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SMITHY BRIDGE FOUNDATION PRIMARY SCHOOL
EDUCATIONAL VISITS POLICY
Introduction
At Smithy Bridge Primary School we seek to ensure that the National Curriculum is delivered
to all children, regardless of social background, race, gender or differences in ability. To
enrich the curriculum for our children, we also offer a range of educational visits and other
activities that add to and complement what they learn at school.
The governors of Smithy Bridge School adopt the guidance and procedures issued in the
Rochdale Metropolitan Borough Council document ‘Requirements for Educational Visits’. This
is to ensure consideration of the health and safety of all those involved and to maintain the
educational quality of visits and value for money.
Procedures
The governors delegate responsibility to the headteacher for visits that are not residential,
overseas or adventurous. For visits that are residential, overseas or adventurous governors’
approval must be sought prior to the visit being booked, authorisation for these visits is by
the headteacher and LA.
Staff wishing to plan and undertake a visit must get outline permission from the headteacher
for permission to continue with the planning of the visit and book the visit in the school diary.
Outline permission will be granted if the visit can be accommodated within the school
timetable and the ethos of the visit is one with which the school wishes to be associated. The
cost of the visit must be reasonable.
For visits that are deemed adventurous (see section Y of RMBC document), residential (see
section O), overseas (see section P) or involve water (see sections R and S) local authority
approval must be sought before the trip can take place. Approval must be via the EVC,
headteacher and governors and must be made at least 8 weeks in advance.
Once outline permission, and any necessary governor and LA approval, has been received the
group leader can complete the planning organisation and bookings for the visit. When all
details are complete they must be submitted for final approval via the Evolve system
(www.rochdalevisits.org). These must be submitted at least 7 days before.
Once telephone bookings have been made confirmation must be made by letter (letters are
to be approved by the headteacher).

Parental consent
Parental consent letters outlining the aims and date of the visit, planned activities, cost of the
visit and signature for consent must be sent out in adequate time to allow parents to pay for
the visit in weekly instalments if required. A copy of this letter must be given to the office
with any other relevant information. For day visits that require a donation from parents
letters should go out at least 8 weeks in advance.
For library visits and other local visits consent forms must be sent out annually. Parents must
be informed of the dates of these visits prior to the visits to ensure parents can withdraw
their child/children if needed to.
For off-site sporting events and music events please see appendix 1. Off-site music or sports
events outside Rochdale must be logged onto the Evolve system.
All consent slips are to be kept by the group leader.
For visits with a requested financial cost to parents, all slips must be sent to the office first.
They will then be returned to the group leader.
Group leaders must complete the RMBC Educational Visit Checklist prior to the visit, this
form must then be passed by EVC.
Transport
Parents must be made aware of the intended form of transport, and their consent obtained.
Coaches and mini-buses must be booked with an approved contractor and have seat-belts
fitted. A teacher must be in charge on both coach and mini-bus (if used). There must also be
enough adults to adequately supervise the children. (For more information see generic coach
risk assessment)
Smithy Bridge requires that all drivers of mini-buses are appropriately trained
and hold a valid licence/certificate in line with RMBC policy. If a teacher is driving the minibus another competent adult must be present to supervise pupils.
Where a private (staff or parent) car is to be used to transport pupils then this must be
approved by the headteacher, and Form EV6 (RMBC) must be completed and retained by the
school on an annual basis. Drivers are responsible for ensuring appropriate child restraints
and booster seats are used.
When public transport is used an increased staff/pupil ratio must be considered.

Staffing
One teacher on the staff of the school must be prepared to act as group leader and accept
responsibility for the visit, carry out all necessary risk assessments and fulfil the school’s
policy in regard to the organisation of the visit and adequate staffing.
Prior to all visits all adults helping on the visit should be given an itinerary, fully briefed on
activities and have read relevant risk assessments for the visit. Where possible adults should
be assigned to a group of named children they are responsible for and children should be
aware of their named adult.
The staffing ratios for off site visits are as follows:
Nursery – parents are encouraged to attend visits so therefore ideally 1:1; ratio for staff is
1:3.
Reception – up to and including Year 3 a ratio of 1:6.
Year 4-6 a ratio of 1:10 which can be increased to 1:15 dependent on the risk assessment
undertaken for activity or place to be visited.
For all pupils the staff team must comprise of the class teacher or other senior teacher, plus
another teacher or a teaching assistant. If the class teacher is a NQT another experienced
teacher must be part of the staff team (for visits not local to Smithy Bridge). The balance can
then be made up competent adults aged over 18 who are preferably employees of Smithy
Bridge School.
If possible a DBS cleared adult male should be included in the staff team. Mixed gender
groups must not be led by all male staff groups.
If children are to be allowed to go around in small groups with an adult who is not a teacher
or teaching assistant the group sizes should not exceed 1:6 for KS2 and 1:4 for KS1, therefore
overall staffing ratios should be amended accordingly.
If a parent is requested to attend the visit to directly supervise their own child (SEN) this adult
cannot be included in overall staffing ratios.
Members of staff wishing to go on visits which their own children (pupils) are present must
get permission from the headteacher. Staff members are discouraged from taking their own
children who are not pupils at the school on visits
Staffing for residential visits (Years 4-6 only)
The staff team must include at least one male and one female teacher. A minimum adult to
pupil ration of 1:10, with teacher to pupil ratio a minimum of 1:15. All adults must be CRB
cleared. Pupils bedroom accommodation, showers and toilets should be supervised by a

same sex CRB checked adult from staff team. In case of need female staff may supervise
boys’ rooms.
It is good practice to hold a meeting for parents prior to a residential visit.
Risk Assessments
A full risk assessment must be carried for educational visits and given to the EVC at least 2
weeks (at least 5 weeks for adventurous/residential/overseas) prior to visit. For first time
visits to a place an exploratory visits should be conducted and potential hazards or risks
identified. For repeat visits a phone call should be made to check any changes/alterations to
the venue or layout. Specific behaviour issues, medical information and transport information
need to be added to each event specific risk assessment.
Risk assessments for sporting activities and regular local visits need to be reviewed and
updated by the EVC and PE co-ordinator on an annual basis. An event specific risk assessment
also needs to be completed (see RMBC Form EV5)
It is good practise to plan and share the risk assessment with the children and other adults on
the trip.
Finance
Educational visits that have financial implications need to be clearly budgeted and accounted
for. The requested cost to parents must only be for the admission and transport for children.
Any additional costs for adults (including transport) must be met from school funds. The
Group Leader is responsible for presenting a financial account for the visit which will be
audited as part of the schools’ procedures.
The governing body has a ‘Charging and Remissions’ policy that details the full range of
activities where a charge can be made. The governing body has agreed the wording of the
statement relating to charging that is to be included in letters to parents regarding
educational visits. This forms part of the ‘Charging and Remissions’ policy.
General
All visits should be covered by the school insurance policy. Please check with office before all
visits and arrange additional insurance if needed.
School uniform should be worn on all trips less than one day unless inappropriate for activity
or costumes are required. Clothing should be adequate for activity and parents notified by
letter.

Smithy Bridge will endeavour to include all children in activities and visits, making special
arrangement for children with disabilities where necessary. A list of children and adults with
medical or other needed information is to be carried by the group leader.
Behaviour
Children will be expected to display high standards of behaviour whilst on the trip. If needed,
individual behaviour plans with the child and parents are to be drawn up prior to the visits
and included in the risk assessment.
First Aid
There should be at least one adult with a good working knowledge of first aid and an
appointed person certificate. For visits undertaken by Early Years Foundation Stage classes a
qualified paediatric first aider is required (by statue). For residential trips or trips that
emergency services may find hard to access an adult with a higher level first aid qualification
must be in the staff team. First aid kits are to be carried by groups and all accidents recorded
in accident book on return.
Emergency procedures
The group leader is to carry the school mobile phone and also leave an alternative mobile
contact number with the office.
The school will appoint a member of the SMT as the emergency school contact for each visit.
All major incidents should immediately be relayed to this person, especially those involving
injury or that might attract media attention.
The Group Leader will leave full details of all pupils and accompanying adults on the visit, the
list should also specify travelling arrangements e.g. which coach or mini-bus, with the
emergency school contact/office. If this list changes during the visit the group leader will
contact the office/school contact with amended details at the first opportunity.
For residential/out of school hours visits the school contact will retain adults and children’s
emergency contact/next of kin information. The Group Leader will have the school contact’s
home address, phone and mobile number.
The Group Leader will carry a copy of Rochdale MBC’s Emergency Procedure on all visits not
local to Smithy Bridge.
All incidents and accidents occurring on a visit will be reported back through the school
systems.

Evaluations
All visits will be evaluated by the group leader with the EVC. The EVC will ensure that any risk
assessments on the trip are dated as having been evaluated and/or modified as a result.

This policy was adopted by governors on …………………………………………..

Signed……………………………………. (Chair of governors)
Signed ……………………………………(Headteacher)

Appendix 1
Procedure for Sports and Music Events (Local to Rochdale)
For off-site visits outside the Rochdale please follow the Educational Visits policy and
procedures and enter details into Evolve System.
Sports or music events local to Rochdale visits do not have to be logged via the Evolve system
but registered manually onto the sport/music events sheet. Permission must be given by the
headteacher and entered into the school diary.
All visits must adhere to the policy with regard to staffing ratios/competent adults, parental
consent slips and risk assessments.
Parental consent forms must be collected; this can be done on a term by term basis with a
list of fixtures/events included in the letter.
For out of hours visits the group leader must be clear who is collecting the children.
If arrangements have been made by the school to transport children using parents’ cars,
parents must have filled in an EV6 (and be ISA registered if providing this service on a regular
basis).
Music Events
The band/choir leader must give the headteacher a list of who is required to attend the
events. Letters and consent slips must be sent out to parents and for out of hours visits these
must include drop off/pick up arrangements for the children.

