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KS4 Flexible Learning Educational Visits Protocol
Prior to organising any educational visit, the Colleges and Training Providers (hereafter called ‘Providers’) will: 

· Appoint an Educational Visits Coordinator (EVC) 

· Ensure that the EVC attends the EVC Basic Training 

· Complete ‘Form D’ from the London Borough of Bromley Code of Practice (2.32) to confirm that they adopt the London Borough of Bromley requirements for the management of Educational Visits (2.32 Appendix 1)

The procedure for the organisation of a specific visit will be as follows:

1) The Provider’s EVC agrees the provisional outline of the visit with the Group Leader who will be accompanying the students on the visit.

2) The Provider’s EVC informs the school Flexible Learning Coordinator if any of their students will be participating in the proposed visit.  The school Flexible Learning Coordinator will agree in principle to the visit and advise the Provider’s EVC if there are any issues which may affect the arrangements for the trip (to include any medical or special needs requirements of the students.)  The Provider’s EVC will communicate issues for consideration to the Group Leader. 

3) The Provider’s Group Leader confirms the details of the visit and completes all the planning paperwork including a Risk Assessment.  The Provider’s EVC checks and endorses the arrangements and obtains any required permission from their Senior Management Team. 

4) a) Copies of initial planning paperwork should be sent to school Flexible Learning Coordinators and Bromley 14-19.  

b) Parental consent must be obtained by the Provider unless ‘blanket’ consent for short local non-hazardous visits has been put in place by the school’s EVC/Flexible Leaning Coordinator and copies sent to the Provider. 

5) The London Borough of Bromley (Admissions Department) must be informed (2.32 ‘Form B’) of all visits involving 

· Overnight stays 

· Foreign Travel 

· Hazardous Activities 

6) Final planning (including emergency procedures) and endorsement by the EVC must be finalised at least one week prior to the visit. 

7) Any incidents, near misses, or accidents must be reported to the school Flexible Learning Coordinator and Bromley 14-19 as soon as practically possible. 


(Approved by the Flexible Learning Strategy Group on 26/02/09)
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