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ST PHILIP NERI RC PRIMARY SCHOOL

 EDUCATIONAL VISITS POLICY
OVERVIEW

St. Philip Neri RC Primary School acknowledges the great value of educational visits in broadening and enhancing both the learning and social experience of pupils.

Under guidance which came into effect on 1/03/04, all schools are required to have a named Educational Visits Coordinator (EVC), who will ensure that the planning and supervision of all visits and adventurous activities meet the DfES requirements and LA guidelines.

St. Philip Neri RC School EVC is Mrs. Lucie Stephenson
All forms referred to in this policy are available from the School Office.

APPROVAL FOR VISITS

All matters regarding each visit outside school – feasibility, planning, safety, organisation etc, will require the prior approval of the EVC.

Approval of day visits is at the discretion of the EVC (Headteacher). However, visits that are either:

· overseas

· residential or

· involving an adventurous activity

will require the additional approval of the Governing Body of the school.
COMPETENCE TO LEAD

Any member of staff leading a visit will need to have their “competence to lead” assessed before approval for the visit is given. This will be carried out by the EVC (Headteacher).

REASONS FOR VISITS

It is essential that all visits have sound and clearly stated educational aims, and should be linked to work or topics that are being taught within the year group.

ASSESSMENT OF RISK

Risk assessment is a careful examination of what could cause harm to pupils, staff or others, together with an identification of the control measures necessary in order to reduce risks to a level which, in the professional judgement of the assessor, is deemed to be acceptable.

In considering risk, there are three levels of which visit leaders should be mindful:

· Generic Risks – normal risks attached to any activity out of school.

· Event Specific Risk – any significant hazard or risk relating to the specific activity and outside the scope of item 1 above.

· Ongoing Risk – the monitoring of risks throughout the actual visit as circumstances change.

Despite the most detailed and careful pre visit planning, things can go wrong on the day, eg parent helper is unavailable, member of staff is ill, transport fails to arrive etc. To avoid having to make important decisions under pressure, it is important that some advanced thinking is done to cater for any foreseeable eventuality.

INCLUSION

St. Philip Neri RC Primary School fully supports the availability of educational visits to all pupils and recognises that children with additional educational needs, including those with challenging behaviour should always be included. Reasonable adjustments will be made to ensure all children are able to attend, such as 1:1 support, however, should an incident of unacceptable behaviour occur which affects the individual, other children or adult helpers, a parent will be expected to collect their child, or, if it is impossible for the parent to collect their child, school will be contacted so an alternative arrangement can be made.

STAFFING RATIOS

A professional judgement must be made by the visit leader and EVC(Headteacher) regarding the ratio for each visit. There must be an appropriate level of supervision at all times.

This will be determined by:

· type, duration and level of activity.

· needs of individuals within the group.

· experience and competence of staff and accompanying adults

· nature of the venue 
· weather conditions at the time of year

· nature of transport involved

SUPERVISION

Pupils must be supervised throughout all visits. However, there are circumstances when they might be unaccompanied by an adult (remote supervision). The decision to allow remote supervision should be based on risk assessment and must take into account factors such as:

· prior experience of pupils

· age of pupils

· responsibility of pupils

· competence/experience of staff

· environment/venue

ROLE OF SUPERVISING PARENTS/VOLUNTEERS

Supervising parents/volunteers must be fully briefed on the programme, venue, activities, supervision arrangements and their responsibilities. They must also be given a written list of the pupils in their immediate care. Parent helpers and volunteers must be CRB checked, carried out by St. Philip Neri RC School and the LA.

FIRST AID/MEDICAL

The level of first aid provision should be based on risk assessment. On all visits there should be a member of staff who has a good working knowledge of first aid. A qualified First Aider must accompany pupils for residential visits.

First aid kits are available in the Staff Room. If the visit involves the party splitting up by any distance, a kit should be taken for each group.      

Staff are required to check the medical care list (see Medication Policy) to ensure they are aware of any child’s particular medical needs and their medical care. All necessary medication, such as epi-pens, inhalers, diabetic emergency kit etc must be taken on the trip and available to the child at all times.
TRANSPORT
Travel arrangements should be included in the risk assessment. If public transport is to be used, all pupils and supervisors must be fully briefed as to procedures on platforms, at bus stops, on busy streets etc.

If travel is by coach or minibus, all pupils and staff must wear a seatbelt. Staff must ensure that pupils comply with this rule.

If any pupils are to travel by car, the driver must have produced insurance documentation to prove that they are covered, and the parent/carer of the child must be informed and sign a permission slip.

This is also relevant to sports fixtures and applies to both staff and parent cars.
SEEKING PARENTAL CONSENT

Parents should be made fully aware of the nature and activities of the trip, and of any likely risks during the trip, so they may give consent or refuse on a fully informed basis.
The form sent out to parents (Educational Visit Information for Parents) or, in the case of a residential visit a letter, should give full details of the visit, the reason for the visit, supervision arrangements and transport arrangements. The form/letter should also state the cost of the visit per child. There should also be a return slip at the bottom of the form/ letter which acts as a permission slip or refusal slip.
BEFORE THE VISIT

· Fill in the Educational Visit Form at least four weeks before the visit, for the EVC (Headteacher) to approve. The form will be kept in a central file. (See attached)
· For residential visits (Year 6 only) parents must be given at least one years notice.

· Inform the kitchen that provides hot lunches that X number of children will not require a hot dinner on the trip day (3 weeks notice must be given). 
If approved:

· book visit

· send out relevant form/letter to parents

· book transport, through school clerk

ON THE DAY OF THE VISIT

Be sure to:

· collect first aid kits

· collect buckets in case of travel sickness

· Take all necessary medication (epi-pens, inhalers etc)

· Brief supervising parents and give them their list of children.

· Ensure that members of staff have a mobile phone and the school office has the number/s.

· Count pupils and remind them to take all necessary belongings with them (coat, packed lunch etc)

During the course of the visit, pupils should be counted regularly as appropriate, and always when changing locations. Always double count. 
AFTER THE VISIT 

Hand in school risk assessment sheet and any follow up information on how the visit went to the EVC.

Date of review 2011

St Philip Neri RC Primary School - Educational Visit or Journey
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This form should be completed by the teacher in charge and submitted to the head teacher for information and for the approval of the head teacher and/or governors.

	Destination
	Teacher in charge
	Adult helpers
	Details of visit
	Date
	Class

Year Group
	Travel Arrangement
	Proposed Activities

	
	
	
	
	
	
	
	


	Pre Visit Risk Assessment
	Check - List
	What site/visit specific risks/hazards have been identified?

How will they be addressed?

	Group Leaders are expected to carry out a risk assessment prior to any event which takes pupils off the school site.  This may, but does not necessarily, include a pre-visit.

Generic activity risks (those which are likely to apply to the activity whenever and wherever it takes place) should be considered first.
	Have the following generic activity risks been considered as far as possible?

Please tick or indicate if n/a

· Information to parents

· Parental permission

· Timetable for the visit

· Food/drink, clothing, toilet requirements

· Individual pupil needs and capabilities

· Effect of weather on the activity

· Appropriate adult supervision

· Knowledge of the destination

· Pupil Behaviour

· Procedure in event of illness or injury

· First Aid/Fire arrangements

        Communications
	Identified Risks

· 
	Addressed

· 


Signed :_______________________________________   Teacher in charge



Date _______________________

On Going Risk Assessment

To be used on the day of the visit.

SUPERVISION: Responsibilities

· Allocated supervisory responsibility to each adult for named pupils

· Ensured that each adult knows which pupils they are responsible for

· Ensured that each pupil knows which adult is responsible for them

· Ensured that all adults understand who is the overall group leader responsible for the supervision of the group

· Ensured that all adults and pupils are aware of the expected standards of behaviour

Group Leader

It is the Group Leaders responsibility to make judgements and decisions as the need arises during the visit.  It is good practice for details of these to be recorded after the visit.

Supervisors

· Does each supervisor have a reasonable prior knowledge of the pupils, including special or medical needs

· Has each supervisor

· A list of pupils in their group

· Been instructed to supervise pupils directly

· Been instructed to regularly check that their group is present

· A clear plan of the activity and its purpose

· The means to contact the group leader or other supervisors if necessary

· Prior knowledge of the venue

· The ability to anticipate potential risks, recognise hazards and arrive at the point of hazard before pupils do and to act promptly where necessary

· The ability to monitor the activity and the physical and mental condition of the group members

· The competence to exercise appropriate control of the group

· An understanding of procedures in the event of an emergency

· Has each pupil

· Been informed who their supervisor is, where he/she is and how to contact them

· Been given clear, understandable and appropriate instructions

· Been told never to be alone

· A meeting place to return to, or instructions to remain where they are, if separated from the group

· Been told of the expected standards of behaviour

Signed ____________________________________                                 Date __________________________
St Philip Neri RC Primary School - Educational Visit or Journey
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This form should be completed by the party leader and submitted to the head teacher for information and for the approval of the head teacher and/or governors.

	Destination
	Teacher in charge
	Adult helpers
	Details of visit
	Date
	Class

Year Group
	Travel Arrangement
	Proposed Activities

	
	
	
	
	
	
	
	


	Party Leader 
	Party Leader
	Adult helpers
	Details of visit
	Arrangement of visit
	Signed & Dated

	Has he/she previous experience   y/n


	Has he/she experience / qualifications of leader  y/n


	How many staff/adults have emergency/first aid qualifications


	Will special insurance cover be required   y/n

If yes, name company :


	Is the visit to be arranged through an external agency or commercial company   y/n

If yes, name company:


	


Signed :_______________________________________    Head Teacher

ASSESSMENT OF AN EXTERNAL PROVIDER

This is to help our school and its staff to assess the service, support and risks involved in the use of your company to provide activities for our pupils.

We would appreciate your cooperation in providing as much of the following information as you feel is relevant.
















    y/n
· Do you hold a licence under the AALA regulations?







________
·       Is the licence current?





________
· Does it cover all the activities in which our pupils may participate?





________
· Which external bodies examine your organisation?







________
________________________________________________________________

________________________________________________________________

________________________________________________________________

· Do you encourage a planning visit?   









________
· How far is the nearest doctor/hospital?








________
· Is the programme of activities suitable, relevant and appropriate for the age group
/educational needs of the pupils who will attend?







________
· Has the L.E.A. checked/approved your provision?







________
· Are all the staff competent/qualified/experienced to meet the technical expertise and
group management demands of the activities you provide?






________
· Are all CRB clearances up to date?









________
· Do you clearly identify the key person/instructor responsible for the supervision of pupils
and staff involved in each activity?









________
· Does the centre have a written safety policy with guidelines for each activity, venues, and
levels of staff competence/qualification and experience required for particular activities? 


________
· Does the centre have written risk assessments?







________
· How often are they reviewed?










________
· Does the centre make use of external instructors?







________
· Are all relevant qualifications and checks carried out for these?





________
· Does the ratio of pupils to instructors vary according to different activities? 



________
· What is the average ratio?










________

· Does the centre have a written policy for maintaining and checking the safety of its equipment?

________
· Are the responsibilities of centre staff and accompanying school staff clearly defined?


________
· Does the centre have safety and conduct rules for visiting groups?





________
· Are these provided to visiting staff on arrival?







________
· Is there a fire drill or instruction early in each course?






________
· Are there smoke/heat detectors in the living areas?







________
· Is the accommodation regularly checked for safety/fire risks?





________
· Are staff rooms adjacent to pupils’ accommodation?







________
· Are there clearly defined accident and emergency procedures on display?




________
· Are there sufficient staff with First Aid qualifications?






________
· What types and levels of insurance are provided?







________
· For what figure is the centre covered for Third Party insurance?





________
· Do centre motor vehicles meet statutory regulations?







________
· Does the centre comply with all aspects of the Health and Safety at Work Act?



________
· Are there adequate security arrangements for safeguarding the pupils/buildings/sleeping accommodation?
________
· Is admission to the site controlled?









________
· Do members of staff and visitors wear recognisable symbols of identity?




________
Many thanks for your time and cooperation.

Form completed by : ________________________  Name


Signed :
_________________________


Date :

_________________________ 
