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Aim:

Our aim is that all visits from Norton Free C of E Primary School should be:

· Safe

· Educational

· Enjoyable

Well-planned and well 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 will have a clearly defined educational purpose and can provide stimulus and support to work being covered as part of the school curriculum. It may be that a visit provides an effective stimulus at the start of a topic or alternatively teachers may decide to use an educational visit at any time during the topic to enhance and support the curriculum. Each class will have at least two trips per school year. We will also aim for one additional trip to be local and free or have a themed day in school where we may have external visitors. When the children reach Y6, the whole class will attend a residential at a point in the year as a team building exercise. On this occasion, Year 6 will be out of school for 3days (2 nights). For residential trips, parents will be invited to a briefing session before the visit takes place.  Children in Year 5 may also experience a residential, usually during the Spring Term. This will be a two-day visit with an overnight stay. Children are also encouraged to take part in a variety of Sporting activities against other schools during the school year, this may be in teams or as a whole class. If the whole class is attending an organized event at a specific venue, then you may need less supervisory staff depending on the venue. Depending on the number of children involved, we may request parents to provide transport.
Types of Visit & Approval:

At Norton Free C of E Primary School, children may experience 3 types’ of ‘visit
· Visits/activities within the local area that are part of the normal curriculum and take place during the normal school day. These are entered on EVOLVE (risk Assessment) by the visit leader and submitted to the EVC for checking. The EVC then submits to the Head for approval. 
· Other non-residential visits within the UK that do not involve an adventurous activity. These are entered on EVOLVE by the visit leader and submitted to the EVC for checking. The EVC then submits to the Head for approval. 
· Visits that are residential, or involve an adventurous activity. As above, but the Head authorises and then the EVC submits to the LA for approval. 
All staff must complete an Educational Visits form before undertaking their visit and hand this to the Headteacher. This outlines proposals for their educational visit, identifies the number of staff needed, which staff will be in attendance and any other information relevant to the school. The kitchen must be informed if children are out of school. Residential trips must be approved by the Governing Body. An event specific risk assessment including first aid, medication, SEN and ‘Plan B’ scenarios must be carried out for every visit and should be entered on EVOLVE.  School staff endeavour to link educational visits at Norton Free C of E Primary to the topic that children are learning about.
Parental consent:

Routine visits in the locality of the school are covered by the parental consent on the Admissions Form. If a parent has paid for the visit via Parent Pay, we will accept this as permission for the child to attend the trip. If there is no payment needed for the trip, a permission slip must be returned to school (as is the case with sporting activities). Norton Free C of E Primary School will seek consent for visits where no payment is needed and a Parental consent form must be returned for each child in the group. If parents wish to withhold consent, they will be invited to meet with the Head teacher and/or Assistant Head teacher to discuss their concerns. If consent is withheld, the pupil will not be taken on the visit but the curricular aims of the visit will be delivered to the pupil in some other way, wherever possible. The pupil will be placed in another class for the duration of the visit. If the parents give a conditional consent the Head teacher and Assistant Head will need to consider whether the child may be taken on the visit or not. Children attending a residential cannot return home at night. This defeats the object of a ‘residential’. If children cannot attend, they will be placed in another class in school for the duration of the visit. It is their class teacher’s responsibility to set work for these children while they remain in school.
 In deciding where children will go, we have listened to parents regarding the cost of activities and relevance to their education. The following table shows the types of visits that each year group undertakes. We will endeavour to undertake these visits throughout the year although due to increasing costs associated with trips, we may decide to have a workshop in school as an alternative.
Trips undertaken by year groups:
	
	Autumn Term
	Spring Term
	Summer Term

	Foundation Stage
	Autumn Walk around the local area.

Christmas crafts workshop in school.
	Chinese New Year crafts workshop in school.
	Trip to the Butterfly House

Pirate theme day in school.

FS ‘Wedding’ at Church.

	Year 1
	Animal Man – Pets, Workshop  in school

	Weston Park Museum Spr 2
	Under the Sea theme day in school.

	Year 2
	Great Fire of London workshop – Real History
Rainforest Workshop – animals brought into school.

	Visit to Manor Castle Knights and Castles Topic.


	Seaside Theme Day in school linked to the topic.

	Year 3
	Real History Alive – Pirates workshop

	Egyptian Theme Day in school.


	Viking Day – The history Van Summer 1
Visit to Creswell Crags
(Ice age) Summer and Local area Walk.

	Year 4
	Roman Theme Day in school
Visit to Woodland view Nursing Home


	The Deep in Hull as part of Antarctica Topic.
	Visit to Graves Park Summer 2

	Year 5
	National Space Museum

	Theme Day – Victorian Day
Young Voices
	One night residential.
Athletics

	Year 6
	Residential at Thornbridge.

	Crucial Crew in Rotherham – safety workshop.

Young Voices.

	TBA
Athletics


Preparing Pupils:

Providing information and guidance to pupils is an important part of preparing for a school visit. Pupils should have a clear understanding about what is expected of them and what the visit will entail. Pupils must understand what standard of behaviour is expected and why rules must be followed as ambassadors for our school.

Pupils should be well behaved and disciplined to prevent any accidents occurring whilst not on the school site. Pupils should also be told about any potential dangers and how they should act to ensure their own and others safety. Pupils should be involved in planning, implementing and evaluating their own curricular work and have opportunities to take different roles within an activity. This could include considering any health and safety issues. If there is the possibility that a pupil may be excluded from the visit due to issues around their behaviour in school, a meeting would be arranged with the Head Teacher and Assistant Head teacher in advance to discuss concerns and agree what action is to be taken.

Charging / funding for visits:
All education during school hours is free. However, for educational visits and experiences to be financially viable, a voluntary contribution for the cost of the visit is requested from parents/carers. A contribution will be requested depending on the cost of the visit (including transport, insurance and entry costs) and all visits will be non-profit making. No pupil will be prevented from participating in an offered visit in the case of no financial contribution being received. In the event of insufficient funds being available for the visit to go ahead, the visit may be cancelled and all paid monies would be returned to parents/carers. Children who are in receipt of FSM or Pupil Premium will have their trip subsidised by the school. As no payment is taken for the trip, parents will need to return a permission slip for their child, giving permission for the child to attend and pre-ordering a packed lunch from the school kitchen. (Appendix 2). With regards to staffing ratios, parents may need to be invited to assist in the visit so that staffing levels in school are adequate.
The Local Authority is responsible for the final approval (via EVOLVE) of all visits that are either overseas, residential, and/or involve an adventurous activity. 

The Governing Body has a responsibility to ensure that: 

· The Educational Visits policy is approved and will ensure it is reviewed annually. 
·  Residential visits are approved.

·     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 any where there are relatively serious incidents or near misses.
The Role of the Headteacher with regards to Educational Visits:
· 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 there is access to high quality first aid on all visits (some events will have first aid provided).
· 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.
Staffing Ratios:

During visits, we aim for a ratio of staff as follows:
Foundation 2:       1-5
                                     


Key Stage One:      1-6
 Key Stage Two:      1-13
Roles and responsibilities of school staff: 

A Visit leader will be appointed for each visit and they are responsible for the planning of their visits, and for entering these on EVOLVE (or with the help of the EVC) at least 2 weeks in advance of the visit. They should obtain outline permission for a visit from the Head Teacher prior to planning, and certainly before making any commitments. A pre-visit should be carried out if the Visit Leader has not previously visited the venue. Visit leaders have responsibility for ensuring that their visits will comply with all relevant guidance and requirements including the ratio of adults to pupils (EYFS 1:5, KS1 1:6 and KS2 1:13). All staff are required to plan and execute visits in line with school policy (ie this document).
The Educational Visits Coordinator (EVC) is David Holland (Assistant Headteacher), who will support and challenge colleagues over visits and learning outside the classroom activities. The EVC is the first point of contact or advisor on visit related matters, and will check final visit plans on EVOLVE before submitting them to the Head teacher.
The EVC sets up and manages the staff accounts on EVOLVE and uploads generic school documents, etc. The EVC has delegated authority for submitting all residential or adventurous activity visits to the LA for approval, via EVOLVE. The Head Teacher also has responsibility for authorising all visits and has delegated authority for submitting all residential or adventurous activity visits to the LA for approval, via EVOLVE to the EVC. The Governing Body will approve the Educational Visits Policy and ensure it is reviewed annually. The Governing Body will approve residential visits. The Local Authority is responsible for the final approval (via EVOLVE) of all visits that are either residential, and/or involve an adventurous activity.
Parent helpers are welcome on Educational Visits and will be selected by the class teacher using their professional judgement and knowledge of their class. Parent helpers will be fully briefed by the Visit Leader. They will be given a Trip Information Sheet and copy of the Risk Assessment which they will be asked to sign. Following changes in the Protection of Freedoms Act 2012 and the Disclosure and Barring Services, parent helpers are no longer List 99 checked. Parent helpers must be paired with school staff at all times to ensure they are not unsupervised with children.
Sheffield LA has a set of Visits Guidelines for employees to follow, which can be found in Evolve (see below) in Resources / Guidance Materials.

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.
Responsibility Chain:



1
Employer


2
Governing Body (if not employer)

  
3
Headteacher


4
EVC


5
Visit Leader


6
Other employed staff supporting the visit

 
7
Other adults accompanying the visit


8
Parents




9
Pupils

Visits requiring employer (LA or GB) Approval:
· 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.
Statement

The Governors and Headteacher of Norton Free C of E Primary School accept their responsibilities under the Health and Safety at Work Act in relation to school visits.

Signed: ________________________________  (Chair of Governors)

Signed__________________________________(Headteacher)           Date: ____________
Appendix 1 – to be completed by staff in charge of the visit
RESIDENTIAL / SCHOOL  DAY TRIP / SPORTS EVENT             (please highlight as appropriate)

	Date of Visit:


	Teacher in Charge of Visit:


	Where is the  visit to?
What time are you leaving?

What time are you returning?


	Number of children involved:

Other adults needed: Please try not to take staff from another class.


	Ratio of staff:children

Governors:

Parents:

School Staff:


	Year Group/s: include list of children if they are from different year groups.



	If you have arranged to take members of staff from another class, how will this be covered?



	How will you get to the location?        Coach     Mini Bus     Bus     Tram  Walk
Has this been booked/ confirmed?     Yes / No
Name of coach company and contact number:



	Which children have medical conditions? 



	Additional Information:     Which children aren’t going and where will they go? 



	Have you attached initial letter to parents?      

Have you attached Risk Assessment?     
Have you informed the kitchen of the visit? 

Has the Office been informed?
	Y/N
Y/N
Y/N
Y/N
	Please ensure that the risk assessment is given to the head teacher with this covering sheet. 

David Holland (EVC) can help you with the risk assessment but needs prior notice.

Do you require anything from the office (cheque/cash amount) before you leave?



	Have you given a letter about the trip to the kitchen? 
	Y/N
	

	Headteacher Authorisation: 

Date:
	Ratios: FS 2 = 1:5,


             KS1: 1:6




             KS2: 1:13

	Contact Number where you can be reached:


Appendix 2
Taylor Shaw / Edwards and Blake -  Packed Lunch for School Trips Pre-Order

Norton Free Primary School

Name of Trip: 







Date of Trip:
Please complete and return two copies of this form at least 7 days prior to the trip and include a pupil order summary similar to the example below. We can only provide packed lunches ordered in advance.

Please confirm sandwich numbers from the choices below:

	Please confirm sandwich numbers from the choices below:

	
	Ham Sandwich White


Contains: GLUTEN (WHEATKAMUTSPELT), SOYA. Not suitable for Pescatarian

	
	Tuna Mayonnaise Breadcake Brown


Contains: FISH, GLUTEN (WHEAT), EGG. May Contain: BARLEY, MILK, SOYA, OAT.

	
	Cheese Sandwich White


Contains: MILK, GLUTEN (WHEATKAMUTSPELT), SOYA.

	
	Ham Breadcake Brown


Contains: GLUTEN (WHEAT), EGG. May Contain: BARLEY, MILK, SOYA, OAT. Not suitable for Pescatarian

	
	Tuna Mayonnaise Sandwich White


Contains: FISH, GLUTEN (WHEATKAMUTSPELT), EGG, SOYA.

	
	Cheese Breadcake Brown


Contains: MILK, GLUTEN (WHEAT), EGG. May Contain: BARLEY, SOYA, OAT.

	
	Total Number of Packed Lunches Required (excluding Medical Diet)

	
	Total Number of Medical Diet Packed Lunches Required


Each packed lunch will also include a selection from the following: Shortbread Biscuit (Contains: GLUTEN (WHEAT). ), Cucumber Sticks (No Top 14 allergens), Carrot Sticks (No Top 14 allergens), Apple (No Top 14 allergens), Orange (No Top 14 allergens),

Appendix 3 – Example sandwich order form for the kitchen
	Pupil Name
	Sandwich Choice
	Medical Diet Option Required?

(if pupil has an existing confirmed medical diet plan)

	Joe Bloggs
	Egg Mayonnaise Sandwich
	 

	Stan Ackton
	Cheese Sandwich
	Yes

	Clarissa Abbott
	Ham Sandwich
	 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 4 – Sample trip letter 
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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.” 


























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.”





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.





Relevant Individuals:


Head Teacher:   Mrs H Bell


Educational Visits Co-ordinator:  Mr D Holland (Assistant Head)


Chair of Governors:  Mr D Thaw











Hazel Bell Jan 2025

