The Federation of Abbey Infants and Abbey Junior Schools 

Educational Visits Policy
Rationale
The Federation of Abbey Infant and Junior School recognise the value of educational visits and their historic values to the development of children’s learning and life skills. We believe that outdoor education enriches the curriculum and can improve educational attainment. Offsite activities help develop knowledge of the world and are a fun way to learn for young children.

The Federation of Abbey Infant and Junior School adhere to guidelines set out in
'Sandwell MBC Policy & Procedure for Offsite and Out of Hours Activities'
Aims 
· Experience new learning environments

· Have fun whilst learning

· Develop leadership skills

· Support participation and healthy lifestyles

· Raise levels of attainment

· Broaden horizons

Inclusion

We believe that every child regardless of ethnicity, culture, gender or ability should have equal access to offsite education. We aim to encourage all children to participate in offsite and out of hours activities.
Offsite & onsite documentation
Educational Visits Co-Ordinator (EVC): Abbie Hinton
Visit Leader: Competent member of staff who has completed Visit Leader Training
Home Based Contacts: Richard Kentish (Head Teacher), Tracey Flanagan (Deputy Head Teacher)
The following documentation to be completed by the Visit Leader, uploaded onto EVOLVE system and sent to the Head Teacher via EVC for approval (see EVC for guidance where necessary) 

· Informative letter to parents/carers seeking specific consent (obtaining up to date  emergency contact numbers and medical information)

· Risk Assessment form

· SEND/Medical needs of the group

· Itinerary 
· Evaluation – This includes a brief online evaluation on EVOLVE and a paper-based ‘Handover Form’. This will inform the school office of appropriate archiving procedures to be taken following an Educational Visit.
All staff attending the visit should contribute to the planning and risk assessment process before it is submitted by the Visit Leader. Where this is not possible Abbey Staff attending a visit should ensure they read and sign the risk assessment form prior to the visit.

The Visit Leader and Deputy Leader should ensure all staff have the opportunity to read and sign the risk assessment form and provide copies where necessary.

The Visit Leader and Deputy Leader will also lead a briefing for all adults attending a visit to outline roles and responsibilities and ensure all adults are aware of and adhere to other relevant school polices on Health & Safety and Behaviour and Discipline, mobile phone policy and safeguarding. All school polices are accessible via the school website: https://www.abbeyfederation.co.uk/policies/ 
All documentation should be uploaded and submitted to the EVC at least 2 weeks prior to the visit. However, any visit that is adventurous, overnight or overseas should be submitted to the EVC 8 weeks in advance.
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