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Greenleaf Primary School
Educational Visits Policy

General

At Greenleaf, we value the immense impact of Educational Visits to children throughout our
school, in ensuring a broad and balanced curriculum. We therefore strive for ‘High Quality
Educational Visits’ that are organised with due care and safety.

We ensure that all visits have clearly defined educational aims, which are appropriate to the
ages and needs of the children and to individuals within a group specifically.

All off-site and residential visits are correctly planned, managed and conducted following strict
guidelines, based on DfE and LA Guidance and are monitored by the Head Teacher and
Educational Visits Co-ordinator (EVC).
This policy is based on the Department for Education’s guidance on health and safety on
educational visits, and the following legislation and statutory guidance:

e Equality Act 2010

e SEND Code of Practice

e Keeping Children Safe in Education 2023

Inclusion and Equality

We are an inclusive school and endeavour to make reasonable adjustments to ensure that
any visit on offer as part of the school curriculum can be accessed by all students. However,
this cannot be guaranteed and where necessary, following a risk assessment, the
Headteacher will make the final decision.

Costing

When organising school day trips or visits which enrich the curriculum and educational
experience of the children, the school sometimes invites parents to contribute to the cost of
the trip. All contributions are voluntary. If we do not receive sufficient voluntary contributions, it


https://www.gov.uk/government/publications/health-and-safety-on-educational-visits
https://www.gov.uk/government/publications/health-and-safety-on-educational-visits
https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://www.gov.uk/government/publications/keeping-children-safe-in-education--2

may be necessary to cancel a trip. If a trip goes ahead, it may include children whose parents
have not paid any contribution. We do not treat these children differently from any others.
See our Charging Policy -
https://www.greenleafschool.org.uk/docs/policies/Charging_Policy.pdf

Role of the Educational Visits Coordinator

The Educational Visits Co-ordinator:

Is the principle contact with the LA over visits planned by the school

Is involved in the planning and management of Educational Visits

Is responsible for monitoring and updating the school policy

Has attended training and up-dates training where appropriate

Ensures that DfE & LA guidance, school policy and/or any other relevant

documentation is available to staff

o Keeps appropriate records of Educational Visits and where requested, makes
them available to the LA

e Seeks advice from Outdoor Education Adviser where necessary

Approval of Visits

The Head Teacher and EVC approve all visits that are not overseas, residential or involve
adventurous activity and keep records of all such visits.

Visits that are residential, or involve adventurous activity, are also approved by the Head
Teacher and EVC, who in turn, inform the LA - who must also approve any such visits via the
online service, Evolve.

Following this, the LEA notifies the Head Teacher with one of the following options:
Approval granted

Approval granted, subject to forwarding additional information

Approval pending

Approval refused

The member of staff leading any adventurous activity must be specifically approved by the LA
to do so.

Risk Assessment

Greenleaf ensures that a risk assessment is carried out prior to any school visit which
involves a careful examination of what could cause harm to anyone, together with an
identification of the control measures necessary in order to reduce the risks to a level which,
in professional judgement of the person carrying out the assessment, is deemed to be
acceptable. This process is applicable to all visits.


https://www.greenleafschool.org.uk/docs/policies/Charging_Policy.pdf

Risk assessments consider any significant hazards (those hazards that could result in serious
harm or affect several people) or risks relating to a visit. It takes into account the venue,
activities, group (including medical needs, behavioural needs, etc), transport, ‘plan B’ etc.
These are recorded by the visit leader using form generic risk assessment 2025 (See
Appendix 1) and are approved by the EVC/Head Teacher before the visit takes place.

Staff also need to refer to the Greenleaf Educational Visits (non-residential) July 2025
checklist prior to any visit ensuring all aspects are covered. (See Appendix 2) These can be
found on google drive in Shared drives\Staff\Risk Assessments for Educ. Visits 2024 -25
Emergency procedures should be discussed as part of the risk management process.

Risks are also monitored throughout the visit and where appropriate, activities are modified or
curtailed to suit changed or changing circumstances.
A common sense and proportionate approach should be taken remembering risk

management and assessment are tools to enable children to undertake activities safely, and
not to prevent activities from taking place.

Staffing, Ratios and Supervision

Children are always supervised fully throughout any educational visit away from Greenleaf.

The school follows the LA’s guidelines on this ensuring that there is an appropriate
supervision level at all times, which has been approved by the EVC/Head Teacher. The LA
do not stipulate specific ratios of children to adults (it is believed that to do so can be
misleading due to the fact that all visits vary). The level of supervision however, for each
individual visit is based on risk assessment and is determined by factors such as:

e The type, level and duration of the activity
e The nature and requirements of individuals within the group, including
consideration of SEN’s and additional needs.
e The experience and competence of staff and other adults
e The venue, time of year and prevailing/predicted conditions
e ‘Plan B’
As a general rule, Greenleaf operates the following staffing ratios:
Nursery — 1:2
Reception 1:4
KS1 plus Year 3: 1:6
Year 4 1:10
Upper KS2 1:15

However, as stated above, this may vary dependent on the risk assessment and the location
of the visit, eg: The Hive requires less staffing, as they also provide additional adults.



Accompanying Parents/Volunteers

We welcome the support of parent volunteers to accompany classes on educational visits,
where appropriate. They will be responsible for a group of children that does not include their
own child. However, during the day there will be opportunities for the whole class to socialise
together, during which volunteers may wish to sit with, or speak to their child.

NB. Parents cannot be responsible for toilet visits. A member of staff will always supervise
toilet visits.

Volunteers attending school trips, including parent volunteers, agree to:

Follow the directions of staff and act accordingly

Behave appropriately and model good behaviour for pupils

Report any concerns to the trip lead or other staff present as soon as possible

Make sure pupils under their supervision are acting safely and appropriately, and raise any
issues with staff as soon as possible

Vetting and Disclosure and Barring (DBS) Checks.

Staff and volunteers who work frequently or intensively with, or have regular access to young
people, must undergo an enhanced DBS check with barred list check as part of their
recruitment process. LBWF guidance states:

-frequently is defined as ‘once a week or more’.

-intensively is defined as ‘four or more days in a month, or overnight.’

Communication with Parents

Prior to any school visit, parents are made fully aware of the trip/s and are therefore also
aware of any likely risks and their management (where necessary). Information therefore
includes full details of the activities to be undertaken and venues, together with supervision
arrangements and any other relevant information. Letters also include a parental consent
form, which parents sign and return to school. Without such parental consent, children are not
allowed to attend school visits, unless parents have been contacted via alternative means i.e.
telephone.

Insurance
In addition to the standard public liability cover, which the school has in place, the council also

has a ‘blanket’ personal accident cover/travel insurance for all school trips/visits at home or
abroad. Full details of this are sent to the school annually, every April.



Transport

The group leader of an educational visit gives careful thought when planning transport
considering:

e Passenger safety.

e Type of journey — whether the journey will take place locally or whether it is long

distance i.e. motorways.

Traffic conditions.

Journey time and distance.

Weather.

Stopping points on long journeys for toilet and refreshments.

Supervision — the group leader is responsible for the party at all times, including

good behaviour.

Safety when crossing roads as part of the journey.

e Safety on buses, trains, tube, ferries and boats — the group leader must make it
clear to the children how much freedom they have to ‘roam’. Pupils should also be
made aware of what to do in the case of an emergency.

e Safety of the group in the event of an accident or breakdown — the group is to
remain under the direct supervision of the group leader or other teachers
wherever possible.

e Head counts by the group leader, another delegated teacher or supervisor, should
always be carried out when the group is getting onto/off transport.

e Responsibility for checking that seat belts are fastened by all children.

e Group members need to be aware that travel sickness tablets can only be
administered to a pupil with previous authorisation from the parent.

The school satisfies itself that all travel arrangements, including the hire of private coaches or
buses, are suitable for the nature of the visit.

All coaches used by the school are fitted with a seat belt and must comply with legal
requirements. However, seat belts are not legally required on buses.

Should the school have any child who uses a wheelchair, the leader must ensure that the
transport used has appropriate access and securing facilities. It may be appropriate to use
portable ramps.

The school also uses public transport where appropriate e.g. for visits to the National History
Museum etc. Group leaders are responsible for contacting and arranging free transport from
‘Transport for London’. Online booking forms can be used — www.tfl.gov.uk/schoolparty.
Alternatively, leaders can book over the telephone: 020 7918 3954. This must be done 6
weeks before a visit. When travelling by London Underground, group leaders are also
responsible for advising staff at the start and end stations of their journey and
reqguesting support while on the underground network. It is recognised that support may
not always be available.




Where a private (staff or parent) car is used, approval is first given by the Head Teacher and
form EV6 is used and retained by the school. Parental consent for those being transported is
obtained.

Weather and Clothing

When informing parents and children of trips, teachers and group leaders take into
consideration recent weather forecasts, likely changes in weather, time of year and nature of
the visit and advise pupils on relevant clothing. Generally, children are asked to wear school
uniform so that in the eventuality of a child getting lost, the school logo can be clearly seen
and the child is then easily identifiable (especially important for younger children in the
school). In addition, the school hi- viz jackets are also worn for extra safety.

Farm Visits

Whenever children are taken to a farm, the visit is always carefully planned. Risks to be
assessed include those arising from the misuse of farm machinery and the hazards
associated with E Coli, food poisoning and other infections.

The group leader is responsible for ensuring that the farm is well managed — it has a good
reputation for safety and standards and animal welfare and that it contains good washing
facilities, grounds and public areas.

The basic safety rules that are followed include never letting pupils:

e Place their faces against the animals, or put their hands in their own mouths after
feeding the animals.

e Eat until they have washed their hands

e Sample any foodstuffs

e Drink from farm taps (other than designated public facilities)

e Ride on tractors or other machines

e Play in the farm area

Children must always wash their hands after any contact with animals.

Residential Visits

The group leader ensures that:

¢ children have adjoining rooms with teachers’ quarters next to the pupils.

e there is at least one teacher from each sex for mixed groups where possible.

e there are separate male and female sleeping/bathroom facilities for children
and adults.

e emergency drills e.g. evacuation of mini bus, headcounts, fire drills at
accommodation are practiced.

e there is appropriate and safe heating and ventilation.



e the whole group is aware of the layout of the accommodation, its fire

precautions/exits, its regulations and routines and that everyone recognises

key personnel.

there are appropriate security arrangements to stop unauthorised visitors.

there is adequate space for storing clothes, luggage, equipment etc.

there is adequate lighting.

there is provision for pupils with SEN and those who fall sick.

any balconies are stable, windows are secure and electrical connections safe.

the fire alarm is audible in all rooms throughout the accommodation.

there are recreational facilities/rooms for the children.

the hotel/hostel are able to meet any particular cultural/religious needs i.e.

provide Halal food.

Other teachers and adults involved in the visit must:

e Do their best to ensure the health and safety of everyone in the group

e Follow the instructions of the leader and help with behaviour management and
discipline.

e Consider stopping the visit or activity if they think the risk to the health and

safety of the pupils in their charge is unacceptable.

Expectations of the pupils

The group leader should make it clear to pupils that they must:

Follow the instructions of the leader and other adults

Dress and behave sensibly and responsibly

Look out for anything that might hurt or threaten anyone in the group and tell

the group leader about it.

Water Margin Activities

plies to those learning activities that might take place near or in water — such
alk along a river bank or seashore, collecting samples from ponds and streams,
) or paddling in gentle shallow water. It does not apply to swimming and other
°s that may require water safety or rescue qualifications and equipment, or
oing craft.

All staff involved in water margin activities, must adhere to guidance within the ‘Group Safety
at Water Margins’ oeapng.info

As with all Educational visits, the group leader should plan a fully risk-assessed ‘plan B’.

Swimming

Greenleaf does not permit children to swim in the sea but rather paddle up to mid-calf level.
At least two members of staff must always supervise — one at each side.


https://oeapng.info/

First Aid

For all educational visits, there is always a responsible adult with good working knowledge of
first aid, who can treat children if necessary. A first aid kit is also always carried (appropriate
to the visit). Visit leaders must ensure that all individual medical needs are known and that
leaders are competent to handle them.

Parents are asked to sign a permission slip before their child goes on a visit, giving their
consent for first aid treatment to be given to their child in emergency, if required.

Emergency Procedures

All members of staff are to be aware of the action to be taken in the event of an emergency
and are provided with a laminated card with all the relevant contact information on joining
Greenleaf. In addition, the group leader is to be responsible for this.

By their nature, Emergencies are usually unexpected and can therefore be stressful. The
following points assist with dealing with a visit emergency.

Phone numbers, not in the public domain, should be agreed between visit leaders and their
establishment/employer contact to maintain communications in the event that primary
channels become overwhelmed. Parents are not given the telephone numbers that activate
the School’s Critical Incident Plan.

Avoid splitting the group — unless it is the only way to get help - and leave nobody on their
own.

An appropriate adult must accompany any casualties to hospital, taking with them appropriate
medical information for the injured persons.

In the case of an emergency, if it is not possible to reach any of the ‘designated school
contacts’, the leader is responsible for telephoning Walthamstow Town Hall on 020 8496
3000. This is the LEA’s emergency number and can be used on a 24 hr basis.



Appendix 1

What are the Who might be Control Measures — How to manage the risk. Action by
hazards? harmed and how? | NB. CHILDREN TO STAY IN GROUPS WITH A NAMED ADULT AT ALL TIMES whom?
Children are not Child may become | Appropriate no of adults depending on age of children and type of roads to All staff/adults
adequately separated from cross. Regular headcounts. on visits.
supervised. the group 1 adult to 2/3 Nursery children, 1 adult to 4/6 children in KS1
Child may be Minimum 1 adult to 8/10 lower KS2, 1 adult to 15 upper KS2
injured ALL ADULTS TO HAVE EACH OTHER’S PHONE NUMBERS FOR THE VISIT —
GROUP LEADER TO SHARE. Group leader to have school number and HT
number.
Travel—Coach/Bus | Pupils: Seat belts worn by all passengers where available. Teacher/TA
Bumps tripping/falling/ Member of staff to check children counted on/off.
Child left behind getting left Member of staff to stand by door to check road/safe passage.
behind/ knocked
over.
Travel - Pupils- possibility | Member of staff to stand between carriage and platform until all children on/ Teacher/TA
Tube/Train of off safely. Children reminded of escalator safety. Check shoelaces. Staff to

Changing lines
Bumps/Child left
Behind
Escalators

tripping/falling/ge
tting left behind.
Possibility of
children’s
laces/clothing
getting caught in

communicate with each other on trains to ensure chidren disembark safely. 1
member of staff on train/1 on platform until last child boarded. Complete
headcount.

Staff to ask LU staff to radio ahead for assistance.

Children and staff to be reminded of where they are changing trains/getting
off and staff member to give a few minutes warning of the stop they are

escalator approaching.
Critical Incident All Increased ratio when threat is high: 1:8 Yr 5/6, 1:6 Yr 3/4, 1:4 KS1 and 1:2 Early | All staff/adults
(including terror) Staff/Adults/All Years. All pupils assigned a member of staff/adult helper in case of on visit.
Pupils. emergency. Follow procedure for terror incident of —run, hide, tell if applicable.




(Pupils briefed before trip).
Name a predesignated meeting point — advise school office in advance.

Crossing Roads

Pupils- possibility

Children taught Green Cross Code.

All staff/adults

of Children reminded of procedure before setting out and before each Junction. on visit.
Traffic hazards tripping/falling/ge | Group leader to supervise order of crossing. Priority children to hold staff

tting knocked members hand

over.
Injury to Child or adult is First Aid Kit carried or known access. Teacher/TA
child/adult hurt or injured. Mobile phone carried or known access.

Nominated First Aider for visit.

Patient treated on site or returned to school (school office informed and
arrangements made for collection) If adult injured arrangements made for
replacement.

Emergency Services called. School Informed.

Working in Museum
/on location

Child left alone
Dangerous
substance/object
Touching Animals

Child could get lost or
left behind, or could
come into contact
with something
dangerous/unhygienic
(eg. animals)

Check layout/premises/grounds. Child part of supervised group (no. according to age).
Clear instructions to groups.

Regular head counts.

Working in pairs.

Group leaders check area to ensure it is safe.

Washing hands after touching animals.

All staff/adults on
visit.

Shopping Areas

Child left alone
Strangers*

Control number of children in shop.

Adult supervision—Agreed meeting place for all groups.
Avoid crowds.

Children taught ‘stranger danger’.

All staff/adults on
visit.

This is a generic Risk Assessment. Please annotate/add to it with details specific to your trip and your children. Annotations can be by hand. All Risk Assessments to Alison O’Donnell prior to trip.

Signature of assessor

10




Appendix 2

Educational Visit Checklist — (non-residential)

All visits need to be risk assessed. Permission slips are needed for all visits except
local ones but parent/carers need to be informed that a local visit is taking place.

e Do areccy of your visit, check out toilet facilities, meeting points, lunch
rooms. Your ppa can be used to do this.

e Risk assessment — must be carried out and saved on google drive. Personalise
and annotate for each class going. Include meeting points, map of venue,
medical and SEN needs. This needs to be shared with all adults taking part in
the visit.

e Group lists — each adult must be assigned to a group of children and given a
list of their names. All children should know their group leader. Teacher
keeps the overall groupings list.

e Staff ratio = Nursery 1:2, Reception 1:4, KS1+Yr3 1:6, Yr4 1:10, Upper KS2
1:15. This still needs to be evaluated for every individual visit as it will change
if for example there is a greater number of SEN pupils or increased
behavioural issues.

e Ensure all adults swap mobile numbers for the day and the visit lead has the
school and HT number.

e Ensure all medications for day are taken. Medical plans need to be signed out
at office.

e Wear hiviz jackets.

e Take First Aid kit-it is good practice to have a first aider but if this isn’t
possible, identify a person in charge of it.

Using public transport

e Travel after 9.30

e Don't attempt to get 2 classes, 60 children on board — wait for next one.

e Teacher in charge always leaves the transport last and scans for groups.
Shout if needs be — all Greenleaf children get off here!

e Ensure all adults and pupils know the route being taken and end destination.

e Speak to bus driver, ask for advice on seating.

e |If travelling on tube ask for assistance, they are really helpful.
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