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Benthal Educational Visits Policy

These procedures must be followed

A) Protocol

The agreement of the Headteacher/Deputy Headteacher must be obtained before a visit takes place. 
Discuss the proposed visit with the Headteacher or Deputy Headteacher.  This discussion will include:

· The objectives of the visit

· Likely date

· Duration

· Venue

· Pupil group

· Staffing

· Costs

B) Planning

· Decide on the group leader, deputy group leader and other adults including any parents accompanying the group.

· Contact the venue to arrange booking for an appropriate date (avoid booking on days that clash with SIP visits, Parent Evenings, twilights and your own PPA).
· All details of the trip must be submitted to the Main Office. This must include: A completed Trip & Visit Form, Parent Letter, an updated Risk Assessment, itinerary and a list of pupils and parents attending.

· A Trips and Visits Form must be completed and signed off by the Headteacher, Deputy Head or (in their absence) another member of SLT. This should include details of the route of travel and any public transport that needs to be booked through London TFL.
· Any TFL tickets for travel must be booked 14 days prior to the visit. Please ensure that the Trips & Visits form is signed off and handed to the Main Office before this time.

C) Adult to Pupil Ratio

· Ensure there is at least the following ratios: Nursery 1:2 / Reception better than 1:6 /Years 1&2 1:6 /Years 3&4 1:8 / Years 5 & 6 1:10 or 1:15.
· Some children with Special Needs will need one to one support to attend.  Where there are behaviour concerns, it may be necessary to ask a child’s parent or carer to attend (children with statements to be accompanied by their LSA).
· The Benthal Whole School Risk Assessment Booklet contains risk assessments which cover all local visits and in house activities. A copy is placed in the Staff Room, DHT’s office and Main Office.

· From time to time, there will be pupils who will be exempt from trips due behaviour which poses a risk to the health & Safety of themselves and other adults and pupils. If you think that a child should not attend a trip then please discuss this with the Headteacher or Deputy Headteacher who will sanction a final decision.
D) Risk Assessments and Parent Letters
· Risk assessment forms are on the shared ‘Q’ Drive and saved in the file called ‘TRIPS AND VISITS’ in the ‘KEY DOCUMENTS’ file. (It is good practice to undertake an exploratory visit to inform the risk assessment).
· Both pages of the Risk Assessment must be completed and amended where necessary and must be signed off by the Headteacher or Deputy Headteacher.
· Send a letter to parents with details of the trip and cost.  This letter must include a tear-off slip, obtaining written parental consent. All payments should be collected before the trip unless otherwise directed by the Headteacher.  Check that you have a permission slip for each child before you go and ensure that you take a copy of the class register with you and provide a copy to the school office.
· Discuss with pupils and adults attending the itinerary, safety etc. and ensure that all mobile numbers of adults participating in the trip are shared amongst the group.
· A Risk Assessment will also be created for Residential trips (Kench Hill and Frylands) as well as for trips abroad (Madrid, Spain). Due to the nature of international journeys, such Risk Assessments will be checked and signed off by the Chair of Governors.
E) Evaluation
· Briefly evaluate the trip on the Visits Form (on return).
F) Responsibilities of the Group leader:
· Undertake and complete the planning and preparation of the visit, including briefing of all staff, children and parents/volunteers.

· Clearly define the role of all adults attending, ensure that all tasks have been assigned, and that all adults are fully aware of what the proposed visit involves.

· Decide on a deputy group leader.

· Be aware of child protection issues.  Parents/volunteers who attend to supplement the supervision ratio should be carefully selected and well-known to the school.  Anyone who has not had a DBS check should never be left in sole charge of pupils.

· Ensure that adequate first aid provision is available ie: first aid kit, inhalers and any other medical requirements of individual children.  Ensure that a qualified first aider is in attendance

· Complete the Trips & Visits form & Risk Assessment and ensure that all relevant documents are signed off and handed in to the Main Office.
· Ensure that parent consent is given for all children to attend the trip; this can be done either through written forms or permission via a phone call to the parent, guardian or carer.
· Ensure that the ratio of adults to children meets the above guidelines in Section C.
· Ensure that all adults have information on children’s special educational or medical needs.

· Any booking forms should be taken by the group leader on the trip. 

· In case of emergencies, staff mobile numbers should be made available to the office and all adults in attendance.

· Always remember to keep in touch with the office e.g. if you are arriving late back from the trip.

· Ensure that there is adequate provision for those children in school who are not attending the trip; this should be discussed and sanctioned by the Headteacher or Deputy Headteacher before the day of the trip.
G) Road Safety:

· Adult to stand in the middle of the road and stop traffic before any children are allowed to cross the road.  The adult must stay in the middle of the road until all the children are safely on the other side.

· Use designated crossings wherever possible, or children should cross the road taking the shortest, safest route.

· Adults to stay on the roadside of the children and be responsible for the group that they have been assigned to.

· When leading a line of children, do not go too quickly, stop regularly to ensure the line of children keeps together.

H) Essential Safety Procedures:
· Regular head counts of children should take place, particularly before leaving any venue.

· All teachers should carry a list of children and adults involved in the trip.  Each adult should have a list of the children that they have been asked to supervise.

· There should always be at least one teacher on each coach, and a staff member at the front and back of class lines. 
· Children are to be accompanied to the toilet by staff only.

· Staff only to take photographs of children using the school’s camera or I pad.

· When using transport on a visit, children should be made aware of basic safety rules:

· Wait in an orderly manner and do not attempt to board transport until it is fully stationary and they are told to do so.

· Wear seatbelts when travelling by coach.

· Stay seated whilst travelling on transport.

· Hold on to handles etc when it is necessary to stand on public transport

· Extra care should be taken as children are getting on and off transport.  A member of staff should always position themselves appropriately to minimise any risk of accidents.
 Louis Drew Headteacher
Review date: September 2021
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