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Educational Visits and Journeys

At Heacham Junior School we believe that educational visits offer pupils considerable opportunity to develop and exhibit attitudes not readily seen in school. This is particularly true of residential experiences. All visits are planned as an integral part of the curriculum. They support work being covered within the classrooms or reflect the requirements of the National Curriculum.

General Procedures

Before any visit that requires leaving the school grounds, parents are asked to sign a consent form. Every effort is made to ensure that these are returned. If they are not alternative arrangements are made for the supervision of that child. Prior to any visit parent/carers are informed of:

· Brief description of visit and links to the National Curriculum;

· Leader of trip and a named second adult accompanying the trip;

· Destination;

· Departure and return times;

· Pupil : Adult Ratio

· Details of transport (having taken all reasonable steps to provide transport that exceeds minimum standards of safety requirements);

· Cost, including voluntary contributions;

· Specific clothing requirement;

· Eating arrangements;

· Any additional requirements i.e. pocket money.

· Request for information involving diet or medical need (e.g. travel sickness)

At least one mobile phone is available for staff use. No visits are undertaken without the L.E.A. recommended staffing levels (Appendix 1). A member of each sex accompanies years 4 and 6 on their residential trips. Volunteers are briefed by the staff as to the purpose of the visit, Health & Safety and Child Protection issues, their role during the visit and the standards of behaviour expected of the children. They are provided with a list of children for whom they are responsible. Similarly pupils are made aware of what is expected in terms of behaviour and who will be responsible for them.

Health and Safety

A written risk assessment is carried out prior to all educational visits or residential trips.

Coach transport is booked through reputable companies. All reasonable steps are taken to provide transport that exceeds minimum standards of safety requirements. Prior to departure the coaches are checked for their general condition, seat belt provision and the location of emergency exits and fire extinguishers. A first aid box is always taken on journeys. Staff are also made aware of those children who suffer from travel sickness and appropriate measures are taken. First aid will be rendered as far as knowledge and skill permit. In the event of a more serious injury an ambulance will be called. A teacher will use his/her own judgement as to the needs of summoning further assistance. The Headteacher will be notified in the first instance and at the first opportunity the child’s parents/carers will be notified. A list of emergency contact numbers for all parents of children on the trip is provided for the trip leader. Staff are aware that an accident form has to be completed should an incident occur. The school has a Critical Incident Policy. 

Procedures outlined in the Norfolk County Council Educational Visits Policy and Guidance are followed when any method of transport is used.

If for unforeseen reasons, a significant delay in the return journey occurs, the school will be notified and parents informed

Funding Visits

Charging for visits is in line with the legal position (Appendix 2).

Parents are usually asked for voluntary contributions towards the cost of the visit. We are aware that educational visits can be expensive and every attempt is made to be cost effective. Many visits are planned to be local and involve no costs to parents/carers.

No child will be excluded from an educational visit because parents are unable to contribute towards costs.

However, if voluntary contributions are insufficient to meet the cost of the trip, the school reserves the right to cancel the event.

Residential Visits

Children in years 4 and 6 are invited to undertake a residential visit. Year 3 pupils go to Holt Hall (Norfolk County Council) and Year 6 to Grafham Water  (Cambridgeshire County Council) These are L.E.A. centres which ensure that the staff are fully qualified. 

The parents are informed about the visits by open evenings and an information booklet. This booklet contains:

· dates and times of departure and return;

· destination with full address;

· timetable of activities;

· cost and what it does and does not cover;

· insurance cover;

· advice on pocket money and allocation/care on journey;

· accompanying staff;

· emergency contact arrangements;

· items prohibited on journey;

· a request for written information regarding special medical problems and their treatment/medication, consent for emergency medical treatment and details of special dietary requirements;

· clothing and equipment needed.

This policy should be read in conjunction with:

Health and Safety Policy

Critical Incident Policy

Education Visits and Journeys – Procedures and Guidance

(Norfolk County Council 2004)
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