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Introduction

An educational visit is one which has a clearly defined educational outcome.  Staff organising visits must to be aware of their legal responsibilities.  Organisers have a ‘duty of care’ and must take all reasonable steps to ensure the safety and welfare of those involved.  Only if the ‘duty of care’ is ‘breached’ and ‘damage has been caused’ can the organiser be accused of ‘negligence’.   

Key Principles
· To ensure that the visit planned is a valuable and worthwhile experience which will add to the social and educational development of students.

· That all reasonable steps are taken to ensure the health and safety of everyone involved in the visit.

Educational Visits at Hambleton and Richmondshire Pupil Referral Service seek to provide:-
· Enrichment, add to, complement and consolidate the taught curriculum. 
· Exciting and valuable experiences which can be followed up with work at school.

· Opportunities to accredit the work.

Our ways of working are:-
· Before arranging a visit, preliminary permission must be obtained from the Educational Visits Co-ordinator (HLTA) and the Headteacher before any paperwork is submitted. 
·  It is the responsibility of the person organising the educational visit to ensure that the proposed trip fits into the School calendar, that disruption to the normal School working day is minimal, that all relevant staff are informed well in advance and that cover for lessons and duties are organised. 
· In organising such a visit, the NYCC Guidance on Educational Visits needs to be consulted in order to ensure that the necessary checks are completed and in place.  The paperwork is not intended to cause unnecessary administrative problems, but to ensure that all checks such as parental permission, health / diet and risk assessments have been carried out by the organiser.  This is to ensure that the ‘duty of care’ has been thoroughly understood. NYCC guidelines contain many generic risk assessments, especially for outdoor education and transport. These relieve the paperwork burden on trips, but must be fully consulted, considered and shared with other staff. Site-specific risk assessments may also be necessary and shared with all members of staff accompanying a visit before the visit commences. 
· All staff must complete their own risk assessments and have a plan ‘b’ in place before the trip is approved. 
· A provider statement must be obtained prior to the visit for visits that are using an external provider for adventurous activities. This needs to be uploaded to the visit form before it is submitted to EVC for approval. 
· Only if the ‘duty of care’ is ‘breached’ and ‘damage has been caused’ can the organiser be accused of negligence.   
· All group leaders must ensure that they contact the school’s SENCO to discuss any issues, concerns or relevant support for specific students.  As part of the Service’s Inclusion Policy all students must be given access to consideration for all educational visits.
· The Headteacher must ensure that young people are suitably and sufficiently supervised and safeguarded during the trip with the correct staff to student ratio.
· Following the initial approval for a visit being sought and obtained from the EVC, organisers must complete all the appropriate documentation. Seeking NYCC prior approval is vital and is done through an electronic submission system (EVOLE). Most trips will fit within the matrix of approved activities, but some will require a longer time to be approved and hence visits should be entered as far in advance of the visit as possible. This system also serves as a log of visits the PRS has undertaken.
· EVC to approve all visits online then submit to headteacher for final check and approval before they are carried out. 

· A Parental Consent Form must be completed for all students for all visits. The induction meeting for new students must include an explanation of the curriculum and permission is given via signatures in the induction booklet for visits which take place as part of the normal curriculum. However, parents/ carers will be informed and additional permission sought when visits extend a student’s normal hours or have a one-off nature.
· EVC to check parental consent is obtained for every visit. 

· Trip leaders to ensure they take an emergency action recording sheet with them on all trips and filled out where necessary.
· The EVC will provide the necessary support and advice on request for all visits.  When the visit has taken place the visit organiser will meet with the EVC to discuss/feedback regarding relevant events on the visit. Any relevant information will inform the future planning of visits. A near misses log will be kept to inform of any serious concerns. 
· All visit leaders must complete an online evaluation once the visit has taken place.

· Headteacher to ensure that any accident, incident or near miss on the visit is reported to the LA.
 Financial Arrangements 

· Educational Visits form an important part of the curriculum and parents may be asked to make a voluntary contribution towards the cost of each individual visit.  However, the right to cancel a proposed visit is reserved if the School does not receive sufficient contributions to cover costs.
· Individual cases relating to financial issues for students will always be considered and may lead to financial assistance offered as appropriate.

· When ‘free’ places are offered by service providers they can only be allocated to permanent members of staff.  When there are fewer free places available than members of staff taking part in the proposed visit, it would be appropriate for the staff travelling to share the costs.  
· The visit organiser will be responsible for ensuring that all monies are deposited in the Main Office for banking and organising the payment of all invoices.

· Staff are asked to provide copies of quotes/invoices with a financial plan to the EVC for all proposed visits.  All visits must be financially viable.
Monitoring and Evaluation

All visit leaders must complete an online evaluation form through EVOLE. The Headteacher will monitor all educational visits and policy as well as report regularly to the Management Committee who, in turn, have the responsibility for reviewing the policy. 
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