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Offsite Activity Policy
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1. Introduction



As an alternative provision focused towards providing education and care for young people,
many of our programmes consist of a range of outdoor activities which sit below the
‘technical’ classification. For technical activities we use external providers, which have the
AALS certificate (apart from surf schools). We work with a variety of young people that can
have a range of alternative learning needs.

We work with several local authorities across Devon, Cornwall, Plymouth, Exeter and Torbay.

The following information covers our normal working practices and procedures and is to be
used in conjunction with our risk assessments. These are available in an electronic format
and can be downloaded from www.polesapartap.co.uk.

2. Contact Information

Email: sam@polesapartap.co.uk

Web: www.polesapartap.co.uk

Tel: 01752 956523

Director: Sam Laskey

3. Responsible Managers and Directors
Directors

Sam Laskey

Ali Dowling

Outdoor Education Manager

Jonathan List

Designated Safeguarding Lead
Jasmin Chapple


https://www.polesapartap.co.uk/
mailto:sam@polesapartap.co.uk
https://www.polesapartap.co.uk/
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4. Insurance

Activities are insured by Birnbeck Insurance Services and cover up to £10,000,000 (Ten
Million) pounds sterling.

5. Land Based Activities

Activities will be delivered by staff who have undergone and completed training and are
centre-assessed. For each activity, there are set criteria and guidelines to work within and
this can be found on the risk assessments but also dictated by the environment, student
behaviour, staff ratios and group dynamics.

6. Water Based Activities

Activities which involve water will be supervised and will be run alongside a thorough risk
assessment process and appropriate control measures. Please see activity risk assessments
for further information.

7. Emergency Procedures

Despite planning and organisation, including the establishment and maintenance of risk
assessments and operating procedures, there may be incidents or emergencies which
require an immediate response by a member of staff.

These cannot be comprehensively defined but may range from overdue groups or minor
injuries to more serious injuries or fatalities. A recommended framework of procedures to be
followed in the event of an incident or emergency is set out below.

8. Recommended Actions
Immediate:

e Establish the nature and extent of the incident and emergency.

e Ensure all other people involved are safe and accounted for.

e If possible, remove all people from water/high-risk environments and move towards an
escape route and/or safe zone.
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If there are injuries, prioritise treatment, administer appropriate first aid and monitor
casualties.

If medical assistance is required, establish the name(s) of the casualty/casualties and call
the emergency services — 999 — Ambulance / Mountain Rescue / Coastguard / Police /
Fire & Rescue as appropriate.

o VHF Channel should be used for a Mayday call (Channel 16). If in Plymouth
Sound (Including Renney Rocks /Heybrook Bay)- Long Room (Water Traffic
coordination) can be contacted on Channel 14.

Contact a member of the management team and await instructions in regard to staff
support, transport and keeping everyone safe.

9. Managing the Incident

Monitor the casualty/casualty’s conditions, and consider environmental factors.

Limit access to mobile phones and photography equipment.

Monitor and manage other group members and the public; consider environmental
factors, supervision, designating roles, emotional well-being and skills of group members
(e.g. first aid, group shelter). Arrangements may be made to return the remaining group
to the centre/school/organisation.

Arrange for a PAAP staff member to remain at the incident scene to liaise with
emergency services until the incident is concluded and everyone is accounted for.

A member of staff may need to rendezvous with emergency services if remote. Ensure
incident details, including location and contact numbers, are duplicated for any planned
rendezvous.

A member of staff must accompany the casualty/casualties to the hospital.

Restrict telephone and mobile phone contact with external persons unrelated to the
incident until contact is made with all relevant persons internally and externally. The DSL
and managers will carry out this process and make contact with parents/carers, schools,
social workers, key workers and other authorised relevant personnel. At times, contact
with the police and hospitals may be required.

Upon reporting through a hierarchical chain, it may be decided that other departments or
personnel need to be included in the incident to provide support. This group may include
the following representatives:

Relevant SENDCO of student/s representing schools

Head of service, authority in which student is linked

Plymouth City Council H&S Representative
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These would be ordinarily tasked or informed by the operations manager or outdoor
education & youth service.

10. Incident Recording Process

e The leader involved should record all relevant details pertaining to the event promptly
whilst the event is at the forefront of their mind. This may include completing casualty
monitoring forms. Other people involved may also be asked to record names and
addresses of witnesses. Any equipment used should be kept in its original condition.

e Ensure all relevant accident/incident forms and My Concern sections are completed as
soon as possible and inform the designated manager of the data entered.

e Accidents and incidents are to be reported to the Health and Safety Team at the earliest
moment. If necessary, the manager will report to RIDDOR, AALS, Ofsted or HSE.

Incident Management Contacts:

Poles APart Centre 01752 956523
Sam Laskey (Director) Sam@polesapartap.co.uk
Ali Dowling (Director) Ali@polesapartap.co.uk

Jon List (Outdoor Education

Jonl I tap.co.uk
Manager/Health and Safety Coordinator) onl@polesapartap.co.u

Jasmin Chapple (DSL) Jasmin@polesapartap.co.uk

11. Liability and Media

Legal liability should not be discussed or admitted.

e For serious incidents where the media may be involved, try to identify alternative phone
numbers “off-site” as other lines may become congested with calls. The leader in charge
and other group members must not discuss matters with the media: under no


mailto:Sam@polesapartap.co.uk
mailto:Ali@polesapartap.co.uk
mailto:Jonl@polesapartap.co.uk
mailto:Jasmin@polesapartap.co.uk

\e5 Ap
o )
o o

N AP S

circumstances should the name of anyone involved in the incident be divulged to the
media and all questions must be directed to a director and/or DSL.

If it is necessary to talk to the media, a director, supported by the designated
safeguarding lead will take control. A designated person should then act as the ongoing

point of contact with the media and all questions and enquiries related to the incident

should be referred to them.

12. Local Hospitals

Tavistock Minor Injuries Unit

Urgent Treatment Centre
(UTC) - Cumberland Centre

Derriford Hospital, A&E
Derriford Rd

Spr!ng Hill (Plymouth) Plymouth
Tavistock Damerel Close PL6 8DH
PL19 8LD Plymouth
PL1 4JZ
Royal Devon & Exeter Liskeard Community
Hospita' (Wonford) Tiverton & District Hospital Hospital
Barrack Road Kennedy Way Clemo Road
Exeter Tiverton Liskeard
EX2 5DW EX16 6NT PL14 3XD

Bodmin Community Hospital
Boundary Road

Bodmin

PL31 2QT

13. External Adventurous Activity Providers

The use of any external adventurous activity providers must be cleared with the Outdoor
Education Manager (Jonathan List), who will request relevant copies of:

AALA Licensing

Insurance details (ensuring they are in date)

Relevant and appropriate risk assessments
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Expiry dates of insurance and licensing must be checked, as well as ensuring the external
adventurous activity providers risk assessments are current and up to date. It must also be
ensured that adequate control measures are in place to mitigate risk.

Failure to gather the above relevant documentation will result in the external adventurous
activity provider being non-approved by Poles APart AP until such documentation has been
obtained.

The Outdoor Education Manager will evaluate External Adventurous Activity Providers to
deliver appropriate high quality services and reserves the right to approve or deny any use
of External Adventurous Activity Providers dependant on the outcome.

Any activities provided by an external adventurous activity provider will be covered by the
external adventurous activity providers own insurance, licensing, and risk assessments.

Evidence of the above must be obtained from the external adventurous activity provider prior
to Poles APart AP making arrangements for activities.

Poles APart staff will always be in attendance in a supervisory capacity taking part in the
activity with the students. At no point will Poles APart students be left alone with External
Staff.

14. Other Providers and Providers Who Operate Using Disclaimers
Go Karting
Adrenaline Quarry

Providers which use disclaimers or waivers as part of the registration process will require
parent or guardian permission before a trip can commence. These trips will be supervised by
Poles APart employees and there will be a risk assessment procedure which should be
adhered to. Poles Apart staff will be required to provide a sufficient level of supervision
throughout the activities.

15. Normal Working Practice

Risk assessments are to be carried out by the Poles APart AP activity manager and
implemented by the team. As specific control measures are not contained within this
document, they can be found on the risk assessment paperwork. All activities are
documented and hazards identified. The risk assessments outline how tasks must be carried
out. General guidance and advice on the precautions and training required by staff when
carrying out their duties are contained in this document.
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16. Planning

Staff need to plan activities and locations the week prior to the trip commencing. Activities
requiring parent or guardian permission must be planned at least two weeks in advance.
Staff need to liaise with managers in order to meet the risk assessment control measures.

The timetable will reflect the activities and expectations and timetables are to be completed a
week in advance. Staff and managers will match objectives to the activity set and the
location. Locations will also be matched to student ability and staffing ability.

17. Poles APart Main Venues

We work from a variety of locations which can change for several reasons. These are based
on customer preferences, their abilities, experience, conditions and time of year. This also
takes into account staffing skills, preferences and the retention of such staff, which will result
in the best outcomes for our young people.

18. Accident/Incident Recording

The accident recording form booklet is located in the main office. The incident/near miss
section on My Concern will need to be completed by an appropriately qualified person. For
activities that take place away from the centre, these documents will need to be completed
upon return and then shared with the relevant manager and DSL. Incidents and injuries are
recorded on My Concern.

First aid kits accompany any off site activities and are located in the main reception at the
Poles Apart Base. The group leader/instructor will hold the Poles APart first aid kit during the
activity. For remote trips or longer residentials, a comprehensive Pro-instructor kit must be
taken.

All staff, including volunteers, will have had a full induction and been given this document
and the necessary risk assessment. They will have an enhanced Disclosure and Barring
Service check, Safeguarding training, and an in-date First Aid certificate (if running activities
away from establishments and providers).

The instructional team will hold regular meetings prior to activities taking place. During these
meetings, equipment, first aid kit and instructor kit checks are to take place. Daily or
intermediate briefings will take place prior to each session and these will be led by either the
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head of the centre, the outdoor education manager, or the lead instructor for the session. All
briefings must specify staff roles, working areas and lesson objectives.

19. Signing In and Signing Out of the Centre

Lead staff will complete the ‘Off Site Planning’ form the week prior to the activity
commencing and complete the ‘Off Site Trip Planner’ on the day the trip occurs, prior to
leaving the centre. This will provide details on the locations, staffing, and student information
relevant to the trip.

The activity and person sign-in and sign-out sheet is located inside the main office and
overseen by designated staff at the centre (ideally a member of staff situated at the centre
full-time or a designated member of staff at the base). The activity should remain within the
planned perimeters, however, staff are authorised to change and alter the plan if the learning
objectives can be achieved at a different location which is more suitable and safer in line with
student behaviour, weather conditions, and venue suitability.

If a change is made to the activity during the event as an opportunity has presented itself or
conditions dictate a change is necessary, then the sign-in/sign-out will need to be updated
and this may be carried out remotely by contacting the centre manager, informing them of
any changes so that they can update the plan, venue, and ETA.

20. Staffing

Our staff fall into four categories. These are:

-Full and part-time Poles APart employees. Lead staff member
-Full and part-time Poles APart employees. Assistant staff member
-Agency staff or freelance outdoor instructors

-Volunteers/students on work placements or work experience

All staff are required to have the appropriate skills and qualifications for delivering the
specified activities. Copies of these will be held securely and electronically. All staff will hold
an enhanced DBS.



\e5 Ap
o )
o o

N AP S

21. Activity Ratios

Staff ratios are liable to change unless specified in the EHCP or by the national governing
body. There are other factors which affect ratios such as: environmental factors/conditions;
the ability of the group; group dynamics; physical impairment and health restrictions. Safety
is Poles APart’s number one priority. Although these ratios are displayed as 1: number,
technical activities should have a minimum of two staff, (both with First Aid training and one
with technical qualifications, or centre-based assessed/trained).

22. Consent & Registration

We require all participants, irrespective of age or type of course/activity, to complete a
referral form. This form is to be completed by a parent, carer, or legal guardian if the student
is under 18 years of age. In addition to this form, if we become aware of any conditions that
may require additional information (such as the use of prescription and emergency
medication or ongoing treatments), then a separate medical form will be issued. Students
who have an EHCP will also undergo the student risk assessment process, which will help
staff plan the best supervision for that young person.

Educational Health Care Provisions may be in place and staff will need to be aware of this
document, as at times an EHCP may deem activities too high risk to deliver.

State of mind, behaviour, and medication can alter the levels of the risk assessments and
staff will need to make a dynamic risk assessment judgement throughout the day and adjust
activities accordingly. Handling of data is held in the highest confidentiality.

23. Equipment Checks and Management

All PPE and other equipment are checked by a full or part-time member of PAAP staff and
then recorded. The frequency of checks will depend on the activity and locations. Activity
checks and storage of equipment are covered for external providers within the AALS
certification process.

Checks are carried out by staff with the appropriate qualifications and experience. Any PPE
or equipment that is a cause for concern must be referred to the head of the centre and
removed from use. Only
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the head of the centre can authorise equipment to be recirculated or permanently removed
and destroyed if necessary.

To remove equipment from active use, follow this procedure:

Ensure all equipment is stored in a designated store room.

Place equipment into a utility room in sealed boxes.

Check the storage containers / equipment is clearly marked or labelled.
Inform the manager.

Manager to dispose of equipment appropriately.

24. Vehicles

Poles APart vehicles are to be kept in the building car park and used for trips.

Vehicles have documentation to record mileage and vehicle checks.

Vehicles are insured for multiple staff users or are designated to specific staff members.

Staff are to provide their full U.K. driving licences for checks and disclose any motoring
convictions.

25. Land Activities

Outdoor activities all have a separate risk assessment and each risk assessment will have
specific control measures linked to each separate hazard and risk.

In addition to each separate risk assessment, the land-based activities must all follow the
same emergency procedures and each activity must have a trained leader. Adventurous
activities must have a qualified leader and a trained assistant.

The emergency or activity bag must include the following:

A first-aid kit

Survival bag and/or group shelter

Whistle

Mobile phone

Map of the area if in moorland or woodland places, especially if there is a likelihood of
having no signal.
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Additional Recommended ltems:

Food

Drink

Additional medication
Sun cream

The hazards associated with the above activity and the precautions to be taken are covered
in our risk assessments.

Forest Skills

All Forest Skills/Survival Skills/Bushcraft sessions and activities MUST be conducted in line
with the Forest Skills Risk Assessment and the relevant Risk Assessment for the environment
in which the activity is taking place.

Any Forest Skills/Survival Skills/Bushcraft sessions which involve:

e Fire Lighting
e The use of edged tools (including craftsman knives, saws, axes)
e Outdoor cooking

Must only be conducted by staff who hold a Level 3 Forest School Leader qualification, or
persons who have been in-centre trained and signed off as competent by a qualified Level 3
Forest School Leader, and who hold an appropriate First Aid qualification.

26. Water Activities

Outdoor activities all have a separate risk assessment, and each risk assessment will have
specific control measures linked to each separate hazard and risk.

In addition to each separate risk assessment, the water-based activities must all follow the
same emergency procedures, and each activity must have a qualified leader with
certification from the relevant National Governing Body.

The emergency or activity bag must include the following:

e Afirst aid kit in a waterproof bag (inc. a face mask)
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Survival bag
Group shelter
Whistle
Mobile phone

Additional Recommended Iltems:
e Food

e Drink

e Additional medication
e Suncream

The hazards associated with the above activity and the precautions to be taken are covered
in our risk assessments.

27. Beaches

Beach visits must be conducted in line with the Poles APart AP ‘Beach visit/Coastal Activity
Risk Assessment’.

Staff must check tide times and conditions prior to conducting a trip to the beach.

Students may only enter the water at a Lifeguarded beach (further details can be found at
www.rnli.org), during the months of MAY to SEPTEMBER. If for any reason lifeguards are not
present, then no person, staff or student, is to enter the water.

Students must be accompanied in the water by a relevant number of staff as per staff to
student ratios. If staff are unwilling to enter the water, the students cannot enter the water.

Students and staff must not go any further than knee depth.

If students do not comply with instructions they must exit the water. If necessary, a change of
location may be required.

28. Forest School

Poles AParts AP’s Forest School provides a unique outdoor educational experience that
fosters holistic development through hands-on learning in a natural environment. This


https://www.rnli.org/
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approach emphasises child-led exploration, encouraging curiosity, creativity, and confidence
while connecting learners with nature.

Objectives

Personal Development: Our Forest School promotes self-esteem, resilience, and
social skills through collaborative activities and problem-solving in a natural setting.
Environmental Awareness: Participants develop a deeper understanding and
appreciation of their environment, fostering a sense of responsibility toward nature.
Skill Development: Through various outdoor activities, learners enhance practical
skills such as teamwork, communication, and critical thinking.

Implementation

Program Structure: Sessions are designed to be flexible and responsive to the
interests and needs of participants, integrating elements such as storytelling,
wildlife observation, bushcraft and survival, and creative arts.

Safety and Risk Management: All activities are conducted in line with the Poles
APart Poole Farm Risk Assessment and the Poles APart Forest Skills Risk
Assessment. Qualified and/or trained staff will ensure that all activities are
conducted in a safe manner, teaching participants to recognize and manage risks
themselves, whilst under supervision at all times.

Inclusivity: Our Forest School is accessible to all participants, with adaptations
made to meet individual needs and ensure full engagement.

By incorporating the Forest School into our outdoor education programme, we aim to create
enriching, transformative experiences that promote lifelong learning and a strong connection
to the natural world.

29. Activity Ratings

The below activities have been rated as per their perceived level of risk.

Level 1 Activities (Low to Medium Risk)

Beach Visits/Coastal walks (As per the Beach Visit/Coastal Activity Risk Assessment)

Gym Visits (As per the Gym Visit Risk Assessment)

Indoor climbing (at authorised venues ONLY, as per the Indoor Climbing Risk Assessment)

Museum Visits (As per the Museum and Public Attraction Risk Assessment)
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Play Parks (As per the Play Park and Adventurous Playground Risk Assessment)

Zoo Visits (As per the Zoo Visit Risk Assessment)

Walking in moorland areas/woodland areas (As per the Walking Country Risk Assessment)

Swimming in Lifeguarded pools (As per the Swimming Pool Risk Assessment)

Skateparks (Including rollerskates, rollerblades, scooters. Bicycles ARE NOT authorised)

Level 2 Activities (High Risk - Only to be conducted by Trained and Competent
Persons)

Fire lighting (As per the Forest Skills Risk Assessment)

Use of sharp-edged tools (As per the Forest Skills Risk Assessment)

Archery (External Provider only, as per the Archery Risk Assessment)

Indoor Climbing (Roped climbs with a qualified instructor, as per the Indoor Climbing Risk
Assessment)

Outdoor Climbing (External Provider ONLY)

Slacklining (As per the Slacklining Risk Assessment)

Fishing (As per the Fishing Tidal and Crabbing Risk Assessment)

Paddlesports (Incl. Kayaking, Stand Up Paddleboarding, Canoeing. External Provider
ONLY)

Mountain Biking (External Provider ONLY. Guided bike tours ONLY)

Surfing incl. Bodyboarding (External Providers or Qualified / Trained Staff ONLY as per the
Bodyboarding Risk Assessment)

Level 3 Activities (Unauthorised Activities)

Swimming in pools which are NOT lifeguarded

Swimming in the sea

Swimming in rivers

Homemade rope swings (that have not been assessed for safety by the Outdoor Education
Manager)

Free running/Parkour

Cliff jumping into water (Tombstoning)
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Coasteering

Climbing trees

High balance beams
Climbing to the top of 'The Rock’, Yelverton

Weaselling (squeezing through tight spaces in rocky environments)

Shooting Ranges

Trampoline Parks

*Any activities NOT listed above MUST be cleared through the Outdoor Education
Manager prior to the activity being organised

Staff must ask the Centre Manager/Outdoor Education Manager for advice and
permission before selecting an appropriate location for the activity.

30. Review
This policy will be reviewed annually, or sooner if legislation or guidance changes.
Designated Person: Outdoor Education Manager

Next
Review Date | Name Actions ex-
Review
Review of policy, updates
11/09/23 Tom Thorpe completed where deemed 11/09/24
necessary.
Review of policy, updates
05/06/24 Sam Laskey completed where deemed 05/06/25
necessary.
Jonathan List Edited 13. External
25/06/24 onathan tis Adventurous Activity Providers. 25/06/25
Lewis L
ewis Lee Added 27. Beaches.
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Added “Forest Skills” to
Section 25.

) Added Section 28 “Forest
03/02/25 Jonathan List School” 03/02/26

Added Section 29 “Activity
Ratings”

Review of policy, updates
24/07/2025 Jonathan List completed where deemed 24/07/2026
necessary.

Review of policy, updates
05/05/2026 Jonathan List completed where deemed 05/05/2027
necessary.

09/09/2026 Jonathan List Section 13 expanded 09/09/2027




