Tollgate Primary School 

Educational Visits Policy
Preamble

School visits and journeys are an important part of school life and provide a valuable contribution to pupils’ experience, education and development. 

Funding

These visits are usually funded partly through the PTA and also from voluntary contributions from parents.  No pupil will be prevented from making a visit because of any parental inability or reluctance to make a contribution.  However, if there is insufficient financial  support forthcoming, the School reserves the right to cancel the visit. This policy is included in all letters to parents concerning Ed. visits.

Categories - as defined in County Handbook

	TYPE 1 VISITS 

	R:
	Regular, routine off-site activities (e.g. the use of off-site facilities for PE)

	S:
	Specific, one-off or occasional visits.  (e.g. museum visits, field study visits).

	Apart from the risk assessment requirements that apply to all visits, Type 1 visits are not subject to the County regulations contained in this handbook.  School governors, headteachers and visit leaders should, nonetheless, ensure that Type 1 visits are organised in accordance with the relevant guidance in this handbook.  Schools should establish internal procedures for the management of Type 1 visits taking full account of this guidance.
There are no County notification requirements for Type 1 visits.  However, the County notification form EV/07 may, at the discretion of the school, be used as part of its internal procedures.

	TYPE 2 VISITS
	

	Type 2 visits are those which fall into one or more of the categories A-F below.


	A:
	Visits including an overnight stay, including overnight stays on the school site

	B:
	Visits including adventurous activities* supervised by a County employee or volunteer (eg a teacher or youth worker), including adventure activities on the school site.

	C:
	Visits including adventurous activities* supervised by an external provider (eg a commercial centre or hired instructor), including adventure activities on the school site

	D:
	Visits abroad

	E:
	Visits in any of the categories A-D for which the organiser wishes to arrange insurance other than through the County travel insurance policy

	F:
	Visits where any site owners or activity providers require to be indemnified against claims arising from the visit.

	All Type 2 visits are subject to County regulations governing risk assessment, staffing, parental consent, insurance and emergency planning.  Schools may establish additional internal procedures for the management of Type 2 visits consistent with these regulations.

	All Type 2 visits require authorisation by the Area Director following notification on form EV/07

	*The activities classified as “adventurous” for the purposes of County regulations are listed in Chapter D, Section 3.


Health & Safety

It is important that the trip is properly planned and supervised by the organiser, in conjunction with the Head Teacher.  

All arrangements should be consistent with current L.E.A. regulations (Refer to the specific School Visit Health & Safety Manual).

The Tollgate Critical Incident Policy includes specific advice and formats for use on an out-of-school visit. This advice must be followed to the letter and the formats used.

With the new regulations about CRB checks, we use only Tollgate CAs and CRB cleared voluntary helpers if there is any chance that the helpers will be alone with pupils.

Consent forms must be signed by parents before pupils may leave the premises.

Visit Organisers/Leaders

The visit leader has responsibility for the organisation of the visit. The visit leader must:

· Oversee the recruitment of pupils to the visit, and ensure that the visit is organised so as to enable the pupils to achieve the learning outcomes intended.

· Ensure that adequate arrangements are planned and implemented for the safety and well-being of all participants, staff and pupils, whilst on the visit

· Ensure that all members of staff are fully briefed as to their roles and responsibilities

· Ensure that group leaders are appointed with proper regard to their experience and competence to undertake the tasks assigned to them.

· Ensure that participants conduct themselves with due respect for the environment and the local community.

Visit leaders must be familiar and act in accordance with all the relevant regulations and guidance contained in the County Handbook. Click on the link to access the latest version of the County Handbook

http://schoolsportal.suffolkcc.gov.uk/schools/outdoor_ed/documents/2007-02-07_CountyHandbook_-Educ_Visits_Regs_and_Guidance_2007.doc 

Visit leaders must inform the Headteacher if any concerns arise which lead them to feel unsure of their competence to lead the visit safely.

Adult-pupil ratios

The minimum number of adults to children is as follows:-

Age 5-7 
a ratio of 1 adult ( teacher or parent) to 10 children.

Age 7-11
a ratio of 1 adult ( teacher or parent) to 15 children.

However at Tollgate we prefer to stick to a ratio of 1 adult to 6 children , and 1:4 for Nursery children.

Pupils with special needs may be allocated a specific 1:1 adult. Any adults who bring along a younger child of their own cannot be include in the overall ratio.

Governing Body

The Governing Body adopts the County council handbook “Education Visits, Regulations and Guidance” as school policy for the management of educational visits, with the following specific interpretations in those areas where the County handbook permits discretion at school level.

1 The Governing Body nominates The Headteacher as Educational Visits Co-Ordinator.

2 The Governing Body approves the delegation to the Educational Visits Co-Ordinator of all associated duties


3 The Governing Body determines the following arrangements for informing and obtaining the consent of parents for visits categorised as ‘type 1’ under County regulations :                         

letter incorporating features from form PCO 1

4 The Governing Body endorses the nomination of the following persons as emergency contacts in relation to educational visits:                                                                                                                               

Headteacher    Deputy Headteacher       Secretary


5 The Governing Body shall approve in advance, on a visit by visit basis, educational visits in the following categories:
Type 2
6 The Governing Body shall approve in advance on an annual basis educational visits in the following categories:       Type 1  R
7 The Governing Body will receive information on visits in the following categories in the termly headteacher’s report and does not require notification in advance.       Type 1   S











8 All notifications of educational visits submitted to the Governing Body for approval will include a statement of the objectives of the visit and the learning outcomes expected for the participating pupils.




9 The Governing Body re-affirms its charging and remissions policy agreed in January 04 in relation to educational visits.             
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APPENDIX 1

EDUCATIONAL VISIT PLANNING GUIDE

(to be completed by Visit Leader in conjunction with Educational Visits Policy)

Date of planned visit
……………………………                                           Classes involved…………

Venue for planned visit………………………………………………………………………………………………...

Teacher organising visit…………………………
                   Other staff involved……………...

Type of Visit  1R (regular) / 1S (specific one-off)

PLANNING VISIT
	1R


	YES/NO/ n/a
	          Details / notes

	Printed Ed Visit Policy and Appendices from Tollgate Network 
	(
	
	

	Sent for site details


	
	
	

	Made a prelim visit

Use TPS Risk assessment form to identify risks re our pupils v site risk assessment
	
	
	

	Prepare health arrangements 

(asthma inhalers etc)  
	(
	
	

	Completed a risk assessment, show HT completed form
	
	
	

	Allocate Groupings  


	(
	
	

	Checked and fulfilled 

legal requirements  
	(
	
	

	Booked travel arrangements


	
	
	

	Made booking for venue, deposits paid if req.
	
	
	

	Adapted TPS letter to parents, sent copy to HT
	
	
	

	Collected consent forms and checked off on list
	
	
	

	Considered emergency arrangements  
	(
	
	

	Checked who will be contact person at school 
	(
	
	

	Developed programme for visit 

(copies to group leaders)
	
	
	

	Negotiated with colleagues for release of support staff as trip helpers
	
	
	

	Briefed adult helpers  


	(
	
	

	Briefed children 

“How we can be safe on our trip” 
	(
	
	

	Planned date of trip review 

– to make notes for future visits
	
	Date:
	


BEFORE YOU SET OFF

	
	
	YES/NO
	Details/notes

	Relevant information in pupils’/helpers’ pack?:


	
	
	

	Consent Forms with contact details available?
	(
	
	

	Site risk assessment


	
	
	

	Full risk assessment


	
	
	

	Trip plan/groups  
	(
	
	

	TPS Coach Transport Risk Assessment Form


	
	
	

	TPS 1S Risk Assessment Form
	
	
	

	TPS 1R Risk Assessment Form 
	(
	
	

	Mobile phone for trip + list of phone numbers
	
	
	


AFTER VISIT

	
	
	YES
	 Details/notes

	Completed review on Risk Assessment and Risk Management record
	
	
	

	Have put relevant details in pack into Educational Visits folder in HT Office
	
	
	


APPENDIX 2

SCHOOL TRIP PLANNING CHECK

Permission Slip Record

	Pupil Permission Slip sent
	returned

	Names
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


APPENDIX 3

SCHOOL TRIP PLANNING CHECK

NAMES OF HELPERS AND CONTACT NUMBERS OF NEXT OF KIN:

	NAME
	CONTACT No
	name/relationship

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	9. 
	
	

	10. 
	
	

	11. 
	
	

	12. 
	
	

	13. 
	
	

	14. 
	
	

	15. 
	
	


APPENDIX 4

TOLLGATE PRIMARY SCHOOL

Risk Assessment: Educational Visit / Coach travel

	Potential Hazard
	Control Measure
	 Person/s responsible

	PARTICIPANT LEFT AT SCHOOL/LOCATION……….

SICK CHILD ……………………………………………….

PARTICIPANTS NOT SAFE IN SEATS……………..

PEDESTRIAN/TRAFFIC INTERACTION AREAS………

i.e. coach park

ROAD TRAFFIC ACCIDENT……………………………..

COACH BREAKDOWN/DELAY…………………………


	Double head-count of participants in classroom, on coach before moving and before departing.

All pupils to wear school uniform for easy identification.

Visit leader has appropriate ‘First Aid’ training and carries laminated sheet “Basic Life Support Procedures”.

Group leaders to carry basic first aid pack/sick bucket etc. for coach.

All leaders to know individual health problems of pupils in group i.e. asthma – inhalers etc. – as identified on ‘Risk Assessment and Risk Management Record’ for visit.

All participants to wear seat belts and remain seated in own seat

Careful supervision by Group leaders, following instructions from Visit leader, on arrival/departure 

Visit leader to have mobile phone to contact designated person at school-as shown on Trip Risk Assessment. Staff to be aware of emergency exits

Follow policy of coach company but keep pupils on coach and doors closed, unless advised it is dangerous to do so
	Visit leader

Visit leader/Participants

Visit leader

Visit leader

Group leaders/Visit leader to monitor pupils whilst travelling

Visit leader

Visit leader

Visit leader


APPENDIX 5

TOLLGATE PRIMARY SCHOOL

Risk Assessment: Type 1R   Local Visits in Bury St Edmunds (Swimming)                                                                                                
	Potential Hazard
	Control Measure
	 Person/s responsible

	LOST CHILD……………………………………………….

Basic ratio                     Preferred school ratio: 1:6

EY     1:6                       

Y1/2  1:10                     

Y3/4  1:15

SICK CHILD…………………………………………………

PARTICIPANT LEFT AT SCHOOL/LOCATION

PARENTAL PERMISSION NOT OBTAINED

Possible accidents at busy pedestrian/traffic interaction areas i.e. crossing roads
	Visit leader to allocate appropriate groupings according to age – related ratios

All participants to know groupings. Group leaders constantly head-count group

Pupils keep with Group leader, wearing school uniform for easy identification

Pupils told to ‘stay still’ if lost in class briefing ‘How to be safe on our trip’.

Visit leader has appropriate First Aid training and carries laminated sheet re: ‘Basic Life Support Procedures’.

Group leaders to carry basic first aid pack ………………………………

All leaders to know individual health problems of pupils in groups 

i.e. asthma – inhalers etc.

Have mobile phone to ring designated contact person at school if help required

Designated contact, people at school to have ‘business’ included in car insurance

Double head-count of participants at school and before leaving location to return to school

Letter to parents to gain consent for visit, backed up by reminders to parents at 3:15. Last minute phone calls if required

Avoid busy areas by using safe routes to various locations. Two staff to stop traffic wearing fluorescent tabards to be seen easily by motorists
	Visit leader

All participants/Group leader

All participants/Group leader

All participants

Headteacher/Visit leader

Group leaders

Group leaders

Group leaders

Group leaders

Visit Leader

Visit Leader

Visit leader


APPENDIX 6

TOLLGATE PRIMARY SCHOOL

Risk Assessment: Type 1S   Specific visit, one-off                                                                                                 
	Potential Hazard
	Control Measure
	 Person/s responsible

	PARENTAL PERMISSION NOT OBTAINED……………

LOST CHILD…………………………………………………

Basic ratio:                Preferred school ratio: 1:6

EY   1:6                      

Y1/2 1:10                    

Y3/4 1:15

SICK CHILD………………………………………………..

PARTICIPANT LEFT AT SCHOOL/LOCATION

Possible accidents at busy pedestrian/traffic interaction areas i.e. crossing roads
	Trip letter to parents with attached consent forms to be collected and taken on trip with Visit leader

Visit leader to allocate appropriate groupings according to age-related ratios

All participants to know groupings

Group leaders constantly head-count pupils

Pupils stay with Group leader, wearing school uniform for easy identification

Pupils briefed to ‘stay still’ during class briefing ‘How to be safe on our trip’ 

Visit leader has appropriate First Aid training and carries laminated sheet ‘Basic Life Support Procedures’

Group leaders to carry basic first aid pack

All leaders know individual health problems of pupils in group i.e. asthma – inhalers etc.

Double head-count of participants in classroom

See also ‘Coach Transport’ Risk Assessment

See also Trip Risk Assessment and Risk Management Record

Two staff to stop traffic 

Use safest routes possible as identified on preliminary visit
	Visit leader

Visit leader

Participants

Group leaders

Participants

Visit leader

Visit leader

Visit leader

Visit leader

Visit/Group leaders


APPENDIX 7

TOLLGATE PRIMARY SCHOOL

Risk Assessment: 

	Potential Hazard
	Control Measure
	 Person/s responsible
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13/09/05

Dear Parents

Y3 Educational Visit to East Anglian Daily Times Printing Presses – Summer Term 2005

CLASS 3 – Thursday, 5th May.  

As part of the Reading Together Project, Year 3 children have been invited to visit the East Anglian Daily Times printers in Ipswich on Thursday, 5th May.  We will leave School at 9:15 and return after lunch.

TRIP DETAILS

Trip organiser – Miss S Nesling. 

Destination – East Anglian Daily Times, Ipswich, IP2 8SJ Phone Number – 01473 7866101 

Purpose – to find out how newspapers are printed.

Groups – children will be in groups of no more than 6 with each adult

Supervision – children will be supervised at all times by a member of School staff or a CRB checked and School approved volunteer.

Behaviour – pupils will be expected to look and listen politely, to ask questions at appropriate times, to stay with their group and obey the instructions of their group leader. 

Parents please reinforce this message at home.

Emergency contact during the visit - via the School 01284 752 742.

It would be a good idea if children wore school uniform so that they are easily identified, together with comfortable walking shoes.  

The children will need packed lunches.  Please avoid glass bottles or fizzy drinks as these can cause problems.  Children in receipt of free meals can be provided with a packed lunch from the School kitchen.  Other children can order a packed lunch from the kitchen by Tuesday, 3rd May for the usual cost of a School meal.
The trip is being entirely funded by the EADT, for which we are extremely grateful.

Please complete and return the slip overleaf as soon as possible.

Yours sincerely

Visit Organiser

Year 3 Educational Visit to EADT, IPSWICH – Thursday, 5th May 2005

I have read the details of the visit. 

____________________________________is in good health and I consent to his/her taking part in the visit and the activities indicated. I consent to my child receiving medical treatment which, in the opinion of a qualified medical practitioner, may be necessary.

I acknowledge that the staff will be liable in the event of any accident only if they have failed to take reasonable care of my child during the visit/journey

Signed  







Parent/Guardian

On the date of the planned visit the contact names and numbers available will be:

	NAME
	TELEPHONE NUMBER

	
	

	
	


MEDICAL INFORMATION – that may have an impact on your child during the visit 
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