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Rationale
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The school supports trips and visits as an important component in a child’s
education; experiencing opportunities to learn and develop attributes, skills and
competences away from school in a different environment.

The policy and associated forms, helps to ensure consistency of approach across
the school so that trips, visits and guest speakers are organised in line with the
Department of Education and Knowledge (ADEK) regulations and Aldar Education.

This policy in underpinned by the ADEK Guidelines for Trips/Activities Document
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Rationale for Policy

The school supports trips and visits as an important component in a child’s education;
experiencing opportunities to learn and develop attributes, skills and competences
away from school in a different environment.

The policy, and associated forms, helps to ensure consistency of approach across the
school so that trips, visits and guest speakers are organised in line with the
Department of Education and Knowledge (ADEK) regulations, Aldar Education and
ensures students are safe at all times.

This policy in underpinned by the ADEK Guidelines for Trips/Activities Document V2.1

Educational Visits at Al Mamoura Academy:

The staff of Al Mamoura Academy are requested to complete the following to
approve educational visits in the UAE, both inside and outside of the city of Abu
Dhabi:

e School Educational Trips Sheet for the whole of this academic year.

e School Undertaking Form (stamped and signed by the Principal).

e Risk Assessment that includes names of ADEK approved teachers and supervisors
who will be accompanying students on the educational visits.

All forms are enclosed in this policy and saved in the Media and Events Team Area.
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Guest Speakers

School activities that include hosting adults fom outside the Academy, both virtually
and face to face, need to submit documents to ADEK to receive security clearance
approval. Documents required for security clearance of external vistors are:

1. On school letterhead request for security clearance with dates of visit and
names of visitors

2. Trade License

3. Copy of highest qualification certificate

4. Clear coloured copy of Passport

5. Clear coloured copy of Residence Visa and EID (front and back)

6. Passport Photo

7. Police Clearance Certificate (within one month)

8. Self-Introductory Form typed

9. CV/Resume

10. Vaccination Report

The completed list of documents should be submitted to The Administrative
Assistant via email, with the AP Curriculum and Pastoral LS (FS-Y4); AP Curriculum
and Assessment MS/SS (Y5-13), Cc'd in. For whole school/Aldar-wide, documents
should be submitted to both APs.

It is an essential requirement that the school seeks permission, from ADEK, for any
guest speaker to visit the school at least before the scheduled
visit. The Admin Supervisor is responsible for entering the application through the
Tarasol Web and sending the reference number to the email
activities@adek.abudhabi.ae.



https://aldaracademies.sharepoint.com/:w:/s/MediaEvents2/EUkAGG2fDf9Apwh55ERaizMB_FoYS47w2jUHEuTaD09aIw?e=pI2qPn
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One Day Educational Trips

All one-day educational visits must be approved by ADEK, including inter-school visits.
The only exemption is inter-school sports fixtures.

Students under 12 years can participate in:
e All educational activities allowed at the school level.

e International or regional competition or conferences organised by institutions or
organizations that address ADEK officially via the school, provided that the
guardian shall accompany the student for this activity after approval of the
related authorities.

e Visiting shopping malls, parks, water games are allowed only within a limited
extent, and the educational reasons to be submitted to ADEK in accordance with
requirements as part of below approvals procedures.

Students under 12 years cannot participate in:
e Activities requiring overnight stay are not allowed

e One day educational visits that exceed the school hours of 8am to 2:50pm
e Overseas trips

Students over 12 years can participate in:

e All of the activities outlined for students under 12, with the addition of:
o Activities requiring overnight stay
o Overseas trips

Ratio of Teacher/Student:

Age Group Ratio
12 years + 1:15
6-12 years 1:10
4-6 years 1:6

Nursery 1:5
SEN 1:3
Overseas Trip 1:8

Please refer to the ADEK Guidelines for further clarification of exemptions and further
guidance. ADEK Guidelines for Trips-Activities. pdf.
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Procedure for Applying for One Day Educational Visit

Stage 1
e Start the process by following the check list which will be reviewed during
every meeting about the Educational visit
e Complete the following at least 30 days before the trip if it is free, and 40
days before the trip if it is paid:
o Educational Visit Plan
o Trip Letter and Parental Consent Form
e All forms are located as appendices for your reference. Master copies are
saved in the Media and Events TEAMSs for the specific year group here
e Arrange a meeting with AP Curriculum LS or AP Curriculum MS/SS, bringing
hard copies of the completed documents

Stage 2
e Once approved by the Assistant Principals the Educational Visit lead must
email the PRE to add tentative date to the school calendar
e Administrative Assistant will submit details to ADEK via the online system

Stage 3
e Once ADEK approval has been confirmed, the day trip/visit can now be
confirmed with students and parents through the class teacher/trip leader
e The Trip Letter and Parent Consent Form, is sent to parents via email
from the class teacher/form tutor
e The Admin and Education teams are all notified of the letter and ensure it is
posted on the Parent Engage Portal

Stage 4
e The parent submits the completed Parent Consent Form along with the
money, 2 weeks before the educational visit is due to happen
e Trip lead is responsible to check students list of payment as well as ensuring
that the money is kept safe

> Important Note: No payment deadlines will be extended. New joiners are
the only exception to this rule

> Important Note: Students are not permitted on the trip/visit unless the
Consent Form has been fully completed and any payments received no later
than the specified deadline

> Important Note: Once parents have paid, there is a no refund policy. The
money will be deducted from the school fees for the following term

Stage 5
e Trip Leader to complete and submit Confirmed Staff & Student List to
PLT/SLT, Operations, Security and the Admin Department at least 24 hours
before departure
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Preparing for the day of the Educational Visit

e Trip Leader should ensure a pack is prepared for all members of staff
attending the Educational Visit. The pack should contain:

©)
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A copy of the risk assessment

The confirmed list of students the adult is responsible for, with
accompanying SEN/POD/Behavioural notes/Photos of students
A map of the venue/site

Confirmed bus list

List of First Aiders on the Educational Trip

Contact numbers of key members of staff

Contact numbers of next of kin of each student

Contact number of bus driver

Medical notes of students in the group- including allergies
Spare paper registers to be completed throughout the trip

A list of the ‘no photograph’ students

e Trip leader should ensure all First Aiders have a first aid pack to take on the
Educational Trip. This can be collected from the Nurse’s Room on the morning
of the trip. Please ensure that you have informed them 48hours in advance

Returning to school after the Educational Visit

e Any accidents or incidents must be reported to the Head of School and
uploaded onto CPOMs immediately

e Follow-up curriculum activities should be completed as soon as possible

e Educational Visit Review Form and save in Media and Events Teams in your

Educational Visit folder

Procedures for Sports, Educational or Competitions between schools

Procedures for School Activities that include holding Sports or Educational
Competitions among the Schools (of the same city or outside the city for students 12
years and above) and among other Private Schools:

o Schools organise these activities without the need to apply to ADEK as long as
they are held among schools of the same city under the supervision of
teachers

o Itis required to apply for hosting competitions in case of the participation of
any third party from outside the schools

o Itis required to apply for hosting competitions when the school collect fees
for participation
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Residential Trips — Y8-Y13 Only

All residential trips must be approved by ADEK and the Ministry of Interior (security
clearance).

Overseas trips shall be held during the official holidays, and in case the school
participates in a conference or international competitions during the school period, a
compensation plan will be compiled for the students that are participating in the trip
once they return to school.

Applications for overseas trips must be submitted 75 calendar days before the trip.

Please Note:

e No fees can be collected from parents until ADEK approves the trip

The school shall submit a Risk Assessment for the trip

Parents shall be provided with the phone numbers of the trip supervisors

Collect 100% parents’ approvals allowing their children to participate in the trip
Procure a travel insurance policy against incidents, risks and theft for all students
and supervisors participating in the trip

ADEK request schools to complete the following to receive no objection for overseas
trips:

e QOverseas Trip Form
e School Overseas Trip Undertaking Form (stamped and signed by the Principal).
e Risk Assessment that includes names of ADEK approved teachers and supervisors
who will be accompanying students for each trip
e Security clearance: Teacher accompanying students on overseas trips need to
submit the following documents for security clearance:
o School letterhead requesting security clearance for the teachers
o Self-introductory form, copies of ADEK approval, passport, visa and
Emirates ID (back and front)

Schools shall enter the application through Tarasol Web and send the reference
number to the email activities@adek.abudhabi.ae.
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Procedure for Applying for Residential Trips

Residential trips planned for the following academic year must be approved by the
Extended Leadership Team, in the first instance, in Term 3.

Stage 1
e Start the process by following the check list which will be reviewed during
every meeting about the Educational visit
e Complete the following within the specified time frame given and book a
meeting with AP Curriculum MS/SS to submit:
o Educational Visit Plan
o Trip Letter and Parental Consent Form
e All forms are located as appendices for your reference. Master copies are
saved in the Media and Events TEAMs

Stage 2

e Operations submit documents to HQ for approval. Once HQ has approved, the
trip can now be advertised to students and parents

e The Residential Trip Lead should organise a Parent Information Meeting to
encourage parents to send their child on the trip, and also to share the Trip
Letter and Parental Consent Form and the company’s cancellation
policy

e The Residential Trip Lead must email PRE to add tentative dates to the school
calendar

Stage 3

e The parent submits the completed Parent Consent Form and transfers the
money (if applicable)

e Dependant on trip cost this would need to be in instalments to support all
families and would be in-line with travel company requirements

e The Residential Trip Lead to follow up daily with the Finance Office, via a
shared document, to ensure they are keeping track of who has paid/not paid.
A paper reminder to be shared with parents 1 week before payment deadline

Stage 4
e The Residential Trip Lead to arrange a further meeting with families to go
through next steps as well as the collection of:
o Copies of EID
o Passport
o Visa from students and staff
o Police clearance for staff only
e These are then shared with the AP Curriculum MS/SS and Administrative
Assistant to apply for ADEK approval
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Stage 5
e The Administrative Assistant submits the folder — in English and Arabic — to
ADEK for approval a minimum 8 weeks before the trip

Stage 6
e The Administrative Assistant will liaise with ADEK to seek approval and supply
any additional documentation required by the authorities

Stage 7
e Upon ADEK approval, the Residential Trip Lead, Administrative Assistant,
Operations Department and Finance will work together to ensure everything
is booked

Stage 8
e The Residential Trip lead communicates with parents and organises a face-to-
face meeting to share information and detailed itinerary

o Itis the parent’s responsibility to obtain the student visa, this should
be highlighted in the initial parent meeting and letter.

o For a Schengen Visa, parents require the following documents from
trip leaders: names and details of all students on the trip, flight
confirmation details, insurance details, Principal’s supporting letter,
Visa/Passport copies of each member of staff on the trip, and
supporting letter from company outlining itinerary

10
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Preparing for the day of leaving on the Residential Trip

e Complete and submit Confirmed Staff & Student List to PLT/SLT,
Operations, Security and the Admin Department at least 24 hours before
departure.

e The Residential Trip Lead should ensure a pack is prepared for all members of
staff attending. The pack should contain:
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The flight details of the trip

The confirmed list of students on the trip

Copies of the passports of all students

Copies of the visas of all students

The confirmed list of students the adult is responsible for, with
accompanying SEN/POD/Behavioural notes/photos of students
A list of the ‘no photograph’ students

A map of the venue/site

A copy of the risk assessments

List of First Aiders on the Residential Trip

Contact numbers of key members of staff

Contact numbers of next of kin of each student

Medical notes of students in the group- including allergies
Spare paper registers to be completed throughout the trip

Parent communications during the trip

During the residential trip, a general communication should be shared with families
via SMS. This should be a locked message where only messages from the

school number can be sent.

If there is an emergency regarding an individual student then contact will be made
directly with the parents.

Returning to school after the Residential Trip

e Any accidents or incidents must be reported to the Head of School and
uploaded onto CPOMs immediately

e The school shall compile a detailed report on the trip programme stating all
difficulties suffered during the trip and how the school overcame it. This
report should be kept at school for compliance check as well as being
uploaded onto Evotix by operations for HQ reference

e Follow-up curriculum activities should be completed as soon as possible

e Educational Visit Review Form and save in Media and Events Teams in your
Educational Visit folder.

11
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Policy Appendices

Appendix 1 - Educational Visits Check List

Event:
Organiser:
ELT Line Manager:

Preparation Yes Not |Date completed if Details
needed required
Key Documents pre ADEK Approval

Have dates been chosen and checked against Whole School Trips
Calendar?

Has Events calendar been checked to ensure staffing can be
provided for correct ratios on the trip and cover in school?

Has Educational Visit Plan been completed?

Has all documents been shared with the Administrative Assistant
for ADEK approval submission?

ADEK Approval Confirmation Received

Send calendar invite to all of ELT, Operations and relevant staff as
soon as date confirmed
Has communication gone to teaching staff?

Has communication gone to admin staff?

Has communication (Trip Letter along with Parent Consent Form)
(with reminders) gone to families?
LOA submitted for MS/SS staff who are accompanying on the trip

Has Confirmed staff and student list been shared with PLT/SLT,
Operations, Security and Admin?

Has communication been made with Nurse to confirm packs to be
ready for specific date?

Day of Visit

12
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Has the pack been prepared and is ready for the visit?

[The pack contains:
o A copy of the risk assessment
o The confirmed list of students the adult is
responsible for, with accompanying SEN/POD/Behavioural
notes/ Photos of students

o A map of the venue/site

o Confirmed bus list

o List of First Aiders on the Educational Trip

o Contact numbers of key members of staff

o Contact numbers of next of kin of each student

o Contact number of bus driver

o Medical notes of students in the group- including
allergies

o Spare paper registers to be completed throughout
the trip

Has the first Aid packs been picked up from the Nurse?

After the Educational Visit
)Any accidents or incidents must be reported to the Head of School
and uploaded onto CPOMs immediately

Follow-up curriculum activities should be completed as soon as
possible

Educational Visit Review Form completed?

13
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Appendix 2 - Self Introductory Form (Guest Speakers)

ddgeallgailoilld i
DEPARTMENT OF EDUCATION
AND KNOWLEDGE

-

Al Cad) g—‘h}“

dpaditga
Photo

(Self Introduction Document) <i_jlaill 484 g

(School Name ) 4w jaal) ol

Job Title (Adash camal

Mobile Number & aia ciblgll 28,

Email Address (958N &l

(Owner Details) oas il calal duad dl) clibyl)

(Full Name) J-Lsll; o)

(surname) 3 = o)

(Place & Date Of Birth) a3l & i s (lSe

(Gender) gl

(current Nationality) 4ad) duusal)

(previous Nationality) aludl 4l

(Religion) a-lall

(Sect) a1l

(Marital Status) Zelaiay! Al

(No. of Children) 3¥¥) s

(Date & Port Of Entry) alsall s S ey gl

(Sponsor Upon Entry) Jsaall aie Jusl)

(Details of Current Sponsor) (Al Judsl alily

(Name / Establishment) & sall / axs¥)

(Relation) &) -8l ila

(Occupation)iigll

(current employer) sl desdl (S8

(Bank) <L)

(Salary) il

(Office Telephone ) Jasll caila

(Detailed Address) duaily ol siall

(Passport Details ) siwd) ) g <liby

Dbl 3y 5l sall
(No. Of Passport Or Travel Document.)

(Type Of Passport) )] sllg s
(Special/regular) (gi=e 5 sal3)

(Place Of Issue) 4&sisll Lgia jalall Al

(Date & Place Of Issue) laa¥) &ty lsa

(Expiry Date) «lei¥) & )6

(RESIDENCE/VISA DETAILS) 8_LY 8

ALl 8y iy

(Residence/Visa No.) st /A8 )

(Place & Date Of Issue) _laa¥) &ty olSa

(Expiry Date) slesiyl &)

(Address in UAE) 4153l Jabs ol 5 all

(Address abroad) 4 sl &z & o)) siall

(Qualification) (alad) Jasall

iy
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(Qualification) (lxll Ja sall

(Specialization) (aw——ai

oAl dasall e Jpeanll 7 s lSa

(Date & Place of Study)

(Languages) sy Sl cball

(Social Status) 4 Liay) Al

(Spouse Name) &a 1l / z 30 aud

(Nationality) Aa—isll

(Place & Date Of Birth) 23l g )iy (l<a

(Occupation) 4l

(Place Of Work) Jell (S

(CHILDREN) s

3

4

( Details of Fourth Degree Relatives) (493 da il e o BY) ity

(Mother's Name) 231 aul

(Father's Name) <! aul

(Nationality) sl

(Nationality) sl

Sl F)liy ola
(Place & Date Of Birth)

Bhaall )by ol
(Place & Date Of Birth)

(Occupation) digall

(Occupation) digall

(Place Of Work) daall (\<a

(Place Of Work) daall (\<a

( Details of Other Relatives )« =8 <Ly

(employer) Jaall dga (Nationality) a—sisll (Relation) 4l _dll ila (Name) a~Y!
( Details of Friends) saal) <l
(Employer) Jeall dga (Nationality) sl (Name) 4!
(Address) oS—ud) Uiy
(Landlord’s Name) <ULl aul (Region) dakl)

(Phone No.) islgl) o3,

(Street) gL

(Mobile No.) ¢l Calel) a3,

(BLD. No.) dull/Jxall a3,

(Pager No.) alall ¢laill o)

(Flat No.) 4aall .3,

(P.O. Box NO.) il 3gaia &3,

(Floor No.) @ Ul

(Previous Occupations In UAE) 4 sall Jals iu e AN Jles)

3 2 1
6 5 4
(Countries Visited) Yik) &l G Al Jgll
4 3 2 1
(Countries Worked In) 2 Jaad) &l Gaw A Jgal)
4 3] 2] 1
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(Details of Vehicles) 4 el <l

(Driving License No.) salall a3, o3, (Type Of Vehicle) 4S5l g3
(Place Of Issue) laay) ol<a (Licensed By) sawmsll dga
(Date Of Issue) =y zu)bs (Plate No.) 4sslll 3,
(Expiry Date) slgmy) z)ls (Plate Color) daslll ¢yl
(No) ¥ (Yes) v’ ¢ 5 Sead) Jlaall ‘_,A Jaadt A G JA

(Have You Ever Worked In The Military Field?)

(If the answer is yes, give the following details:) 2Aallal) i) A A and Gl gad) (IS 1Y)

(Type Of Service) el & 5 (Name Of Country) & sall aud

(Duration of Service) deall 5 (Rank) 45!

dajaia g Alals A8 gl oda A Bl ol cililad) ()l oLl a8 gal) Uil aga]

YD & [ TR e ————— )

I undertake that the details given above are correct and complete.
Candidate Name: Signature: Date :

................................................ . (Reviewed by) ir—d) aul
............................................. :(Signature) (aell ad 5
............................................. : (Date) —

Aie Y g Gasdl il 5

& —
( View/Decision)

e Jase DAl e B )pa ¢ LY Jidl Jlsa i e ¢ dpadd jead D CEE )
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Appendix 3 - Educational Visit Plan

School Name:

%

Please complete this form and submit to principal for initial trip approval.
1. Trip Details.

Date of Trip: ADEK Approved Teachers:
EVC: Classes/Year Group:
Trip Leader: Staffing:

Venue / Location:

Address:

External Provider:

Transport:

Departure:

Return:

*Once approved, please submit this form and notify Operations Manager for bus booking request.

Trip Purpose:

Intended Outcomes:

Cost of Trip per
student:

Transport:

Entry to
venue/Tickets:

Total Cost:

Description of Activities:

2. Declaration & Principal Approval.

I have studied the initial application and am satisfied with all aspects including the planning, organisation, and staffing

of this visit. The date for this visit has been placed on the school calendar and approval is given to proceed with
booking this excursion.

Signed: Date:
Approved By:
Signed: Date:
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3. ADEK Submission.

Date of Submission:

Date & Outcome:

ADEK Approved Teachers

First Name:

Surname:

Email:

Staff ID:

Emergency Contacts

First Name:

Surname:

Role:

Mobile:

*Emergency contacts should include School Principal and CIRP team members.

Family Helpers:

First Name:

Surname:

Email:

Mobile:




*If applicable.

First Name: Surname: Group/Class: Consent:

19
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Aldar Education RISK ASSESSMENT

SECTION 1: GUIDANCE

The following section provides brief guidance for completing the risk assessment. Risk assessments must be conducted for all activities that represent a significant risk. Such activities could

include, swimming, school transport, cleaning, laboratory experiments etc. Risk assessments can be completed by any competent person, a competent person could be identified through

training, previous experience etc. It is recommended that educational/classroom risk assessments are completed by teaching staff and other risk assessments are completed by the Ops Manager

and his/her team. To support this, each school should establish a risk assessment committee, the committee will be used to review and develop risk assessments.

A simple 5 x 5 matrix has been adopted for all Aldar Education risk assessments, guidance on the risk ratings are provided below:

LIKELIHOOD

REMOTE RARE PERSONS AT RISK KEY
(2) (1)

CERTAIN FREQUENT OCCASIONAL

(5) (4) (3)

CATASTROPHIC
o 10 5 E = EMPLOYEES
5
MAIJOR
8 4
(4) M = MEMBERS OF THE PUBLIC
MODERATE
- 6 3
i (3)
a S = STUDENTS
MINOR
10 8 6 4 2
(2)
NEGLIGIBLE
5 4 3 2 1
(1)
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GUIDANCE FOR DETERMINING THE SEVERITY OF AN INCIDENT

LEVEL SEVERITY DESCRIPTION

5 Catastrophic Fatality, fatal diseases or multiple major injuries. Has already had a significant impact on Aldar Education People, Environment,
Asset or Reputation (PEAR).

4 Major Serious injuries or life-threatening occupational disease (includes amputations, major fractures, multiple injuries, occupational
cancer, acute poisoning). Likely to have a significant impact on Aldar Education People, Environment, Assets or Reputation
(PEAR).

3 Moderate Injury requiring medical treatment or ill-health leading to disability (includes lacerations, burns, sprains, minor fractures,
dermatitis, deafness, and work-related upper limb disorders). Requires support from external agencies such as medical or police.

2 Minor Injury or ill-health requiring first-aid only (includes minor cuts and bruises, irritation, ill-health with temporary discomfort). Dealt
with by the school medical and operational team

1 Negligible Not likely to cause injury or ill-health

GUIDANCE FOR DETERMING THE LIKELIHOOD OF AN INCIDENT

LEVEL LIKELIHOOD DESCRIPTION
5 Certain Continual or repeating experience
4 Frequent Common occurrence
3 Occasional Possible or known to occur
2 Remote No likely to occur under normal circumstances
1 Rare Not expected to occur but still possible

22




RISK RATING

SCORE RATING
5-10 Medium
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SECTION 2: RISK ASSESSMENT

R (RISK RATING) = S (SEVERITY) x L (LIKELIHOOD)

* Residual risk is the estimated risk rating left following the implementation of the controls

Hazard

Persons at risk

Initial risk rating

M

C

S

L

R

Risk
rating

Controls required

Residual risk

Risk
rating

Example - Detail to be input by Visit Leader

Pupil lost or separated from group, inadequate

supervision.

4

12

Supervising staff competent
and understand their roles.
Sufficient supervision as per
ratio ADEK/EXPO guidelines.
Plan and use suitable group
control measures (for
example, buddy systems, large
groups split in small groups
each with named leaders,
identification system).
Discuss itinerary and
arrangements with pupils.
Briefing to all on what to do if
separated from group.

Head counts by leaders
particularly at
arrival/departure points, and
when separating and
reforming groups.

Group Leader floating between
groups

Example - Detail to be input by Visit Leader

[lIness or injury.

12

1st aid trained staff on trip.
Leaders know how to call
emergency services and
country specific and
appropriate numbers.
Leaders have access to the
emergency call tree/cascade.
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Hazard

Persons at risk

Initial risk rating

M

C

S

L

R

Risk
rating

Controls required

Residual risk

Risk
rating

Leaders are aware of individual
medical conditions / allergies
and medications of all students
on the trip.

Nurse contacted to check any
medical issues- only 1 who is
low risk

First aid and travel sickness
equipment carried.

Mobile phones carried.
Sufficient medical insurance.

Example - Detail to be input by Visit Leader

Special needs of specific pupils —medical, behavioral,

educational.

Obtain information from
parents.

Take advice from SENCO if
appropriate.

Make necessary arrangements
for individual pupils including
individual risk assessment and
additional staffing as
necessary.

No medium or high risk pupils
on trip

Example - Detail to be input by Visit Leader

Traffic accident.

15

Coach from approved school
supplier.

Coaches have seat belts that
staff ensure are used.
Sufficient supervision as per
ADEK ratio guidelines.
Suitable pick-up and drop-off
points are established and
used.

Close supervision and head
counts during any breaks in
journey and getting on and off
coach. No breaks required.
Low risk time.
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Hazard

Persons at risk

Initial risk rating

M

C

S

L

R

Risk
rating

Controls required

Residual risk

Risk
rating

Example - Detail to be input by Visit Leader

Exposure to weather.

Consider possible weather
conditions and plan
appropriate programme,
clothing and equipment.

Plan for pupils who may not
bring suitable clothing — check
before departure and/or bring
spares. PE kit and trainers.
Daily weather forecast
obtained and plans adjusted
accordingly.

Sun cream.

Pre-trip planning equipment
list for parents to include
hats/sun cream/water
bottles/etc.

Example - Detail to be input by Visit Leader

Safeguarding.

All adults are appropriately
trained in safeguarding/child
protection and standards
regarding access to bedrooms/
changing areas etc. are agreed.
Pupils know what to do if
concerned.

DSL is on the trip

26




Persons at risk Initial risk rating ; Residual risk .
Risk . Risk
Hazard . Controls required .
M C S R rating L rating
Example - Detail to be input by Visit Leader 4 12 H Close supervision, large groups 2 L

Group control.

split into small groups each
with leader known to pupils.
Overall leader remains in
touch with all groups and can
recall effectively.

Group to be fully supervised at
all times.

Group leader has done a pre
assessment and checked
routes and safe meeting area.
Group whatsapp to know
where all students are with
regular register checks.

SECTION 3 REVIEW

Whenever possible, the risk assessment should be reviewed by the risk assessment committee and approved by the lead committee member. For activities that require urgent approval it may

not always be possible for the committee to review the assessment. In this instance it is recommended that the assessment is reviewed by a second teacher for educational risk assessment or

for others the assistant MSO.

NAME:

DATE:
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Address:

Venue / Location Assessment

Venue / Location:

Point of contact:

Email:

* Location Map / Photograph

Is booking required

Are passes required

Will a host meet the group

Are there changing / toilet facilities

Are there storage/cloakroom facilities

Are there medical facilities

If no — Nearest medical facility is

Are there catering facilities

Are you familiar with the orientation

Emergency procedures identified

Emergency exits identified

Emergency meeting area located

Customer information location

Additional Remarks:

28
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ALDAR ACADEMIES

Appendix 4 — Trip Letter and Parental Consent Form Template

All letters must be sent on Al Mamoura Academy headed paper with use of Tahoma font style.

PARENT COMMUNICATION
Date: Friday 20" May 2022

Subject: Title of Trip with dates

Dear Family,

We are very excited to inform you that we have planned a trip to #####. Pending ADEK approval, the trip is
scheduled to go ahead on Day and Dates.

The purpose of the trip is .....

The total price for the trip to ####, including #####, will be ### AED per child.

The children will arrive at school as normal, take the register and then leave. They will be travelling to Little
World by a bus provided by school, and returning in time for home.

For this trip, children MUST wear their correct school uniform.
In order for your child to attend the trip, please complete the following steps no later than #it#itt#:

1. Complete the consent form below and hand it to ####### physically
2. Pay ###4# cash to ####### during registration

If we do not hear from you by 1%t June 2022, we will assume that you do not want your child to attend the
school trip. If you decide that your child can no longer attend the trip, please understand that a refund will
not be granted. This is largely due to the school having to pay money to the third party company/provider,
in advance, to cover the cost of activities, transport and expenses.

This trip is subject to ADEK approval. Once confirmed we will notify you

of this. Yours sincerely,
Name

Job Role

Email address

Parent Consent Form
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Parent Consent Form — Please complete and hand it to your child’s teacher before 1% June 2022.

Medical and Contact Information

1. Any medical condition that may require treatment YES/NO
If yes, please give details:

2. Any special dietary details (including allergies, intolerances and vegetarian). YES/NO
If yes, please give details:

3. Allergic to any medication: YES/NO
If yes, please give details:

Trip title

Child’s Name Class

Signed Date

1. Contact Telephone Numbers

Work: Home:

Mobile: Home Address:

Alternative Emergency Contact:

Name: Relationship:
Work: Home:
Mobile: Home Address:
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Appendix 5 — Residential Trip Letter and Parental Consent Form

All letters must be sent on Al Mamoura Academy headed paper with use of Tahoma font style.

PARENT COMMUNICATION
Date:

Subject:

Dear Family,

Educational Visit details, including date/s, venue, purpose of trip, and any cost.

When there is a cost to the parent, include the following two paragraphs:

Finance

If you decide that your child can no longer attend the (residential) trip please understand that a
refund will not be granted. This is largely due to the school having to pay money to the third party
company/provider, in advance, to cover the cost of activities, transport, expenses (accommodation
and flights for residential trips).

As a parent you would be entering into an agreement with the third party company/provider, not
the school. You would therefore need to agree to the terms and conditions detailed by the third
party company/provider.

Yours sincerely,
Name
Job Title

Email address

32



\A

\4

AL MAMOURA ACADEMY

ALDAR ACADEMIES

Parent Consent Form — Page 1

Insurance
I have taken out any insurance deemed necessary for
the trip or visit.

Code of Conduct

I have ensured that my child understands that it is
important for him/her and the safety of the group that
he/she obeys any rules and instructions given by staff
on the trip and, in particular, follows the code of
conduct.

Students will be expected to exercise self-discipline, to
show courtesy and consideration to staff, fellow
students and members of the public. Any behaviour
that is in breach of school rules, that will offend others
or impacts on the health and safety of others, is strictly
forbidden.

Should my child break this code of conduct, I agree to
support the school’s implementation of appropriate
disciplinary action, which may include returning my
child home at my expense.

The Principal reserves the right to refuse a student to
join a trip due to poor behaviour, school attendance
below 85%, and/or academic under-achievement. The
Principal’s decision is final.

Finance

If I decide that my child can no longer attend the
(residential) trip I acknowledge that a refund will not
be granted. This is largely due to the school having to
pay money to the third party company/provider, in
advance, to cover the cost of activities, transport,
expenses (accommodation and flights for residential
trips).

As a parent I am entering into an agreement with the
third party company/provider, not the school. I agree
to the terms and conditions detailed by the third party
company/provider.

The Cancellation Policy is attached to this form.
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Please turn to the next page...
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Parent Consent Form — Please complete and hand it to your child’s teacher before 1° June 2022.

Medical and Contact Information

5. Any medical condition that may require treatment YES/NO
If yes, please give details:

6. Any special dietary details (including allergies, intolerances and vegetarian). YES/NO
If yes, please give details:

7. Allergic to any medication: YES/NO
If yes, please give details:

Trip title

Child’s Name Class

Signed Date

2. Contact Telephone Numbers

Work: Home:

Mobile: Home Address:

Alternative Emergency Contact:

Name: Relationship:
Work: Home:
Mobile: Home Address:
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Appendix 6 — Educational Visit Evaluation Form

In order to continue to improve our educational visits we ask that you please take the time to fill out this
survey. Please save the feedback in the Media and Events Teams.

Trip attended: Date:
Your name:

Email:

Number of students: Number of adults:

Year/Grade level:

Please rate the quality of your school tour. (lowest) 12 3 4 5 (highest)
How appropriate was the tour for the student year group level? 12345
How well did the tour suit your curriculum needs? 12345
How well did the guide facilitate the trip? 12345

Did the guide offer opportunities for students to engage and ask questions? 12345

How well were students encouraged to look carefully and think critically? 12345

What did you like best about the trip?

What did you like least about the trip?

Please feel free to add any additional comments that will help us for future visits to this venue.
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