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Educational Visits Policy




We recognise the value and importance of children having real life learning opportunities outside the classroom. We also recognise our role in ensuring children are safe and well-looked outside of the classroom.

Routine and Non-routine trips

Routine Trips
Some ‘trips’ from school would be considered ‘routine’, for example a walk to the local post office to post a letter, a walk to the shops. All parents are asked to sign a general consent for local walks when the children are admitted to Wrap around care. A general risk assessment for local walks is in place and reviewed regularly. When staff take children on local walks at least two adults must go and a ratio of 1 adult to 4 children should be in place. The lead adult should ensure they have the school mobile phone with them and the headteacher and other staff are informed of the outing. 

Non-Routine Trips
The remainder of this policy refers to non-routine trips, i.e. trips not covered by our generalised consent for local walks. All non-routine trips are recorded and risk assessed through Evolve.  The ultimate responsibility to authorise all visits on Evolve is down to the Headteacher. 

Responsibilities
There is a named person in school with responsibility for the co-ordination of educational visits. The Educational Visits Co-ordinator, Polly Moakes, has received appropriate training for this role. The co-ordinator has responsibility for planning and ensuring the appropriate risk assessment for each trip. All educational visits must also be approved by the Headteacher. 

Risk Assessment
Educational visits must be carefully planned.  Risks must be assessed and the risk assessment will be recorded by the Educational Visits Co-ordinator and Headteacher.  A specific assessment will be carried out for each visit.  Staff attending will read the assessment and convey relevant information to parents.  Risk assessment should be proportionate to the level of risk.  The Headteacher will make the final decision about the nature of the risk assessment for any given visit.  Risk assessment will be reviewed by the Headteacher.

It is critical that risk assessment information is shared with staff, adult helpers, parents and pupils as appropriate.  This applies to information obtained from the venue to be visited.

Supervision
All visits from school should involve at least one adult for every three children. Staff also need to consider the individual children going and identify those children/activities/visits who may require additional support or supervision. 

Children may be accompanied by a parent or adult nominated by a parent. If parents are accompanying the trip they will only be responsible for their own child. Parents would not be with any other children unsupervised. Parents accompanying a trip on this ‘one off’ basis who are always under the supervision of staff would not be required to have a DBS check. 

Inclusion
No child should be excluded from a trip and all efforts should be made to ensure all families and children are included. Where donations for a trip are requested this will be done in line with our Charging and Remissions Policy. 

First Aid
First Aid will be provided by School First Aid box being taken on all visits, wherever possible, one of the supervisors will be a trained first aider.  Parents of children with special medical needs should be reminded to take medication etc. 

Leadership
The leader of the party will be expected to:
· be acquainted with LEA/School guidelines, procedures and regulations for the conduct of visits
· be the Person in Charge or Responsible Individual who will have full delegated responsibility for the visit once it is underway

Other staff/helpers are expected to 	
· be acceptable to the leader
· be prepared to accept the authority of the party leader
· keep the leader informed of any important information

Communication and information is essential to the effective planning of educational visits.  The party leader must ensure that:-

· Basic safety information has been received from, or discussed with, the venue (if appropriate a preliminary visit should be made)
· A home-based contact person has been identified
· Parents know the identity and phone number of that person
· The school mobile phone is taken, along with the contact details of all children and the school.
· Parents know relevant details of the visit (dates, times, purpose, means of transport, level of supervision, suitable clothing/equipment, insurance cover, sun safety arrangements).
· Special medical/dietary needs are available
· Parents have given their consent in writing
· Staff and pupils have been fully briefed on the itinerary, aims, safety risks, emergency procedures and protocols involved with the visit

Insurance
The Headteacher arranges insurance through County insurers. If coaches are used they will be from a company recommended by the Local Authority with the appropriate seating, belts and level of insurance. If public transport is to be used the route will be carefully planned and checked in advance. 

Any serious injury to a child on a Tremorfa Afternoon Club educational visit must be reported to the CIW as soon as reasonable possible, but no later than 14 days. 


Appendices:
· Appendix 1: General Consent Form
· Appendix 2: Risk Assessment for local walks
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Appendix 1


Tremorfa Nursery School 
Parental Consent Form

Child’s Name: _________________________________

Date of birth: _________________________________







Local visits
From time to time we visit the local shops, post office, garage etc.  

I give permission for my child to be taken on short walks/ visits in the local area

Signed: ___________________________________	Date: _____________











Photographs
We often use photos and videos of children to illustrate learning experiences, positive behaviour etc. Other schools or training organisations sometimes ask to use our images as examples of good practice. Photos may also be used in publicity or in the media. 

We also have a school website and social media platforms which features photos. We have a school policy for our website and children are never named.

I give permission for my child to be featured:  (please tick)

In photos and videos for Social media
On the school website

Signed: _________________________________		Date: ____________


















Health Visitors
We work very closely with health visitors. It is important that we help support your child’s development by sharing information with them. Please tick.

Health visitor’s name: ___________________

I give permission for the school and health visitors to exchange 
information about my child in a confidential manner

I do not give permission but will meet with the class teacher and 
discuss why

Signed: _________________________________		Date: ___________








Appendix 2Date 

Signed………………………………….

Assessment Review Date 

Workplace Location(s) 
Tremorfa Nursery School

Task/Activity
Local Visits / Walks (within Tremorfa)

HEALTH AND SAFETY RISK ASSESSMENT

OF RISK FOR
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		List hazards here:

	List groups of people who are especially at risk from the significant hazards which you have identified:

	Risk

	List existing controls here – or note where the information may be found:

	Describe the action needed to improve matters where it is reasonably practicable to do more to control risks.  Specify also the target date for action and the person to action.

	Residual Risk

	
Child falling, tripping hurting themselves



	Children
	M
	High adult child ratio 1:4 at least (the needs of individual children need to be looked at in deciding ratios)


Children to have key worker and to hold hands with an adult when walking round the locality

Adult has awareness of basic first aid and carries the school mobile phone
	
	L

	
Road traffic accident


	Children or adults
	M

	Children are reminded of road safety rules.

High adult child ratio 1:4 at least (the needs of individual children need to be looked at in deciding ratios)

Children must always be taken across the road at a designated crossing where available
	

	L

	
Child running off / or getting lost

	Children
	M
	Children are only take on local walks in very small groups of less than 8 children at a time.

High adult child ratio 1:4 at least (the needs of individual children need to be looked at in deciding ratios)

Adult has awareness of basic first aid and carries the school mobile phone
	
	L
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