Leck St Peter’s C.E Primary School

Educational Visits Policy
The staff and Governing Body of our school recognise the value of planned educational visits for all pupils and the contribution these make to the wider enriched curriculum. Such visits are seen as an essential and integral part of the opportunities on offer for all pupils at both key stages.
This policy should be read in conjunction with the ‘Policy and Guidelines for educational off-site visits issued by Lancashire County Council. 

RESPONSIBILITY

The Headteacher shall be the nominated Educational Visits Co-ordinator and shall be responsible for ensuring that all school activities are properly planned and appropriately supervised.

The Headteacher shall ensure that this policy and that of the LA are fully implemented 

and shall undertake the responsibilities described in section 7 (LA Policy)
While the planning of visits may be delegated to other members of the teaching staff, the overall responsibility will remain with the Headteacher.

The Headteacher, as EVC will receive adequate training in order to fulfil this role.

SCHOOL PROCEDURES

School procedures for the management of educational visits shall be consistent with the LA requirements. Consent for type A / B visits will be sought from parents at the start of the academic year. Type B residential visit consent will be sought on an individual basis for each event.
All educational visits must have specific stated objectives, appropriate to the needs and age-range of pupils. There will be an information sheet sent to parents before the event takes place and a risk assessment produced prior to the visit. All visits will be recorded on Evolve.
CATEGORIES OF VISIT REQUIRING SPECIFIC APROVAL

The Headteacher will give approval for type A visits of low risk such as museum visits, local walks, sports events at LRGS, Wennington Hall or QES and type B non-residential visits such as farm visits, outdoor education on or near water.
Type B residential visits will require the approval of the governing body. 

All type B visits will also require approval by the LA. 
CHARGING FOR ACTIVITIES
Please refer to the charging policy for further information.
RATIO OF PUPILS TO TEACHER

For all visits the minimum ratio will be as follows:

	AGE OF PUPILS
	NO 

OF ADULTS
	NO 

OF PUPILS

	Early Years
Foundation Stage

	1
	4

	Year 1 – 3


	1
	6

	Year 4 –6


	1
	10


Accompanying adults may be teachers, TAs, trainee teachers, parents and friends.

There must be at least one staff member on each visit. If any adults are parents of a child on the visit and are part of the staffing ratio then one additional adult, who does not have a child on the visit, must be added to the staffing ratio
It is preferred that adults working voluntarily with children are DBS cleared.

If not, they must remain under the supervision of the visit leader at all times.

A staff member will be the responsible leader.

When children are transported to a venue i.e. swimming then it is permissible for one teacher, or other authorised school staff member to accompany the pupils.

School organised transport utilising the cars of parents or other adults. 
The Headteacher should be satisfied that a person offering transport for school organised transport utilising the cars of parents or other adults meets the requirements of section 7.4. 3 (LA Policy). Persons will be asked to confirm this in writing before transporting children.
PROCEDURES IN THE EVENT OF AN EMERGENCY
· There will be a designated base contact who will be accessible throughout the visit.
· The base contact will have information detailed on form 9 for reference and will have a copy of form 9. 

· They will have access at all times to emergency information and contact numbers (form3)

· At least one accompanying staff member must carry the school mobile phone and the battery should be charged.

· The leader should have a list of names and contact telephone numbers.
· The leader should have medical details for each child.

· The leader should have a copy of form 10.

· Other information as listed in section 6 of the LA policy and guidelines document will be available at all times to the base contact and visit leader, appropriate to the activity being undertaken.

This policy will be reviewed every three years or sooner if required.
