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We invite you to come on an exciting learning journey.

 Discover, create, invent, explore.  Join the adventure …….

Written March 2010, reviewed annually.
Revised October 2017 
General Statement
This is a statement for Rivington Primary School.
Rivington Primary School values the benefit of educational and off-site visits for pupils and fully accepts its responsibilities under the Health and Safety at Work etc. Act, 1974, for ensuring that all visits are effectively planned, organised and delivered.
The St Helens Council guidance document ‘Health and Safety of Pupils on Educational Visits Guidelines for Schools’ will be followed and implemented.
The Headteacher and School Governors will take all reasonable steps to ensure that this policy and accompanying procedure are implemented and communicated to all relevant staff, on a recorded basis.
Arrangements for school trips ensure that:
· risk assessment focuses attention on real risks – not risks that are trivial and fanciful;
· proportionate systems are in place – so that trips with lower-risk activities are quick and easy to organise, and higher-risk activities (such as those involving climbing, caving or water-based activities) are properly planned and assessed;
· those planning the trips are properly supported – so that staff can readily check if they have taken sufficient precautions or whether they should do more.
It will  be ensured that the precautions proposed are proportionate to the risks  involved, and that paperwork is easy to follow. Planning will also take account of the assessments and procedures of any other organisations involved, and ensure that communications with others are clear.

Headteacher: …………………………………. 
Chair of Governors: ……………………………………….

Date Approved by Governing Body: ……………………………………

Educational Visits

We believe that the educational visits are an important part of enrichment for the children in our school.  It gives them the opportunity to take part in activities which would not normally be undertaken in school and a chance to experience new things.  Children tend to remember going on trips and the things they learned.  The Y6 residential visit gives some children the opportunity to stay away from home for the first time, with children they have usually known for 7 years and teachers who know them very well.

There has been a lot of press coverage highlighting the risks involved in taking children outside the school environment and some high profile litigation cases when things have gone wrong.  Unlike activities on the school premises the consequences of mistakes being made can be extremely serious.  If an ordinary lesson goes wrong it can be written off as experience and retaught or improved on. If a trip goes wrong it can result in serious injury or worse.  This is why it is extremely important that visits are well thought out, planned well in advance and carefully supervised.  It is also important to consider if certain activities are worth the risk and if the learning objective can be effectively achieved in a less risky way.  Visits to enclosed areas like museums, historical sites and theatres are usually less risky than those that involve freer spaces.  Water in particular can be a dangerous hazard.
It is also important to check the weather forecast as different weather conditions can change the risk assessment for a trip.  Beware, high winds (bridges can close), heavy rain, snow/ice and take precautions or think about postponing the trip if conditions are extreme.  Even if the forecast is ok be vigilant and make adjustments where necessary.

We believe outdoor education is a valuable part of our children’s learning and again visits to local places can be as exciting and impact as much on the children’s learning as a more expensive, complicated trip.

We have begun annual focus writing trips which have had a significant impact on the children’s ;earning.  These have been successful due to the careful planning and the maximization of the opportunities to develop writing.
When considering a visit the L.A. Guidelines for schools should be consulted, however, below there is a quick check list of things to consider.  Miss Chalk is the Educational Visits Co-ordinator and if in any doubt please speak to her.

Things to consider when organising an educational visit:
The most successful visits have clear learning objectives and outcomes.  It is important to ask what impact the trip will have on the children’s learning.  Sometimes it is a better planned local trip that can have the most impact as we have shown from our successful writing trips.
Decide well in advance on the educational visits you wish to undertake in a year (preferably at the beginning of the year).  Make careful arrangements well in advance.  Bear in mind coaches and venues are harder to book in the summer term.  These will depend on the sort of off-site activity.  If this is the first trip you are organising it is advisable to take an experienced member of staff with you.  There are some guidelines below.

1)
A short local trip

· Involving leaving the school premises

· No cost involved

· Taking less than half a day – no meal considerations

· Examples ~ visit to the park, walk around local area, walk to church, walk round St Helens Cemetery
Things to consider:

· Check time and put it in the School diary (back up time if weather is issue)

· Inform Miss Chalk

· Arrange appropriate number of adults (see supervision).  It is a good idea to have a reserve adult in case someone lets you down on the day.

· Send a letter to parents – Lynn has pro-formas.  (General letter at beginning of the year may give permission but always better to inform).

· Pre-visit the route and ensure you have an adequate up to date risk assessment.  If you are using an existing risk assessment ensure it is updated for children with additional needs, and any changes since last time

2)
A day trip

· Involving leaving the school premises

· Not involving an overnight stay

· Not involving adventurous activities listed in the Activity Guideline section of the L.A. guidelines book
· Check weather forecasts
For visits that involve beach studies, industrial or farm visits, please refer to the relevant sections in L.A. guidelines.

Things to consider:

· Purpose and aims of the visit

· Explore possible venues and times

· Mention to Miss Chalk
· Fill out best value form to ensure you have considered other options
· Book venues 

· Ask Miss Graham to book coach

· Cost for the venue and transport (including any hidden costs such as coach parking, admission for accompanying adults).  Work out a cost per child and decide if this is viable.  The more expensive the trip the longer people should be given to pay and if you think the trip may not be financially viable then send out a letter first to find out who will make a voluntary contribution.  Consult with Miss Chalk if unsure.  Trips should pay for themselves, but be non-profit making

· Check time and put it in the School diary (back up time if weather is issue)

· Inform Miss Chalk and complete Application for Approval of Educational Visits Form

· Arrange appropriate number of adults (see supervision)
· It is also a good idea to take a first aider with you if at all possible, or ensure the venue you are visiting has a first aider on site.

· Send a letter to parents – Lynn has pro-formas

· Keep record of permission slips

· Pre visit all the venues and ensure you have an adequate up to date risk assessment.  If you are using an existing risk assessment ensure it is updated for special needs children, and any changes since last time

Day of the trip

Check:-

· Weather forecast

· First Aid Kit

· Bucket/plastic bags

· Cheques or money to pay for venue

· Any worksheets or resources

· Mobile phones

· Number for school and that school has your numbers, school contact is usually Miss Chalk

· Pupil information sheet

Advice whilst on a trip

· Be careful!

· Make sure all adults know what is expected of them and have copies of the risk assessment

· Follow safety procedures on risk assessment e.g. wearing seatbelts, head counts

· Remember if you are in charge it is up to you to make the decisions do not be pressurised into things by ‘experts’ you don’t know or parent helpers (even if it is their own child).  If you are unsure consult with other staff on the trip, or give school a ring

· Things do not always go according to plan, don’t panic, but always think safety first.  If children go somewhere on a coach and have to come back again it is not the end of the world!  

· Don’t take unnecessary risks never let children go into water if not pre planned (think newspaper headlines)

· If anything does go wrong never speak to the press refer them to school as the L.A. will issue official statements
3)
Overnight Visits

For our longer Y6 field trip visit special arrangements apply and the procedures in the L.A. book should be followed in consultation with Miss Chalk.

Supervision

It is recommended that for off-site visits in which the level of risk is similar to that normally encountered in daily life (e.g. museums, local walks or historical sites), there is:-

· 1 adult for every 6 pupils in school years 1 to 3 (under 5’s reception classes should have a higher ratio)

· 1 adult for every 6 pupils with special needs (unless child usually has 1:1 for safety reasons)
· 1 adult for every 1-15 pupils in school years 4 to 6

· 1 adult for every 15-20 pupils in school year 7 onwards

For large groups there should be no more than 30 pupils for every teacher.

Where there is more than one teacher/supervisor, a group leader should be appointed who has authority over the whole group.  All adult supervisors, including teachers and parents/volunteer helpers must understand their roles and responsibilities.  In particular, supervisors should be aware of any pupils who may require closer supervision.

In mixed groups of older children, it is recommended that at least 1 male and 1 female adult should accompany the group.  For residential visits, there must be at least 1 teacher from each sex for mixed groups.

Whatever the length and nature of the visit, regular head counting should take place, particularly before and after activities and before leaving the site or venue.  A list of staff and pupils taking part should be held by the group leader and supervisors. Pupils, particularly in school years 1-3, should be easily identifiable especially if the visit is to a densely populated area.

Parents/volunteer helpers may be used to supplement the teacher supervision ratio.  For the protection of both adults and pupils, all adult supervisors should ensure that they are not alone with pupils whenever possible.  Teachers retain responsibility for the group at all times.

For visits to swimming pool facilities, group leaders should follow the recommended safe supervision levels at the pool for their pupils.  See PE Policy for current recommendations and SLA for baths.
Group Leaders

One teacher, the group leader, should have overall responsibility for the supervision and conduct of the visit and should have regard to health and safety of the group.

The group leader should:-

· obtain the Head Teacher’s prior agreement before any off-site visit takes place

· follow L.A. and/or governing body regulations, guidelines and policies

· appoint a deputy

· clearly define each group supervisor’s role and ensure all tasks have been assigned

· be able to control and lead pupils of the relevant age range

· be suitably competent to instruct pupils in an activity and be familiar with the location/centre where the activity will take place

· be aware of child protection issues

· ensure that adequate first aid provision will be available

· undertake and complete the planning and preparation of the visit including the briefing of  group members and parents

· undertake and complete a comprehensive risk assessment

· review regularly undertaken visits/activities and advise Head Teacher where adjustments may be necessary

· ensure that teachers and other supervisors are fully aware of what the proposed visit involves

· have enough information on the pupils proposed for the visit to assess their suitability, or be satisfied that their suitability has been assessed and confirmed

· ensure the ratio of  supervisors to pupils is appropriate for the needs of the group

· consider stopping the visit if the risk to the health or safety of the pupils is unacceptable

· ensure that group supervisors and the school contact have a copy of the emergency procedures

Note:  

An L.A. Handbook for Group Leaders has been produced.

Teachers and support staff employed by the school

Staff on school-led visits act as employees of the L.A. or of the governing body.

Staff must do their best to ensure the health and safety of everyone in the group and act as any reasonable parent would do in the same circumstances.  They should:

· follow the instructions of the group leader and help with control and discipline

· consider stopping the visit or the activity, notifying the group leader, if they think the risk to the health and safety of the pupils in their charge is unacceptable

Other adult Volunteers

Non-teacher adults on the visit should be clear about their roles and responsibilities during the visit.  Non-teacher adults acting as supervisors must:-

· do their best to ensure the health and safety of everyone in the group

· not be left in sole charge of pupils.  Adults without proper clearance (usually those not employed by school) must not be left in sole charge of pupils and it is good practice to make them the assistant to another member of staff
· follow the instructions of the group leader and teacher supervisors and help with control and discipline

Parents

Parents should be able to make an informed decision on whether their child should go on the visit.  The group leader should ensure that parents are given sufficient information in writing and are invited to any briefing sessions, is applicable.
The group leader should also tell parents how they can help prepare their child for the visit by, for example, reinforcing the visit’s code of conduct.

Parents will need to:-

· provide the group leader with emergency contact number(s)

· sign a consent form

· give the group leader information about their child’s emotional, psychological and physical health which might be relevant to the visit (usually by means of the consent form)
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