Brook House Junior 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 ensure that the National Curriculum is delivered to all
children, regardless of social background, race, gender or differences in ability. All are
entitled to the development of knowledge, understanding, skills, and attitudes. To enrich the
curriculum for our children, we also offer a range of educational visits and other activities
that add to what they learn in school.
Definition of a Visit
For the purpose of this Policy, a school visit is defined as “any occasion when pupils take part
in learning activities which are carried out beyond the boundary of the school.”
The Value of Visits
The Learning Outside the Classroom [LOtC] Manifesto (DCSF, November 2006) states:
“We believe that every young person should experience the world beyond the classroom as an
essential part of learning and personal development, whatever their age, ability or
circumstances.”
And also:
“Learning outside the classroom is about raising achievement through an organised, powerful
approach to learning in which direct experience is of prime importance. This is not only about
what is learned but importantly how and where we learn.”
Governors agree wholeheartedly with these sentiments and recognise and endorse learning in
‘the real world’. Governors support, in principle, all school visits that are not only consistent
with the above but also support the principles of inclusion.
Roles, Responsibilities and Expectations regarding the Visits Policy
The Health and Safety at Work Act 1974 places overall responsibility for health and safety
with the employer which for our school is the Local Authority.
Sheffield LA has a set of Visits Guidelines for employees to follow, which can be found in
Evolve (see below) in Resources / Guidance Materials

Employers have duties to ensure, so far as is reasonably practicable:


the health, safety and welfare of all employees.



the health, safety and welfare of young people



the health, safety and welfare of volunteers

Employees have a duty to:





Take reasonable care of their own and others’ health and safety;
Co-operate with their employers over safety matters;
Carry out activities in accordance with training and instructions;
Inform the employer of any serious risks.
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Employer
Governing Body (if not employer)
Headteacher
EVC
Visit Leader
Other employed staff supporting the visit
Other adults accompanying the visit
Parents
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Pupils

Visits requiring employer (LA or GB / Trust) Approval
 Visits abroad; residential visits (including overnight camping); hazardous locations (mainly
coast/beaches or natural inland waters); adventurous activities (climbing, sailing,
canoeing, abseiling etc.); remote supervision
 [For Community Schools] such visits must be submitted to the LA using the electronic
approval system EVOLVE. It is recommended that all schools use this system for the
management, authorisation & approval of all visits

The Governing Body has a responsibility to ensure that:


there is an appropriately trained Educational Visits Co-ordinator (EVC) in place
(the LA provides initial and update training for EVCs)



a commitment to ensure that those staff who need it - EVC, Visit Leaders, in
particular, and all staff accompanying visits - receive appropriate training (Group
Leader training is provided by the LA)



there are notification and approval processes both at school level and between the
school and the employer



visit leaders follow the employer’s guidance



governors are made aware of any visits requiring LA/employer approval



the school visit policy supports the principles of inclusion



there are monitoring procedures in place for all visits and the GB receives regular
(appropriate) reports about visits - especially about those requiring LA/employer
approval and anywhere there are relatively serious incidents or near misses

The Headteacher


Must follow the employer’s guidance



Formally authorise all visits and has overall responsibility for their safe planning and
execution.



Appoint an Educational Visits Co-ordinator (EVC)



Be satisfied that visit leaders have the correct qualifications (if appropriate) training,
experience and personal qualities to undertake responsibility for the planned visit.



Ensure appropriate training, where necessary.
(In order to help facilitate sufficient leaders with the above qualities/experience etc.
an “apprentice” approach to visits is recommended )



Ensure there is access to high quality first aid on all visits



Ensure that Visit Leaders (as well as other appropriate staff) are aware of the
procedures for Critical Incidents and that Visit Emergency Procedures are in place
for each visit and are understood by all staff involved.



Ensure that relevant visits (outlined above) receive Employer Approval prior to the
visit

Organisation
The National Curriculum defines what we teach the children in school. This is the basis for
each class’s programme of learning for each school year. In addition teachers and governors
agree the corresponding programme of visits and activities in advance of each academic year.
Within each class’s programme of work the teachers plan educational visits and activities
that support the children’s learning. We give details of these visits and activities to parents
at the beginning of each school year in our School Calendar, at Parent Curriculum Meetings
and on an annual visits letter where forward notice of cost is given. We plan other activities
as the school year progresses, and inform parents of these in due course. We also maintain a
calendar on our school website which indicates when trips and visits are to take place.
Visits and activities usually take place within the school day and the governing body is made
aware of upcoming trips and visits in advance through the termly Headteacher’s report to
Governors. This also outlines any residential visits that are to take place. Approval for visits
is then given by the Governors on the proviso that LA guidelines and appropriate risk
assessments are completed and checked by the Headteacher.

We follow the LA’s guidelines relating to health and safety in the form of risk assessments
and we ask parents to give written permission for their child to take part in any activity that
takes children off the school site. If we do not receive this written permission, the child will
be unable to participate.
Supervision Rations
It is important to have the required ratio of competent adult supervisors to pupils for all
visits. Brook House Junior School adopted the DFE recommended ratios for day visits and
residential visits which are as follows:Day Visits – Y3 = 1 teacher or adult for every 8 pupils
Years 4-6 = 1 teacher or adult for every 10-15 pupils.
Residential Visits – 1 teacher or adult for every 10 pupils
Mixed gender groups should have at least 1 male and 1 female teacher
Charging for school activities
There are some circumstances when the school can make a charge for certain activities.
These include art, craft and baking activities when children are taking things home. Voluntary
contributions are also needed for educational visits and for the provision of freelance
educators. Children who are on Pupil Premium will be subsidised for school trips, visits and
residentials at an amount determined by the discretion of the Headteacher.

Voluntary Contributions
For non residential educational visits the school will ask for a ‘voluntary contribution’ with a
clear suggested amount. Any payments by parents for visits and trips are entirely optional on
the part of parents. However, it is clear that unless we have strong parental support in the
form of contributions then on occasion a trip may not always go ahead. Where contributions
do not cover the cost of the school trip then the school will subsidise the trip out of school
fund. Should parents find the cost of the trip for their child prohibitive then a contribution
that they can afford towards the cost of the trip is much appreciated. Trips and visits are a
part of the curriculum and the school adopts an inclusive policy. On no occasion will a child be
withdrawn from an educational trip or visit because they have failed to contribute. On such
an occasion the school will cover the cost for that child.
Curriculum links
All educational visits and activities support and enrich the work we do in school. There are
also a number of people who visit the school to support our work. Some visits relate directly
to areas of learning for individual classes, whilst others relate to all our children.
For each subject in the curriculum there is a corresponding programme of activities which
includes visits by specialists. All these activities are in line with guidance published by the
LA:
 English – theatre visits, visits by authors, poets and theatre groups (Pandemonium
Theatre Group etc)

 science – use of the school grounds and use of the locality – Beighton Marsh,
Secret Orchard ; visit to Butterfly World
 mathematics – use of shape and number trails in the local environment;
 history –study of local housing patterns, Beighton history trail, Eden Camp, Kelham
Island Industrial Museum
 geography – use of the locality for fieldwork
 art and design – art gallery visits and freelance educators, use of the locality,
Yorkshire Sculpture Park
 PE – range of sporting fixtures and festivals, extra-curricular activities, visits by
specialist coaches;
 music – range of specialist music teaching, extra-curricular activities(choir),
concerts for parents to hear;
 design and technology – visits to local factories
 ICT – its use in local shops/libraries/secondary schools etc;
 RE – visits to local centres of worship (St Mary’s Church and Sheffield Sikh
Temple), visits by local clergy.

We also have regular visits from our neighbourhood police officer, fire officers and health
workers. These visits support the personal, social and health education of our children. A
local clergyman takes assemblies that link to religious festivals throughout the year.
Residential activities
Children in Years 4, 5 and 6 children have the opportunity to take part in residential visits.
Parents are fully informed of the itinerary and the cost at meetings where permission,
medical and contact forms are completed.
A parent/carer meeting is held to inform them of residential itinerary.
The Headteacher is our schools Educational trip coordinator (EVC). He has attended the EVC
training at Thornbridge outdoor centre and has authority to log on, submit and seek approval
for residential trips that take place during the year.
The residential visits enable children to take part in outdoor and adventure activities and to
develop social and team building skills. We undertake these visits only with the written
agreement of the LA following thorough risk assessments that are approved through the
EVOLVE website. All specialist activities are undertaken with qualified instructors.
Travel to and from venues:
 For trips involving children travelling in coaches the school only uses local authority
approved companies.
 Children do not have permission to travel in staff cars to and from events. In such
circumstances (such as children travelling to take part in sports events at another
school) we would ask for parents to take their own children. We ask also that parents
provide us with contact phone numbers on any reply slip with the name of the adult
who is taking the child.
 On rare occasions (such as an emergency) a child may have to travel in a member of
staff’s car. In these circumstances only named adults in the school (following approval

from the Headteacher or his absence the person in charge of the school at this time)
who have the appropriate business insurance may transport a child. Also in these
circumstances permission from the parents must be sought in advance of such a
journey preferably in writing. During such a trip child would be expected to travel in
the back of the member of staff’s vehicle securely fastened in a seat belt.
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