Educational Visits Policy

The school has a code of practice relating to out of school visits and activities, which must be complied with by all staff. The code of practice relates to the following areas:

· Supervision of school parties

· Insurance arrangements

· Financial arrangements

· Potentially hazardous activities

· Checklist for Headteacher(s) 

· Outdoor pursuits

· Activity guidelines are produced for a wide range of activities such as:

· Camping

· Competitive adventure pursuits and other adventure pursuits

· Environmental and field studies

· Non-risk activities

Where further information regarding out of school activities is required, advice and clarification can be obtained from the Headteacher.

It is recognised that pupils benefit greatly from the experience of visits and activities taking place away from school premises. Many curriculum areas require pupils to experience investigative work; other visits are organised to encourage the development of interests, skills and personal qualities of pupils. A balance must be struck which enables pupils to take part in as wide a range of activities as possible and at the same time following safe practices so that any risk involved is reduced to the absolute minimum.

The aim of the visits must be clear. Usually they will be curriculum related, sometimes they will be interest or leisure based. The pupils must clearly understand why the trip is being held and what the implications of participating will be.

It is the responsibility of staff taking pupils out on trips to leave in the office:

· Emergency contact numbers and name where they can be reached.

· Contact numbers of parents/guardians of pupils going on trips.

The exact details of organisation will vary from trip to trip but will generally follow the pattern outline below.

Agree with the Headteacher(s) the aim of the visit and discuss appropriate dates.

Inform parents of the visit in writing, giving any cost implications.

Agree methods and timescale of payments with the Administrator. The leader of the trip is responsible for liaising with the Administrator and ensuring payments are made.

Ensure proposed staffing arrangements are adequate.

Hold a meeting with parents if necessary but especially if overnight accommodation is involved. This enables any queries to be answered.

Ensure all travel arrangements are confirmed in writing to parents, including hotel contact numbers and methods of passing on information amongst parents.

First Aid boxes must always be taken.

Pupils should be informed of any emergency evacuation procedures.

Pupils should be very clear about the ground-rules appropriate to the visit. For example they should not wander off alone. The highest standards of behaviour will be expected at all times.

Pupils should be given advice concerning appropriate clothing, footwear and equipment.

The work expected of the pupils before, during and after the visit should be clearly explained and closely monitored.

Pupils should be advised about appropriate amounts of pocket money and arrangements made for safe-keeping.

Emergency procedures, names and contact numbers should be left with the office.

