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At Abbey Primary, we believe that children’s learning should be full of ‘memorable moments’ which bring their learning to life. Educational visits allow pupils to experience learning in a different way. They enrich the children’s cultural and social experiences, teach life skills and promote independent learning.  In this policy, we define educational visits as any activity which require pupils to leave the school premises. 
This policy sets out our approach to planning and operating educations visits, to ensure the health, safety and inclusion of all pupils and staff. In addition to this, it sets out the roles and responsibilities of staff, pupils and volunteers for all educational visits. 
This policy applies to activities taking place within and outside of normal school hours, including weekends. 
Educational visits include, but are not limited to:
· Visits to places of interest in the local area
· Day visits to museums and other cultural and educational institutions
· Sporting activities
· Adventurous and recreational activities
· Residential visits

[bookmark: _Toc140737934]Legislation and Guidance
This policy is based on the Department for Education’s guidance on health and safety on educational visits (Health and safety on educational visits - GOV.UK (www.gov.uk)) as well as the following legislation and statutory guidance:
· Equality Act 2010
· SEND Code of Practice
· Keeping Children Safe in Education 2023
· Statutory Framework for the Early Years Foundation Stage

[bookmark: _Toc140737935]Links with Other Policies
This policy has links with the following policies and procedures:
· Health and Safety Policy
· Charging and Remissions Policy
· Behaviour Policy 
· Safeguarding and Child Protection Policy
· Medical Needs (First Aid) Policy

[bookmark: _Toc140737936]Roles and Responsibilities 
Headteacher
·  Ensure that arrangements are in place to inform the local governing body about visits, including through the Head Teacher report.
· Ensure the local governing body has approved the educational visits policy
· Appoint an educational visits coordinator
· Ensure that visit outcomes are evaluated to inform future visits and staff training needs. 
· Arrange for the reporting of accidents and incidents as required. Records of these should be reviewed regularly and the information used to inform future visits. 
· Ensure that support systems are in place to cope with incidents, emergencies and critical incidents
· Ensure there is sufficient time and resources available for induction/training of staff in planning, organizing and running educational visits. 
· Monitor the work done by the educational visits coordinator.
· Ensure that appropriate provider assurances are in place
· Check that the educational visits coordinator has designed an appropriately competent visit leaders. 
· Check that the visit leader or another leader is familiar with the location where the activity is taking place
· Ensure that charging procedures for visits are implemented and comply with the trust policy and legal requirements
· Ensure that the visit emergency contacts are known by all leaders and supporting staff on the visit and at school. 
Educational Visits Coordinator
The educational visits coordinator will:
· Support the Head Teacher with approval decisions
· Ensure each visit has a competent visit leader
· Assess the generally competence and supervisory ability of leaders and others adults proposed for a visit. 
· Where a provider is being used, ensure that appropriate checks have been undertaken and that there is a clear contract/agreement in place about who is responsible for what (activities/supervision etc)
· Carry out occasional monitoring of visit leaders to identify further training needs
· Ensure that a risk assessment has been completed to a satisfactory standard by the visit leader for all visits
· Meet with visit leaders as appropriate to share visit information 
· Work with the visit leader to provide information for parents about the visit and obtain consent where necessary 
· Provide a rich and varied programme of opportunities for young people to learn outside the classroom. The programme of visits should be structured and progressive to gradually develop young people’s confidence, independence and responsibility. 
· To ensure the SENDCo has identified pupils who require an individual risk assessment

Visit Leader (see checklist appendix A)
Every educational visit will have one member of staff designated as the visit lead.
The visit lead will:
· Ensure that the planned visit and the activities are suitable for the group
· Obtain the Head/educational visit coordinator’s approval for the visit according to this policy
· Ensure the ratio of staff to pupils is appropriate for the environment/activities and the needs of the group
· Have enough information about the pupils to assess their suitability for the visit or be satisfied that their suitability has been assessed and confirmed
· Have a good understanding of medical needs within the group and of any health care plans 
· Carry out relevant risk assessments prior to the visit. This will always include a pre-trip visit, often with other relevant adults. Identify and record significant hazards and the safety measures required to reduce risk to a tolerable level. PPA time can be used to undertake pre-trip visits. 
· Create and put risk assessments in place for individual pupils where additional needs have been identified.
· Share the risk assessment with the Head Teacher and educational visit coordinator. 
· Share the risk assessment with all staff and volunteers attending the visit and ensure all aspects are understood. 
· Where appropriate, meet with the educational visits coordinator to share visit details. 
· Carry out dynamic risk management while the visit takes place. Consider modifying or stopping the visit if the risk to the health or safety of the children is unacceptable and have in place procedures /alternative plans for such an eventuality 
· Undertake and complete the planning and preparation of the visit, including the briefing of groups members and parents/carers
· Seek appropriate assurances from providers and ensure that there is a clear contract/agreement in place about what they are responsible for/ 
· Make appropriate and adequate preparations for emergencies in conjunction with the educational visits coordinator and ensure all accompanying leaders are familiar with these procedures. 
Staff
Staff have a responsibility to make sure all pupils and staff who take part in visits are kept safe and understand how to prepare for visits, as well as how to act when on a visit. 
Staff will:
· Support the visit lead with completing the required risk assessments, including individual risk assessments for identified pupils
· Ensure that they have read and understood all risk assessments provided
· Ensure they have a good understanding of the medical needs/SEND needs of learners in the group. 
· Communicate with parents and carers where appropriate and gather/log consent forms as needed. 
· Ensure they have a good knowledge of the visit location, structure of the day and travel arrangements. 
· Manage pupil behaviour as required.
· Share any concerns with the visit lead and others as appropriate. 
SENDCo
· To identify pupils within the school who would require individual risk assessments for visits considering; medical, social and/or emotional, health and safety or SEND needs. 
· To support the visit leader writing risk assessments for individual pupils as required.
Volunteers
Volunteers attending school visits, including parent volunteers, agree to:
· Follow the directions of staff and act accordingly
· Behave appropriately and model good behaviour for pupils
· Report any concerns to the visit leader or other staff present as soon as possible
· Ensure that pupils under their supervision are acting safely and appropriately.
Parents/Carers
By agreeing that pupils can take part in educational visits, parents/carer agree that they will:
· Provide all information required such as emergency contact details and health/medicine information if applicable.
· Sign and return consent forms and any other documentation in a timely manner
· Share any concerns or information about the pupil that may affect or impact their ability to safely take part in the visit. 
· Adhere to any rules set out by staff members regarding the visit. E.g. amount of pocket money etc..
Pupils
Abbey’s behaviour policy applies to pupils when they are off site. This includes the expectation that pupils will:
· Be ready, respectful and safe at all times. 
· Follow all instructions given
· Dress and behave as expected for the duration of the visit
· Take responsibility for their own safety and the safety of others whilst on the visit. 
Year Group Leads
· At the start of each academic year, year group leads will send the overarching local educational visit letter (appendix D) to parents and record/monitor responses. 
· At the start of each academic year, year group leads will send a letter to parents outlining the proposed educational visits for the year, the term they will take place and an approximate cost per pupil. (Appendix F)
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· The visit leader must understand a thorough risk assessment using the attached template (appendix B)
· All outcomes, once mitigating actions have been identified, must be acceptable or tolerable if the visit is to take place. 
· Risk assessments must be in place for individual pupils where an additional need is identified (appendix C)
· Risk assessments must be shared with the Head Teacher a minimum of one week prior to the visit who will approve and signed it. 
· All residential visits must have risk assessment approved by the Head Teacher and local governing body at least six weeks in advance of the visit. This will need to be uploaded onto Evolve at least two weeks prior to the proposed date of the visit. 
· By signing the risk assessment, the visit leader confirms that all staff members supporting the visit have read, understood and adopted the written assessment. 
· Voluntary helpers must be shown and understand the risk assessment prior to the visit. 
Risk Assessments – External Providers
· When using an external provider, such as an activity center (E.g. PGL), for which you have received appropriate assurances, school staff only need to risk assess those aspects of the visit where they are in charge.
· Risk assessments should be obtained wherever possible from organisations where visits are taking place
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A pre-trip visit is essential for any school visit to ensure safety and that learning time is maxmised. Whilst completing a pre-trip visit, consider the areas below. 
Logistical Considerations 
· Potential hazard points that need to be risk assessed.
· Route to the location of the visit – the shortest route may not always be the best.
· Road crossing – where is safe and suitable? Always cross at a pedestrian/zebra crossing where possible. 
· Where will the children eat lunch? 
· Procedures at the visit location – can children store their belongings anywhere? Are they able to carry bags around with them?
· Where are the toilets? Who else is able to access them?
· Is there a gift shop? How much are items? How much might you allow the children to bring?
Educational Considerations
· Which areas do you want the children to explore?
· How long will the children need in each area?
· What is the focus of the visit?
· Will the children be engaging in a pre-planned activity? E.g. a workshop?
· Do any areas of the location need to be booked?
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Parents and carers of children who have been invited to take part in an educational visit will be informed no later than one week prior to the proposed date of the visit. Communication will be via letter or Parent Mail and information provided will include the date, travel times, destination, purpose of the visit and the size of the group attending. A visit letter proforma can be found in appendix E.
We will also communicate times and details of travel including drop-off and pick-up times and locations and clothing/equipment required. 
Where required, parents/carers will be asked to provide written consent for educational visits by signing and dating a form to be returned to school. 
Written permission will need to be obtained from parents if:
· the visit requires use of a coach or public transport
· if there is any monetary contribution required for the visit
· it is a residential visit
· if the duration of the visit is all day
Many visits the children will go on will take place in the local area and therefore written consent will not be required. At the start of each academic year, a letter asking for written permission for their child to attend local area visits must be given out by all class teachers (appendix D) and return slips monitored. 
For any local area visit, where written consent is not required, parents must be notified on the visit at least one week prior to the proposed date of the visit and gives the parents an opportunity to withdraw their child.
Local area visits could include but are not limited to:
· Visits to Glenthorne High School
· The Sutton Life Centre
· Morden Swimming Baths 
· Local places of worship
· Educational walks/field visits in the local area
We will always obtain written consent before taking nursery-age children off site. 
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Risk assessments for each visit will ascertain the safe level of supervision required. On all educational visits, we will make sure:
· At least one supervising adult is able to administer first aid
· Adults without a DBS check will not be left along with pupils at any time. 
As a guide and in normal circumstances the adult to child ratio may be:
	Year Group/Phase
	Ratio

	Nursery
	1:2

	Reception
	1:3/4

	Key Stage 1
	1:6

	Key Stage 2
	1:10


A professional judgement must be made for each visit and taking into account different circumstances. These include:
· Type, duration and nature of the activity
· Experience and competency of staff/accompanying adults
· Nature of the venue
· Weather conditions
· Nature of transport
· Needs of the children 
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To ensure the safety and wellbeing of learners on an educational visit we will make sure that: 
· At least 1 supervising adult able to administer first aid is present. 
· If EYFS pupils are present, at least 1 qualified paediatric first aider is present. 
· Appropriate first aid equipment will be taken on all visits, in accordance with the school’s first aid and health and safety policies. 
· All supervising adults will be made aware of any medical issues or allergies at the start of the visit. 
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Generally, emergency planning will be defined as planning for:
· Serious and unexpected risk
· Serious and life-threatening injury
· Individuals going missing 
· A serious breach of safeguarding expectations 
The visit leader will be familiar with these plans for each visit. 
In the case of an emergency, the visit leader or other supervising adult will contact the school office. The school office will then contact parents/carers as required, and inform them of changes to plans or cancellations of visits and/or alternative travel plans. This will form part of a wider communication plan that covers how routine communications should be handled in such situations. 
One member of staff will always accompany a pupil seeking medical treatment.
In a case of a pupil being unaccounted for, the visit leader will search the area while another member of staff remains in charge of other pupils. In the unlikely event that a pupil cannot be found within 30 minutes, the trip leader will contact the school office who will notify the parents/carers. The visit leader will then contact the police and provide them with the relevant information so they can take over the search, staying with them to comfort the pupil when found. The remaining staff and adults will return to the school with the rest of the pupils.
All incidents and accidents will be reported in line with our health and safety policy, including required reporting to Ofsted and the Health and Safety Executive (HSE).
Smaller incidents, accidents or near misses that do not require external reporting will be reported to the Head Teacher and appropriate reviews and actions will be taken. 
There will also be a clear process for evaluating all visits once they have been concluded from the planning through to the visit itself. This will help with evaluating whether planning worked and to learn from any incidents that took place. 
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We will follow our school’s charging and remissions policy at all times. 
Parents/carers won’t be asked to pay for any educational visit that takes place during school hours. They also won’t be asked to pay for any educational visit that takes place outside of school hours if it is part of the National Curriculum, a syllabus for a prescribed public examination, or religious education.
Where necessary, we may ask for a voluntary contribution to the costs of educational visits, but this will be entirely optional (except for residential visits) and will not affect pupils’ ability to take part fully in the visit. 
When planning an educational visit, the visit lead will liaise with office staff when considering the contribution required from parents. The contribution may cover insurance, ParentPay costs, staffing/supply cover, entrance to the proposed location, workshops or experiences at the proposed location and transport. 
We will make sure adequate insurance is in place for all visits, including, but not limited to: cancellation insurance for contracts with external providers, travel insurance, accident and medical cover, and loss of luggage and other personal items. 
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All pupils, regardless of background or abilities, should be able to take part in every aspect of our school life, including visits. 
If a pupil with a disability, statement of special educational needs (SEN) or an education health and care (EHC) plan, or any other specific needs (e.g. medical conditions including allergies) is participating in the visit, they will have the same support that is available to them during the school day. 
We will adjust the visits programme where necessary, working with parents/carers to provide additional support, making reasonable adjustments to itineraries, providing additional support staff, and other adjustments as appropriate. 
Additional risk assessments may be carried out to ensure the safety of all staff and pupils. 
For pupils who are in receipt of the pupil premium, a 50% discount will be applied to the voluntary cost of the visit. 
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The headteacher, together with the governing body, will approve all residential visits longer than 24 hours.
The planning and preparation laid out in this policy will apply to residential visits as well as 1-day visits. In addition, the visit lead will make sure:
· Staff have received any necessary training
· All necessary permissions and medical forms are obtained at least 1 month before the start of the visit
· All adults, including volunteers, have had adequate safeguarding checks. Where appropriate – e.g. if the volunteer will be in direct unsupervised contact with pupils – this will include relevant DBS checks.
· There is a first aid trained member of staff on the coach
Parents and carers will be given information about the visit and asked for permission at least 2 months before the first day of the visit. Information shared with parents will include:
· The dates and time of departure and return to school 
· The full address and contact details of the destination
· Planned activities
· Meal provision 
· Costs and optional charges, including deposits and the date by which this must be received, in line with our charging and remissions policy (this will include information about exemptions)
· Clothing and equipment provided, and what pupils must bring themselves
· Public health requirements, including any required vaccinations 
· Accommodation arrangements
· The names of staff attending  
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[bookmark: _Toc140737947]Appendix A - Visit Leader Checklist

This checklist is designed to be used by the visit leader to support them by ensuring that all procedures and protocols have been followed. For each of the bullet points, further guidance can be found elsewhere in this policy. 
Content and Aims
· There are clear and well-considered aims that are particular to the learning and development of the group as a whole and individuals within it, which contribute to the wider curriculum or ethos of the school.
Booking and Charging
· The visit has been booked via the school office who have supported with costing for the visit. 
· Parental contributions are sufficient to allow the visit to run
Risk Assessment
· A pre-trip visit has been completed to identify key learning and areas of risk. 
· A risk assessment has been completed and shared with the Head Teacher at least one week prior to the proposed date of the visit. 
· A copy of the risk assessment has been saved on SharePoint. 
· Individual pupil risk assessments have been completed where appropriate
Staffing
· I am clearly identified as the visit leader and this has been approved by SLT. 
· There are sufficient leaders/adults to ensure effective supervision and deal with incidents and emergencies. 
· All members of the visit team have received a copy of the risk assessment, a timetable of the day and have been briefed in person about the visit. 
· At least one member of the visit team is first aid trained. If EYFS a pediatric first aider will be present. 
· Children have been put into groups based on visit ratios where appropriate.
Communication
· Parents have been informed of the visit at least one week prior to the proposed date of the visit. 
· Consent forms have been sent out and responses recorded where appropriate. 
Activities
· A clear timetable of the day has been created and shared with SLT. 
· Activities are appropriate to the aims and the nature of the participants. 
· Consideration has been made to support all children in accessing the activities.
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Aims of the Visit
	Visit Purpose:





	Visit Outline:







	Who is going on the visit?
Year group:
Class:
Number of pupils:
	Identified medical needs of the pupils (name, medical needs, medications needed): 

	Visit Leader:

	Date of assessment:


	Date of visit:

	Site or location:

	Modes of Transport:

	Coach contact number (if applicable):



Staffing
	Name of Adult
	Role
	Mobile Phone Number 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


This provides a ratio of: ______ : ______

Signed
	Visit Leader:

	

	Educational Visits Lead:

	

	Headteacher:
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	Hazard 
	Who might be harmed and how?
	What are you already doing?
	Do you need to do anything else to control this risk?
	Action: Who?
	Action: When?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




[bookmark: _Toc140737950]Appendix C – Individual Pupil Risk Assessment

	Name:

	Year Group:
	Summary of Needs



	Potential Behaviours
	Potential Hazards
	Strategies 
	Action: Who?
	Action: When?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Signed
	Visit Leader:

	

	Educational Visits Lead:

	

	Headteacher:

	



[bookmark: _Toc140737951]Appendix D – Overarching Consent Letter

Dear Parents and Carers, 
At Abbey Primary School, we are dedicated to giving your children the best possible learning experience. As part of this, our vision ‘25 states: ‘At Abbey, we nurture a love of learning. We open windows of opportunity by creating memorable moments.’ At times, the memorable moments that we create  will take place within our local community and the children will  learn off site. 
These local area visits could include but are not limited to:
· Glenthorne High School
· The Sutton Life Centre
· Morden Swimming Baths 
· Local places of worship
· Educational walks/field visits in the local area
Parents will always be informed if their child has been invited to participate in a visit within our local area but are asking parents to sign and return the following slip to give permission for these visits. 
Thank you for working with us and for supporting us to provide these experiences for the children. 

Yours sincerely, 
CLASS TEACHER’S NAME

……………………………………………………………………………………………………………………………………………

Child’s Name: ____________________________ Class: _______________

· I give permission for my child to attend local area visits and understand that I will be informed of any visits my child has been invited to participate in. 

Signed: ____________________________________     Date: ________________________

[bookmark: _Toc140737952]Appendix E – Visit Letter Proforma
Dear Parents,
Year
Trip to
When
Purpose:
We will leave school at 9:00am and travel into central London by train and aim to return by 3:15pm.
On the day of the trip, the children will need to bring a packed lunch (no yoghurts, glass bottles or fizzy drinks), water bottle and waterproof coat. Their lunch should be in a named plastic bag.
In order for the trip to take place, we require a contribution of £10 to cover the cost of the London Eye ticket. If your child is Pupil Premium then your child is entitled to a 50% reduction therefore the cost will be £5. The proposed trip will not take place if there are insufficient contributions to cover the cost by Wednesday 19th September. Payment needs to be made by Wednesday 19th September via ParentPay.
By paying via your online account (ParentPay) you are giving permission for your child to attend this trip.
We are looking forward to an enriching trip and know that you will support us in giving your child the best learning experiences.
Kind regards,
Visit Leader









[bookmark: _Toc140737953]Appendix F – Yearly Overview Letter Proforma
Dear Parents
At Abbey we feel that educational visits and workshops are incredibly important. They provide memorable moments for the children and are experiences that expand their horizons, build their self-confidence and provide them with a sense of the wider world.
In order to continue to give the children a rich and varied curriculum, we would like to continue to provide these educational visits and workshops this year. The children have told us how much they enjoy the trips and in particular, the workshops run in school. However, we cannot run these without your support so we will be requesting voluntary contributions from parents.
In order to help you plan for these visits and workshops, we are providing a breakdown of your child’s proposed trips for the year; which term they will be in and their approximate costings (see below). We hope that by doing this you can see where the money is being spent (on coaches, entrance fees or tickets).
If you are unable to pay the whole cost of the trip but are still able to make a contribution then please do so, however small. If you are unable to pay anything towards the cost of the trip and your child is eligible for pupil premium then please talk to your child’s class teacher.
We will have to cancel trips and workshops in 2022/2023 if we do not get parental support – something the staff and children would be very disappointed to do. Thank you in advance for support your child’s education.
	
	Venue
	Mode of Transport
	Approximate Cost per Pupil

	Autumn
	St Lawrence Church 
	Walking
	Free of Charge

	Spring
	Harry Potter Studio Tour
	Coach
	£50

	
	Science Museum
	Public Transport
	Free of charge

	Summer
	Shree Ganapathi Temple, Wimbledon
	Public Transport
	Free of charge

	
	National Gallery
	Public Transport
	Free of charge


Yours sincerely
Year Group Lead’s Name

[bookmark: _Toc140737954]Appendix G – Overview of Visits at Abbey Primary School 
	
	Autumn 1
	Autumn 2
	Spring 1
	Spring 2
	Summer 1
	Summer 2

	Nursery
	
	Walk to the Post box - PSED / Understanding the World
	
	
	Living Eggs
	Little City Experience

	Reception
	
	Walk to the Post box - PSED / Understanding the World
	
	
	BOCKETT’S FARM – Science (Life cycles)
	

	Year 1
	

	Geography (Our local area) - Local walk to the daisy
	London Transport Museum - History (Transport)
	Pizza Express – Maths (Fractions)
	
	BRIGHTON - History (The seaside then and now)

	Year 2
	Kings and Queens Day
	Great Fire of London Workshop - History

	
	St Lawrence - RE
Spring walk- Science/ English unit

	CHESSINGTON WORLD OF ADVENTURE ARICAN SAFARI Geography -  Planet Earth/Kenya 
	Polka Theatre - Enrichment


	Year 3
	Morden Hall Park field trip - Geography - UK Settlements and Land Use
	Polka Theatre - English writing - Playscripts
	Stone age workshop - History - Stone/Bronze/Iron Age
	St Lawrence Church - RE - Christianity (also Geography link)
	Geography - London Wetland Centre
	KIDZANIA - PSHE - Goals/Careers/ Aspirations
Greek Day

	Year 4
	Roman Day - History
	North Cheam Baptist Church- RE 

	Buddhapadipa Temple - RE (Buddhism)
	LONDON ZOO -  Geography/Science (Amazon Rainforest)
	
	

	Year 5
	
	St Lawrence Church
	HARRY POTTER STUDIO TOUR - English
	Science Museum - Space
	Shree Ganapathi Temple, Wimbledon
	National Art Gallery

	Year 6
	Egyptian Day - History 

	Morden Mosque – RE
	
	Emmanuel Church - RE
	Local area field trip – Geography

	PGL – PE (Outdoors and adventurous activities)

	CORE VISIT
	Experience Days at School
	Places of Worship
	History visits

	Workshops 
	Geography visits/Field Work
	Science visits
	Art visits
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