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1. Introduction
Educational visits are an essential part of learning at Knockavoe School. They include all off-site activities and support pupils’ social, personal and educational development.
The term ‘Educational Visits’ refers to:

‘all academic, sporting, cultural, creative and personal development activities, which take place away from the young persons’ school, and make a significant contribution to learning and development of those participating’.

2. Aims
Visits aim to enhance learning, build independence, support wellbeing and develop social and communication skills.

3. Key Principles
• Pupil safety is paramount
• All visits must have clear educational value
• Risks must be assessed and managed
• Activities must be inclusive and appropriate to needs

4. Roles and Responsibilities
The principal approves visits. Class teams plan and lead visits. Staff supervise pupils. Parents provide consent and information.

EA Guidance highlights: 
The successful planning and implementation of an educational visit requires a contribution from a number of key personnel and groups. Careful co-ordination and clarity of roles are vitally important.

The duties, roles and responsibilities of staff are clearly defined in advance of any educational visit, articulated, recorded in writing and understood by all those leading and/or assisting with such visits. This includes those responsible for the provision of first aid, administration or medication and communication with parents.


5. Planning and Approval
All visits must be planned in advance, linked to learning, risk assessed and approved by the Principal. Higher-risk visits require additional approval.



6. Risk Assessment
All visits require a written risk assessment. This must identify hazards, outline control measures and be reviewed throughout the visit.

EA guidance states: 
The terms risk assessment and risk management are used to describe the process of addressing the risks of any visit/activity and the steps taken to counter them. The process of risk management is paramount in the overall planning of any educational visit.




7. Supervision
Staffing levels are based on pupil needs and risk. Pupils must be supervised at all times.

8. Safeguarding
All safeguarding policies apply. Staff act in loco parentis and must follow child protection procedures.

9. Parents and Consent
Written parental consent is required. Schools must collect relevant medical and emergency information.

EA guidance states: 
Parents should be able to make an informed decision as to whether their child should go on the visit. However, in the interests of the overall safety and success of the visit the ultimate decision as to who participates rests with those involved in organising the visit. 


10. Behaviour
Pupils must follow agreed codes of conduct. Behaviour support will be planned where needed.

11. Transport and Insurance
Transport must be safe and compliant. Appropriate insurance must be in place.

12. Emergency Procedures
Visits must have clear emergency and contingency plans. A school contact must remain available.

13. SEN Considerations
Planning must account for individual medical, behavioural and communication needs.

14. Monitoring and Review
Visits will be evaluated and this policy reviewed annually.

Appendices (Referenced Only)
The school maintains separate documents for: risk assessments, consent forms, visit proposals, incident reporting and review forms.


PLANNING AT A GLANCE – KNOCKAVOE SCHOOL
The following checklist should be used as a guide when planning an Educational Visit:
1. Initial Discussion
Discuss the proposed visit with the Head of Key Stage and a member of the Senior Management Team (SMT).
2. Educational Purpose
Clearly outline the educational aims and intended learning outcomes of the visit, ensuring they link to the curriculum and pupil development.
3. Review Current EA Guidance
Ensure familiarity with the current EA Educational Visits Guidance and any relevant school policies and procedures.
4. Visit Classification
Identify the appropriate category of visit (Categories 1–5) in line with EA guidance and follow the required procedures for that category.
5. Planning and Risk Management
Complete a thorough planning process, including:
· Itinerary and supervision arrangements
· Identification and management of risks
· Consideration of individual pupil needs
6. Documentation
Complete all required documentation, including:
· Principal approval
· Parental consent
· Visit briefing (staff, pupils, parents as appropriate)
· Group code of conduct
· Risk assessment (shared with Head of key stage and SMT)
· Transport arrangements (e.g. bus booking form)
· Relevant record keeping
7. Briefing and Preparation
Ensure all staff, pupils and (where appropriate) parents are fully briefed on:
· Expectations and responsibilities
· Safety procedures
· Emergency arrangements
8. Visit Management
Ensure appropriate supervision, safeguarding and risk management are maintained throughout the visit.
9. Evaluation and Review
Following the visit, complete an evaluation to inform future planning and improve practice.
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