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Date agreed: ……………………..
To be reviewed: ………………….

Rationale 
At Tilery Primary School we feel that school visits are an important part of the curriculum to which each student is entitled. Visits provide opportunities to see places and have experiences that support learning in curriculum subjects and/or develop personal and interpersonal skills. It is hoped that all children will take part in one curriculum visit per term. It is an aim of the school that every pupil has the opportunity take part in at least one residential visit during Key stage 2.

Aim of policy

To promote the safety of adults and children during school visits.
Procedures

At the beginning of every school year all parents/guardians are asked to sign and return a consent form giving permission for their child to go on day visits for the academic year. Residential visits require completion of a ‘loco parentis’ form that includes medical information, emergency 

contacts and any additional needs of the child.
School visits must be planned well in advance, with careful consideration being given to the aims and objectives of the trip and the nature of the activities to be experienced.
All visits must be authorised by the headteacher.
Whenever possible a prior visit should be made by the person organising the trip in order to plan the work, talk to staff and carry out a risk assessment. A risk assessment and a ‘Have a nice day form’ must be completed and given to the headteacher before every visit.
All parents are to receive a letter giving details of the trip, including time, place, clothing and lunch arrangements, activities for the day and any special arrangements. 
Coaches used for school trips must be fitted with seatbelts and staff must ensure that each child has their seatbelt on correctly before the coach moves. If private cars are used, these must also have a seatbelt for each child, and parents must be informed that their child will be travelling in a private vehicle. In addition the driver of the vehicle must ensure that their insurance covers them to carry children on school visits, and sign a form to say so (In Health File 1 in staffroom).
Adequate adult supervision must be maintained at all times. The ratio of children to adults varies according to the age and activity. The current Government guidelines for low-risk activities suggest the following: one adult to five pupils in EYFS, one adult to six pupils in Years 1-3, or one adult to ten pupils for years 4-6. 

Prior to the visit the children should be made aware of the aims of the visit, organisation for the day (including what to do in an emergency e.g. if separated from the group) and expectations of behaviour. 
All additional helpers should be informed of the procedures in place for the trip, plus any emergency procedures. They should have a group list and frequently take head counts throughout the trip, particularly after leaving a venue.
Any volunteer adults who accompany the group should not be left in sole charge of pupils if 

they have not had a criminal record (CRB) check.
First – Aid: Whenever possible one of the adults accompanying the group

       should hold a current first-aid qualification. If a qualified first-aider is not     

      available then the most senior member of staff will take responsibility for 

       First Aid. When children are divided into groups for activities a first aid 

       kit should be carried by every adult with responsibility for a group. 
Medical: any medicine needed by the children should be clearly labelled and carried by a designated adult. A consent form to administer the medicine should be completed and signed by the parent or guardian.

Additional guidelines for residential visits

The following guidelines supplement the information already given for day visits. In the ‘shared work’ area of the computer network in a folder called ’Visits’ there are examples of forms, letters etc that have been used in the past. The staff to pupil ratio for residential visits must be fit for purpose and will depend on the activities included. There are also signposts to relevant documents in the Local Authority Guidance and Endorsement documents. At least one member of supervising staff should be a qualified first aider. 

Discuss proposed visit with headteacher and gain permission from the headteacher and governing body for the visit to go ahead.
Initial planning visit: aims, target age group, accommodation, transport, activities, staffing etc

It is preferable that you visit and evaluate the area, accommodation,     activities, walks etc. 

Send first letter inviting children to apply

Letter offering places to selected children 

Explanatory letter for reserves

Hold meeting for children and parents to give further details about the visit. At the meeting give out: - 

Kit list re. clothing etc.

Travel times and arrangements

Consent forms, medical info 

Emergency contact forms
Arrange insurance for children and staff– see Health & Safety file 1 in the staffroom.
Produce details of the visit, aims, arrangements, staffing, health & safety issues etc and forward to Governors Visits Sub-Committee.
Complete an endorsement request and send it to the Local Authority’s Educational Visits advisor at least 30 days in advance of the visit.
Send reminder of important times and contact details (for parents to contact the venue in case of emergency) to parents a week prior to the visit.
Make sure tickets, passports, permission to travel and EHIC’s are ready and up to date.
Meet with all staff concerned to share information and make sure roles and responsibilities are understood.
Have reserve staff on standby in case of last minute problems e.g. illness .
Make sure participating staff have information re. children and other adults in case of illness/accidents e.g. emergency contacts, relevant   medical information such as allergies, G.P’s name and number.
Make sure money is arranged if required e.g. currency if travelling abroad.

Have a kit/luggage check the day before departure.
Have a member of staff who is designated as the point of contact at school/home throughout the visit. Take their phone number/s and leave details of accommodation, lists of children travelling, contact numbers and itinerary with them. 
As soon as possible after arriving at the residential venue make sure children are aware of emergency exits and procedures in case evacuation of the building is required. Recap on rules and expectations and explain what they should do for specific problems and/or emergencies e.g. enuresis, feeling ill during the night etc.

NB Residential visits cannot go ahead without the endorsement of the Local Authority. 

For more detailed guidance for any visit please see the document ‘Health and Safety of Pupils on Educational Visits’ in the Educational Visits file which is on the shelf in the staffroom.

Signed: ………………………………….  
Date: ……………1.05.13…………

Signed ………………………………….  Chair of Governors

Date: ……………16.05.13………
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