Mount Street Infant and Nursery -Educational Visits Policy


Mount Street Infant and Nursery School

Educational Visits Policy
1
Introduction
1.1
All schools are required to offer children a broad and balanced curriculum that promotes their spiritual, moral, cultural, mental and physical development, and prepares them for the opportunities and experiences of adult life.
1.2
In our school we seek to enhance the children’s learning through occasional school visits. These enrich the curriculum for our children and add to what they learn in school.
2
Organisation
2.1 When children are being taken for a visit out of school then one member of staff 

            must take overall responsibility. 

2.2 Children and adults must wear appropriate clothing and footwear for the visit and for the weather.   

2.3 A qualified First Aider must travel on each visit. The organiser is responsible for ensuring that a First Aid Kit has been checked and replenished before leaving school. They are also responsible for making all staff/helpers aware of its location.

2.4 A educational visits mobile phone will be taken on all school visits. The number for this mobile phone will be given to each helper on the visit.
2.5 YR  children will have 1 adult responsible for 4 children.



Y1 will have 1 adult responsible for 5 children. Y2 children will have 1 adult responsible for 6 children.

YN children must be accompanied by their parent or an adult nominated by their parents on an out-of-school trip.

Where possible as many members of school staff will help on school visits. Any adults who volunteer at the school on a regular basis may also assist with trips and they will be police checked.  Additional adults who help on a one off basis are not required to have a police check but they will not be allowed to be in a situation on their own with the children during the trip eg taking the children to the toilet.
2.6       More specific guidance for farm visits and visits to coastal locations is appended to this policy.

2.7
Any child wishing to visit the toilet during a school visit must be accompanied by a member of school staff or police checked volunteer.
3
Charging for school activities
3.1
All education during school hours is free. We do not charge for any activity undertaken as part of the National Curriculum. There are some circumstances when the school can make a charge for certain activities. The governing body has a charging policy that details the full range of activities where a charge can be made. A copy of this is available from the school office.
4
 Responsibilities

4.1 One teacher, the group leader, should have overall responsibility for the supervision and conduct of the visit and should have regard to the health and safety of the group.

4.2       The organiser is responsible for:

· Obtaining the headteacher’s prior agreement before any off-site visit takes place;

· visiting the venue beforehand if it has not been used by the school before/recently;

· undertaking and completing a comprehensive risk assessment and have it checked and signed by the educational visits coordinator.
· securing authorisation from the headteacher by filling in the appropriate forms (see appendices);

· being aware of any relevant health and safety regulations;

· preparing emergency procedures;

· checking that each class teacher has an appropriate number of suitable helpers;
· checking all details with the Headteacher;
· ensuring there is a First-aider on the visit;

· ensuring that teachers and other supervisors know what the visit involves and their responsibilities;

· nominating a deputy;

· ensure that teachers and other helpers have details of pupil’s special educational needs or medical needs;

· obtain parental permission for the visit and medical consent if appropriate;

· drafting a letter to parents;

· preparing pupils for the visit and ensuring that each pupil knows who is responsible for them.

· Carry a list/register of all pupils and adults involved on the visit.

A delegated administrative assistant or Teaching assistant is responsible for:

· obtaining quotes for transport;
· working out the budget;
· booking the venue and the transport;
· sending out letters to parents and collecting permission slips;
· checking that enough money has been collected to make the visit viable;
· checking the First-aid box;

· arranging for the early collection of School Meals (if necessary);

· checking on the availability of a RADAR/Disabled toilet if (necessary);

· checking the current entry costs;
5 Authorisation

5.1 The organiser will fill in the application form for the approval of the Headteacher prior before finalising arrangements.

5.2 The Governing Body have delegated the routine approval of educational visits to the Headteacher but their approval must be sought for visits involving

· Hazardous activities

· Residential visits

· Visits abroad

6 Review

This policy will be reviewed by the governing body on a regular basis.

Associated policies: Charging Policy

                                 Health and Safety Policy




         Safeguarding Policy

                                 Equal Opportunities


Date of last review: Curriculum Committee 8th June 2010
Date of next review: June 2012













3

