Ellergreen Nursery School and Childcare Centre Educational Visitors Policy

Educational Visit Policy
School trips are a fundamental component of the educational landscape, providing pupils with invaluable opportunities for experiential learning outside the confines of the classroom. Such excursions significantly enrich the educational experience, fostering both personal and social development. The capacity to engage with subject matter in a contextually relevant environment enhances pupils’ investigative skills and promotes independence, all while augmenting their knowledge and awareness of the world around them.

One of the most evident benefits of school trips is the opportunity they provide for pupils to experience learning in a practical context. For instance, a visit to a historical site can bring history lessons to life, contextualising facts and figures in a way that textbooks cannot. Additionally, such visits encourage pupils to explore, question, and understand their surroundings, which is vital for developing critical thinking.

Moreover, the social aspect of school trips cannot be overstated. Through group activities and shared experiences, pupils learn to work collaboratively, sharpening their interpersonal skills and fostering a sense of community. These interactions play an essential role in shaping their emotional and social development.

Formal planning is a critical component of trip organisation. Prior to embarking on a school trip, it is imperative to consider potential dangers and difficulties and to implement plans to mitigate these risks. To assist with this, our Local Authority employs the Evolve online system, integral to our planning and risk management process. This system standardises the planning phase and ensures that all elements of the risk management process are adhered to.

The appointed group leader, along with other supervisors, must continuously monitor the risks throughout the visit, taking appropriate action as necessary. The group leader/trip organiser is tasked with a number of essential considerations:

· The nature and level of the visit/activity.

· The location, routes, and modes of transport employed.

· The competence, experience, and qualifications of supervisory staff.

· The teacher-to-pupil ratios.

· The fitness, competence, temperament of group members, and the suitability of the activity.

· Any special educational or medical needs of pupils involved.

· The quality and suitability of equipment available.

· Seasonal conditions and their influence on safety.

· Emergency procedures and protocols.

· Contingency plans for pupils who may become unable or unwilling to continue with the visit.

· Continuous risk assessment during the trip.

In addition to these considerations, the planning phase must encompass:

· Effective communication arrangements.

· Supervision ratios that are adequate for the activity undertaken.

· Contingency measures for any enforced change of plan or delays.

· Clear and timely information provided to parents.

· Preparing pupils adequately for the outing.

· Emergency arrangements should there be a requirement for early departure of pupils.

A crucial component of the planning process is the creation of a comprehensive risk assessment. This document must summarise the specific details pertinent to the proposed trip, employing the Liverpool Local Authority's agreed format. It is essential that this assessment is disseminated to all staff members participating in the trip, who must then confirm their understanding and commitment to follow the outlined guidelines.

The group leader holds the responsibility of ensuring that parents receive early written communication regarding the financial implications of the trip. Parents should be afforded ample time to prepare economically for such excursions. To facilitate this, the head teacher shall ensure that appropriate banking arrangements are established, distinctly separating trip receipts from other school financial activities.

Ensuring pupil safety during excursions is paramount. For this reason, First Aid provision is a non-negotiable requirement. All staff accompanying the trip must hold a valid Pediatric First Aid Certificate, and a suitably stocked first-aid box must be present at all times.

The minimum first-aid compliance for any visit includes:

· A well-stocked first-aid box.

· The appointment of a designated individual responsible for managing first-aid arrangements.

When determining adequate first-aid provisions, the following considerations should inform the preparation stage:

· The size of the group and the characteristics of the activities planned.

It is imperative that teachers are acutely aware of their roles and responsibilities during excursions. Special attention should be directed towards pupils requiring additional supervision to ensure their safety at all times.

During larger-scale visits, it is mandatory that at least one parent or carer attends with their children. Additionally, specific supervision ratios need to be adhered to according to children’s needs:

· For children with an Education, Health and Care (EHC) Plan, the adult-to-child ratio is 1:1.

· For other pupils with special educational needs (SEN), the ratio is set at 1:2.

· For Nursery-age pupils, a maximum supervision ratio of one adult for every six pupils is required, although a 1:2 ratio is encouraged.

It is vital that regular head-counts of pupils take place, particularly before departing from any venue. The suitability of potential supervisors should be carefully evaluated by the group leader and head teacher at the initial stage of planning.

Our trips always consist of parents /carers attending with their children however we do in exceptional circumstances allow children to come with teaching staff. All adult helpers, including teaching staff and parent/volunteer supervisors, must be fully informed about their responsibilities. Supervisors, including teachers, must maintain awareness of pupils necessitating closer supervision. Teachers retain overall responsibility for their group throughout the duration of the trip, even when not in close proximity.

All supervisors should ideally carry a list of pupils and adults involved in the excursion at all times. It is recommended that pupils do not wear name badges for safety reasons; instead, they will wear identification badges featuring the school logo and relevant contact information.

Effective preparation is key to ensuring that children involved in school trips are aware of and understand the itinerary and their expected behaviours in an age appropriate manner. Engaging pupils in the planning and preparation process greatly increases their autonomy and mitigates risks. Information provided should ensure that pupils clearly understand:
· The aims and objectives of the visit or activity.

· Background information surrounding the place to be visited.

· Safety protocols and precautions.

· The standard of behaviour expected during the trip.

· Appropriate social conduct.

The teacher in charge must ensure that the pupils participating in the trip are capable of engaging in the activities without undue apprehension. No child should be coerced into taking part in activities against their will. Should any pupil’s behaviour raise safety concerns for themselves or their peers, the teacher has the authority to exclude that child from the activity.

All parties, including both children and adults involved in transportation for a visit, must be thoroughly briefed on the basic safety regulations, which include:
· Arriving on time and waiting for transport in designated safe areas.

· Wearing seatbelts and remaining seated during transit.

· Avoiding tampering with any vehicle equipment or controls.

· Never kneeling or standing on seats.

· Refraining from disturbing or distracting the driver.

· Reporting any feelings of unwellness to a teacher or supervisor.

Every attempt should be made to include pupils with special educational or medical needs in trips. Attention to appropriate supervision ratios must be continuous, alongside a review of additional safety measures tailored to individual needs at the planning stage.
Factors to be addressed include:

· The pupil's ability to benefit from and participate in planned activities.

· Possible adaptations required to facilitate suitable engagement.

· The necessity for additional resources or support.

· Any requirement for extra supervision.

The teacher in charge must consult with parents of SEN pupils to ensure that adequate safety arrangements are established.

Teachers involved in the excursion must possess a clear understanding of any medical provisions related to pupils in their care, as well as emergency protocols for medical situations. If a child's safety cannot be assured, it may be prudent to request parental accompaniment.
Parents are expected to provide comprehensive details regarding:
· Existing medical conditions.

· Emergency contact numbers.

· Details about the child's General Practitioner, including contact information.

· Information on any required medications, including administration instructions and necessary parental consent.

· Any allergies, dietary restrictions, and toileting difficulties.

· Relevant contact details for parents.

· Special transport needs due to mobility issues.

It is essential that any minibus or coach transporting groups of three or more children aged between three and fifteen is fitted with an individual seat belt for each child.

It is the responsibility of the group leader to maintain discipline and general oversight of the party during transport. All passengers must be made aware of the location of emergency exits, as well as first-aid and fire-fighting equipment on board.
Key considerations for transport supervision include:

· Ensuring adherence to safety protocols when crossing streets, with pupils instructed on relevant Highway Code and Green Cross Code regulations.

· Compliance with legal driving regulations pertaining to rest and driving duration for bus and coach drivers.

· Conducting head counts before passengers disembark or embark on transport.

· The responsibility for ensuring seat belts are fastened adequately.

· Administering travel sickness medication only after receiving prior parental authorisation.

The group leader is also responsible for securing transport from a reputable contractor. Operators must have valid public service vehicle (PSV) operator's licenses. When arranging transport, it is on the group leader to verify the availability of seat belts for all pupils, ensuring that those requiring wheelchair access are accommodated appropriately.

Prior to departure, the group leader must ensure the establishment of suitable insurance agreements are in place for the duration of the visit.

Teachers supervising coastal trips must be aware that many incidents involving pupils stem from activities near or in water. Relevant risk assessments should be conducted and adherence to safety protocols is essential.

Visits to farms should undergo rigorous planning, with the potential benefits of a preliminary exploratory visit considered. Appropriate risk assessments must also be completed for these excursions.

Teachers responsible for pupils during visits have a clear duty of care to maintain the safety and well-being of their charges. They also hold a common law duty to act as a reasonable parent would, with the expectation that teachers act decisively in emergencies, including the obligation to take lifesaving actions when necessary.

The formulation and establishment of emergency procedures comprise an integral part of trip planning, with the primary priorities during an emergency being:

· Assessing the situation swiftly.

· Safeguarding uninjured members of the group.

· Attending to any casualties.

· Informing emergency services along with others who require notification of the incident.

The group leader will customarily take control during emergencies, ensuring that emergency protocols are established and backup contingencies are activated.

The primary responsibility of the designated school contact is to act as a conduit between the group and both the school and the parents, providing any necessary assistance during the incident. It is crucial that all participants in the excursion, including teachers, pupils, and parents, are informed about the designated person responsible in case of an emergency, as well as their expected roles.

In the event of an emergency occurring during an excursion, the essential factors to consider include:

· Rapidly establishing the nature and extent of the emergency.

· Ensuring the safety and well-being of all group members.

· Identifying any casualties and securing immediate medical intervention as needed.

· Informing all relevant group members regarding the incident whilst ensuring adherence to established emergency procedures.

· Guaranteeing that a teacher accompanies casualties to medical facilities while supervising the remaining group members effectively.

· Notifying the police if required.

· Informing the school contact, including precise information regarding; the nature, date, and time of the incident, the involved location, casualty details alongside descriptions of injuries, the names of other individuals involved, and outlining actions already taken and forthcoming.

· Notifying insurance providers, especially regarding cases necessitating medical aid.

· Record-keeping must include an accurate and timely account of all pertinent facts and witness statements while preserving any vital evidence.

Completion of an accident report form must ensue shortly after the incident. Group members must avoid speaking to the media about the incident, and names of those involved should not be disclosed as it may incite distress among their families.
The primary considerations for the school contact include:

· Ensuring that the group leader maintains control of the emergency and verifying if additional assistance is necessary from the home base.

· Liaising with parents while ensuring they remain informed throughout the emergency process.

· Coordinating with the group leader, media contacts, and the chair of governors to provide support and connectivity.

· Following through with incident reporting using appropriate documentation as needed.

Education Authorities typically designate an individual to manage media inquiries. This media contact will liaise with the school representative, group leader, and emergency services personnel when necessary. During an emergency, it is imperative that all media inquiries are directed to the designated media contact, and specific names should not be disclosed.

When an incident has occurred, assessing the potential emotional impact on uninjured group members is crucial; the psychological consequences may not manifest immediately. Schools in these circumstances may find contacting local community support services or seeking professional advice to be beneficial.

This robust educational policy underlines our commitment to ensuring that school trips are not only enriching experiences for our pupils but also conducted in a manner that prioritises their safety and well-being. As custodians of our pupils' learning experiences, we remain steadfast in our responsibility to equip them with knowledge, skills, and memories that foster lifelong learning, aligning with the principles of the Early Years Foundation Stage (EYFS). Providing nurturing and stimulating experiences harmonises with our goal to support holistic development, ensuring that every child is prepared for the next stage in their educational journey.
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