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Context of school
Rosstulla School caters for pupils with a moderate learning difficulty and other complex needs whose ages range from 3 to 17 years.

The purpose of the Policy
For the purposes of this policy, an ‘educational visit’ means any educational, cultural or sporting activity that requires the pupils to leave the school premises having been authorised to do so. This includes the following: 
Visits to places of interest in the local area 
Day visits to museums, galleries and places of educational interest 
Sporting activities including swimming sessions 
Outward bound and adventurous activities
Residential trips

Rational
Well planned and executed educational visits provide our pupils with valuable 
experiences which enhance their learning at school. Providing a variety of ‘real life’ 
opportunities for our children enables them to achieve a fuller understanding of the 
world around them through direct experience. Educational visits are an essential 
element of good practice.
            ‘Young people derive considerable benefit from taking part in educational visits. In particular, they have opportunities to participate in activities and gain from experiences not available in the normal classroom setting.  Such educational visits help young people to develop a wide range of valuable personal and social skills.’(EA)

Planning and preparation for a trip
Rosstulla school will follow the guidelines set out in the EA Educational Visit Guidance document (including current COVID-19 related amendments) see link:

https://ennilive-my.sharepoint.com/:w:/g/personal/fjamison501_c2ken_net/EVC-1hm_YGpJjbvKl4cQxgYBB4iiSR91a158awHojO2paA?e=f2QxP3

Careful planning prior to any trip is essential.
 The following must be considered:
· the educational aims 
· the programme and itinerary to support these aims
· the risks that may arise and the measures necessary to reduce these.

The flowcharts (Appendix 1) may be useful when planning a visit.

Forms to be completed
Templates for all necessary paperwork required before and after an educational visit can be found in our school shared folder for Educational Visits. 

Educational visits coordinator (EVC)
In Rosstulla, this post is held by the Principal, Miss Matchett.
	
Consultation
The Governors and staff were consulted in the writing of this policy. The policy will be reviewed and updated as required.

August 2021
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b)  Planning a Visit – Key Questions
· What are educational objectives?
· What is the nature of the visit?
· Target group identified?

Purpose of the visit



· Does the venue/activity meet the educational objectives of the visit?
· Is the age profile of the pupils suitable for chosen venue/activity?
· What is the competence, experience of staff?
· What environmental factors do we need to consider eg. time of year, weather?
· Venue facilities?
· Venue accessibility?
· Clothing equipment requirements?






Choice of venue/activities to be undertaken




· Appropriateness of venue?
· facilities
· activities
· location
· access to tele communication
· venue staff
· first aid/medication/emergency action plan
· accommodation in relation to security/emergencies
· access to local services
· If visit is not possible how can we fully research the appropriateness of the venue?
· Has the independent provider all the appropriate insurances and risk assessments in place?







Exploratory visit 
and research









Programme of activities



· Suitable detailed itinerary agreed?
· Appropriate supervision of qualified staff?
· Any proposed changes to the agreed programme to be agreed with the EVC to assess risk?






· Appropriate?
· Competent/qualified e.g. first aider?
· Staff/pupil ratios?
· Training?
· Clear roles and responsibilities?
· Volunteer staff considerations?
· Communications protocol in place and understood by all staff?
Staffing










· Clear roles and responsibilities of main staff?
· First aider identified?
· Familiarisation with educational visit venue to include location/first aid equipment/ emergency procedures and the responsible staff identified?
· Arrangement of first aid/emergency procedures meeting with staff/pupils on arrival at venue?
· Immediate access to parental consent form information (telephone numbers etc.) especially for all pupils but especially for those with medical conditions?
Emergency procedures/
First aid
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a) Overview of Planning Process
Planning a visit

Identify/Propose Educational Visit

Submit and outline proposal to principal and the board of governors seeking approval in principle. Proposals might
include:

= purpose of the visit;

=  proposed date(s), duration, venue and activities;

=  group — size and age range, staffing;

. resources required, estimate of costs.

[Proposals for longer visits may need to be made well before the start of the relevant academic year.]

Please note that overseas visits, adventure activities and demanding environments run by an independent provider require
the Board of governors approval in principal before any contracts are signed.

Planning checklist

=  Exploratory visit/detailed research of place of visit;

= Suitability of independent provider;

=  Appropriate staffing for the planned visit and group needs;

=  Definitive staffing roles and responsibilities;

= Cost of the visit;

=  Risk assessment — shared with all leaders and pupils, copy on file;
=  Emergency procedures and contact arranged.

Full details of visit to principal and the board of governors

. Details of dates, venue, programme/itinerary, risk assessment, emergency procedures, transport, insurance, costs, group
membership, staffing;

= Secure final approval from the principal and the board of governors.

Routine visits (Category 1 and 2) Residential and visits abroad (Category 3, 4 and 5)

= Inform parents of routine visits and obtain consent on * |nformation to and from parents;
termly or annual basis; =  Briefing meeting for parents;

=  Obtain approval from the principal for routine visits — = Brief pupils/agree code of conduct;
termly or annual basis; .

Deposits/full payments by parents.
=  Brief pupils/agree code of conduct;

=  Continue to monitor risks at all times during the visit
and be ready to change to a contingency plan if
necessary;

»  Collate relevant group information. =  Obtain final approval from principal and the
board of governors;

= QObtain parental consent;
= Collate relevant group information;
Non-routine day visits (Category 3, 4 and 5) *  Maintain appropriate records.
= Obtain final approval from the principal;
= Obtain parent consent.
= Possible briefing meeting if necessary;

=  Brief pupils/agree code of conduct; = Continue to monitor risks at all times during
= Continue to monitor risks at all times during the visit the visit and be ready to change to a

and be ready to apply to a contingency plan if contingency plan if necessary.

necessary;

= Collate relevant group information;
. Maintain appropriate records.

=  Complete Evaluation Report.







b) Planning a Visit — Key Questions

Purpose of the visit

Choice of venue/activities
to be undertaken

Exploratory visit
and research

Programme of activities

Staffing

Emergency procedures/
First aid

10

What are educational objectives?
What is the nature of the visit?
Target group identified?

Does the venue/activity meet the educational objectives
of the visit?

Is the age profile of the pupils suitable for chosen
venue/activity?

What is the competence, experience of staff?

What environmental factors do we need to consider eg.
time of year, weather?

Venue facilities?

Venue accessibility?

Clothing equipment requirements?

Appropriateness of venue?

- facilities

- activities

- location

- access to tele communication

- venue staff

- first aid/medication/emergency action plan

- accommodation in relation to security/emergencies
- access to local services

If visit is not possible how can we fully research the
appropriateness of the venue?

Has the independent provider all the appropriate
insurances and risk assessments in place?

Suitable detailed itinerary agreed?

Appropriate supervision of qualified staff?

Any proposed changes to the agreed programme to be
agreed with the EVC to assess risk?

Appropriate?

Competent/qualified e.g. first aider?

Staff/pupil ratios?

Training?

Clear roles and responsibilities?

Volunteer staff considerations?

Communications protocol in place and understood by all
staff?

Clear roles and responsibilities of main staff?

First aider identified?

Familiarisation with educational visit venue to include
location/first aid equipment/ emergency procedures and
the responsible staff identified?

Arrangement of first aid/emergency procedures meeting
with staff/pupils on arrival at venue?

Immediate access to parental consent form information
(telephone numbers etc.) especially for all pupils but
especially for those with medical conditions?
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