East Kent Access Road - Phase 2

Method Statement Guidelines for All School 

Based Visits/Activities 

1. Introduction

1.1 The information below has been set out to help inform schools about what is expected of young people and staff when they attend an event organised by Oxford-Wessex Archaeology (OWA) in partnership with others.  There is also information on what schools can expect from the staff leading an activity. These guidelines should be helpful to all concerned as the responsibilities of each party are clearly defined and will help the visits/activities run smoothly. 

2. Working Practices for school/group events, responsibilities and equipment

2.1 Group Size and Staffing

The leader in charge of the activity must use their professional judgement to decide on a safe young person-to-leader ratio, taking into consideration the weather conditions, venue, nature of the activity and group dynamics. In general, group size will vary according to the above, however we generally work to a staffing ratio of 1:10, which includes teaching/organisation staff and adult helpers.

Accompanying adult helpers of the school are expected to participate in the activities and support OWA staff who lead activities.

2.2 Oxford-Wessex Archaeology Staff Responsibilities

Staff of OWA are responsible:-

· To plan, organise and run the activity/event. Where an activity or elements of the day are delegated to other adults the activity/event organiser/leader retains overall responsibility.

· To choose activities and venues suited to the needs of the visiting group, which are also appropriate to the time of year.

· To ensure that all preparation and planning is completed well in advance.

· To ensure that the activity takes place in a safe manner. This is achieved by an on-going consideration of all the variable factors that could affect the situation. These factors include the school group itself, the weather, the equipment, the activity and the venue.

· At times OWA staff may have assistants working with them. Assistants may often be outside contracted workers, volunteers or work placement students. Some may have limited experience of the activities and the role of a leader. These staff will be the sole responsibility of OWA. 

2.3 School Group Staff and Accompanying Staff Responsibilities

Staff who accompany the school group are responsible:-

· To ensure safe and appropriate behaviour of their young people throughout the stay and during any breaks.

· To provide assistance and support to OWA staff where necessary.

· To be well prepared with all relevant information needed for the day as expected by OWA staff.

· To inform OWA staff of any young person with special needs that may affect their behaviour and/or ability to carry out the activities planned either before the day or on the day.

· To inform OWA staff of any person with mobility difficulties as the visit may include a tour of the site. This could include steps and uneven ground.

· To ensure the safety and welfare of their young people and staff during lunch and break times. The staff of the school group has sole responsibility of the visiting school/group and NOT OWA staff

· To ensure that all supporting staff from the school are well informed about the activities/events and are prepared to assist the young people, to take responsibility for their behaviour and to participate in the activities.  

2.4 Guidelines on the Expected Behaviour of Young People

Young people attending the event/activity are:-

· Not allowed to run during an activity unless specifically asked to by a member of OWA staff, and only if the immediate area is deemed safe.

· Expected to behave in an appropriate manner to teaching staff and other young people. Physical, threatening or inconsiderate behaviour by a young person that either places themselves or others around them in an unsafe or threatening capacity will not be tolerated. If a young person’s behaviour is seen to endanger others around him/her that young person will be asked to be removed from the group by OWA staff and will remain solely the responsibility of the accompanying school staff school group.

· Expected to show respect for the environment they are in. Vandalism to artefacts, equipment and the natural environment will not be tolerated.

· Expected to listen and react appropriately to the staff leading the activity.

· Expected to abide by the rules of the venue. 

2.5  Personal Clothing and Equipment

It is the responsibility of the visiting school to ensure that:-

· All pupils wear suitable clothing for the event/activity, time of year and prevailing weather. School staff and parents should be aware that any clothing or footwear might get dirty/wet during the visit.

· All pupils wear appropriate footwear and waterproofs. A change of footwear for the return journey in coach or mini-bus would be very useful. Wellington boots or strong shoes are recommended.

· All pupils should when appropriate bring with them a sun hat and apply throughout the day sun cream/block when necessary.

· All pupils should bring a snack and a suitable drink, if necessary and appropriate for the session / day.

· All pupils should leave valuable personal items at home.

3. Activities – Risk and hazard information

The list below has been drawn up to provide teachers with information on the type of activities that may take place during the visit. Staff should be aware that all activities have their own risks. However, if young people and staff are made aware beforehand of what they may encounter then this risk will be significantly reduced.

As in all cases, full supervision and responsibility of the behaviour of pupils rests with the visiting staff (i.e. teachers and parent helpers). When young people are led by OWA staff, the responsibility for the general welfare of young people is extended. 

Archaeological Tour

During the tour, the pupils and staff may get to handle various objects – care should be taken when doing so. The walk round the excavation and surrounding area may present trip hazards so all pupils and staff must take care.  The tour may involve looking and handling newly discovered artefacts.  Care must be taken by pupils and staff alike.

Excavating for artefacts

This activity involves a small team approach in excavating in ‘soil’ a range of original and replica artefacts. Some artefacts (e.g. Flint) may be sharp.  Only trowels should be used by pupils and staff. No one should excavate with their hands. The ‘soil’ is made up of coloured recycled rubber.

Pottery

Gloves are available for those with skin allergies. It should be made clear to the young people that the wooden/plastic clay tools when used should be used sensibly and with respect for those around them. The young people should not consume clay or rub their  eyes if their hands are covered in clay.  

Pottery Reconstruction

This activity involves a small team approach in the reconstruction of various styles of pot using sellotape. Gloves are available for those with skin allergies. While the edges of the all pottery sherds have been smoothed over staff are advised to check all edges to ensure that they are not sharp.

Timeline

Using a range of replica and original artefacts pupils will 'discover' the time periods used by archaeologists.  Pupils will handle the artefacts and be made aware that some of them may be heavy, sharp, fragile or small. All pupils will be made aware of the hazards and how to treat the artefacts not only for their own safety but also because of the rare and special nature of the artefacts themselves. Depending on the age of the pupils, staff may remove certain artefacts that they feel are a hazard to the pupils.

Additional Information

When schools visit the Community Excavation please be aware that as part of the record of the excavation OWA staff may be filming or taking photographs.  It would be therefore very useful for your school to inform the OWA Outreach Officer of the school policy with regard to pupils being filmed or photographed.  This also applies to visits to the Community Excavation by local radio and TV reporters when your school is on site. 
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