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Educational Visits Policy
Context
At Emmaus, we believe that educational visits should be an integral part of all of the children’s learning; providing high quality learning experiences beyond the four walls of the classroom.  Well planned visits enhance the curriculum and therefore form a key part of the supportive and effective learning environment at Emmaus.  There are many benefits to ensuring children have access to high-quality educational visits including, but not limited to:

· Children have access to real-life and hands-on experiences where they learn in context and gain a deeper understanding. 

· Creativity and imagination.

· Social experiences outside of school and relationships between local schools. 

· Children being excited and enthused to learn.

· Building good habits through regular visits.

· Life experiences. 

· Access to professional experts and specialised equipment. 

· A sense of community and citizenship in order to develop a greater sense of personal responsibility.

· Improved achievement and attainment – children are not learning passively; they become active learners in which a variety of learning skills can flourish.

· Physical skills acquisition and opportunity to develop a fit and healthy lifestyle. 

Application 
All visits that leave the school grounds are covered by this policy, whether as part of the curriculum, during school time, or outside the normal school day. This policy lays out the actions that are in place to insure due diligence before children leave the school site.

In addition to this policy, Emmaus Catholic and Church of England Primary School :

1. Uses the Local Authority document ‘Guidance for Educational/Offsite Visits’
2. Adopts national guidance: www.oeapng.info
3. Uses EVOLVE, the web-based planning, notification, approval, monitoring and communication system for those off-site activities where this is deemed necessary.   Further information regarding rationale for use of Evolve can be found later in this document
All staff are required to plan and execute visits in line with this school policy and National Guidelines. Staff should be familiar with the roles and responsibilities outlined within the guidance and agree to adhere by them.

Types of Visit and Approval
1. Visits/activities within approximately a one mile radius of school and on foot that are part of the normal curriculum and take place during the normal school day: Staff have completed a check-list of measures that must be taken before and after any visit of this type.  This operational procedure will act in place of completion of a formal Evolve from and/or risk assessment.  If staff intend to take their class on a local visit on foot, they will inform parents by text message, inform the headteacher and Educational Visits Coordinator by email and complete the paper copy of the checklist before and during the visit.  Blank and completed paper copies of these checklists are kept centrally in the office. 
2. Regular visits to sporting events At the beginning of the year, the PE coordinator who organises and usually accompanies these visits completes the following risk assessments: Generic, Travel and sporting fixtures. These are kept centrally in the Education Visits Google Drive and updated throughout the year if necessary.  If the PE coordinator intends to take children on a visit, they will inform parents by email or text, inform the headteacher and Educational Visits Co-ordinator by email and update the document which includes: date, time, venue, sport, pupils including medical or other needs,  staff, named first aider and confirmation that the risk assessment has been read by all accompanying staff.
3. Visits outside of the immediate local area. These are entered on EVOLVE by the visit leader and submitted to the Educational Visits coordinator (EVC) for checking.  Once the visit has been checked thoroughly, it is submitted to the headteacher for approval. If the trip involves travel by coach ONLY, a travel risk assessment does not need to be completed.  Staff will specify travel by coach on the Evolve form, naming the coach company booked.  They will then complete a coach travel checklist before and during travel by coach. Blank and completed paper copies of these checklists are kept centrally in the office. This operational procedure will act in place of a travel risk assessment. 

4. Visits that are overseas, residential or involve and adventurous activity: As above, but this type of visit is then submitted to the Local Authority for approval.  Residential trips must be approved by the governing body. 
For visit types 3 and 4 named above: 

An event specific risk assessment which must include first aid, medication, SEN and ‘Plan B’ scenarios must be carried out for every one of these visits and entered on EVOLVE.  Depending on the visit, the following risk assessments may also need to be completed (Numbers correspond to the Evolve risk assessment templates):

2. Travel generic

3. Residential accommodation

4. Use of a provider

7. Walks in normal country generic

8. Walks in remote terrain generic (To be approved by local authority)

10. River stream walks and scrambles generic generic (To be approved by Local Authority)

11. Activity/Field study in or near inland water generic (To be approved by Local Authority)

14. Outdoor problem solving led by school staff

15. Swimming and paddling Generic (not for curriculum swimming lessons) (To be approved by Local Authority)

16. Coastal Locations generic (To be approved by Local Authority)

17. Farm visits 

18. Cycling generic led by school staff (To be approved by Local Authority)

19. Orienteering led by school staff (To be approved by Local Authority)

29 Sports fixtures

34. Playgrounds/Adventure playgrounds

37. Ice Skating generic

42. Zoo Visits generic 

 There is a requirement that the visit leader shows that the risk assessment process has been completed rigorously.  These document must be shared with all accompanying staff at least 24 hours in advance of the trip.  Staff will follow the instructions set out in the following documents which are available to all staff through the resources section of the EVOLVE website: ‘Emmaus Visit Planning Checklist’ and ‘EVOLVE Guidance’. 
Roles and Responsibilities
Visit leaders are responsible for planning a visit and for entering these on Evolve at least 4 weeks in advance of their visit if within Sheffield and 6 weeks in advance if outside of Sheffield.  Outline permission should be gained from the Head Teacher or Deputy Head Teacher for every visit, in advance of booking the visit and entering the information on EVOLVE. Visit leaders have the overarching responsibility for ensuring all of their visits comply with all relevant guidance and requirements including an appropriate adult to staff ratio as discussed with and agreed with the headteacher or EVC.  For Foundation stage this must be at least a ratio of 1 adult to every 4 children.
The Educational Visits Co-ordinator (EVC)is Insert Name who will support and challenge colleagues over visits and learning outside the classroom (LOtC) activities.  The EVC is always the first point of contact for advice on or support with any visit related matters.  The EVC has responsibility for checking final visits plans on EVOLVE before submitting them for approval by the headteacher.  The EVC will also manage staff accounts on EVOLVE and ensure all school-specific documents are uploaded to the site and up to date.   The EVC has delegated authority for submitting all overseas, residential or adventurous activity visits to the LA for approval via EVOLVE.
The Governing Body will approve the Educational Visits Policy and ensure it is reviewed annually.  All residential visits must also be approved by the Governing Body.
The Local Authority is responsible for final approval, Via EVOLVE, of all visits that include an adventurous element and/or are residential.  

Staff Competence
We recognise that the single most important consideration when planning an educational visit is staff competence in order that a visit may be safely managed.  The staff are supported in developing their competence in the following ways:

· Staff receive regular training and update from the EVC.

· Documents have been put in place to support staff in their planning of visits: ‘Emmaus Visit Planning Checklist’ and ‘EVOLVE Guidance’.

· Supervision and support for less experienced staff.

In deciding whether a member of staff is competent in leading a visit, the Head Teacher and/or EVC will take into account the following:

· Experience

· Training

· Prospective ability to make risk assessment adjustments and take charge in the case of an emergency. 

· Knowledge of the pupils, venue and activities.

· Visit observation records kept by the leadership team.
Emergency Procedures
A critical incident is any incident where events go beyond the normal coping mechanisms and experience of the visit leadership team.

The school has a critical incident plan which is available to staff within the resources section of the EVOLVE website.  All staff leading visits are familiar with this plan which is reviewed annually.  

Educational Visits Checklist

Emmaus’ educational visits checklist which is available to all staff within the resources section of the EVOLVE site has been adapted from the Local Authorities generic checklist.  All staff leading a visit must first show that they are familiar with this document and have completed the checklist as part of the risk assessment process.  A visit should only go ahead if the answer is yes to all sections of the checklist.

Parental Consent

Consent for all trips for the academic year is given in advance of the children joining the school.  Parents are informed the sorts of visits that this may include, with a clear statement explaining that there may be additional trips that cannot be planned in advance.  Parents are always informed of trips taking place, either by email, letter or text message.  

Consent for all activities with a water-based, adventurous or residential element must be collected separately to the blanket consent for the year.  

Charging/Funding for Visits

All education during school hours is free to all children.  However, for educational visits to be viable, it may be necessary to request a voluntary contribution from parents.  No educational visit will be profit-making.  No child will be excluded from a visit because of non-payment, however if insufficient funds are available, it may be necessary to cancel a visit with all monies being refunded to parents/guardians.  

Insurance

In line with the Hallam Schools Partnership Academy Trust, Emmaus Catholic and Church Of England Primary School is insured for Educational Visits by Zurich Municipal Insurance with a limit of Indemnity of £25,000,000.  A copy of the Policy is available in the school office. 
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