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Hill View Primary School Educational Visits Policy

Hill View Primary School have formally adopted Outdoor Education Advisor Panel (OEAP) ‘National Guidance’ as the source guidance for this policy from the website: www.oeapng.info
Overview

The Governors and staff of Hill View Primary School acknowledge the great value of Educational Visits in broadening and enhancing both the learning and social experience of pupils.

Under statutory guidance which came into effect on 1st March 2004, all schools

are required to have a named Educational Visits Co-ordinator (EVC), who will

ensure that the planning and supervision of all visits and adventurous activities

meet DfES requirements and LEA guidelines.

Our current EVC is Laura Millington
To enable children and staff to gain a full and enjoyable educational visit it is

essential that the following guidelines and policies are adhered to. These

guidelines are to be read in conjunction with the regularly updated information

provided by Halton Borough Council on the EVOLVE website and the school will follow advice in Halton Policy for Managing Learning Outside the Classroom (February 2012) and Edsential Policy and Guidance for Educational Visits and Offsite Activity (September 2020).
School visits benefit young people in many ways, including:

- being able to apply a different range of skills than those used in the

classroom

- enabling, supporting and complementing the work of the curriculum,

experimental (first hand) and memorable learning

- assessing and managing risks (safety)

- developing latent talents, abilities and interests, which can be motivational

and have lifelong relevance

Approval for Visits

All matters regarding each visit outside school – feasibility, planning, safety,

organisation etc – will require the prior approval of the EVC and/or Headteacher. Some visits must be authorised will require the additional approval of the Local Authority; Halton Borough Council

Approval of the Governing Body is also required for visits of this type. 

It is the responsibility of the Group Leader to complete the necessary online

forms and the accompanying risk assessment paperwork. It is the EVC’s

responsibility to check that all the necessary paperwork has been completed

before submitting the online forms to the Headteacher for approval.

Planning a Visit
Residential Visits should be agreed at the beginning of the school year. Day visits may be planned as the year progresses, but this should be done well in advance and in consultation with the EVC. All visits should serve a valid educational purpose and staff must follow stages one to four of the Educational Visits Planning Checklist.
Charging for School Activities

The Governing Body has a Charging Policy that details the full range of activities where a charge can be mad and remissions. A copy is available from the School Business Manager on request

Safeguarding
Hill View School and staff members will continue to follow the operational child protection and safeguarding procedures contained in the School’s Child Protection and Safeguarding Policy whilst on an educational visit or learning outside of the classroom.
Responsibilities

Governing Body

The Governing body must:

Ensure that the Head Teacher and the EVC have adhered to the LA

guidelines.

Ensure that residential and overseas visits are approved as necessary

by the LA.

Agree to all residential visits, trips abroad and those involving outdoor

and adventurous activities. In these instances, to ensure that bookings

· Ensure that that all aspects of risk management have been considered

and that risk assessments for travel, accommodation and activities have

been carried out prior to departure. It is not expected that Governors

should become directly involved in risk assessment and related matters

unless they have an appropriate competence.

· Be convinced about a visit’s educational objectives and how they will be

met. 

Regularly review the EV policy and procedures including incident and

emergency management systems.

· The named Governor for Educational Visits is Karl Ashton
The Headteacher, (Richard Jackson) supported by the EVC
The Headteacher, supported by the EVC must ensure that:
· The Educational Visit Co-ordinator (EVC) is competent to

oversee the co ordination of all off-site education, and support the EVC (and other staff if appropriate) in attending relevant training courses.

Visits comply with regulations and guidelines provided by the LA,

schools governing body and the schools own health and safety policy

The group leader is competent to monitor risks and supervise the trip

throughout the visit

Adequate child protection procedures are in place

All necessary actions have been completed before the visit takes place

The risk assessment has been completed and appropriate safety measures are in place
Ratios of staff to pupils are appropriate

The LA or governing body has approved the visit if necessary

Parents have signed consent forms

Arrangements have been made for the medical and special educational

needs of the pupils

Adequate first aid provision will be in place

The mode of transport is appropriate

Travel times out and back are known in school

There is adequate and relevant insurance cover

They have the address and phone number of the visits venue and have a

contact name

A school contact has been nominated and the group leader has the details

The group leader, helpers and nominated contact have a copy of the

agreed emergency procedures

The group leader, helpers and nominated school contact have the names

of all the adults and pupils travelling in the group, and the contact details

of parents and the teachers and other helpers next of kin.

There is a contingency plan for any delays including a late return home.

· All risk assessments must be completed (with support from the EVC if needed) before trips are authorised 

Visit Leader

The Visit Leader must:

Obtain the Headteacher’s/EVC’s prior agreement before any off-site visit

Follow LA and governing body guidelines

Appoint a deputy (preferably another teacher, but definitely another

member of school staff)

Have ownership of the risk assessments

Pre-visit the site if possible

Evaluate the trip after the event and forward all paperwork to the EVC to

be kept on file.

Ensure that other staff and volunteers are clear about their role and responsibilities and ensure all tasks have been assigned

Be able to control and lead pupils of the relevant age group

Be suitably competent to instruct pupils in an activity and be familiar with

the location/centre where the activity takes place

Other Visit Staff and Volunteers

Other staff and volunteers must:

· Do their best to ensure the health and safety of everyone in the

group and act as any reasonable parent would in the same circumstances.

Follow the instructions of the group leader and help with control and

discipline

Consider stopping the visit or the activity, notifying the group leader if they

think the risk to the health and safety of the pupils in their charge is too great.
Pupils

The group leader must make it clear to pupils that they must:

Not take unnecessary risks

Follow the instructions of the leader and other helpers including those at

the venue

Dress and behave sensibly and responsibly

Look out for anything that might threaten themselves or anyone in the

group and tell the leader or helpers about it

Any pupil whose behaviour may be considered to be a danger to

themselves or to the group may be stopped from going on the visit or sent home. 
If the group leader feels that such action may be necessary, first speak to the

school EVC or the Headteacher. 
Parents

Parents should be able to make an informed decision on whether their child

should go on a visit.

The group leader should ensure that parents are given sufficient information in

writing and invited to any briefing sessions.

The group leader should also tell parents how they could help prepare their child

for the visit, e.g. reinforcing the visit’s code of conduct.

Parents will also be asked to agree the arrangements for sending a pupil

home early because of unacceptable behaviour and need to understand that they would expected to pay any

costs involved.

Parents will need to:

Provide the group leader with emergency contact numbers

Sign the consent form

Give the group leader information about their child’s emotional,

psychological and physical health, which might be relevant to the visit.

Records and Communications

Records of a visit can provide a very useful and informative way of demonstrating

the accountability of the school towards its pupils.

Pre visit risk assessments and after visit reports should be given to the EVC to

keep on file via Evolve. 
Reports of any accidents or incidents should also be kept on file via Evolve by the visit leader.
It is the responsibility of the staff to report such documentation.
Parents should always be made aware when their children are leaving the school

premises. Even for a local walk, which is theoretically covered under the consent

form parents sign when their child starts school, parents should be sent a brief

note explaining the offsite activity.

Parents may exercise their right not to allow their children to take part in a visit.

Under these circumstances the school must make alternative arrangements to

educate that child. The refusal of the parent not to allow the pupil to go on

the visit does not offer the opportunity for the child to be kept off school for

the day.

First Aid

There should be a qualified first aider on every visit.

A first aid kit should be taken on every visit.

Insurance

Hill View School has a ‘Personal Injury and Travel Insurance group policy’. The

schedule of benefits is held on file, and a copy can be obtained from the

School Business Manager on request.

Illness

If a pupil becomes ill during a visit, the school will be informed. The Headteacher/EVC may make the decision that the child should return home and the parent will be informed. The school may assist with transport if this is not available to the parent. A refund to the parent, in the case of early return from a visit, cannot be guaranteed.
Emergency Procedures

Teachers in charge of visits have a duty of care to make sure that their pupils are

safe and healthy.

They also have a common law duty to act as a reasonably prudent parent would.

Teachers should not hesitate to act in an emergency and to take life saving

action in an extreme situation.

If an accident happens the priorities are

To assess the situation

Safeguard the uninjured members of the group

Attend to the casualty

Inform the emergency services

Inform the Headteacher/EVC
Ensure that a member of staff accompanies any casualties to hospital if necessary and that the rest of the group is supervised.

Notify the police if needed

Ascertain telephone numbers for any future calls

Write down accurately all relevant facts and witness details and preserve

all vital evidence

Keep a written account of all events, times and contacts after the incident

Complete an accident report form as soon as possible

No one in the group should speak to the media and no names should be

provided

No one in the group should discuss any legal liability with other parties

. 

 ‘Plan B’

Despite the most detailed pre-visit planning, things can go wrong on the day, eg

parent helper is unavailable, member of staff is ill, weather is unsuitable,

transport fails to arrive, museum have lost booking etc. To avoid having to make

important decisions under pressure, it is important that some thinking is done in

advance, in order to cater for any foreseeable eventuality. This comprises ‘Plan B”

Dynamic Risk Assessment

As well as referring to the agreed risk assessments the visit leader and other staff and volunteers must carry out dynamic, on the spot risk assessments for all activities that take account of changing circumstances, behaviour of pupils and other 

This policy was agreed by the Governing Body on 11th October 2021
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