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Introduction

Weald Rise Primary School have adopted the Educational Visit Policy to outline the requirements
needed in having a successful trip/visit/learning off-site and supporting the planning and organising of
all activities in order to ensure the health and safety of all pupils, staff and volunteers.

Educational visits are activities arranged by, or on behalf of, the school, which requires pupils to leave
the school premises, having been authorised to do so by the headteacher or other designated member
of staff.

Trips, visits and learning off-site comprise an essential part of the school curriculum at Weald Rise
Primary School. Successful trips provide memorable learning experiences and enhance the children’s
education in ways that are not possible in the classroom. The school is committed to providing school
visit as a positive tool to develop pupils’ independent, investigative learning and to building their
experience of the local and wide world and to provide a foundation for lifelong learning.

This policy sets out our approach to planning and operating educational visits, to ensure the health and
safety of our pupils, staff and volunteers, and to make sure that our visits are available to all pupils. It
sets out the roles and responsibilities of staff, pupils and volunteers when it comes to visits.

The policy applies to activities taking place within and outside of normal school hours, including
weekends and holiday periods. This includes (but is not limited to):

2 Visits to places of interest in the local area

2 Day visits to places such as museums and other cultural and educational institutions

2 Sporting activities

2 Adventurous and recreational activities

2 Residential trips organised by the school

2 Trips abroad organised by the school

Legislation and guidance

This policy is based on the Department for Education’s guidance on Health and safety on educational
visits - GOV.UK, and the following legislation and statutory guidance:

o Equality Act 2010: guidance - GOV.UK
¢ SEND Code of Practice January 2015.pdf
¢ Keeping children safe in education 2025

o Sections of this policy are also based on the EYFS statutory framework for aroup and school-
based providers

Roles and responsibilities
Head Teacher — The Head Teacher is responsible for:

> Approving staff requests for educational visits, including having final authority to approve any
educational visit of less than 24 hours.

> Making sure staff, including the educational visits co-ordinator, have received any necessary
training.

> Working with the governing board and local authority (Harrow LA) approve residential trips of
more than 24 hours.
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The appointed Educational Visits Co-Ordinator (EVC) at our school:

>
>
>
>

The Head Teacher and Office Manager is the appointed EVC.

Oversee and guide other staff to arrange and organise educational visits.

Assess the ability of other staff to lead visits and designate a suitable trip lead for each visit.
Assess outside activity providers/residential/venture activities. New ventures/activities for the
school that do not fit into these categories can be put to Governors at the discretion of the
EV(/Head Teacher.

Advise the Head Teacher and/or Governing Body when they are approving trips.

Evaluate all visits once complete, from planning to the visit itself and use this to improve future
arrangements.

Visit Leader Training — all visit leaders have training and support from the EVC and an
‘apprenticeship’ system is operated with experienced staff mentoring staff with less trip
experience.

Trip Lead and Procedure

Every educational visit will have 1 member of staff designated as the trip lead. The trip lead will:

>

>
>

Plan the proposed visit, taking into account the health and safety risks to pupils, staff and
volunteers.

Assign staff and volunteer roles as required.

Make sure the school has accurate and up-to-date information about the trip destination, to be
used in risk assessment.

The needs of everyone taking part are considered, including co-ordinating any additional support
needed.

Ensure that Parents and Carers are given accurate information about educational visits, including
any costs or hecessary equipment not supplied by the school or a third party.

Where appropriate, payments will be made directly to the school via the online Parent Pay
system.

Communicate key details about the visit and all locations to staff, pupils, parents and carers
including roles and responsibilities and excepted behaviours.

Office Manager/Finance Team will calculate the cost of the trip/activity and make all the
necessary arrangements for transport.

Trip leader to entered details of upcoming trip on the school teams’ calendar and the school
business pack.

Ratios and Staff

All trips are individually risk assessed to ascertain the safe level of adult supervision required. Below are
the recommended minimum adults to pupil’s ratios that our school is committed to implement: these are
adhered to unless there are exceptional circumstances andy/or permission has been given by the Head
Teacher following an assessment of risk taking into consideration the nature of the trip.
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Nursery — 1:6

Reception — 1:8

Year 1 to 2 — 1:8 or 1:10 depending on trip/activity
Year 3to6-1:10
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Staff have a responsibility to make sure all pupils and staff who take part in visits are kept safe and
understand the proper way to prepare for trips, as well as how to act/behave while taking part.

Seek and obtain approval for all educational visit/activities from the Head Teacher.

Communicate with parents and carers and make sure trips are inclusive of all pupils’ needs.

Look out for the health and safety for themselves and those around them.

Help manage pupils’ behaviour and discipline as required while on the visit.

Any adult who has not been DBS checked should not be left alone with children during any
activity/visit.

At least 1 supervising adult must be able to administer first aid is present on all trips.
Appropriate first aid equipment wiii be taken on aii trips, in accordance with the schooi’s first aid
and health and safety policies.
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Volunteers attending school trips, including parent’s volunteers, agree to:

> Follow the directions of staff and act accordingly.
> Report any concerns to the trip leader or other staff present as soon as possible.
h Adults without DBS will NOT be left alone with pUpl!C at any time,
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Risk Assessment

A full risk assessment must be completed two weeks prior to a trip and must be approved by the Head
Teacher and EVC, using the school’s risk assessment template. To support the process, existing risk
assessments can be used, evaluated and update, including generic risk assessments provided by the
centre to be visited, risk assessments completed by colleagues who carried out the same trip and/or the
generic risk assessments available on the school '‘Admin W drive’. A copy should be taken on the trip
and another copy left with the EVC.

The risk assessment must include:

> Details of any specific medical issues, additional support for individual child.

> Details of helpers/staff/parents/volunteers.

> Information about travel arrangements. (Ti ravelling by coach, public transport, walking, mini
cabs).

> Requirement of behaviour whilst out of school.

To wear school uniform unless specified, and to wear suitable footwear/coats accordin

weather,

Emergency planning procedures/incident reporting/contact numbers.

Arrangements for lunches/toilet facilities.

Class and teachers group listing to be attached with the risk assessment.

Trip/activity letter attached.
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Review

This policy will be reviewed every 2 years by the Governors’ Health and Safety - Resources Committee.
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