Davenport Lodge School and babies@davenportlodgeschool
EDUCATIONAL VISITS POLICY

Available to: All Staff, Parents & pupils 

DATE OF ISSUE:  December 2008, revised March 2009, revised August 2011
This policy must be read in conjunction with the school’s Health and Safety Policy and Crisis Management Policy.
The Educational Visit policy aims to reflect the school ethos: -
At Davenport Lodge School we aim to provide a supportive and disciplined environment in which children are encouraged to pursue high academic and personal goals as happy and secure individuals.

Introduction

Children’s learning and development benefit from educational visits.  They are a means of extending the learning environment and of involving children in active learning.

Parent helpers and students enjoy accompanying children and contributing to and sharing in their experience of the wider world.  
This policy includes all children within the Early Years Foundation Stage.
Objective

For all children and accompanying adults to enjoy but be safe on offsite visits.  The school and nursery are fully committed to the Every Child Matters Outcomes for all children.
An inclusive approach is taken for all off-site visits.  Reasonable adjustments to the format of the visit will be made in order to ensure enjoyment and participation for all.
Background

· Parents are always asked to sign specific consent forms before outings.  Parents in school/nursery are informed by a letter about a planned school/nursery visit.  
· Parent helpers are required to undergo a Criminal Record Bureau check.
· On joining the school or nursery all parents are required to sign a Medical emergency consent form in case, having tried to contact them in the event of an accident, the school is unable to do so and consent for medical treatment is needed.  Parents are responsible for keeping contact details up to date with the school.
Early Years Foundation Stage

	A Unique Child
	Positive Relationships
	Enabling Environments
	Learning and Development

	1.3 Keeping safe

1.4 Health and well-being
	2.2 Parents as partners
	3.3 The learning environment
	4.2 Active learning


The table above highlights the relevant aspects from the EYFS framework. 

The proprietors , the Alpha Plus group, hold extensive Public Liability Insurance to cover the risks associated with all offsite educational visits.

Educational Visits Coordinator
The Educational Visits Coordinator (EVC) for school and nursery is Mrs Gardner.  Her role is to work with staff to monitor best practice in the organisation of offsite visits.  All staff should familiarise themselves with the process laid down for such visits.

The following procedures should be adhered to by staff:  
· When considering an educational visit, the EVC must be consulted initially to assess the proposed visit and to give her comments.
· There must be a risk assessment for each venue carried out, which is reviewed regularly. 

· A risk assessment is carried out before an outing takes place using the risk assessment form (see appendix 1).  A pre-visit should be made to inform planning for the visit, as should a “plan B” (an alternative venue in case of altered plans).
· All venue risk assessments are available for parents to see.
· Risk assessment should be reviewed when subsequent visits to venues are made.
· An adult to child ratio of 1:3 (0-5 years) and 1:6/8 (5-8 years) is recommended.  This can be varied according to the nature of the visit.  Adult ratios may include parents and student volunteers.  
· A minimum of two adults should accompany children on outings one of whom may be a parent.
· An information sheet (see appendix 2) for parent helpers informs them about any necessary detail of the visit, emergency procedures and contact telephone numbers as well as behaviour codes for children.  This also provides a list of the children they will be accompanying. (the information sheet, written by the teacher, should include: emergency procedures, an assembly point designated, Health & Safety procedures, emergency evacuation procedures and first aid station.  It should also include mobile phone contact information to the supervisory teacher should be set up in case of an emergency such as an ill or lost child).  The site’s security staff should be located before setting off and their mobile telephone numbers recorded.  
· Staff should instruct parent helpers in the best standards of supervision in a briefing whilst distributing the parent information sheets.
· Named children are assigned to individual staff to ensure each child is individually supervised, to ensure no child goes astray, and that there is no unauthorised access to children.  One member of supervisory staff should be unallocated in the ratios so that they may be free to deal with an emergency such as taking a child to hospital. 
· A leader from the supervisory staff should be named as well as a deputy.  Adult volunteers will not be left in sole charge of pupils except where it has been previously agreed as part of a risk assessment.

· Consent forms are to be completed and signed by both parents and returned to the class teacher, accompanied by any monies required.  Both parents’ or guardians’ signatures are required.  In cases of non-resident parents refer to the school Administrator.  Staff take mobile phones on outings, and supplies of tissues, paper towels, a change of clothes, a bucket, water, first aid items, children’s medicines (if applicable).
· Teachers should check the medical emergency consent forms for children going on an offsite visits for any special circumstances which may apply.
· Staff take a list of children going on the visit with them with contact numbers of parents (this is an extract from the school/nursery register).
· Good manners and considerate behaviour to other members of the public should be observed.
· On return to the school, following the visit, children should be returned to their classrooms for registration to school and only after this may they be handed to their parents.
The following procedures should be adhered to by all accompanying adults:  

· Accompanying adults should follow the direction of the visit leader or in her absence her deputy.
· All venue risk assessments are available for parents to see.

· A minimum of two adults should accompany children on outings one of whom may be a parent.
· Parent helpers are required to undergo a Criminal Record Bureau check.
· An information sheet (see appendices 2 and 3) for parent helpers informs them about any necessary detail of the visit, emergency procedures and contact telephone numbers as well as behaviour codes for children.  This also provides a list of the children they will be accompanying. (the information sheet should include: emergency procedures, an assembly point designated, Health & Safety procedures, emergency evacuation procedures and first aid station.  It should also include the unallocated staff members mobile phone number in case the parent helper needs to make emergency contact.  The site’s security staff should be located before setting off and their mobile telephone numbers recorded.  
· Parents may not always be allocated to supervise their own children since organisation of the groups may not make this possible.
· Named children are assigned to individual staff to ensure each child is individually supervised, to ensure no child goes astray, and that there is no unauthorised access to children.  
· A briefing to parents and students will be given by the supervising teacher before setting off advising on a range of points including behaviour codes.

· Good manners and considerate behaviour to other members of the public should be observed.

· On return to the school, following the visit, children should be returned to their classrooms for registration and only after this may they be handed to their parents.
Farm Visits

Special Health and Safety regulations apply to farm visits and all staff and accompanying volunteers must familiarise themselves with these before a visit.  (see appendix 5).

Evaluation/Assessment
On return to school, the risk assessment form should be passed to the EVC who will evaluate the visit and record any comments on the risk assessment form.  She will then return this to the supervisor of the visit for further information.
If the EVC has any specific concerns these will be identified to the Principal, Deputy Principal or Administrator

To be read in conjunction with the School’s Health and Safety Policy.  
Resource documents:

Learning Outside the Classroom manifesto DFES Publications

Staying Safe Action Plan, DCSF Publications

The Health and Safety of Pupils on Educational Visits DfEE publications

Group Safety at Water Margins, DFES/CCPR publication

Appendix 4 - Checklist
· The school’s EVC is Mrs Lynette Gardner.

· A pre-visit should be discussed with the EVC (Educational Visits Coordinator) and/or the Principal.  See Risk Assessment form.

· The Risk Assessment form must be completed up to four week’s prior to the visit, when feasible.
· Complete sets of consent forms should be sent to the office PRIOR to the visit.
· A plan B should be devised as an alternative to the original plan visit.  Teachers should consider what would change if a Plan B needed to be implemented.  A pre-visit for a plan is necessary.  Should a plan B need to be implemented then school should be notified.  The nearest hospital should be identified and sources of assistance at the new venue should be located.  Hazards should be assessed.

· Staff should guard against complacency particularly in the context of an exploratory visit.  Even at a well known venue some aspect affecting risk may have changed.

· Using the school’s Risk Assessment proforma, a record of which adults and groups of children travel on each coach together with its registration number should be recorded together. The other information requested on the form should be filled in with care.  The hazards likely to be encountered and the route taken should also be noted.
· A copy of the risk assessment should be left in the school office and a copy taken on the visit.

· Where more than one vehicle is used, the names of the children and adults travelling in each vehicle should be recorded on the risk assessment form, together with the registration numbers of the vehicle.

· One of the school’s mobile telephones should be taken.  It must be turned on, but put to silent mode if appropriate.  As a contingency in case of an emergency, staff’s personal mobile telephone numbers should be put on risk assessment form also.

· Staff and helpers should be distributed in seats throughout the coaches where a good view of children will be available.  No child should sit in the front seats of the coach or in the aisle seat on the back row.

· First aid kits, water, towels and tissues should be taken together with a set of clothes for changing a child.  
· Any accident occurring off-site at these venues should be reported at the site and recorded in their accident book. Incidents should be re-recorded on return to school.   
· Any additional first aid kits (not the classroom first aid bumbag) should be returned to the first aid station.

· Medicines should be returned to the child’s classroom. Staff should employ safe systems in directing the passage of groups of children on all off site visits and should instruct parent helpers in the best standards of supervision. Good manners and considerate behaviour to other members of the public should be observed.

· Volunteers without CRBs should not have unsupervised access to children on offsite visits unless this has been considered as part of the risk assessment.
· On arrival at the site an emergency procedure should be discussed with staff and helpers before commencing the visit and an assembly point designated. Staff should be aware of the Health & Safety procedures at such venues, emergency evacuation procedures and access to first aid assistance being priorities.  Mobile phone contact with the supervisory teacher should be set up in case of an emergency such as an ill or lost child.  The site’s security staff should be located before setting off and their mobile telephone number recorded.  
· Following the visit, the evaluation section of the Risk Assessment form must be completed within 48 hours of the visit and handed to the EVC who will review the form.  If she has any concerns she will bring them to the attention of the Principal or Administrator for further consideration.
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