Procedure 2.09
Activities Away From School (EOTC)

Version dated: 26 April 2006
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A. Purposes
1. EOTC activities have two principal planning requirements

a. Planning the teaching and learning programme 

b. Planning for the safety and welfare of all attending the activity

2. EOTC aims to:

a. provide students with opportunities to learn outside the classroom, in all curriculum areas;

b. promote appreciation of our heritages – local, national and global;

c. increase students’ awareness and understanding of the traditions and values of their own, the tangata whenua and other cultural groups;

d. increase students’ understanding of different perspectives on land, natural resources and the environment, and of the need for conservation management;

e. provide students with opportunities for enjoyment, adventure and challenge, both close to home and far away;

f. provide students with opportunities to enhance spiritual, physical and mental well-being through uplifting experiences in a natural environment;

g. develop students’ skills so they can move with confidence and safety in urban, rural, and  wilderness settings;

h. help students develop respect for themselves and others, by providing them with opportunities for personal and social development;

i. enable students to take increased responsibility for their own development and to regard learning as enjoyable, continuous, and lifelong; and

j. provide students with opportunities to develop in many diverse ways.

3. Expected outcomes of EOTC activities

a.  In the course of their EOTC experiences, students will gain new knowledge and understandings, skills and abilities, and attitudes, as well as building on those they already have.
b. Knowledge and understandings: These include:

i) knowledge of the world;

ii) knowledge of culture and traditions;

iii) aesthetic awareness;

iv) awareness and understanding of issues for tangata whenua and other cultural groups;

v) awareness of environmental issues;

vi) knowledge of how outdoor activities can benefit personal fitness, health and spiritual well-being;

vii) knowledge and understanding of safe practices in the outdoors;

viii) awareness of recreational opportunities;

ix) awareness that all aspects of learning are interrelated; and

x) specific new knowledge, for example, knowing the names of some animals after a zoo visit, or how to respond after being welcomed onto a marae.

c. Skills and abilities: These include the skills and abilities that enable students to:

i) make decisions;

ii) solve problems;

iii) take responsibility for self and others;

iv) evaluate their own learning;

v) apply learning to new situations;

vi) develop independence and interdependence;

vii) work as team members; and

viii) maintain good relationships with family, peers and others, as well as many more specific skills related to their particular EOTC experiences.

d. Attitudes:  These include:

i) enjoying the challenge and excitement of new experiences;

ii) having self-esteem and the confidence that goes with it;

iii) having the motivation to learn;

iv) being sensitive to, and positive about, issues for tangata whenua and other cultural groups;

v) being sensitive to, and positive about, environmental issues;

vi) sensitivity to, and respect for, the strengths and weaknesses of self and others; and

vii) readiness for major steps – starting school, moving to a new school, starting high school.
B. Appropriate EOTC teaching and learning activities

1. Teaching and learning focuses

a. EOTC activities are appropriate where activities away from school can more effectively meet students learning needs than programmes at school, taking into consideration the costs involved and any potential risks/hazards

b. Teaching and learning activities that are considered appropriate for pupils at South Westland Area School include:

i) Social Studies focus topics; eg visits to industrial sites, utilities and amenities; visits to farms, national parks 

ii) Physical education activities; adventure activities

iii) Social living, personal health & safety activities: camps, outdoor experience activities
2. Guidelines

1. In planning school trips consideration must be given to the needs of the students and to their financial resources.

2. Definite educational objectives relating to the curriculum and school and class programmes must be established.

3. First priority should be given to the utilisation of resources in the school’s local area.

4. The school will follow Ministry of Education regulations and guidelines on Safety and Supervision, leadership and legal requirements.  The following documents should be referred to:

Outdoor Pursuits Guidelines for Educators 1996



Education Outside the Classroom Guidelines for Good Practice 1995 – MOE



Anywhere, Everywhere: Curriculum Guidelines for EOTC.  Copies are in the staffroom.


Safety and EOTC (MOE) 2002
5. An adequate adult/student ratio must be maintained throughout the trip.  On overnight trips students must have access to an adult of their gender.

6. Anyone transporting students by private or school vehicles on school trips must provide a seat belt for each passenger.

7. All planning for school trips is the responsibility of the school management.  Planning for proposed trips should be submitted to the Education Outside the Classroom department well in advance.  The Principal has overall responsibility for the approval of all class trips.

8. The school management will inform BOT of any over night school trip.  Low risk trips may be approved by the Principal and should be signalled at least one week in advance.  High risk and overnight trips must be countersigned by the Board Chair and should be signalled well in advance of the trip.

9. The school will ensure adequate, on-going training for all leaders involved in EOTC including support for staff involvement in approved training schemes.

10. The school will endeavour to notify the parents in advance if students are leaving the school grounds on preplanned or school trips.
11.  The Junior School (Years 1-3/4) will have excursions limited generally to the school district and limited to a maximum of one night duration as approved by the principal.

12. The Senior School (Years 4/5 – 13) can conduct EOTC experiences of up to 6 days duration at a site which is approved by the Principal.  (This includes travel time).

C. Planning & approval

1.  Preliminary approval

a. The following timelines apply to planning for activities away from school:

	Activity
	Timeline (if possible)

	i) Any activity involving overnight stay(s)
and/or hazardous activities 
	· Principal’s and Board chair’s approval in principle at least 3 weeks ahead

· Principal’s formal approval 1 week ahead

	ii) Day travel away from school

	· Principals approval in principle 2 weeks ahead



	iii) Sports tournaments, inter-school activities
	· Principal formal approval 2 week ahead


2. Planning checklist

a. Form 2.09q EOTC Planning Checklist can be used to guide planning

3. Application for approval
a. The TIC should complete Trip Application Form at the outset of planning for the EOTC activity. The TIC should already have received approval in principle for the proposed activity.
b. When approval is given, one copy of the form should be retained by the 
principal/ board of trustees and another by the Teacher in Charge. The 
Principal’s copy is kept in a folder in the main office.
c. The principal/board should be informed of any subsequent changes in planning, organisation and/or staffing.
4. Principal and Board approval

a. If after reviewing the proposal  on the Trip Application Form the Principal/BOT which will either:

i) Give approval for the activity or

ii) Indicate the additional information needed before the approval will be re-considered

D. Parents’ information and consent

1. Consent requirements

a. Parents will be asked to give a general consent (using form 2.09 General EOTC Consent ) for activities away from the school in the local area which involve no significant additional risk. See the form for details of the activities covered, and conditions relating to the consent.

b. Parents will be asked for specific informed consent for all activities that involve:

i) travel out of the local area

ii) water activities other than in an appropriately supervised swimming pool

iii) visits to factories, wharves and other places that involve hazards that would not normally be experienced on the school site

2. Cover letter
a. Parents should be sent full information of the EOTC event. This will usually include a covering letter, the parental consent form and health profile form. Depending on the nature of the event, some of these may be combined. 

b. The cover letter should include the following:

i) Date of letter

ii) Name and dates of event

iii) Start and finish times

iv) Group involved

v) Venue address, phone number and description

vi) Curriculum objectives/purpose of event

vii) Transport arrangements

viii) Staffing, including relevant experience and qualifications

ix) Costs

x) Clothing and equipment required

xi) Rules – school and event rules (for example, smoking, alcohol and illegal drugs, unsafe behaviour policies)

xii) Contingency plans

xiii) Dates by which to return consent and health profile forms

xiv) Other

xv) Signature of author


     c.    Students may complete Form 7 – Student Contract if appropriate
3. Health profile
a. Form 2.09b Student Health Profile must be completed for each student before their first activity during any year.  It will be deemed to be current for the remainder of the year.  Parents should be encouraged to disclose any new information before further trips during the year.
b. Volunteers and staff members with health needs should provide the person in change with a written note recording their needs and any other important information. 
c. Summarise student and adult health needs on Form 2.09g EOTC Adult and Student Participant Summary.

4. Parental consent and risk disclosure
a. Form 2.09c Consent and Risk Disclosure must be completed for each student

b. The original form is to be filed at school

c. A copy of the form is to be taken on the event

5. Swimming activities

a. If the event involves swimming activities use Form 2.09e EOTC Swimming Consent to confirm student abilities and gain parent approval

6. Student Contract

a. Ensure students are aware of the expectations for their behaviour and co-operation. If used each student should read and sign Form 7 EOTC Student Contract
E. Contractors

1. Checklist

a. Use Form 2.09n EOTC Contracting Checklist to evaluate contractor’s suitability for the activity

2. Outside Provider Agreement

a. Where an outside provider is involved in the activity use Form 2.09p EOTC Outside Provider Agreement to record the agreement
F. Safety preparation

· Ensure that 1 adult has current First Aid Certificate or other medical training e.g. nurse/doctor.
· That the First Aid Equipment is accessible at all times.
· Ensure that individual medication is administered as required.
· The teacher in charge will need to evaluate risk-management of outdoor pursuits to be engaged in.
· Ensure that all reasonable precautions are taken to minimise danger

· In cases of extreme behaviour children may be excluded from the camp.  The teacher in charge to return child to school.  The parents must be notified.
WHEN IN DOUBT DON”T DO IT – IT’S BETTER TO BE SAFE THAN SORRY !!!

· Ensure that Evacuation and safety procedures are established for each camp venue and practised, on arrival with all involved.

· That the appropriate gear list is issued and that parents and participants have adhered to these.

1. Authorisation

· Ensure that Parents have returned the appropriate consent forms prior to departure.

· The Approval form is filled out and approval given (copy attached)

· Provisionally Registered Teachers and Beginning Teachers will require a fully registered teacher to accompany them on an EOTC excursion.

2. Volunteer helpers

a. Ask all adult helpers to complete Form 10 EOTC Volunteer Helper Form to ensure they understand their obligations

b. Where volunteers are taking an active part in leading or assisting with some aspect of the activity ask them to complete Form 9 EOTC Staff and Volunteer Competence Form
c. Brief all volunteers on

i) their general responsibilities regarding pupil safety and welfare

ii) the specific activities they will be involved in and any necessary information to cater for students
iii) emergency management plan



   vi)   Outline any health factors of students which cause concern

3. Vehicle drivers

a. Ask all drivers of vehicles to complete Form 11 EOTC Transport Safety Information
4. Risk assessment and management

a. Use Form 2.09m EOTC Safety Action Plan to record your risk assessment and management plan

5. Venue and facilities

a. Use Form 2.09t EOTC Venue/Facility Safety Checklist to check the venue / facility safety.

6. Farm visits

a. Use Form 2.09u EOTC Farm Visit Checklist to prepare for farm visits

G. During the activity / event

1. Accidents and incidents

a. Complete Form 2.09i EOTC Incident Report Sheet for all accidents, near accidents or significant health or safety incidents

H. Evaluation

1. Review and report

a. After the activity is complete briefly review the effectiveness of the safety preparations and any incidents that occurred during the activity and provide a written report to the principal

b. The principal will review the report and present a report of any significant findings to the Board
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