Liverpool John Moores University

School of the Built Environment

Protocol for Field Visits

This document outlines the processes and protocols to be followed by staff arranging and participating in field visits. This policy is to be used for virtuqlly all field visits. There are a few exceptions:

· Land Surveying field courses held on University property.

· Visits that require no transportation to and from the place of the visit i.e. visits in Liverpool

These visits still require stringent processes to be undertaken but they are not the same as those that require transportation and/or overnight stays.
Staff need to consult the School Directorate if they require advice as to which type of protocol needs to be followed. 

Planning for the visit
Supervision
On field visits of all types, the staff: student ratio is 1:15. The names of the staff travelling with the student party must be given to the Director of School a week before the visit commences. There must be enough staff to comply with the 1:15 ratio, plus a reserve in case of unexpected staff illness in the named party.

Groups of 30 and under must have a minimum of two staff travelling.

Transportation

The modes of transportation that are accepted forms are:

· Air

· Rail

· Coach/minibus

If a coach/minibus is to be used, this will always be as a block booking that is undertaken by a member of JMU staff.
For air and rail bookings, JMU staff must book all flights/train tickets as block bookings and then recharge students for the cost of such tickets is applicable. 

STUDENTS MUST NOT MAKE THEIR OWN TRAVEL ARRANGEMENTS.

Travel outside the Merseyside area must not be undertaken in private cars. A coach/minibus must be used.
Accommodation

It is acceptable for staff to stay in different accommodation from the students. However, where possible this accommodation should be within walking distance of the accommodation booked for students.

ALL ACCOMODATION MUST BE BOOKED BY JMU STAFF. 
Health and Safety
Risk Assessment forms

Staff organising the visit must consult with the Health and Safety unit for advice as to the completion of Risk Assessment forms. The correct Risk Assessment forms must then be completed fully. The forms must then be signed by the Director of School. (electronic signature/ signature stamp are not acceptable) If it is not possible to obtain this signature, the form may exceptionally be signed by a member of the School Directorate. 

Health and Safety briefing

Staff undertaking the visit must consult with the Health and Safety unit to discuss nature and content of the health and safety briefing. The briefing must take place prior to any travel usually 3 or 4 days before the visit starts. All students must attend the health and safety briefing and sign to confirm attendance. Student mobile phone numbers should also be collected at the briefing and students given the mobile phone number of the appointed visit leader. (The School has a number of mobile phones that staff can borrow for this purpose) 
If a student fails to attend the briefing, but has a valid reason i.e. they are ill and have a doctors note, staff can choose to undertake a separate briefing at their discretion. The student must sign to confirm attendance and it must be undertaken before any travel starts.

Please note that there is no requirement for staff to do this. Students that do not attend the briefing are not insured by the University and are therefore travelling independently. They can be refused entry to whatever the mode of transport is and should be excluded from all visits. If a student still wants to come on the visit, they need to sign a disclaimer that states they are travelling independently. See appendix.
THIS ASPECT NEEDS TO BE STRESSED BEFORE THE HEALTH AND SAFETY BRIEIFING VIA EMAIL AND TO THE GROUP OF STUDENTS ON A NUMBER OF OCCASIONS. 
In addition to explaining health and safety issues at the briefing the following need to be covered:

· Expectations of student behaviour

· Requirement of students to attend all organised trips and visits.
· What students should do if they miss the coach/plane/train on the outward leg of the trip

· What students should do if they miss the coach/plane/train on the return leg of the trip   

THE FOLLOWING NEED TO BE COVERED, AND THE STUDENTS NEED TO SIGN THE ACCEPTANCE FORM GIVEN IN THE APPENDIX. STUDENTS THAT REFUSE TO SIGN WILL NOT BE ALLOWED TO TRAVEL WITH THE GROUP. THEY WILL BE ISSUED WITH A NO PERMISSION TO TRAVEL WITH A JMU GROUP FORM BOTH PHYSICALLY AND VIA EMAIL. A RECORD OF THIS EMAIL THAT SHOWS THE DATE AND TIME MUST BE KEPT.  

Expectation of student behaviour
Students must be made aware that as they are representing the University.  Any behaviour that in any way brings the University into disrepute will be treated extremely seriously. The student disciplinary procedures will be invoked upon the return of staff to the University.  
Requirement of students to attend all organised trips and visits
Students must attend all visits and be dressed in an appropriate manner. If students do not arrive at the designated meeting point at the correct time, a member of staff must telephone the student(s) to establish what the problem is. If the student is ill the member of staff must visit the student to ascertain whether a doctor is required. The suitable course of action will be a judgement made by the staff member and may require the student to be sent to hospital, a doctor to be called, a staff member or other student may be requested to stay with the student, the student may be left on their own if the illness is deemed to not be serious. The student should be advised that they must contact a member of staff if there is any change in their condition. If the student illness is self induced and they are not able to attend the visit, the member of staff must discuss the inappropriateness of this when the student is suitably recovered. 

Although JMU students are all mature adults, as JMU students they are the responsibility of the University whilst on a supervised visit. As such, staff must make every effort to maintain contact and take care of students in the event of illness or any other problem. If a member of staff feels inadequately equipped to undertake this role, they need to contact any member of the School Directorate and/or Tracey Evans to get advice.

What students should do if they miss the coach/plane/train on the outward leg of the trip
As soon as students know that this may happen, they must contact a member of the staff team. If a student does not arrive but has not made contact, a member of staff must try to contact the student by phone. At this point the staff member may offer a suggestion as to an alternative mode of transportation to the place of the visit. The member of staff must also advise the student that they need to arrange for insurance for travel because as they will not be travelling with the main party they will not be covered by University insurance. They must also be advised that any costs incurred for this change in travel arrangements will be borne by themselves and no member of staff will pay for this.
What students should do if they miss the coach/plane/train on the return leg of the trip   
A designated meeting point should be communicated to all students for the return trip. If the travel is by air, this meeting point should be in the airport, BEFORE CHECK IN. If a student fails to arrive at the meeting point, they must contact a member of staff to explain why and at what time they think they will arrive. If a student does not make any contact and does not arrive then a member of staff should attempt the contact the student by phone.   
For coach travel, the coach may wait for the length of time advised by the coach driver. If any student has not arrived, even if they have made contact with staff, a member of staff must stay behind to try to locate/wait for the student.
For train and air travel, if the student does not arrive at the departure or latest check in time, a member of staff must stay behind to try to locate/wait for the student.

Students must be advised at the health and safety briefing that if this occurs, staff will arrange for travel back to Liverpool and accommodation if required. Upon the return to the University, the student will be issued with an invoice for the entire cost of these alternative arrangements (including staff costs). Non payment will result is the student being deemed a debtor, and results will not be released. 

Health and Safety Briefing Attendance Sheet
By signing here you are confirming that you understand how to behave on the trip to …………………… in a way that complies with JMU health and safety policies. You are also signing to confirm that you understand the expectations of the University regarding dress and behaviour. You understand the procedures to undertake should you fail to arrive at the designated meeting place at the designated time for travel to and from the destination, and the liability for any costs incurred if this occurs.   
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Non Attendance at Health and Safety briefing
STUDENT NAME:………………………………..…………………….

This is to confirm that the above named student did not attend the health and safety briefing on the dd/mm/yy for the visit to ……………… on/between the 
dd/mm/yy and dd/mm/yy.
It was not possible to rearrange the health and safety briefing.

As such the student is not considered as part of the study group and is not covered by the University insurance.

The student has been informed of this:  
	Verbally
	

	Via this form
	

	By email
	


Signed by JMU trip leader:…………………………………………… 
I,………………………………….., agree that as I did not attend the health and safety briefing I will be attending the visit on an unsupervised basis. I understand that I am not insured by the University insurers.

Signed:…………………………………………………………………  

