Brighton Avenue Primary School

Educational Visits – Policy/Guidelines
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Educational school visits are encouraged at Brighton Avenue Primary School.

Visits are an important element of the educational lives of children.  These visits may be strictly educational and cultural or a leisure activity, whether undertaken within or outside normal school hours.  They include half day or day visits as well as those requiring an overnight stay, both those arising directly from the curriculum and those that are clearly extra-curricular, for example, a sporting activity after school or at weekends.  Visits during school hours must be justifiable in terms of supporting the current school improvement plan.

At Brighton Avenue Primary School we value educational visits as they :-

· Raise achievement by boosting self esteem and motivation

· Develop key skills

· Develop social education and citizenship

· Promote education for sustainable development

· Promote health and fitness

We feel that educational visits support the school curriculum and the national curriculum in the following ways:-

· Build on pupils’ strengths, interests and experiences and develop confidence to learn and work independently and collaboratively.

· Give pupils the opportunity to become creative, innovative, enterprising and capable of leadership.

· Develop their physical skills and encourage pupils to recognise the importance of pursuing a healthy lifestyle and keeping themselves and others safe.

· Develop pupils’ integrity and autonomy.

· Develop pupils’ awareness and understanding of the environments in which they live.

· Help pupils form and maintain worthwhile and satisfying relationships.

· Enable pupils to respond positively to opportunities, challenges and responsibilities, to manage risk and cope with change and adversity.

When pupils are taken from school on organised visits, the same duty of care arising from being “in loco parentis” exists whether or not the visit is undertaken voluntarily and out of normal school hours.  It covers the duration of the whole visit and should include arrangements where appropriate for the collection of pupils at the end of the visit. If arriving back at school after the end of normal school time ensure that children are collected by their parents/guardians.  Keep seated on the coach and call them individually once you have identified the parent waiting on the pavement.  This should avoid any confusion or children going missing in the general melee after a school trip.  Check the coach for any lost property.  The children should make sure that they have left nothing on the coach and it is the teacher’s responsibility to check that there is no litter left on the coach.

The Headteacher will inform the Governors of all school visits.    Approval of the Governing Body must be gained for any residential visit.  Parents must also be notified of all school visits.  At Brighton Avenue the Headteacher is the EVC.

Visits must be arranged the term before the visit so that it is well organised.

It is the policy of the school to ask parents/guardians for voluntary contributions to cover the costs of visits.

Any parent/guardian facing financial difficulties should be advised to see the headteacher/class teacher to discuss the matter, as no child should be barred from any school activity of financial grounds. 

 All school visits must be authorised by the headteacher and the headteacher must remain overall responsible for all visits.

Prior to any visit the “visit organiser” must consult appropriate colleagues to discuss every aspect of the visit or journey and ensure that responsibilities have been recognised and allocated.  

All staff should have read the booklets on outdoor education and off site visits (located in staffroom).

The LA covers the school, for insurance purposes for all “bona fide” visits linked to the curriculum and taking place in school hours.  Special insurance may be necessary for visits out of school hours.  Please consult the headteacher if in any doubt.

An Application for Approval form must be completed by the organiser/s and signed by the headteacher before any plans are finalised.  It is the school’s policy to follow the guidelines set out in this form.

A risk assessment needs to be completed by the visit organiser/s and submitted to the headteacher with the preparation for school visit form.

Staff should have a master copy of this form to be kept in their planning file, copied and completed as necessary.

All group leaders need to have been cleared by the Criminal Records Bureau.

Organisers must impress upon the children the importance of high standards of behaviour when on a school visit.  It should be stressed that they are representatives of the school by their behaviour.  If the children are in groups they must realise that they are to stay in their group and with their group leader, unless told to do otherwise. Should the organiser need to use a whistle, the children must be aware of when and how the whistle will be used.

Appropriate behaviour for places of special significance should be emphasised e.g. places of worship, factories, near water, etc.  Any child who misbehaves on a school visit will be severely dealt with and may be barred from future school visits.

Records of all monies collected for a visit must be kept by the teacher and money should be sent along to the office in accordance with school policy.  Money for visits will be paid into the school fund and payments made by cheque on this account.

Emergency procedures should be followed in the event of any serious accident or occurrence.

A serious accident may be defined as a fracture, an amputation, or any other illness or injury requiring medical treatment and/or hospitalisation for twenty-four hours.  In some cases a death may have occurred.

All accidents/incidents must be reported the headteacher and recorded.

All near misses also need to be recorded.

Should there be such an emergency the school should implement emergency procedures immediately.

Advice and guidelines are available from the headteacher.  A copy of Emergency Procedures should be taken on every school visit.

Any positive or negative feedback from the visit should be discussed with the headteacher in order to help improve our planning and organisation in the future.

Brighton avenue Primary School

Application for Approval of School Visit

Person in charge of visit_____________________________
Class____________________Proposed date_____________________

Visit to ____________________________________________________

Please complete this form when planning any visit from school.  It should then be approved by the headteacher before any letters go out to parents.

Please make sure you have appended your risk assessment.

1. What is the aim/objective of the visit ?

2. How does this relate to National Curriculum ?

3. What activities will children be engaged in ?

4. Is a prior visit taking place ?  ( a risk assessment is needed for all visits)

5. What arrangements are being made for supervision ?  (teachers, parent helpers, students, etc.)  The ratio of adults to children will depend on the nature of the visit and the age and maturity of the children.

N.B  
Any accompanying adult who is placed solely in charge of a group of pupils must have been police cleared by the criminal records bureau.

Guidelines – Foundation/KS1 1 adult to 6 children

                     Lower KS2 1 adult to 8 children

                     Upper KS2 1 adult to 10 children

These are recommended by the school as a minimum, however, these are not legally binding e.g. supervision near water would need a much higher level of supervision than for example a visit to the theatre

6. Is special insurance cover needed ?

7. Will the staff/children need specialist clothing?

e.g  wellingtons, waterproofs

should the children wear school uniform?

8.    Is your letter to parents in line with the standard letter in the school policy? – please   

       append a copy.

9.  A copy of your itinerary as requested should be given to all helpers.

10. You will need to provide colleagues/helpers with lists of the children in their group ?

Please append lists.

11. It is your responsibility to brief everyone in the party on the emergency procedures.

12. Have you considered the arrangements for emergencies ?  e.g. telephone numbers, first aid provision.

13. Have you organised first aid provision?

First Aid box to include:

a. Sterile water

b. Sterile dressings

c. Surgical tape and scissors

d. Triangular bandage and supply of safety pins

e. Plastic gloves

f. Brief guide or notes on first aid

g. Telephone money for an emergency

h. Accident forms

First Aid boxes for visits are stored in the first aid cupboard (infant corridor near staff room)

14. Are you aware of any children with medical problems such as :-

a. Diabetes

b. Asthma

c. Epilepsy

d. Travel sickness

(Ask parent to give their child travel sickness pills prior to setting off on a visit)

15. Have you organised the following in case of sickness?

a. Supplies of newspapers, paper towels

b. A box of sawdust

c. Plastic bucket

d. Paper bags containing inner lining of plastic bags

e. A plastic bottle of sterile water

f. wipes

g. Spare underwear and outer clothing ( e.g.  trousers and jumpers)

These supplies are stored with the first aid boxes in the first aid cupboard.

16.  Cook needs 3 weeks notification of any visits where children will not require a      

       school lunch.

N.B
pupils who are in receipt of free school meals will automatically have a packed lunch prepared by the cook 

17.  Have you asked the school secretary to check your proposed date of visit with the    

       school diary?

18. Have you estimated the costs?

(It is advisable to over estimate to cover possibilities of absences etc.)

Name of transport company__________________________________

Estimated cost of bus/coach​​​​​​​​​​​​​​​​​​​​__________________________________

Any entrance fees__________________________________________

Ice cream/ refreshments_____________________________________

Any other costs
_________________________________________

Number of children involved_________________________________

Number of adults involved___________________________________

Cost per child_____________________________________________

19. Please state the time of return to school, and the arrangements for 

assuring the collection of children?
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