scheme) 

1:4 students (solo or tandem) BCU Advanced Open Canoe Endorsement   

BCU 5 Star Canoe Leader Award (to lead 
only) 

 

Discipline 
Environment 

Recommended Qualifications to Coach Recommended Ratios  

Surf 

Moderate 
Surf 

BCU Surf Level 3 (old scheme) 

1:6 students 

BCU Moderate Water Surf Endorsement 

BCU (UKCC) Level 3 Surf 

BCU 4 Star Surf Leader Award (to lead 
only) 

Advanced 
Surf 

BCU Surf Level 3 and 5 Star (old scheme) 

1:4 students BCU Advanced Water Surf Endorsement 

BCU 5 Star Surf Leader Award (to lead 
only) 

Sea 

Sheltered 
Tidal Water and 
Sea 

BCU Level 2 Inland Kayak (old scheme) 1:8 students 
1:6 students in open canoes 

paddled solo 
1:12 students when paddling 

tandems, or crew boats 

BCU (UKCC) Level 1 with site specific 
training and assessment  (see p16) 

BCU (UKCC) Level 2 

Moderate 
Tidal Water/Sea 

BCU Sea Level 3 (old scheme) 

1:6 students BCU Moderate Water Sea Endorsement 

BCU (UKCC) Level 3 Sea 

BCU 4 Star Sea Leader Award (to lead 
only) 

1:4 paddlers 

Advanced 
Tidal Water/Sea  

BCU Sea Level 3 and 5 Star (old scheme) 
1:4 students 

BCU Advanced Water Sea Endorsement 
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BCU 5 Star Sea Leader Award (to lead 
only) 

 

Discipline 
Environment 

Recommended Qualifications to Coach Recommended Ratios  

Slalom 
(Ratio’s refer to paddlers 

actually on the water at any one 
time) 

Swimming Pool  
Very Sheltered 

Water  
Sheltered 

Water 

BCU Level 1 Slalom Coach (old scheme) 
working under direct supervision, or at a formally 
organised event  

1:8 students in singles 
1:12 students in doubles 

BCU Level 1 Slalom Coach (old scheme) with 
site specific training and assessment 

BCU (UKCC) Level 1 with BCU Slalom Support 
Module (working under direct supervision, or at a 
formally organised event) 

BCU (UKCC) Level 1 plus: 

 BCU Slalom Support Module (Part 1) 

 Site specific training and assessment 

BCU (UKCC) Level 2 with BCU Slalom Support 
Module 

Moderate White 
Water 

(at a recognised 
Slalom venue) 

BCU Level 2 Slalom Coach (old scheme) plus: 

 BCU White Water Safety and Rescue Training 

Bank-based 
Coaches: 
1:4 students in 
singles 
1:6 students in 
doubles  

Boat-based 
Coaches: 
1:6 students in 
singles 

1:6 students 
in doubles 

BCU (UKCC) Level 1 plus: 

 BCU Slalom Support Module (Part 1) 

 BCU White Water Safety and Rescue Training  
(working under direct supervision, or at a formally 
organised event) 

BCU (UKCC) Level 1 plus: 

 BCU Slalom Support Module (Part 1) 

 BCU White Water Safety and Rescue Training  

 Site specific training and assessment 

BCU (UKCC) Level 2 plus: 

 BCU Slalom Support Module (Part 1)  

 BCU White Water Safety and Rescue Training  

 Site specific training and assessment 

BCU (UKCC) Level 3 Slalom Coach 

Advanced Water 
(at a recognised 
Slalom venue) 

BCU Level 3 Slalom Coach (old scheme) 

 BCU White Water Safety and Rescue Training  

Bank-based 
Coaches: 
1:3 students in 
singles  
1:6 students in 
doubles  

Boat-based 
Coaches: 
1:4 students in 
singles  

1:6 students 
in doubles 

BCU (UKCC) Level 3 Slalom Coach 

 

Discipline 
Environment 

Recommended Qualifications  Recommended ratios  

Freestyle 
(ratio’s refer to paddlers actually 
on the water at any one time) 

Swimming Pool 
Very Sheltered 
Water  

BCU (UKCC) Level 1 with BCU Freestyle 
Support Module (working under direct 
supervision, or at a formally organised event) 

1:8 students  
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Sheltered Water BCU (UKCC) Level 1 plus: 

 BCU Freestyle Support Module 

 Site specific training and assessment  

BCU (UKCC) Level 2 with BCU Freestyle 
Support Module 

Moderate White 
Water 
Grade 2(3) 
(at recognised 
freestyle venue, or 
managed site) 

BCU (UKCC) Level 1 plus: 

 BCU Freestyle Support Module  

 WWSR  
(working under direct supervision, or at a 
formally organised event) 

Bank-based Coaches: 
1:4 students  
 
Boat-based Coaches: 
1:6 students  

BCU (UKCC) Level 1 plus: 

 BCU Freestyle Support Module  

 WWSR 

 Site specific training and assessment  

BCU (UKCC) Level 2 plus: 

 BCU Freestyle Support Module  

 WWSR  

 Site specific training and assessment 

BCU (UKCC) Level 3 Freestyle Coach 

Advanced Water  
Grade 3 – 4(5) 
(at recognised 
freestyle venue, or 
managed site) 

BCU (UKCC) Level 3 Freestyle Coach 

Bank-based Coaches: 
1:3 students  
 
Boat-based Coaches: 
1:4 students 

 

Discipline 
Environment 

Recommended Qualifications Recommended Ratios  

Racing 
(ratio’s refer to paddlers actually 
on the water at any one time) 

Very Sheltered 
Water  
Sheltered Water 

Bell Boat Helm 1:12 students in same boat 

BCU (UKCC) Level 1 with BCU Racing Support 
Module (working under direct supervision, or at 
a formally organised event) 

1:8 students in singles 
1:12 students in crew boats (6x 
doubles or 3x fours etc.) 

BCU (UKCC) Level 1 plus: 

 BCU Racing Support Module  

 Site specific training and assessment 

BCU (UKCC) Level 2 with BCU Racing Support 
Module  
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Moderate White 
Water 
Moderate Inland 
Water 

BCU (UKCC) Level 1 plus: 

 BCU Racing Support Module  

 WWSR  
(working under direct supervision, or at a 
formally organised event) 

1:4 students in singles 
1:6 students in doubles 
1:8 students in fours 

BCU (UKCC) Level 1 plus: 

 BCU Racing Support Module  

 WWSR 

 Site specific training and assessment 

BCU (UKCC) Level 2 plus: 

 BCU Racing Support Module  

 WWSR  

 Site specific training and assessment 

BCU (UKCC) Level 3 Racing Coach 

 

Discipline 
Environment 

Recommended Qualifications  Recommended Ratios  

Wild Water Racing 

Very Sheltered 
Water 
Sheltered Water 

BCU (UKCC) Level 1 with BCU Wild Water 
Racing Support Module (working under direct 
supervision, or at a formally organised event) 

1:8 students in singles 
1:12 students in doubles 

BCU (UKCC) Level 1 plus: 

 BCU Wild Water Racing Support Module  

 Site specific training and assessment 

BCU (UKCC) Level 2 with BCU Wild Water 
Racing Support Module 

Moderate White 
Water 
In sessions that 
include a descent 
where students 
go out of sight 
they must be 
accompanied by 
a WWR Racing 4 
Star Leader or 
Div A Paddler  

BCU (UKCC) Level 1 plus:  

 BCU Wild Water Racing Support Module  

 WWSR 

 Site specific training and assessment 

1:4 students in singles 
1:6 students in doubles 

BCU (UKCC) Level 2 plus: 

 BCU Wild Water Racing Support Module  

 WWSR 

 Site specific training and assessment 

BCU (UKCC) Level 3 Wild Water Racing Coach 

BCU Wild Water Racing 4 Star Leader (to lead 
only) 

Div A Paddler (to lead only) 

Advanced White 
Water 

BCU (UKCC) Level 3 Wild Water Racing Coach 
(Accompanied by a WWR 5 Star Leader or Div 
A Paddler) 

1:4 students in singles  
1:6 students in doubles 
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BCU Wild Water Racing 5 Star Leader (to lead 
only) 

National Team Member (to lead only) 

 

Discipline 
Environment 

 Recommended Qualifications Recommended Ratios 

 Canoe Polo 
(Ratio’s refer to paddlers actually 
on the water at any one time) 

Swimming 
Pools 
Very Sheltered 
Water  
Sheltered Water 

BCU (UKCC) Level 1 with BCU Polo Support 
Module 
(working under direct supervision, or at a 
formally organised event) 

1:8 students 
(i.e. one team) 

BCU (UKCC) Level 1 plus: 

 BCU Polo Support Module 

 Site specific training and assessment 1:16 students 
(i.e. two teams) 

BCU (UKCC) Level 2 with BCU Polo Support 
Module 

BCU/Coaching/Gen/Terms of Reference/V3-6/Nov11 
 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
 
 
 
See Definitions of Water in Appendix 
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Power Boating  

 
 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Power boat driving RYA Powerboat Level 2 1:6, 1 staff in charge 
of boat 

Safety role RYA Safety Boat Certificate 

Offshore driving (in daytime and 
within sight of land) 

RYA Intermediate PB Certificate 

Offshore driving at night RYA Advanced certificate 

Instructing Level 2 and Safety 
boat 

RYA Powerboat Instructor 

 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
 
All the regulations listed here pertain to powerboats used for safety, rescue or teaching purposes, or as 
part of a paddlesports activity. 
 
Maximum number of passengers as manufacturers specifications. 
 
All powerboats must be suitably equipped for the tasks proposed. 
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Rafting 

 

Activity Description Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Improvised Raft Building 
restricted to Very Sheltered and 
Sheltered Inland Water 

BCU UKCC Level 1 
Site specific training 

1:8 

Improvised Raft Building -more 
open water 

BCU UKCC Level 2 
RYA safety boat qualification 

1:8 plus powered 
safety boat cover 

White Water Rafting Scottish Rafting Association Instructor 1:8 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body.  Other water based 
qualifications may be accepted. 
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Ropes courses 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Low Ropes Course 
Low Ropes Qualification (e.g. RCD) This is 
course specific or in house training 

1:12 

High Ropes Course High Ropes Instructor Qualification (e.g. RCD) 
1:8 + usually 2nd 
adult easily 
available 

High Ropes Cow’s Tail Course 
High Ropes Instructor Qualification + Cow’s 
Tail Endorsement (e.g. RCD) 

Usual ratio is 1:6 to 
work in pairs until 
the leader is 
satisfied with the 
level of competence 

 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body or in house training 
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Sailing (Dinghy & Keelboat) 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Introduction to dinghy sailing 
(site specific) 

RYA Assistant Dinghy Instructor (AI) 
Site Specific Training 
(must work under a SI) 

1:9 with a maximum 
of 6 boats 
Wayfarer type 
dinghies 1 staff 
helm per boat with 
safety boat cover 

Dinghy sailing RYA Dinghy Instructor  1:8 with a maximum 
of 6 boats 
Wayfarer type 
dinghies 1 staff 
helm per boat with 
safety boat cover 

Keelboat sailing RYA Keelboat Instructor 1:9 with a maximum 
of 3 boats 
1:4 If instructor 
onboard with no 
accommodation 
1:5 If instructor 
onboard with 
accommodation 

Advanced dinghy coaching RYA Senior Instructor Ratio dependent on 
learning outcomes 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
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Sailing (Coastal/ offshore cruising) 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Small cruising yacht (20-25ft) by 
day in coastal waters with which 
the leader is familiar 

Keelboat Instructor 
Coastal Endorsement 
OR 
Day Skipper 

1 Boat 

Yacht on inshore cruises in day-
light  

Day Skipper 1 Boat 

Yacht on coastal cruises by day 
and including some night 
passages.  

Coastal Skipper 1 Boat 

Yacht on any passage which 
may last up to 2 or 3 days 

Yachtmaster Offshore 1 Boat 

Yacht on passages of any length 
in all parts of the world 

Yachtmaster Ocean 1 Boat 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
 
 
It is an MCA requirement that all sail training vessels must comply with SCV Codes of Practice. Details 
concerning safety requirements are given in The Safety of Small Commercial Sailing Vessels 
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Snow sports 

 
 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Artificial Ski Slopes 
BASI Level 1 Instructor 
(In appropriate discipline) 

1:12 

Ski Area (on Piste) 

BASI Level 2 Instructor 
(In appropriate discipline) 
or 
SSS Ski/ Snowboard Leader 
(In appropriate discipline) 

1:12 

Lead known groups around a 
marked/services ski area 

SSS Ski Leader 
(In appropriate discipline) 

1:12 

Alpine Skiing/ Snowboarding/ 
Telemark Skiing – Off piste but 
within the recognised boundary 
of serviced areas shown on piste 
map 

BASI Level 3 Instructor 
(In appropriate discipline) 

Dependent on risk 
assessment 

Alpine Skiing/ Snowboarding/ 
Telemark Skiing – Off piste 
away from marked/serviced 
areas but not on Glaciers 

BASI Level 4 Instructor 
(In appropriate discipline) 

Dependent on risk 
assessment 

Nordic skiing in low lying 
countryside, prepared trails or 
forest trails 

Nordic Ski Leader 1:12 

Alpine Skiing/ Snowboarding/ 
Telemark Skiing – Off piste 
away from marked/serviced 
areas including Glaciers 

British Mountain Guide 
Dependent on risk 
assessment 

Ski-Mountaineering - UK Mountain Ski Leader 1:6 

Ski-Mountaineering - 
International 

British Mountain Guide 
Dependent on risk 
assessment 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
 
Students 14 years of age and under should wear a helmet 
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Stand Up Paddleboard (SUP) 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Paddleboarding in enclosed flat 
water location 

ASI/ WSA Level 1/ Foundation SUP instructor 
plus 
ASI/WSA water rescue or FSRT 

1:8 

Paddleboarding in exposed 
waters 

ASI/WSA Level 2/ Adventure SUP instructor 
plus 
ASI water rescue 
plus 
evidence of exposed water experience 

1:6 
or 
2:6 
 if undertaking a 
journey (not working 
at a static location) 
the assisting 
member of staff 
must be confident 
on an SUP in an 
exposed water 
environment 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures (available from Outdoor Learning) set out by the relevant international 
accreditation organisation – in this case ASI. 
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Surfing & Body boarding 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Surfing & Body Boarding 
BSA Surf Coach 1 
OR 
Surfing GB Level 1 

1:10 (minimum 2 
staff) 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
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Swimming 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Swimming in a lifeguarded 
pool/beach 

Professional lifeguard on duty relevant to the 
type of water/environment 

 

Swimming in a pool Pool Lifeguard Qualification 1:10 

Swimming in Natural Waters Life Guard Qualification relevant to open water 1:10 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
 
Leaders and students should recognise the completely different set of circumstances in open water 
swimming to those found in a heated pool. Local knowledge, awareness of tides, currents, temperature, 
polluted water, condition of river/ seabed is essential. 
 
Swimming must only take place in areas of water overseen by a qualified lifeguard with supervision 
provided by the accompanying staff. 
 
One member of staff should always stay out of the water for better surveillance. 
 
The Visit leader should ascertain for themselves the level of the participant's swimming ability and be 
aware that many young people who drown are strong swimmers 
 
Ensure that participants have not eaten (at least half an hour) before swimming  
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Venues with Specific Planning Considerations – Woodland, Coast, Inland Water 

Activities including Fieldwork, Bushcraft, Survival Skills, Forest Schools, Beach Schools etc. 

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Activities in Woodland (not 
including construction, fires or 
tools) 

Visit Leader Training 
or 
OCN Forest School Level 2 
 
Or 
 
Other recognised course eg Nature Nurture 
etc 
 
and 
advised Leave no trace awareness course 

1:12 (minimum of 1 
‘Other Staff’ or 
‘Adult Volunteer’ for 
every additional 12 
pupils) 

Activities at the Coast 
Visit Leader Training 
and 
advised Leave no trace awareness course 

1:12 (minimum of 1 
‘Other Staff’ or 
‘Adult Volunteer’ for 
every additional 12 
pupils) 

Activities near Inland Water 
Visit Leader Training 
and 
advised Leave no trace awareness course 

1:12 (minimum of 1 
‘Other Staff’ or 
‘Adult Volunteer’ for 
every additional 12 
pupils) 

Forest/Woodland Activities 
including Construction 

OCN Forest School Level 3 
or 
Visit Leader Training 
and 
Relevant Bushcraft Course 
and 
advised Leave no trace awareness course 

1:12 (minimum of 1 
‘Other Staff’ or 
‘Adult Volunteer’ for 
every additional 12 
pupils) – maximum 
of 6 constructions 

Forest/Woodland Activities 
including Fires 

OCN Forest School Level 3 
or 
Visit Leader Tarining 
and 
Relevant Bushcraft Course 
and 
advised Leave no trace awareness course 

1:12 (minimum of 1 
‘Other Staff’ or 
‘Adult Volunteer’ for 
every additional 12 
pupils) 

Forest/ Woodland Activities 
including Tools 

OCN Forest School Level 3 
or 
Visit Leader Training 
and 
Relevant Bushcraft Course/ Tool Handling 
Course 
and 
advised Leave no trace awareness course 

1:12 (minimum of 1 
‘Other Staff’ or 
‘Adult Volunteer’ for 
every additional 12 
pupils) 

 
The scope of Field Studies means that Visit Leaders, who will usually be subject specialists, should be 
competent to lead and instruct their groups within urban and non-urban environments at minimal risk, 
although this should not be presumed. 
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Ratio Example: If you have a class of 33 you will need 1 qualified member of staff and a minimum of 2 
‘Other Staff’ or ‘Adult Volunteers’ this staff: pupil ratio may increase if your risk assessment dictates i.e. 
younger pupils, pupils with additional support needs certain tools, types of construction etc. 
 
 
Qualifications 
 
There are many Bushcraft courses available please contact the Outdoor Learning Service for advice on 
course relevance regarding activity to be undertaken. 
 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body or Local Award. 
 
 
No National Governing Body exists for many of these activities therefore the following procedures must 
be followed. 
 

 Visit Leader must carefully consider the suitability of the specific venue and the level of 
competence required to supervise the young people safely and effectively. 

 Full Risk Assessments are carried out and observed 

 Safety equipment is checked before and during activity 

 Students and staff wear appropriate clothing suited to the possible weather conditions including 
carrying spare clothing 

 Emphasise during briefing the loose, slippery & unpredictable nature of the environment both 
underfoot and surrounding 

 Establish a base if appropriate 

 Designate a safe area for use by the group and set clear boundaries – this area must be checked 
by the Qualified Staff at the time of the visit 

 Be aware of the dangerous effects of sudden immersion in cold water 

 Be aware of the dangers of paddling (water below knee height) especially for young children 

 Paddling in the water (below knee height) is acceptable in certain circumstances e.g. 
some inland water and rockpools.  Entering the open sea is NOT allowed unless a 
qualified lifeguard is present 

 Check the venue hasn’t changed in character recently (remember: just because it was safe on 
the last visit doesn’t mean it will be safe for this visit). 

 Rescue procedures thought through in the event of immersion in water etc 

 Knowledge of the nearest access point for an emergency vehicle 

 Knowledge of the nearest contact point in the event of an emergency (landline/mobile reception) 

 Groups briefed on warning signs and flags and their meaning 

 Are there clearly recognisable ‘cut-off’ points which can be identified (e.g. river level, wind speed 
or tide height indicator) to help the visit leader decide whether or not the visit should go ahead or 
be stopped? 

 Leave No Trace! 
 
 
Risk Assessments should include: 
 
General Hazards for all areas (Woodland Coast & Inland Water): 

 Illness 

 Weather – temp & wind (Hypothermia/Hyperthermia) 
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 Terrain - loose/slippy 

 Environmental Impact 

 Safety Equipment Failure 

 Improper use of Equipment 

 Equipment weight 

 Rubbish – metal, glass, sharps 

 Getting Lost 

 Other members of the public 

 Bee/wasp stings, Ticks, Adders 

 Dog excrement 

 Hydration/Food 

 Speed at which young people move – too fast? too slow? 
 

 
 
Specific Hazards - Woodland Specific Hazards - Coast Specific Hazards - Inland 

Water 
Wind Speed 
Loose/dead branches 
Low protruding branches 
Deep mud/marsh 
Poisonous Plants/Fungi 
Thorned and Stinging plants 
Structures constructed by 
students 
Climbing Trees 
Fire 
Traps (legal or illegal) 
Local Wildlife 
 

Depth & Temperature of water 
Air Temperature 
Sudden Immersion 
Tides inc. cut off points 
Swell 
Rip tides 
Sandbanks 
Underwater hazards 
Water quality 
Water borne diseases 
Jelly fish 
Cliff tops/paths on edges 
Sea Walls 
Loose rock/cliffs from above 
Dunes 
Rate of water level change 
Sinking Sand 
Digging holes 
Local Wildlife 

Depth & Temperature of water 
Air Temperature 
Sudden Immersion 
Currents 
Underwater hazards 
Bank hazards – undercut... 
Canal sides 
Quarry sides 
Waterfalls 
Water quality 
Water borne diseases Rate of 
water level change 
Dam Release? 
Deep mud/marsh 
Local Wildlife 

   
Advice can be gained from: 
Woodland Trust 
Outdoor Learning Service 
Countryside Ranger Service 
 

Advice can be gained from: 
The local coastguard 
Harbour master 
Lifeguard 
Outdoor Learning Service 
Countryside Ranger Service 

Advice can be gained from: 
Scottish Environment Protection 
Agency (SEPA) 
Outdoor Learning Service 
Countryside Ranger Service 
 

 
Visit Leader Training will become mandatory by August 2016 
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Windsurfing  

 

Activity Description 
Staff Qualification 
(minimum required) 

Ratio 
(Qualified Staff:  
Student) 

Introduction to Windsurfing 

RYA Assistant/Intermediate Windsurf 
Instructor (AI) 
Site Specific Training 
(must work under a SI) 

1:6 with additional 
safety boat cover 

Advanced Windsurfing RYA Advanced Instructor 
1:6 with additional 
safety boat cover 

 
 
General Safety Procedures 
 
Qualified staff should work within their qualification remit at all times and follow the 
guidelines/procedures set out by the relevant National Governing Body. 
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Incident Management 

 
 

Emergency Procedures 

Before any excursion takes place it is essential that all staff members and volunteers involved 
understand the procedures, lines of communication and contacts in case of an accident or emergency. 
 
The Visit Leader would normally take charge in an emergency and ensure that the correct emergency 
procedures are carried out. 
 
The Emergency Contact should be informed and kept updates as soon as reasonably possible. 
 
The Council’s Emergency Planning & Risk Manager  should be informed of any serious incident 
 
 
If an accident happens, the priorities are to follow the Emergency Procedure Framework as set out 
below 
 
Emergency Procedures Framework during the Visit 
 
If an emergency occurs on a visit the main factors for Leaders to consider include the need to: 

 Establish the nature and extent of the emergency as quickly as possible 

 Ensure that all the members of the group are accounted for, safe and looked after 

 Establish the names of any casualties and get immediate medical attention for them 

 Ensure that all group members who need to know are aware of the incident and that all group 
members are following the emergency procedures 

 Ensure that a Leader accompanies casualties to hospital and that the rest of the group are 
adequately supervised at all times and kept together 

 Notify the emergency services if necessary 

 Notify the British Embassy/Consulate if an emergency occurs abroad 

 Inform the Home Emergency Contact. The Home Emergency Contact number should be 
accessible at all times during the visit 

 Collect details of the incident to pass on to the group’s establishment, which should include: 
o nature, date and time of incident; location of incident 
o names of casualties and details of their injuries 
o names of others involved so that parents can be reassured 
o action taken so far, including where casualties have been taken 
o action yet to be taken (and by whom); 

 Notify insurers, especially if medical assistance is required (this may be done by the Home 
Emergency Contact) 

 Notify the provider/tour operator (this may be done by the Home Emergency Contact) 

 Write down accurately and as soon as possible all relevant facts and witness details and 
preserve any vital evidence 

 Keep a written account of all events, times and contacts after the incident 

 Complete an accident report form as soon as possible. Contact HSE or Local Authority Health & 
Safety Adviser/Implementation Officer, if appropriate 

 Ensure that no one in the group speaks to the media. Names of those involved in the incident 
should not be given to the media as this could cause distress to their families. Media enquiries 
should be referred to the Council’s designated media contact 

 Ensure that, although group members may wish to reassure parents etc individually, they are 
discouraged from making direct telephone or other forms of contact in the immediate aftermath of 
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an incident. At that stage full details may not be available and inaccurate information might cause 
unnecessary speculation and anxiety for relatives and others at home 

 Ensure that nobody in the group discusses legal liability with other parties 
 
 
After a serious incident 
 
It is not always possible to assess whether group members not injured or directly involved in the incident 
have been traumatised or whether other participants or staff in the establishment have been affected. In 
some cases reactions do not surface immediately. Establishments in this situation have sometimes 
found it helpful to contact local Community Support Services and to seek professional advice on how to 
help individuals and the establishment as a whole cope with the effects of a tragedy. 
 
Following any serious incident there should be a review of the incident.  Any lessons learnt should be 
incorporated into risk assessments, operating procedures and emergency planning arrangements. 
 
 

Incident reporting 

 
Any injury requiring first aid should be recorded using the RIVOSafeguard system. 
 
Some incidents are reportable under the reporting of injuries, diseases and dangerous occurrences 
regulations 1995 (RIDDOR).  This will be done by the council Health and Safety team once picked up on 
RIVO. 
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Post Activity Evaluation/Report 

 
The importance of an appropriate review for both staff and young people cannot be over emphasised. 
One of its main purposes is to identify strengths and weaknesses of arrangements so as to improve the 
organisation of future visits.  Time to carry out the review should be built in during the early planning 
stages, otherwise pressures on return to the establishment might over-ride this vital aspect.  
 
Evidence can be gained by use of logbooks, questionnaires, photographs, podcasts etc.  Reports are 
always welcomed by all those involved especially parents/carers. 
 
Significant findings that may have an impact on any future visits should be noted and information passed 
to the relevant personnel. 
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Monitoring off Site Activities 

 
To fulfil our AALS licence requirements and comply with good practice we must monitor a selection of 
Off Site Visits.  These visits will be selected at random and staff will be given no notice of the visit.  The 
following points will be checked and recorded and findings fed back to the Head of Establishment. 
 

Establishment Activity & Venue Staff Details Group Details Date & Time 

     

 

Monitoring Points 

Good / 
Satisfactory / 
Unsatisfactory / 
Not Applicable 

Action Points 

   
There is a named Off Site Activities Coordinator (or equivalent) 
within the establishment 

  

There is an Establishment policy statement for ‘Off Site Activities’ 
including objectives, learning outcomes, development 
opportunities, health & safety 

  

The policy statement identifies the respective roles of the Local 
Authority, the Head of Establishment, the Off Site Visits 
Coordinator, Visit Leaders, staff, volunteers, parents & students 

  

Local Authority and Scottish Government guidelines on off site 
activities are available to staff 

  

A school based record is kept of staff qualifications, including 
minibus driving & first aid 

  

There are suitable child protection arrangements for vetting staff 
and volunteers 

  

Induction and staff development opportunities for managing off site 
activities are available and easily accessible to all staff 

  

Staff have access to information and advice when planning off site 
activities, including a checklist to ensure procedures are followed 

  

   
Activity proposals are produced with clear aims objectives & 
learning outcomes 

  

Activities are approved by Head of Establishment   

Adventurous activity approval is gained   

Residential activity approval is gained   

Activity information is relayed to parents (parents evening &/or 
written) 
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Monitoring Points 

Good / 
Satisfactory / 
Unsatisfactory / 
Not Applicable 

Action Points 

Activity information is relayed to staff (meeting &/or written)   

Suitable competent, qualified &/or experienced staff selected   

Staff given appropriate clear roles & responsibilities (including 
Deputy Visit Leader)  

  

Informed parental consent received   

Student contract, medical details & emergency contact numbers 
gained and are easily accessible throughout the activity 

  

Staff contract, medical details & emergency contact numbers 
gained and are easily accessible throughout the activity 

  

   
Relevant guidelines, policies & legal documents are consulted and 
adhered to 

  

External providers/facilities are competent, vetted & appropriate 
(AALS & Insurance etc) 

  

Comprehensive itinerary drawn up (including evening activities if 
appropriate) 

  

Reconnaissance carried out if appropriate   

Information gained about activity area/venue   

Environmental impact of activity considered   

Accommodation organised, vetted & appropriate   

Transport organised, vetted & appropriate   

Communication method set up   

Food purchased/ordered considering dietary requirements   

Personal & group equipment is checked for suitability   

Establishment equipment is inspected (results recorded), 
maintained and fit for purpose 

  

Approval of activity gained from external agencies ie JMA DofE   

Medical issues considered   

Comprehensive insurance cover gained for entire activity   

Passports, Visas & Inoculations checked/copied   

Security of important documentation/valuables considered   

Budget itemised including clear audit trail and contingency fund   
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Monitoring Points 

Good / 
Satisfactory / 
Unsatisfactory / 
Not Applicable 

Action Points 

Fundraising   

Publicity   

Generic and activity/site specific risk assessments are completed 
for the entire activity 

  

Dynamic risk assessments are on-going during activities and there 
is a system in place to report any significant findings after the event 
and update the risk assessments 

  

   
Brief to Staff & Students adequate   

Activities are carried out in ways which reflect normal and accepted 
practice 

  

  o  
Incident management plan in place (24hr cover if needed)   

Designated emergency contact person at base    

PLAN B formulated taking into account ALL the above factors   

   
Post activity evaluation carried out   

Incidents, accidents & near misses are reported and recorded (Day 
Book &/or RIVO) 

  

Incidents, accidents & near misses are reviewed and findings 
shared to identify learning points 

  

Report Produced and distributed appropriately   

   
Policy & practice is monitored and reviewed on a regular 
basis 
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Appendix 

 

Glossary of Terms 

 

Legal Terms 

 
Duty of Care Everyone is required to take reasonable care in any situation in which harm to someone 
else could be foreseen. 
 
Standard of Care This is judged as the level of competence associated with the proper discharge of 
one’s professional duties. 
 
Higher Duty of Care The standard of care expected with increased experience and specialist expertise 
where, through training or experience, one may be expected to visualise more clearly the results of one’s 
actions in one’s area/s of specialism. 
 
Statute Legislation created by parliament in which rules of conduct for the protection of society remain in 
force until repealed. Statute law is binding on all courts and takes precedence over all other sources of 
law. Cases involving statute establish criminal liability and are usually initiated by the police or by a 
delegated agency such as a local council on behalf of the Health and Safety Executive. Penalties include 
fines and imprisonment. 
 
Regulations Statutory instruments – sometimes called Regulations – provide the administrative detail 
for statute law. These set out the rules for how the law is to be applied and carry the force of law. 
Parliament delegates responsibility for devising the detail of Regulations/Statutory Instruments to 
specific authorities such as Ministers of State or the Health and Safety Executive. 
 
Approved Code of Practice This is detailed guidance on how to implement legal requirements. ACOPs 
are advisory and do not have a formal legal standing but are used as benchmarks by the courts. 
 
Common Law General principles based on judges’ decisions and historical local customs which have 
become formalised over the years to provide case law precedent for areas not covered by statute.  This 
is principally concerned with civil liability involving private parties in which damages are sought, usually 
in the form of financial compensation. 
 
Contract An agreement recognised in law that shows a legally binding agreement was intended, a firm 
agreement was read ie. An offer was made and accepted and some specific provision was agreed. 
Action against a breach of contract is usually to sue for compensation. 
 
Negligence Acts or omissions by someone with a duty of care in which this is breached by falling below 
the standard of care required in the circumstances to protect others from the unreasonable risk of harm. 
The three concepts of duty, breach and harm are more simply expressed as having a responsibility, 
being careless which results in injury or death. 
 
European Law European law impinges on us through membership of the European Union. Directives 
require member countries to introduce standards which may not be enforced originally in the separate 
countries – this leads towards progressive harmonisation of laws within the member states.  The 
European Union also has the power to issue regulations which are binding on each member state.  The 
difference is that Regulations automatically become the law in the member states whereas Directives 
may be brought into effect either by creating new Acts of Parliament or by implementing Statutory 
Instruments/Regulations. An enabling Act of Parliament (enabling delegated legislation such as 
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regulations to be created for particular situations) which focuses on accident prevention by setting out 
minimum standards which are enforceable by fines or imprisonment. 
 
Health and Safety at Work Act 1974 
This Act aims to secure the health, safety and welfare of those at work and to protect others not at work 
against risks to their health and safety arising out of the activities of those at work.  Employers must 
provide safe facilities, equipment, systems and training where necessary. 
 
Occupiers Liability Acts 1975 & 1984 
An Act of Parliament  that is  only used in association with civil claims such as negligence. This Act 
imposes a duty of care on those in control of premises to ensure that visitors are reasonably safe in the 
premises for the purposes for which they were invited or allowed to be there by the occupier. 
 
Children Act, 1989 A major Act based on protecting the interests of children, particularly those in care. 
It places particular responsibilities 
on those with ‘substantial access’ to children which may provide opportunities for abuse. Those with 
substantial access need to obtain clearance from the Criminal Records Bureau (see below) before 
working, often independently, with children. This vetting is purely to establish their suitability to work with 
children. 
 
The Protection of Children Act 1999 
A significant Act which pulls together issues from a range of statute. It requires regulated child care 
organisations to check the names of anyone they propose to employ in posts involving regular 
substantial access to children against List 99 and the DoH Protection of Children Act list. 
 
Disclosure/ Protection of Vulnerable Groups (PVG) 
A disclosure/PVG is a document containing information held by the police and government departments. 
It can be used by employers and voluntary organisations to make safer recruitment decisions.  The 
Disclosure service offers organisations a means to check the background of job applicants to ensure that 
they do not have a history that would make them unsuitable for posts they are trying to fill.  Disclosures 
will provide details of a person’s criminal record including convictions, cautions, reprimands and 
warnings held on the Police National Computer (PNC) and local police force. 
 
Activity Centres (Young Persons Safety) Act, 1995 
Commercial providers of climbing, watersports, trekking and caving activities in remote or isolated areas 
for young people under 18 years of age are required to undergo inspection of their safety management 
systems and become registered as being licensed. 
 
Management of Health & Safety at Work Regulations, 1999 
Detailed legal standards which require the planning, organising, controlling, monitoring and reviewing of 
the arrangements for the management of health and safety.  Regulation 3 makes risk assessment and 
the taking of appropriate action a requirement. The Regulations were introduced as a result of European 
Directive 89/391/EEC. 
 
Equalities Act (2010) 
Detailed legislation that  requires that no aspect of education or any of the benefits/services provided 
(this includes education excursions) discriminate in any way against a pupil who is deemed to have a 
disability by placing them at a disadvantage to a non-disabled pupil. 
 
The Report of Injuries, Diseases or Dangerous Occurrences Regulations, 1985 
Delegated legislation requiring the reporting to the Health and Safety Executive of particular categories 
of serious injuries. 
 
The Package Travel, Package Holidays & Package Tours Regulations 1992 
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These apply to everyone regularly organising packages and are aimed at commercial companies, 
although they could impinge on everyone. The purpose is to protect customers against tour operators’ 
inaccuracies and insolvency, by making the organiser or retailer strictly liable for the contract details 
being carried out. They set out what information must be provided about a package in brochures, other 
advertising material and contracts. 
 
The Adventure Activities Licensing Regulations 1996 
A statutory licensing scheme applying to those who offer remote climbing, watersports, trekking and 
caving activities to young people under the age of 18 years and who operate in a commercial manner. 
From 1 October 1997, it became a legal requirement that only licensed activity providers will be able to 
offer such activities on a commercial basis. Licenses are issued upon evidence of adequate safety 
management. 
 
Guidance to the Licensing Authority on the Adventure Activities Licensing Regulations, 1996 
Detailed non-statutory guidance provided by the Health and Safety Executive to enable the Adventure 
Activities Licensing Authority to operate effectively and to help others understand the requirements in 
relation to the standards for equipment, tuition and management. 
 
Guidance to Local Authorities on the Adventure Activities Licensing Regulations 1996 
Detailed non-statutory guidance provided by the Adventure Activities Licensing Authority to help interpret 
the 1995 Act for the benefit of Local Authorities. 
 
Glossary of Terms taken from Oxford Cambridge and RSA Examinations - OCR Level 3 Certificate in 
Off-Site Safety Management 
 
 

Definitions of Terrain 

 

Lowland country 

 

 Low-lying rural countryside, farmland, valleys, woodland and small areas of forest. 

 Lowland glens and valleys from which reliable access to communication or external assistance is 
feasible without undue delay and without reliance on any portable communications device. 

 Gentle to moderate rolling terrain with no steep slopes to negotiate. 

 Routes should be contained within a clearly identifiable boundary system (e.g. roads, vehicle 
tracks, walls, rivers) that would prevent a group from straying into out-of-scope areas in the event 
of a navigation error. 

 Routes to be on well-defined paths and tracks which are marked on the map and which can be 
followed easily in poor visibility. 

 Regular identifying features should exist to check route-finding accuracy. 

 Routes along the tops of cliffs or outcrops should be a safe distance from the edge. 

 Routes should normally cross water using footbridges. Stepping stones may only be used in 
exceptional circumstances providing the water is shallow and moving slowly. Entering the water 
is unacceptable. 

 

Non-mountainous, hilly or moorland terrain 

 

 Open, uncultivated, non-mountainous high or remote country known variously as upland, moor, 
bog, fell, hill or down 

 Areas enclosed by well-defined geographical or man-made boundaries such as classified roads 
(areas that merge with mountain regions and do not have well defined boundaries are excluded) 
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 Areas of remoteness that are easily exited in a few hours, returning to a refuge or an accessible 
road 

 Areas where movement on steep or rocky terrain is not required (in either a planned or 
unplanned situation) 

 
 

Mountainous terrain 

 

 Wild country in the UK where walkers are dependent upon themselves and remote from any 
immediate help 

 
 
 

Definitions of Water Environments 

 

River Grades 

 
River Grades: 
 
The International river classification of difficulty is used for white water grades (see below), with brackets 
used as per many modern guidebooks.  
 
Grade 2 Free passage. Irregular Stream, irregular waves. Medium rapids, small stoppers, eddies, 
whirlpools and pressure areas 
 
Grade 3 Route recognisable. High irregular waves. Larger rapids. Stoppers, eddies, whirlpools and 
pressure areas. Isolated boulders, (small) drops and numerous obstructions in stream 
 
Grade 4 Route not always recognisable. Heavy continuous rapids. Heavy stoppers, whirlpools and 
pressure areas. Boulders obstructing stream, big with undertow 
 
Grade 5 Inspection essential. Extreme rapids. Stoppers, whirlpools and pressure areas. Narrow 
passages, steep gradients and drops with difficult access and landing 
 
Grade 2(3) The overall standard of the run is grade 2, but there may be a few (normally one or two) 
grade 3 rapids that can be easily portaged if required 
 
Grade 4(5) The overall standard of the run is grade 4, but there may be a few (normally one or two) 
grade 5 rapids that can be easily portaged if required 
 
 
Manmade artificial courses are normally under the jurisdiction of the facility management. However, we 
advise that it can be appropriate to classify the man-made facilities of Holme Pierrepont, Lee Valley, 
Teesside and Cardiff as Moderate White Water, when seeking guidance for appropriate qualifications to 
coach and/or lead. 
 

BCU Environmental Definitions 

Where wind strengths or wave heights are mentioned these are as forecast, as it can be expected they 
may be encountered during the session/journey. 
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Very Sheltered Water  
Quiet canals with easy bankside access and egress; small lakes, which are not large enough, and do not 
have difficult landing areas for problems to occur it there is a sudden change in conditions; specified 
sites on gentle, slow moving rivers. The definition implies weather conditions that are not in themselves 
likely to cause problems. Care must be exercised when water temperatures are low. At any point the 
paddler will not be more than 50 metres from the bank 
 
Sheltered Inland Water   
Flat-water rivers, faster flowing, but not involving the shooting of, or playing on weirs or running rapids. 
Discretion and commonsense must apply when considering the use of lakes/lochs. To operate further 
than 200 metres from shore on a large lake can be a serious undertaking. To paddle in offshore breezes 
on large lakes requires the same degree of caution as for the sea. Water temperature (especially in 
Scottish lochs) must always be a consideration. Suitable lagoons or sections of sheltered bays of larger 
lakes can sometimes be designated “Sheltered” or even “Very Sheltered" water by careful and sensible 
selection. The definition implies normal conditions. Care must be exercised when water temperatures 
are low. 
 
Moderate Inland Water 
Large areas of open water that exceed the sheltered water definition, that are no more than 500 metres 
off shore and in wind strengths that do not exceed force 4. 
 
Advanced Inland Water 
Large areas of open water which exceed Moderate Inland Water and/or have winds in excess of force 4. 
 
Moderate White Water 
Grade 2 white water or equivalent weirs. (This is extended to Grade 2(3) when using whitewater spec 
Kayaks). 
 
Advanced White Water 
Grade 3 white water for canoe. Grade 3 to 4(5) for kayak. 
 
Sheltered Tidal Water/Sea  
Small enclosed bays, where there is minimal possibility of being blown offshore; enclosed harbours, 
where there is minimal possibility of being blown offshore; defined beaches (a short section of beach 
with easy landing throughout, no tide races or overfalls beyond the beach), in conditions in which 
swimmers and beach craft could be happily operating winds not above force 3 (force 2 if offshore when 
greatest of caution must be exercised); the upper reaches of some suitable, slow moving estuaries 
during Neap tides. In all cases the wind and weather conditions must be favourable. 
 
Moderate Tidal Water/Sea 
The definition involves; A stretch of coastline or estuary in close proximity to the shore, with available 
landings at every 1-2 miles / 1 hour and areas where it is not easy to land. Up to a maximum of 2 knots 
tide but not involving, tidal races, or overfalls, winds not above force 4 beaufort sea state 4 (if offshore 
the greatest of caution must be exercised), or the upper reaches of some estuaries; launching and 
landing through moderate surf. 
  
Advanced Tidal Water/Sea 
Any journey on the sea where tidal races, overfalls or open crossings may be encountered, which cannot 
be avoided; Sections of coastline where landings may not be possible or difficult; difficult sea states and 
/or stronger winds (force 4 or above), launching and landing through moderate surf. 
 
Moderate Surf  
Beaches that are free of significant hazards (strong rips or undertow, tidal streams, rocks or groynes). 
An area of beach must be marked out to contain the group and prevent any loss of communication. The 
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area selected must not interfere with other beach users – swimmers and surfers in particular; small to 
moderate waves – 3 feet maximum. 
 
Advanced Surf 
The surfing of reefs, points and offshore features; surfing from beaches where the surf height exceeds 3 
feet or where stronger winds, cold conditions, rips, long shore drift, rocks or other potential hazards are 
involved. 
 
Measurement of surf; 
The “surfers” measurement is used throughout both this document and the BCU awards in surf. This is 
also used by surf forecasts obtained from telephone surf lines, the internet or wave buoys. It is in feet 
and refers to the ride-able mid section of the wave, not the peak to trough height. As a bench mark “4 
feet “ is head height for a board surfer and on an average British beach break would provide conditions 
only suitable for the most experienced and capable kayak surfer. A swell of 6 inches to 1 foot is both 
appropriate and more than adequate for any novice group. Intermediate kayak surfers would find 2 feet 
of surf more than suitable for a learning experience. 
 
Wave Character; 
The physical height of a wave is only part of the picture. The following factors all individually have a 
profound effect on a wave but combined can change swell dramatically; wind direction and strength; 
beach shape; type of break; height and state of tide; swell character (age, period, speed). All of these 
contrive to make 1 foot of swell a potentially serious and dangerous environment to take inexperienced 
client groups into.  
 
Although the current awards give the Level 3 Surf Coach a remit to operate in up to 3 feet of surf, it 
would be very unusual indeed if anything but expert groups were taken into such conditions. Although if 
appropriate the “reform or secondary break” might prove a suitable site for inexperienced or novice 
groups to work. 
 
 
 
All above definitions of Water Environments taken from BCU Terms of Reference document V3-6 Nov 
11 
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ASI Environmental Definitions 

 
Enclosed Flat Water 

 
Location 
description: 

Creeks, rivers, lagoons, estuaries not more than 1 km wide 

Location 
conditions: 

 

 a minimum of 200 metres (650 ft)  from the river mouth /  bar -  to avoid the 
risk of clients being carried out to sea by strong currents.   

 a minimum water depth of 1 metre (3 ft)  – to avoid client injury should they 
fall off 

 away from rocks 

 away from powered vessels (e.g. jets-skis, boats) 

 away from other hazards e.g. oysters, submerged objects, debris, pollution, 
other water users, bridge pylons 

 in exposed winds of no greater than 10 knots (18.5 kms/hr 10 miles/hr)  
 
Each location may be different and the instructor can use their discretion in 
determining a safe location for clients. 

 

 
 
Exposed Waters 
 
Location 
description: 

Coastal beaches and bays and harbours with no breaking waves, swell up to 
2 ft, shore break up to 1 ½ feet. 

Location 
conditions: 

 A singular shore break up to 1.5ft 

 the absence of a series / procession of significant incoming breaking waves 
beyond (surf); 

 long interval swell up to 2 ft beyond shore break 

 minimal surface (wind) chop 

 sand, shingle bottom.   

 free from ‘strong’ tidal flow and hazards.  

 wind speed less than 12 knots, offshore winds less than 10 knots,  

 no more than 250 metres (840 ft) offshore. 
 
If these conditions are not present, the SUP activity should not proceed. 
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PARENTAL CONSENT FORM 

Activity/Visit:  Date of Activity/Visit: 

Name of participant: 
Home Address: 
 
 
Tel Home: 
Tel Work: 
Email Address: 
 
Name of Emergency Contact: 
Emergency Contact Tel: 

Date of Birth: 
Age: 
Class: 
 

In the event of an emergency, it is important that the person in charge of the group has the necessary 
information about any medical condition that could affect the participation or treatment of your child/ward.  
All information requested will be treated in strict confidence, and will not necessarily prejudice the inclusion 
of your child in the activity.  It is in the interests of your child that full and accurate information be given and 
that you notify us of any change in circumstances that might affect participation. 

Has your child/ward had recent surgery or been in contact with any infectious or contagious disease? 
 

Has your child/ward any known allergy (e.g. to penicillin)? 
 

If your child/ward is currently undergoing treatment by a Doctor please give details including medication? 
 

Has your child/ward received a tetanus injection within the last ten years?   Y / N 

Has your child/ward any medical condition which a doctor should know about before carrying out treatment 
(eg Asthma) 

Is there any activity in which your child may NOT participate? 

Is there any additional information we should have?  (Travel sickness, bedwetting, diet, diabetes, etc?) 
 

Name of Family Doctor: 
Address:        Tel No: 

For water-based activities only 
I certify that my child/ward cannot swim / can swim 50 metres / is confident in cold water wearing a 
buoyancy aid.  (Delete as appropriate) 

Insurance Information 
 East Lothian Council Public Liability Insurance will meet claims resulting from accidental injury or 

damage to property if it is proved it was caused as a result of negligence on the part of the Council or 
a Council employee. 

 Participants wishing to obtain cover for personal accident and Third Visit Liability are advised to 
contact an insurance company or broker. 

 Medication / First Aid 
I give permission for the staff on the visit to administer any first aid or medications they consider necessary, 
including (paracetamol, ibuprofen, antiseptic cream, antihistamine cream & tablets).  If the condition is more 
serious a local doctor or A&E department will be consulted and parents informed.   Y / N 

 Declaration 
I have read the information issued concerning the Course and the statement of insurance.  I understand the 
nature of the activity/activities to be undertaken and consider my child/ward fit to take part.  He/She does not 
suffer from any medical condition not stated above.  I hereby consent to the submission of the above named 
to emergency medical or surgical treatment including the administration of anaesthetic or blood transfusion 
as considered necessary by the medical authorities present. 
Name  (Block Capitals)      Parent/Guardian 
Signature        Date 
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ADULT CONSENT FORM 

Activity/Visit: Date of Activity/Visit: 

Name of Participant: 
Home Address: 
 
 
Date of Birth: 
Age: 
 
Name of Emergency Contact: 
Emergency Contact Tel: 

Tel Home: 
 
Tel Work: 
 
Email Address: 
 

In the event of an emergency, it is important that the person in charge of the group has the necessary 
information about any medical condition that could affect your treatment.  All information requested will be 
treated in strict confidence, and will not necessarily prejudice the inclusion of you in the activity.  It is in your 
interest that full and accurate information be given and that you notify us of any change in circumstances 
that might affect participation. 

Have you had recent surgery or been in contact with any infectious or contagious disease? 
 

Have you any known allergy (e.g. to penicillin)? 
 

Are you currently undergoing treatment by a Doctor please give details including medication? 
 

Have you received a tetanus injection within the last ten years?   Y / N 

Have you any medical condition which a doctor should know about before carrying out treatment (eg 
Asthma) 

Is there any activity in which you may NOT participate? 

Is there any additional information we should have?  (Travel sickness, diet, diabetes, etc?) 
 

Name of Doctor: 
Address:        Tel No: 

For water-based activities only 
I certify that I cannot swim / can swim 50 metres / am confident in cold water wearing a buoyancy aid.  
(Delete as appropriate) 

Insurance Information 
 East Lothian Council Public Liability Insurance will meet claims resulting from accidental injury or 

damage to property if it is proved it was caused as a result of negligence on the part of the Council or 
a Council employee. 

 Participants wishing to obtain cover for personal accident and Third Visit Liability are advised to 
contact an insurance company or broker. 

 Medication / First Aid 
I give permission for the staff on the visit to administer any first aid or medications they consider necessary, 
including (paracetamol, ibuprofen, antiseptic cream, antihistamine cream & tablets).  If the condition is more 
serious a local doctor or A&E department will be consulted.     Y / N 

 Declaration 
I have read the information issued concerning the Course and the statement of insurance.  I understand the 
nature of the activity/activities to be undertaken and consider myself fit to take part.  I do not suffer from any 
medical condition not stated above.  I hereby consent to the submission of the above named to emergency 
medical or surgical treatment including the administration of anaesthetic or blood transfusion as considered 
necessary by the medical authorities present. 
Name (block capitals): 
Signature:        Date: 
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Student Contract 

 
This can be amended to suit needs... 
 
We expect all of our Students to act responsibly, unselfishly and in a polite manner, to ensure the 
enjoyment and well being of all our Visit members and to maintain the good reputation of East Lothian 
Council.  We therefore ask that all Students agree to the following:- 
 
 

 To participate in all aspects of the excursion 
 To follow instructions of the teaching staff and other adults with the Visit 
 To respect the transport & accommodation and keep it clean and tidy 
 To be conscious of noise levels especially at night 
 To always wear a seatbelt in the coach or minibus 
 To be punctual for activities 
 To act responsibly and represent the school / East Lothian Council in a positive manner 
 Not to leave the accommodation on my own or without permission of a staff member 
 Not to smoke, consume or purchase alcohol or other illegal substances during the excursion 
 Not to engage in any sexual activity during the visit 
 Not to take digital media players (eg ipod) on activity 
 To use personal safety skills should they be approached by anyone they do not know and to 

inform the group leaders of any situation which may threaten, hurt or danger 
 
In the event of any behaviour that breaks this contract, a student will face sanctions on site and/ or on 
return to school.  Parents/ Carers will be contacted and in the case of a serious incident the student will 
be sent home at the parents/carers expense. 
 
 

Visit: 

 

Name of student: Student Signature: 

  

Parent Name: Parent Signature: 

  

Date:  
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How to complete a Risk Assessment  

 
Risk Assessments can be completed on the RIVO Safeguard system.  For details see your establishments Health & Safety Contact. 

 

East Lothian Outdoor Education Service – Risk Assessment 

Activity 
Qualified Staff: Student 
Ratio 

Assessed by Date 

Type of Activity :   

Hazard 
Who may be 
harmed? 

Risk 
Control Measures 

Likelihood Consequence 

 Participant 0 = Zero 0 = No Injury or Illness  

 Staff 1 = Very Unlikely 
1 = Minor First Aid Injury or 
Illness 

 

 General Public 2 = Unlikely 
2 = Minor Injury or Illness 
“Less than 3 day” 

 

 All 3 = Likely 3 = “3 day” Injury or Illness  

 User 4 = Very Likely 4 = Major Injury or Illness  

  5 = Almost Certain 
5 = Fatality or disabling Injury 
or Illness 

 

Notes: 
Staff have Relevant Qualification/ Experience (see guidelines), Current First Aid Certificate, access to a First Aid Kit and other safety equipment/ 
communication devices (not to be relied upon) as appropriate. 
The above risks are activity and site specific, at the time of the activity dynamic risk assessments must be carried out and if risks are deemed too high an 
alternative venue, activity or plan should have been prepared. 
For all activities consent forms must be obtained from all participants and relevant permission from the authority gained. 
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RISK ASSESSMENT EXAMPLE 

 

East Lothian Outdoor Education Service – Risk Assessment 

Activity Ratio Assessed by Date 

Orienteering 1:12 AS/EB 22/2/2005 

Hazard 
Who may be 
harmed? 

Risk 
Control Measures 

Likelihood Consequence 

Illness All 2 1 
Staff have access to medical/ consent forms from Participants 
Participants/ staff carry appropriate medication 

Weather Participants 4 1 

Staff check forecasts 
Staff ensure group have sufficient clothing for conditions 
Staff/ group carries spare clothing as appropriate 
Participants encouraged to use sunscreen if needed 
Choose appropriate route/ venue 

Water Participants 2 5 
Staff brief group on crossing techniques as appropriate 
Alternative route taken if water levels are too high 

Terrain – loose/ slippy Participants 3 2 
Staff brief group as appropriate 
Participants advised to wear appropriate footwear 

Getting lost Participants 4 
Psychological 
1 

Staff brief group as appropriate 
Staff choose suitable venue 
Staff give group safety bearing as appropriate 
Solo students carry whistle if appropriate 

Members of public Participants 1 4 
Staff brief group as appropriate 
Younger Participants work in pairs as appropriate 
Supervise area where possible 

Notes: 
Staff have Relevant Qualification/ Experience (see guidelines), Current First Aid Certificate, access to a First Aid Kit and other safety equipment/ 
communication devices (not to be relied upon) as appropriate. 
The above risks are activity and site specific, at the time of the activity dynamic risk assessments must be carried out and if risks are deemed too high an 
alternative venue, activity or plan should have been prepared. 
For all activities consent forms must be obtained from all participants and relevant permission from the authority gained. 
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Reference, other Guidance, Publications & Contacts 

 
Health and Safety Executive 
 
Guidance to the Licensing Authority on the Adventure Activities Licensing Regulations 1996 (HSC £9) 
 
A Short Guide to Risk Assessment Requirements - (http://www.hse.gov.uk/pubns/hsc13.pdf) 
 
Avoiding ill health at open farms: Advice to farmers with teachers supplement - Agricultural Information 
Sheet no.23 (revised 2002) 
 
Five Steps to Risk Assessment - (http://www.hse.gov.uk/pubns/indg163.pdf) 
 
Adventure activities centres; five steps to risk assessment (£4.50) 
 
Managing Health and Safety: Five Steps to Success - (http://www.hse.gov.uk/pubns/indg275.pdf) 
 
Managing Health and Safety in Swimming Pools revised edition 1999 (HSC 179 £10.50) 
 
Reducing Risk Protecting People 2001 
 
Adventure Activities Industry Advisory Committee (AAIAC): Statement of Risk Perception in Adventure 
and Outdoor Activities 
 
Everyone's Guide to RIDDOR 95 - HSE31 - free leaflet or available in priced packs. ISBN 0 7176 1077 2 
 
Others 
 
The Scottish Access Code http://www.outdooraccess-scotland.com/ 
 
The Administration of Medicines in Schools - Scottish Executive Education Department - 
(http://www.scotland.gov.uk/library3/education/amis-00.asp) 
 
For guidance on Farm Visits, - Scottish Executive website - 
(http://www.scotland.gov.uk/library5/health/ecsip-00.asp) 
 
Work Experience: A Guide to Promoting Quality and Work Experience: Case Studies of Scottish Schools 
- (http://www.ltscotland.org.uk/edresources/publications.asp?cat= pub&education key+Enterprise in 
Education) 
 
Health Advice to Travellers Anywhere in the World - Available free from most Post Offices, travel agents 
and local libraries or Free Phone 0800 555777 
 
Safe Practice in Physical Education - The Association for Physical Education (afPE) - 
(http://www.afpe.org.uk/ ) 
 
Information about adventure activity providers covered by the Adventure Activities Licensing Scheme - 
(http://www.aala.org.uk/) 
 
Self Assessment and Guidance - Adventure Activities Licensing Service (AALS) - 
(http://www.aala.org.uk/) 
 
The Wales Tourist Board, VisitScotland and the British Activity Holiday Association provide voluntary 
inspection schemes to complement licensing for providers of activities that are out of scope of licensing 

http://www.hse.gov.uk/pubns/hsc13.pdf
http://www.hse.gov.uk/pubns/indg163.pdf
http://www.hse.gov.uk/pubns/indg275.pdf
http://www.outdooraccess-scotland.com/
http://www.scotland.gov.uk/library3/education/amis-00.asp
http://www.scotland.gov.uk/library5/health/ecsip-00.asp
http://www.ltscotland.org.uk/edresources/publications.asp?cat=%20pub&education%20key+Enterprise%20in%20Education
http://www.ltscotland.org.uk/edresources/publications.asp?cat=%20pub&education%20key+Enterprise%20in%20Education
http://www.afpe.org.uk/
http://www.aala.org.uk/
http://www.aala.org.uk/
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Get Safe for Summer - Amateur Swimming Association - (http://www.asa-awards.co.uk/) 
 
Safety on British Beaches - Joint publication by the Royal Life Saving Society and the Royal Society for 
the Prevention of Accidents (RoSPA) £13.49. Available from RoSPA 
 
Safe Supervision for Teaching and Coaching Swimming - Amateur Swimming Association and others. 
2nd edition 2001 Tel: 01509 618700 
 
Group Safety at Water Margins - Central Council for Physical Recreation - (http://www.ccpr.org.uk/) 
 
Minibus Safety: A Code of Practice - RoSPA and others 2002 - 
(http://www.rospa.com/roadsafety/advice/minibus/) 
 
A Practical Guide to Safe School Trips - Scottish School Board Association - (http://www.schoolboard-
scotland.com/) 
 
Guidance published by the National Governing Bodies (NGBs) 
 
For various adventure activities. National Governing Bodies also maintain leader training and 
assessment programmes 
 
Safe and Responsible Expeditions and Guidelines for Youth Expeditions - Young Explorers' Trust, c/o 
RGS-IBG Expedition Advisory Centre. £5 inc. p & p or free from website - (http://www.rgs.org/eacpubs) 
 
The Royal Geographical Society (with IBG)'s Expedition Advisory Centre, 1 Kensington Gore, London 
SW7 2AR provides advice, information and training to anyone planning an overseas expedition. Tel: 020 
7591 3030 - (http://www.rgs.org/eac) 
 
The Duke of Edinburgh's Award has its own clear structure, procedures and guidelines - 
(http://www.theaward.org/) 
 
Guidance is produced by many of the voluntary youth organisations 
 
Quality, Safety and Sustainability - Field Study Centres: A Code of Practice - National Association of 
Field Studies Officers (NAFSO) - (http://www.nafso.org.uk/) 
 
The Waterways Code (leaflet) and The Waterways Code for Boaters (video) are available from British 
Waterways - mailto:hq@britishwaterways.co.uk - Tel: 01923 201120 
 
The Suzy Lamplugh Trust has produced a range of guidance on personal safety, including booklets, 
videos and training courses - (http://www.suzylamplugh.org/) 
  

http://www.asa-awards.co.uk/
http://www.ccpr.org.uk/
http://www.rospa.com/pdfs/road/minibus.pdf
http://www.schoolboard-scotland.com/
http://www.schoolboard-scotland.com/
http://www.rgs.org/eacpubs
http://www.rgs.org/eac
http://www.theaward.org/
http://www.nafso.org.uk/
mailto:hq@britishwaterways.co.uk
http://www.suzylamplugh.org/
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If you have any questions about these guidelines or related 
matters, please contact the 

 
Health and Safety Implementation Officer (01620 827640) 

Or 
Outdoor Learning Service (0131 653 5217) 

 


