Werrington Primary School
Educational Visits

The purpose of this policy is to inform and provgiedance on the organisation of Educational
visits at Werrington Primary School. It outlineg ttesponsibilities of all members of staff, as
well as providing information and guidance.

Introduction

All schools are required to offer children a bra@ed balanced curriculum that promotes their
spiritual, moral, cultural, mental and physical depment, and prepares them for the
opportunities and experiences of adult life.

At Werrington Primary School we seek to ensure th@tNational Curriculum is delivered to all
children, regardless of social background, racedgeor differences in ability. All are entitled to
the development of knowledge, understanding, s&ill$ attitudes. To enrich the curriculum for
our children, we also offer a range of educatimmts and other activities that add to and
compliment what they learn in school. These viségin with short excursions into the local area
in the early years and progress to a residentjamence towards the end of Key Stage 2.

Organisation

We follow the guidelines contained within the ‘Edtional Visits Regulations, Policy and
Guidance for off-site visits and Adventure Actiegi2000’. This file is kept in the staff room and
teaching staff organising an educational visit $thoefer to the guidance contained in the
handbook.

The National Curriculum defines what we teach thiédeen in school. This is the basis for each
class’s programme of learning for each school yeaaddition teachers and governors agree the
programme of visits and activities at the beginrahgach academic year.

Within each year group’s programme of work the leas plan educational visits and activities to
support the children’s learning. Details of thesgts and activities are given to parents at the
beginning of each term in our Newsletter.

A letter / consent form is sent to parents at the sf each year informing them that activities
which take place in the immediate locality of tie@ol are an integral part of the curriculum of
the school e.g. traffic surveys, field work, spogtactivities etc. Any specific objections or
concerns raised by parents are kept on file. Thepéeted consent forms are also kept by the
class teachers. Parents are also notified of aitg wrhich involve any late arrival home.

Visits and activities usually take place during sicbool day, and the head teacher and the
governing body approves such visits in advancefoMaw the local educational authority’s
guidelines relating to health and safety, and asknts to give written permission for their
children to take part in any activity that takegdrien off the school site and out of Werrington.
Parents are also given written information aboytlanch arrangement, clothing requirement and
possible costs. Detailed written information isoadgven to parents about the residential visit and
identifies expected standards of behaviour of gugild general arrangements for supervision.

Charging for school activities




See details in the LEA Guidance folder which reterthe Education Act 1996. See also
Appendix 7 and 8 for a model letter regarding vitdum contributions in support of school
activities. Parents may be asked to make volur@amyributions to the schools activities but it
must be made clear that there is no obligatiorotdgridbute and that pupils will not be treated
differently according to whether or not their paseimave made a contribution. Letters may
indicate the level of contribution required for thetivity to take place and also indicate that the
activity may not take place if parents fail to sagpt.

Curriculum Links

All educational visits and activities support amdieh the work we do in school. There are also a
number of people who visit the school to supportwork. Some visits relate directly to areas of
learning for particular year groups, whilst otheglaite to all our children.

For each subject in the curriculum there is a gpoaeding programme of activities which
includes visits by specialists. All these actiwstare in line with guidance published by the LEA
and may include:

- English / literacy - theatre visits, visits bytlaars, poets and theatre groups

- Science - use of the school grounds, visits leplsprs and Shell education workshops

- Mathematics - use of shape and number trailsedcal environment

- History - castle and museum visits, study of Ibcausing, visits from war veterans

- Geography - use of the locality for field work|age trail

- Art and Design - visits to art galleries and ptude parks, use of the locality and museums

- P.E. and games - Cluster and other sport aeyiéixtra curricular activities, visits by speatli
coaches

- Music - specialist music teaching, extra curacuactivities, concerts

- Design and Technology - visits to local sitegpshand design centres
- |.C.T. - visits to libraries and secondary sckool

- R.E. - visits to centres of worship, visits frémal clergy.

We also have regular visits from police officersl &ealth workers which support the PSHE of
our children.

The vicar of the church leads assembly each tedvo#rer visitors take assembly in the course
of the school year. We do this with the full agreatnof the governing body.

Continuity and Progression




We aim to provide active learning by making visitstivating, enjoyable and exciting. We hope
to achieve continuity and progression by develogikitis in the following areas:

- Detail in collecting data e.g. surveys and sketahowing labels and correct terminology

- Depth in the amount of follow up work e.g. makoamputer databases and comparisons of
statistics

- Moving from the familiar to the unfamiliar - frofield work or visits in the locality to
residential visits in other localities.

Residential Visits

Continuity is achieved by practising the same skillit at ever increasing depth.

Children in year 6 have the opportunity to take paa residential visit, this activity takes ptac
during term time and is linked to National Currizul. The residential visit offers valuable
educational experience and is made available telaant pupils. It may be necessary for the
school to refuse to accept on the visit any pupibse behaviour is considered to be a potential
danger to themselves or others. The visit enalbiddren to take part in outdoor activities and
environmental studies linked to their work in gexqgty, history, science and art. We undertake
the visit only with the agreement of the goverramd follow the LEA guidance in the
organisation of the visit. All specialist activéi@re undertaken with qualified instructors.

Risk Assessment

A risk assessment must be undertaken prior tadalt@&ional visits and offsite activities. The
Head teacher and Educational Visits Coordinatceghek this responsibility to the member of
staff organising the visit or activity but must apye the risk assessment before the visit/activity
is allowed to go ahead. The risk assessment melsdie the SEN/medical needs of the group of
children participating.

The school follows the guidelines on Risk Assesdritethe LEA guidance folder page 135. The
risk assessment should:

- Identify the hazards and who might be affectethieyn

- Determine the severity of each hazard and likekhof it occurring

- Identify what measures need to be put in placedace the risk

- Record findings

- Review assessment and revise it if necessary

The school has a standard format for risk assesdis®®m Appendix 3). The risk assessment

should be completed and copies given to the Hesthés and E.V.C. All adults accompanying
the visit should be made aware of the risk assessnaad their responsibilities.



Risk assessments must also cover transport torandthe venue. The coach company we use on
a regular basis conforms to our health and safetgsures, including: the provision and required
use of seat belts,

CRB checks and correct insurance for the driver.

Pre - visits

In order to undertake a full and comprehensivesassent of risks a pre-visit is necessary; even
where the visit is made regularly, risks shoulddassessed from time to time. It is the
responsibility of the organiser to carry out a pist.

Ratio of adults to pupils

At Werrington Primary School we follow LEA guidamon minimum staff/pupil ratios:

Reception classes 1 adult : 3 to 5 children
Years 1to 3 1 adult : 6 to 10 children
Years 4t0 6 1 adult: 10 to 15 children

In all cases 1 adult in the above ratios must teaeher. It must be stressed that these are
minimum ratios and visit organisers must consitlerfollowing factors when deciding on the
final adult - child ratios:

SEN and medical needs; type of activities to besuiatten; experience and competence of all
adults accompanying the visit; duration of thetyisbmpetence and behavioural history of the
group of children.

Any trip will require a minimum of 2 adults. Howawvhese are minimum requirements, and may
not provide adequate supervision in all cases.

Use of volunteers

We are aware that many educational visits couldaia place without the goodwill of volunteer
helpers and they can make a valuable contributidhd success of the visit. The volunteers will
normally well known to the school as either paremtgovernors. The volunteers need to know
that they have a responsibility to follow the instions of the visit leader and that the visit ksad
retains overall responsibility. The school will &gt volunteer helpers as far in advance of the
visit as practicable and will provide opportunities then volunteers to meet the pupils, for
whom they will have responsibility, learning theames and getting to know them.

The school retains the right to make the final sieai as to which volunteers accompany the visit
as not all volunteers may be suitable.

The visit organiser is responsible for ensuring #zech adult knows precisely what their role is
and understands that they have a responsibilitatcy out that role.

Where children are organised into small groupdyild evill not usually be placed in a group for
which his or her parent is responsible.



All volunteers accompanying a residential visitlwi required to obtain a Criminal Records
Bureau Disclosure

Preparation of pupils

Adequate and appropriate preparation of pupilsevilance enjoyment, educational value and
safety. The preparation of pupils should include:

- Information and guidance on what the visit ineslv

- Clear understanding of what is expected of theahding behaviour
- A knowledge of potential dangers

- Appropriate and inappropriate personal conduct

- What to do if approached by strangers

- Meeting places

- Action if separated from the group

- Knowledge of emergency procedures

- The need to follow instructions

Special needs

Pupils with special needs require additional cogrsition: their inclusion may have staffing and
programme Implications. Some or all of the follog/iconsiderations may apply:

- Environmental factors may increase the ‘riskeleabove that applying to other members in the
group

- A higher level of staffing will normally be neatle

- Whilst travelling arrange more frequent stopsplemextra supervision and be particularly
vigilantover travel sickness

- Medication and dietary requirements should bevknand monitored
- Suitability of buildings and terrain should beecked
- Ensure that activities are appropriate to thdesit

Transport

Parents will always be informed as to the typeafisport being provided for an educational
visit. The school will only use coaches from refpgacompanies and coaches will be fitted with
seat belts for every seat and these will be woravayy child.



The visit organiser is responsible for the behavaduhe children whilst travelling and must
ensure that there is sufficient supervisory s@m#nsure the health, safety and welfare of the
children whilst travelling.

Public transport may be used, but an increased/pdpil ratio must be considered and close
supervision of the children must be ensured. (sasits may only be possible and affordable if
public transport is used)

Private cars may be used but each driver must have:

- A valid driving licence

- Vehicle road fund licence and MOT certificate

- Vehicle insurance valid for carrying passengera school offsite visit

Volunteers cars, usually parents are often usémsport children to sporting functions and on
educational visits. The school will ensure thatdalaer of the car is aware of the insurance
provision provided by the Local Authority (seepgmdix 6 - model letter ref. Insurance of
privately owned vehicles). The teacher in chargehefvisit will ensure that the journey starts at
the school car park, goes to the venue and entie athool car park. If parents or other
volunteers wish to make further arrangements reggrdrop-offs’, after the visit has completed

at the school car park then this is their respalityilalong with other parents.

Where teachers offer to use their own vehiclesréorsporting children, they must ensure they
have the appropriate insurance cover for convepingls.

The school will not reimburse parents or teacherstfe use of their vehicles as this will
invalidate insurance cover unless the vehicle exifjgally insured as a taxi.

The role of the educational visits co-ordinator

- Keep records of all visits throughout the school

- Discuss visits with class teachers to ensurevibis have carefully planned and that CRBD are
in place

- Ensure risk assessments meet requirements
- Organise training and induction
- Review systems and monitor practice

The role of the group leader

- The group leader has overall responsibilitytfh@ supervision and conduct of the visit
including direct responsibility for the pupilséalth, safety and welfare (see appendix 4 - check
list for organisers)

- The group leader must:



- Be approved to carry out the visit, suitably cetemnt and knowledgeable about the school and
LEA’s policies and procedures.

- Plan and prepare for the visit and assess tke ris

- Define the roles and responsibilities of othaffstnd pupils and ensure effective supervision of
what they do Further Health and Safety Considanatio

Further Health and Safety Considerations

All adults accompanying a party must be made avsréhe party leader, of the emergency
procedures which will apply. Each adult should bevjgled with an emergency telephone
number, this will normally be the school number.

Before a party leaves school the school office khba provided with a list of everyone, children
and adults, travelling with the party together watprogramme or timetable for the activities.

The safety of the party, and especially the chiidie of paramount importance. During the
activity the party leader must take whatever sspsecessary to ensure that safety. This
involves taking note of any information providecabmedical conditions and ensuring that
children are both safe and well looked after atimies.

Monitoring and review

It is the responsibility of the governing body oewington Primary School to monitor the
effectiveness of this policy. The governing bodgsithis by:

- Requiring the Headteacher to report to goveranrthe effectiveness of the policy on an annual
basis

- Taking into serious consideration any complaieggrding educational visits from parents, staff
or pupils

- Reviewing this policy every three years



