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Job Title: 	Educational Visits Coordinator
Salary: 		Kent Scale D
Contract: 	Permanent, part-time. 
	

Main Purpose of the role
Responsible for the co-ordination of school trips and activities to ensure that they are organised in line with school policy.

Contribute to the safeguarding and promotion of the welfare and personal care of children and young people with regard to the area child protection procedures.

Educational Visits Coordinator (EVC):
· Responsible for the day-to-day operation, including administration, of the Trips and Visits process.
· Train and advise trip leaders on their responsibilities via organising and leading CPD sessions
· Ensure trip leaders operate within the deadlines for the trip/visit they are organising, following up via email and face to face where necessary. 
· Inform the Cover Lead of staff absence due to school trips and visits, ensuring cover is arranged.
· Liaise with colleagues as appropriate to publish an annual trips and visits calendar.
· Liaise with parents concerning special arrangements or health concerns for students on trips.
· Make bookings with travel agents and venues, and arrange transport 
· Send out communication to parents via Bromcom as directed by trip leaders, and respond to queries 
· Track and collate parental payments and replies, and follow up as necessary.
· Collate and distribute medical and dietary information as appropriate 
· Complete risk assessments for all trips, reviewing where necessary to ensure they are fit for purpose and ensure they reflect current policy. 
· Liaise with finance staff regarding payment of suppliers.
· Produce a “visit pack” document and distribute to relevant staff and ensure they are kept up to date with trip details.
· Assist with organising school activities such as external production companies for plays or PSHE events. 
· Evaluate trips and suggest improvements for the future 
· Maintain computerised and paper systems in an orderly way with structured filing systems 
· Keep up to date with school trip best practice and legislation to ensure health and safety and safeguarding requirements are met.

D of E Manager 
· Introduce the Award to parents and students through assemblies, letters and information packs Liaise with parents and students regarding the Award
· Liaise with staff members associated with Award activities
· Coordinate whole-school activity initiatives for students
· Set up and keep a constant check on all e-DofE accounts in school
· Run a drop-in clinic to support and advise students
· Run afterschool activities to prepare students for upcoming expeditions
· Order DofE packs and certificates when needed from the DofE organisation 
· Liaise with AAPs to organise dates for training and Expeditions
· Organise training and expeditions, in association with the AAP, finance and school office teams.
· Organise staff training for DofE Expeditions
· Organise celebration events
· Liaise with the AAP on the running of DofE Expeditions becoming the DofE Expedition Lead from the school
· Manage TWGSB staff on expeditions
· Order additional first aid provisions for DofE expeditions.

Health and Safety
· Ensure all relevant medical information for students is checked and reviewed prior to educational visits.
· Liaise with the Medical Office, Pastoral Team and SEND Team to ensure individual student needs are identified and appropriately supported.
· Support the completion of individual student risk assessments, where required, in conjunction with the Pastoral and SEND teams.
· Liaise with the Medical Officer to ensure appropriate first aid bags, medication and medical equipment are prepared for educational visits.
· Coordinate appropriate staff training to support students with specific medical needs on educational visits, including conditions such as anaphylaxis and diabetes.

All Round Excellence Week
· To organise a week of activities for students at the end of the summer term.
· Liaise with  Heads of Year and trip leaders   to plan and organise whole year group trips for ARE week
· Contact venues to arrange trips and set dates.
· Liaise with finance over costings. 
· Inform parents of costs and arrangements of events.
· Inform students and staff of all arrangements via assembles and e-mails

Other Duties 
· Planning UCAS trip for Sixth Form students 
· Organise transport for departments, such as organising minibuses PE for sports trips.
· Assist with Exam Invigilation when needed 
· Ability to drive the school minibus as required for trips and DofE expeditions







Person Specification 


	
	Essential
	Desirable 

	Skills & knowledge

	· Proven experience of administration. 
· Problem solving.
· Solutions focused. 
· Highly effective written and verbal communication skills – ability to compose letters accurately.
· Ability to work on own initiative and make decisions as well as a member of a collaborative team.
· Good organisation skills, ability to multi-task, prioritise effectively and work to tight deadlines
· Discretion, sensitivity and diplomacy.
· Comply with school policy on data security and GDPR legislation
· Excellent interpersonal, oral and written communication skills
· Proficiency in using Microsoft Office applications (e.g. Outlook, Word, Excel, PowerPoint).
· Able to work in an organised and methodical way 
· Able to prioritise and manage workload, working effectively and calmly under pressure 
· Able to work quickly, accurately and to deadlines 
· Able to liaise with stakeholders in a confident and professional manner 
· Able to maintain confidentiality 
· Holds a driving licence (Cat B)
Would undertake the D1 (minibus) assessment
	· Previous experience working in a school environment, specifically within administration.
· Ability to relate to all staff and students within the school environment.
· Knowledge and experience of whole school procedures, organisation and structure.
· Holds a D1 Driving Licence and passed the Kent Driving Test
· Knowledge of Bromcom (MIS)


	Qualifications 
	· Educated to A level equivalent; C or above at GCSE English and Maths. 
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