             Educational Visits
Educational visits are a wonderful way for children to learn outside of the classroom in a stimulating and creative environment. They give children the opportunity to learn about different topics and to develop a range of skills through hands on activities. Educational visits also provide children with the chance to see artefacts from different cultures and time periods, which they would otherwise not have the opportunity to see. 
For children to benefit fully from their educational visits, it is very important that all trips are planned carefully, with due regard to the health and safety of pupils, staff and other adult helpers. 
When you are going out on an educational visit, the following forms must be completed:

· Programme of educational visit form
· Visits to places of educational interest form
· Most public buildings such as museums, zoos etc. have their own site specific risk assessments which can be down-loaded. These must be read by all accompanying staff, prior to the trip taking place.
· If your trip involves walking, a generic walking risk assessment is available which should be read by all adults accompanying the children on the trip.
·  You will need to complete a separate risk assessment form if particular hazards are likely e.g. using escalators, walking on a very sunny day where there could be the risk of heatstroke, sunburn etc. The generic walking risk assessment is not sufficient in all cases and teachers need to be mindful of the different hazards that could arise.
· The educational visits contact form must be completed on the morning of the trip and given to the Headteacher.

· If you are travelling by coach, bus or train/tube, please ensure that the relevant generic risk assessment is read by all adults accompanying the children. Again, any additional hazards need to be considered and added where necessary. 
· It is very important that all staff members read and follow the risk assessments. It is the responsibility of the group leader to ensure that all staff members involved in the trip have access to the risk assessments. 
· Please keep a copy of the completed forms in your year group educational visits folder. If use you generic forms, you must ensure that you comply with the procedures and please note the following: it is important that generic risk assessments, associated checklists and protocols are used carefully. There must be evidence that those undertaking the visit have read them and applied them appropriately to the visit (‘There and Back Again’ Brent Handbook).
· If classes in a particular year group are going on the same trip but at different times or on different days, the relevant information will need to be completed for each class but the same forms can be used.
· Please fill in the forms accurately and make sure that they are given to the EVC at least 21 days before the trip takes place, so that there is sufficient time for clarification or changes. No changes are to be made on the day of the trip without informing the Headteacher or EVC. Any such changes must be agreed by the Headteacher before the children leave the school building and the necessary changes must be recorded on the forms.
· School meals need to be cancelled well in advance and numbers given to Vali in the kitchen so that she can arrange the necessary packed-lunches.
· Transport is to be arranged via Shaheen in the front office and 21 days notice is required.
Safeguarding: 
· Parent volunteers must never be left alone with children and, with the exception of their own child, they must not accompany children to the toilet. Any groups lead by parents should always be accompanied by groups lead by members of staff.
· NQT’s must be accompanied by another teacher; they are not to lead trips. 
· There should always be a minimum of 2 adults for every trip, regardless of how small the group may be.
· Borough guidelines for adult/pupil ratio should be adhered to:

1 adult for every 2 pupils of nursery age

1 adult for every 4 pupils in reception classes

1 adult for every 6 pupils in years 1 to 3

1 adult for every 10-15 pupils in years 4 to 6

· Parent volunteers need to be carefully selected and it is important that you explain their role in advance of the trip. There is a very useful ‘Dear Parent’ letter in the educational visits file which helps to explain expectations of parents helping on trips. This should be read by the parents prior to the trip taking place.
· Please use the Trip Information sheet to record the receipt of consent forms, money and also to note any medical conditions. This will also help you to identify which children need to take asthma inhalers, epi-pens etc. 
· No child should be taken on a trip if the consent form has not been signed by a parent/carer.

· All children should wear school uniform when going on a trip, so as to ensure easy identification in a crowded situation. Suitable footwear should also be worn by the children especially when the trip involves the use of stairs and escalators.
· Any incidents/accidents must be reported to the Headteacher and EVC immediately it is safe to do so. A copy of the borough’s emergency procedures should be taken on every trip.
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