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Policy for Educational Visits

Date: Sept 2023
Review Date; Sept 2026
Rationale

At Oakgrove Integrated Primary School a wide range of school trips are organised in order to extend the opportunities available to children.

Purposes

Educational visits undertaken at Oakgrove Primary School will

· Support the curriculum.

· Add to the enjoyment of the subject being studied.

· Contribute to raising pupil achievement.

· Extend the experience of children  

· Allow the children to develop social skills and to become more independent.

· Add to the enjoyment of the subject being studied.

· Take the school into the community

Guidelines

· All school trips should be planned with the enrichment of the curriculum in mind.

· Every trip needs to be carefully planned. 
· Emphasis must be placed on the safety of the children away from their familiar environment.
· A detailed itinerary should be planned for each trip.

· The Child-Adult ratio must be adequate. The number of adults needed will depend on the nature of the visit and the amount of supervision needed.

Procedures

1. Preparation for a school trip needs to start at least one month in advance. Local visits need to have at least one week’s notice so that parents can be informed by text. Permission for local trips is sought at the beginning of the school year.
2. The school diary should be checked to make sure the date is free. The venue should be rung and booked and the school secretary informed of the dates, venue (including address and telephone number) and time of bus. A bus can then be booked.

3. If a physically disabled child is going on the visit then additional arrangements need to be made. If the child comes to school by taxi then it may be possible to make separate travel arrangements with escort and/or school staff. Lack of facilities for physically disabled children need not prejudice the viability of a visit if no other venue is available.
4. Once the details of the visit have been confirmed then a letter to parents needs to be drafted. This should be checked by the principal or vice principal before being photocopied and issued to parents.
The letter should include:  

· 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 sign and return

NB Parents and adult helpers are not to be charged when accompanying a class. Their admission fee, if applicable, should be budgeted for in the cost of the children’s visit.

5. Staff should keep a record of permission slips and monies returned to school. All monies should be sent daily to the school office with a list that will be signed by the secretary and sent back to class. Every effort must be made to collect the voluntary contributions, but no child should be left in school because their family cannot pay.

6. A risk assessment will be carried out for children with severe behavioural problems in school. Based on the outcome of the risk assessment it is acceptable to leave children in school. This is for safety reasons.

7. A detailed itinerary needs to be planned for the whole visit. This should include:

· Times

· Places (with phone numbers in case of emergencies)

· Details of disabled facilities and access (if appropriate)

· Activities

· Groups

· Supervision

8. What to take:

· First Aid Kit

· Any medicine specific to children eg. for asthma

· Emergency contact number

· Mobile phone

· Sick bag, paper towels etc

· Any resources or equipment needed

· Cheque to pay for costs if applicable

9. The amount children pay needs to cover the whole cost of the visit including transport, admission fees, educational packs, adult helpers etc.

10. The ratio of children to adults should be at least 1:6 in Year 1, rising to a ratio of          1:15 in Year 7. The number of adults needed will depend on the nature of the visit and the amount of supervision needed.

11. It  is easier to identify children if they are wearing their school uniform. If the visit is likely to involve a lot of outdoor activities then request that parents send their children in suitable clothing and footwear. 

12. Children must be supervised by an adult at all times, including lunchtimes.

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

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

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

16. Pocket money is at the discretion of the teacher.

17. Residential Visits

· All residential visits follow EA Guidelines and School Policy on Educational Visits and a risk assessment needs to be completed
· Plans for a residential visit need to take place 9-12months in advance

· Suitability and safety needs to be checked

· Disabled access/facilities/arrangements may need checking

· Information about the venue and its surrounding area should be collected.

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

· Costs need to be worked out.

· Contact numbers of parents and staff

· Medical and dietary arrangements needed

· Rotas of staff on duty

· Use of leisure time

A parents meeting needs to be arranged. This should explain:

a. Purpose of visit

b. Costs, including a planned saving scheme

c. Practical arrangements

d. Itinerary

e. Arrangements for supervision and safety

f. Insurance arrangements

g. Medical and emergency arrangements

h. Consent forms

i. Contact numbers

· During the visit staff must ensure the adequate supervision and safety of all children at all times. In case of emergency the appropriate adults at school must be contacted immediately.
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