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Educational Visits Policy
June 2024


 The school has formally adopted, through its Governing Body, the Buckinghamshire ‘Guidance for Educational Visits and Related Activities with. Further school procedures have been agreed with the Governing Body to ensure adherence to this policy is adhered.
 Aims and purposes of Educational Visits
The school has a strong commitment to the added value of learning beyond the statutory school day and beyond the school premises (Learning Outside the Classroom – LOtC).
 We aim to:
· Enhance curricular and recreational opportunities for our pupils;
· Provide a wider range of experiences for our pupils that can be provided on the school site alone;
· Promote the independence of our children as learners, and enable them to grow and develop in new learning environments;
· Provide opportunities for our children to visit a range of places of worship from different religions;
· Provide opportunities for our children to explore the countryside in which they live, including the village of Padbury.
· Ensure learning opportunities are experienced to the full.
 Each year the school will arrange a number of activities that take place off the school site and/or out of school hours, which support the aims of the school who value the importance of providing pupils with the opportunity to explore the outdoor learning environment, both in the school grounds, the village, the local countryside and in the rest of the United Kingdom. The range of activities are outlined on the school website along with the criteria by which children / pupils are able to access them and the methods by which parents will be notified and asked for their consent.
 The Governing Body has given its approval to the following types of activities being arranged in support of the educational aims and ethos of the school:
·  Activities using the school grounds and immediate locality
· Out of hours clubs provided by staff and outside organisations
· School teams
· Regular nearby visits (church, village hall, shops, woodlands, other places of worship, farms)
· Day visits for particular year groups
· Residential visits to include an activity visit and an outdoor learning visit.
Children will have the chance to take part in several visits and a residential visit at Padbury CE School. All pupils will be able to attend the visits. Parents will be asked for voluntary contributions following the County guidance, parents not making voluntary contributions will not stop their child from attending the visit.
 Visits will not take place if enough voluntary contributions have not been made.
 Authorisation / Approval Procedure and Consent
The Head Teacher has nominated a teacher as the Educational Visits Co-ordinator (EVC) and the Governing Body has approved this appointment. The EVC will be supported by the office administrator who has also received training from Buckinghamshire County Council.
 The visit leader will liaise with the EVC on the visit proposal. The leader will identify any significant issues and will consider any costs and cover arrangements required. There will be initial agreement for a visit before it is advertised to parents. 
The Visit Leader (in most cases the class teacher) will be responsible for completing the Event Specific Plan which will be added to Evolve as a new activity. They will be responsible for ensuring there is an appropriate number of adults for the activity taking place and linked to the age of the children.
Appropriate Event Specific Plans need to be written using Evolve to support the visit leader. This will form the ‘risk assessment’ for the visit and we will consider the following questions.
· What are the potential hazards on the visit?
· Who may be affected by them?
· What safety measures or modifications to the day are needed to reduce potential risks to an acceptable level?
· Have the children been fully involved in planning the objectives and discussing the Event Specific Plan?
· Is the group leader skills enough to ensure the safety of all pupils?
· What steps will be taken in an emergency?
 Where possible, staff planning an off-site activity should visit the venue to consider the Event Specific Plan. It is important to consider the probable weather conditions at the time of year proposed for the trip, and the visit leader should take careful account of the facilities available, with due regard to the proposed size of the group. They should also assess the site’s suitability regarding the age of and any needs of the children. They will also consider the venue’s measures taken to ensure its suitability, approach to security, health, and safety.
 
Venues which hold the Learning Outside the Classroom mark will not require additional planning for the activities which they are due to lead. Visit leaders may ask to see their plans or risk assessments, although this is not a requirement for the visit to take place.
When the EVC is satisfied that the arrangements are sound including the overall competency of the staffing, the visit will pass to the Head Teacher (electronically using Evolve.)
The Governing Body has delegated the consideration and authorisation of educational visits and other offsite activities to the Headteacher. This is done by use of a PIN number on ‘Evolve’, on behalf of the Governing Body.
The Local Authority as the employer will ‘approve’ adventurous, residential and overseas visits. ‘Approval’ by the LA is confirmation - based on the evidence on Evolve - that the decision made by the Head Teacher (and Governors) in ‘authorising’ the visit, is sound. Governors are responsible, but seeking LA approval may confer some protection on Governors in the event of a legal challenge for breach of their duty of care in connection with an Educational Visit.
Where external contractors are involved in organising all or part of the visit, the contract will be made with the school on behalf of the pupils. All payments for the visit will be made through the school’s accounts or an agreement made with the contractor that if the contractor administers the payment process, the contract remains between the school and the contractor.
 The school will follow the arrangements below for consent for Educational Visits. Electronic consent can be given via MCAS (Bromcom). For other day visits consent will be sought through a letter to parents. For all residential visits consent will be gained using the form from the residential centre in addition to the Buckinghamshire County Council model permission form which has been slightly amended (see appendix 2).
Charging and Remissions
The extent to which charges may be made for visits is dependent upon the answers to the following questions:
· Is the visit regarded as a statutory requirement?
· Is the visit to be held in school time?
 If the answer to either question is ‘yes’ a charge may only be made for the cost of board and lodging. No charges may be made for either the cost of travel or education. However, voluntary contributions may be requested. 
The school has separate policies for ‘Charging and Remissions’ and an ‘Equality Policy’ which applies to all educational visits. The SEND Policy should be read in line with this policy.
 Cost and Viability
 The costing of any off-site visits should include the following that apply:
· Transport
· Entrance / activity feeds
· Insurance
· Provision of any special resources or equipment
· Cost related to adult helpers
· Board and lodging when on a residential visit
 Costs to children reflect the actual cost of the trip. All trips are on a non-profit making basis.
 The Headteacher and/or EVC may decide to cancel or postpone an off-site activity if the financial viability of the visit is compromised. A trip may be cancelled if less than 95% of the cost has not been covered through parental/carer contributions.
 Staffing
The school recognises the key role of accompanying staff in ensuring the highest standards of learning, challenge and safety on a school visit.
Teachers and other staff are encouraged and supported to develop their abilities in organising and managing pupils’ learning in a variety of environments through induction, tutoring and training. The selection of staff for educational visits will be a key priority in the initial approval of any proposed visit.
 Where it is appropriate, the school will ensure that DBS screening is available for volunteer adults assisting with educational activities and visits. Adults without DBS clearance will not be responsible for any groups of children or be left unattended with pupils.
The appointed visit leader will be fully supported in the tasks required to arrange the visit. This will include, as necessary, making time or finances available to conduct an exploratory visit, briefing teachers, and other staff, accessing training courses, reviewing and evaluating the visit or identifying time when the leader and EVC might work in partnership to undertake planning and risk/benefit assessment.
 The EVC will be fully supported to enable fulfillment of the role through allowance of time and access to training.
 Staff Driving Private Cars
· Transporting young people in private cars requires careful consideration.
·  All staff and volunteers must sign a Volunteer Driver Declaration which states that their vehicle is roadworthy before transporting any children to and from an educational visit.
·  Explicit parental consent is required for any use of private cars for transport. Parents must also sign that they are willing or not willing to provide a car seat.
·  Children must not travel in the front seat of the car and child locks should be on.
·  The visit leader should also ensure that there are at least two members of staff in the vehicle at all times when children are present.

The expectations of Pupils and Parents
The school has a clear code of conduct for school visits based on the school’s ‘Behaviour Policy.’ This code of conduct will be part of the condition of booking by the parents and includes the possibility of withdrawal of a pupil prior to and during the visit if such conduct would have led to a fixed term exclusion from school. The parents will be responsible for any costs incurred from having to collect their child during the residential visit. Any cancellation of a place on a visit before the visit has left will result in the parents losing the money if the school has lost out financially.
 Emergency Procedures
The school will appoint a member of the school team and a second reserve contact as the emergency school contact for each visit. All major incidents should follow the school’s emergency plan which will involve notification of the emergency contact.
 The visit leader will leave full details of all pupils and accompanying adults on the visit with the emergency school contacts, including the home contact details of parents/guardians and next-of-kin, as appropriate. (The itinerary of the visit is a required document on Evolve and the details of pupils and accompanying adults can be attached.)
·  The Visit Leader will take with them a copy of the school’s Serious Incident Procedure.
· All incidents and accidents occurring on a visit will be reported back through the school incident systems.
· The school will have emergency funding available to support the visit leader in an emergency.
 Evaluation
All visits will be evaluated by the visit leader. (There is a facility for this on Evolve.) This will include a review of the learning outcomes and the plan for the visit. The visit leader is responsible for presenting a financial account for the visit which will be audited as part of the schools’ procedures.
 Review by the Governing Body
Governors will agree the processes by which the Governing Body will be informed of Educational Visits and their contribution to the school. This will be via a standing item on the Head Teachers termly report. Evolve will be used to populate reports once a year for the Governing Body.





Appendix 1 Local Area Visits
Local Area Visits Policy


Visits/activities within the ‘Local Learning Area’ that are part of the normal curriculum and take place during the normal school day follow the operating procedure below.

These visits/activities:
· must be recorded on EVOLVE via the ‘Local Area Visit’ module.
· do not require parental consent.
· do not normally need additional risk assessments other than following the operating procedure below.


Boundaries
The boundaries of the Local Learning Area are Padbury CE School and the surrounding area within walking distance. This area includes, but is not limited to, the following frequently used venues: 

· St Mary’s Church
· Padbury Village Hall
· Across the fields where there are public footpaths to Forest school
· Allotments

Operating Procedure for Local Learning Area

The following are potentially significant issues/hazards within our Local Learning Area:

· Road traffic.
· Other people / members of the public / animals.
· Losing a pupil.
· Uneven surfaces and slips, trips, and falls.
· Weather conditions.
· Activity specific issues when doing fieldwork (nettles, brambles, rubbish, etc).
· End of footpaths and narrow single track roads


These are managed by a combination of the following:

· The Head, Deputy or EVC must give verbal approval before a group leaves. 
· Only staff judged competent to supervise groups in this environment are approved. A current list of approved staff are teachers and support staff employed by ODBST. Parents volunteers as required under direct supervision of the visit leader.
· The concept and Operating Procedure of the ‘Local Learning Area’ is explained to all new parents when their child joins the school, and a a copy of this policy and procedures can be found on the school website.
· There will normally be a minimum of two adults. 
· Staff are familiar with the area, including any ‘no-go’ areas, and have practiced appropriate group management techniques.
· Pupils have been trained and have practiced standard techniques for road crossings in a group. 
· Where appropriate, pupils are fully briefed on what to do if they become separated from the group. All remotely supervised work in the Local Learning Area is done in ‘buddy’ pairs as a minimum.
· Pupils’ clothing and footwear is checked for appropriateness prior to leaving school.
· Staff are aware of any relevant pupil medical information and ensure that any required medication is available. 
· Staff will either record the activity on EVOLVE (Local Area Visit module), or leave a completed ‘Signing out’ sheet with the office.
· A mobile is taken with each group and the office have a note of the number. 
· Appropriate personal protective equipment is taken when needed (eg gloves,)
· Fluorescent jackets will be worn by as many pupils for who we have jackets.
· Staff members will wear their fluorescent jackets.
· Pupils and staff will be aware of any livestock on the roads or in nearby fields
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