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Introduction
This policy covers all educational visits that occur outside the school premises. This ranges from walks around the locality to residential visits of several days’ duration. It includes also Outdoor and Adventurous Activities.

The school follows the Central Bedfordshire Councils ‘Educational Visits & Journeys’ Policy Document, Legislation and Guidance and uses the web-based system ‘EVOLVE’ to facilitate the efficient planning, management, approval and evaluation of visits. 
Aims and Objectives
Our fundamental aim at Russell Lower School is to provide the best possible education for all our pupils. In doing this, we aim, therefore, to raise the achievement of all the children in the school.

Educational Visits and Outdoor and Adventurous Activities are an integral part of the children’s education at Russell Lower School. They offer opportunities to enrich our creative curriculum, enabling the children to have first-hand experience of a wide range of topics and activities. The primary purpose of all visits and journeys must be educational. The nature of the activities undertaken must be suitable for the age range, abilities and aptitudes of the pupils taking part in them.
On residential visits especially, there is opportunity to develop social skills which have a long-lasting beneficial effect.

Nature of Educational Visits
The school runs a wide range of Educational Visits. These may include:
· Walks around the local area, including to the local church.

· Half-day visits by coach to places of interest to support the curriculum.

· Day visits to places of interest to support specific curriculum areas.

· An annual residential visit for children in Year 4. 
Personnel
The school’s Educational Visits Co-ordinator (EVC) is the Deputy Headteacher, Mrs Louise Bunney. Approval is then delegated to the Headteacher, Mrs Nicki Walker, for all visits, except for the following:
· Overseas

· Residential

· Involving an adventurous activity (as defined in Section 22 of the ‘Educational Visits & Journeys’ Policy Document, Legislation and Guidance.)
The above three categories are ‘authorised’ by the Headteacher, but are ‘approved’ by the LA via EVOLVE.

The role of the EVC:
· to be specifically competent, ideally with practical experience in leading and managing a range of visits similar to those typically run by the school. Commonly, but not exclusively, such competence will be identified in a person on the senior management team;
· to attend training and update training, as required by the LA;

· to support the Headteacher in ensuring that competent staff are assigned to lead and accompany visits;

· support the Headteacher with approval and other decisions (see Section 10 of the ‘Educational Visits & Journeys’ Policy Document, Legislation and Guidance);

· to ensure that a policy is in place for educational and off-site visits, and that this is updated as necessary, and readily available to staff;

· to ensure educational visits meet the employer’s and school’s requirements (planning checklist appendix 1);

· to ensure that Risk Assessment meets requirements;

· to organise training and induction;

· to organise emergency arrangements.

The role of the Headteacher:
· to ensure approval for visits is given, including liaising with the LA where appropriate;

· to ensure that arrangements are in place for the educational objectives of a visit to be inclusive;

· to be aware of the need for Best Value;

· to ensure that all accreditation or verification of providers has been met;

· to ensure that visits are evaluated to inform the operation of future visits;

· to ensure that each visit has an appropriately competent Group Leader;

· to ensure that all teachers are aware of the LA guidance;

· to ensure that visits are approved as necessary by the LA before bookings are confirmed;

· to ensure that the school has an emergency procedure in case of a major incident, which has been discussed and reviewed by staff. This emergency procedure must include getting support from the LA’s public relations unit. 

The role of the Governing Body
· to ensure that guidance is available to inform the school policy, practices and procedures relating to the health & safety of pupils on educational visits;

· to ensure that the Headteacher is supported in matters relating to educational visits and that she has the appropriate time and expertise to fulfil her responsibilities;

· to ask questions about a visit’s educational objectives and how they will be met;

· to ensure that the Headteacher has taken all reasonable and practicable measures to include pupils with special educational needs or medical needs on a visit;

· to ensure that they review procedures with the Headteacher on an annual basis.
There will be a designated Group Leader for ALL visits. The Group Leader has overall responsibility for the supervision and conduct of the visit, including direct responsibility for the pupils’ health, safety and welfare. The Group Leader must:

· be approved to carry out the visit, suitably competent and knowledgeable about the school and LA’s policy and procedures;

· plan and prepare for the visit and assess the risks;

· define the roles and responsibilities of other staff and pupils and ensure effective supervision of what they do;

· ensure participants are fully briefed and that they are familiar with the aims and objectives of the visit.
· ensure adult volunteers are fully informed about the arrangements for the visit and given the necessary administrative details.
Adult volunteers who are not teachers at the school must:
· understand and agree expectations of them;

· understand their relationship to the pupils, teachers and visit leaders;

· recognise the limits of their responsibility;

· ensure that they are not left in sole charge of pupils unless this has been formally agreed through a risk assessment;

· follow instructions from teachers;
· raise concerns for pupil welfare with the Group Leader.

Procedure for Running Educational Visits
Staff will use EVOLVE for ALL visits. This should be submitted at least 4 weeks before the visit date and before any bookings have been finalised. A visit will proceed only when the EVC is satisfied that all reasonable preparations have been made.

Risk Assessment
Risk assessments are made for all Educational Visits (appendix 2). This necessitates that the Group Leader, where possible, has made a pre-visit in order to be able to plan for the visit and to conduct a Risk Assessment appropriately. Risk Assessments must be simple, manageable, proportional, suitable and sufficient. The system must:
· identify significant hazards;

· assess the risk of harm;

· put control measures in place;

· check if anything else is needed;

· use a simple assessment language – high/medium/low.

Risk Assessment considers the site and its environment, the group, the activity and the leaders.
Staff to Pupil Ratios

The relevant ratios are in the ‘Educational Visits & Journeys’ Policy Document, Legislation and Guidance (Section 12) and these should be strictly adhered to. Staff will also need to take into account the nature of the visit and whether or not more adults will be needed.

First Aid

Group leaders should have a working knowledge of first aid.

For all visits a first aid kit must be taken along and all helpers should have access to the contents.

IT IS THE GROUP LEADER’S RESPONSIBILITY TO BE AWARE OF ANY NOTIFIED MEDICAL CONDITION A CHILD MIGHT HAVE i.e. EPILEPSY, ALLERGIES, ASTHMA ETCAND TO ENSURE THAT THE APPROPRIATE TREATMENT IS IMMEDIATELY AVAILABLE.

It is the responsibility of the group leader to brief all supervisory adults of any potential medical problems and their treatment.

Transport 
PRIVATE CARS

The use of private cars or the transportation of young people must be avoided wherever possible. Private cars may have to be used in an emergency, for example to transport a child to hospital or a doctor’s surgery.

Parents can be asked to transport their own children to a venue, however we should not suggest or encourage parents to transport others. If parents arrange to do that independently then they would be responsible for that action.

Financing Educational Visits
It has been agreed that staff must aim to keep the cost of any visits or visitors to £20 a term or the equivalent thereof. 
Charges for school visits and journeys must be in accordance with the school’s policy on charges and remission.

Emergency Procedures
It is the responsibility of the EVC/Headteacher to ensure that emergency arrangements are in place for all Educational Visits. They should familiarise themselves with the emergency procedures as described in the Central Bedfordshire Council document ‘Emergency Planning for School Visits and Journeys: Best Practice Guidance.’ The following emergency procedures should be in place to, as far as possible, negate the effects of an accident or incident that has occurred on a visit.

· A competent and experienced visit leader who has been fully briefed/trained in responding to emergencies that have occurred on school visits.
· Full field file, which is shredded upon return
· A fully briefed ‘School Emergency Contact’ of appropriate seniority with access to the ‘Emergency Card’ – School Emergency Contact
· Appointment of Assistant Group Leader with access to duplicate field file and duplicate ‘Emergency Card – Visit Leader’ 
· First aid equipment and all children’s medicines collected and checked by visit leader.  These are to be returned immediately following the visit
· All visit supervisors to carry one another’s mobile phone number and the number for the School Emergency Contact.
· Risk assessments to be completed and attached to Evolve before the trip takes place
