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Policy

for

Off Site Visits

At Awel y Môr Primary School educational visits are seen as an integral part of school life and children are taken on visits as and when deemed appropriate by the class teacher in consultation with the Headteacher. 

As part of our aim to provide a broad and balanced curriculum, educational visits: 

· Have a stated educational purpose 

· Enrich our curriculum 

· Provide children with first hand experiences 

· Motivate and stimulate children 

· Enhance learning opportunities 

· Develop personal and social skills 

· Provide a positive contribution to the development of cross‐curricular dimensions 

Planning 
Educational visits should be included in teacher’s planning. In some cases it will be necessary to plan further in advance, for example at the beginning of the school year, as some visit locations are in heavy demand. 

Preparation 
Once a member of staff has decided on the visit location and what transport is required, then detailed preparation needs to start as soon as possible and at least four weeks in advance. 

An EVOLVE educational visit form must be completed by the teacher and submitted to the Headteacher for approval. 

The EVOLVE form includes information on:

Visit Type & Date

Travel Arrangements

Purpose & Activities

Risk assessment

Provider check – adventure

Risk Assessments applicable to this Visit

Other Documents (if applicable)



Programme / Itinerary



Post visit evaluation



Letter to parents



Independent Provider Form



Pupil/young person list
Parental permission letters will include information on the following: 

· Venue 

· Date 

· Departure and arrival times 

· What to wear 

· What to take 

· Packed lunches 

· Cost, including a statement about voluntary contributions 

· A clear reply slip giving permission must be included for parents to return. All slips and monies will be collected by the class TA before being sent to the school office. Every effort must be made to collect the voluntary contributions, but no child should be left at school because their family cannot pay. 

Itinerary 
Teachers need to plan and know the itinerary for the whole visit. This should include: 

· Times 

· Places, with phone numbers in case of emergency, details of disabled facilities 

· Access if appropriate 

· Activities 

· Groups 

· Supervision 

What to take: 

Class teachers should prepare the following items for their school trip 

· First aid kit 

· Any medication specific children need, for example Ritalin, asthma pumps

· Emergency contact list 

· Any resources or equipment needed 

· Mobile telephone (number always left in the office) 

· Cash for unexpected costs 

Costs 
The amount the children pay needs to cover the whole cost of the visit including transport, admission fees, educational packs etc. 
Child – Adult Ratio 
Ratio of children to adults should be at least 1:4 in Foundation stage, 1:6 in KS1, and rising to a ratio of 1:10 in KS2. The number of adults required will depend on the nature of the visit and the amount of supervision needed. 

Spending money 
Children should not bring money, cameras, sweets or mobile phones on school trips. 

Uniform 
All children must attend all school trips in full school uniform. Weather appropriate outer garments and footwear must also be worn. It is easier to identify children if they are wearing their school uniform. Children should bring a backpack to carry all their equipment. 

Safety 

· A risk assessment of the venue must be obtained/completed beforehand and added to the EVOLVE form 

· Only in the most exceptional circumstances, and only with permission from the Headteacher will a child not be allowed to go on a school trip. 

· Children must be supervised by an adult at all times, including lunch times 

· A suitable place for lunch and toilet facilities needs to be considered 

· Staff must make an assessment of any potential hazardous situations before the visit takes place, for example children’s playgrounds 

· All adults need to be comprehensively briefed know the itinerary, which group of children are in their charge, the aims of the visit, and exactly what their duties are. 

Safeguarding

Where a volunteer is engaged in a ‘one‐off’ activity e.g. helping supervise a group of children as part of a class visit, no formal checks are carried out on these volunteers. These volunteers, who are under constant supervision of school staff and are never left unsupervised with children.

…………………………………………………………………………………………………………… 

Residential Visits 
All residential visits follow school policy on educational visits. Plans for a residential visit need to take place well in advance (ideally 6 to 9 months). 

Prior to any residential visit, the staff responsible need to: 

· Check for suitability and safety, especially appropriate safety standards in outdoor activity centres 

· Look at disabled access/facilities/arrangements 

· Collect information about the venue and its surrounding area 

· Find out location, address and phone numbers of the local doctor’s surgery, nearest hospital etc 

· Following the initial visit, costs need to be worked out. 

Parents then need to be notified about:

· Purpose of visit 

· Costs, including a planned saving scheme 

· Practical arrangements 

· Itinerary 

· Arrangements for supervision and safety 

· Medical and emergency arrangements 

· Consent forms 

· Contact numbers 

· A detailed itinerary 

· Medical and dietary arrangements needed 

During the visit 

· Staff must ensure the adequate supervision and safety of all children at all times 

· In the case of any emergency, the appropriate adults at school must be contacted immediately 

· Children should know which adult is on duty at all times

S J Greasley
September 4th 2018
This policy will be updated during the Summer Term 2019
