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1. Introduction

1.1. This policy relates to all visits or journeys undertaken by children, under the supervision of the staff of
the School, which take them outside the physical boundaries of the School. This does not include visits
where a class is taken off site on foot for no more than the normal duration of the lesson. In these
instances, the teacher must inform the parents/carers in advance and inform the office of the group that
they are taking out, the destination and the expected time of arrival back in school.

1.2. It includes Outdoor Education, where physical activities (classed as adventure activities) cannot be
carried out within school e.g. rock climbing, canoeing, sailing, and camping. There may also be a residential
element.

1.3. The policy covers the entire period between departing from and returning to the school or into the
care of the parents/carers - whichever happens first.

1.4. The leader is the person who has overall responsibility for the whole group undertaking the visit and
the activities its members undertake.

1.5. A deputy leader should be involved in the preparation and organisation of the visit, should it be
necessary to take over the running of the visit.

1.6. Low risk activities are those conducted away from dangerous environments, in which the actual
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physical discipline or skill does not itself represent danger, and where safety is largely achieved by vigilant

and thorough supervision.

1.7. High-risk activities are those associated with physical danger. The activity may involve the acquisition of
specific skills and normally requires specialist equipment and qualified instruction by approved persons.

1.8. An Educational Visits file is held in the school office which contains copies of a Checklist for School Trips
which is to be used by the trip leader as an aid to planning the trip. Please see Appendix 1.

2. Aims for children
2.1. We aim to ensure that children:

develop the ability to integrate socially; develop leadership skills, self reliance, a sense of responsibility,
initiative and resourcefulness; increase their self-confidence, dignity and feelings of self-worth; learn to
work purposefully in a team with respect for others; gain the necessary insight, skills and knowledge to
pursue outdoor education in adult life; are enabled to meet challenges that are beyond their normal
experiences; develop mentally, spiritually and physically, appreciating all that community life within the
town and countryside can offer.

2.2. From their start in school the youngest children have planned excursions which are linked to their

classroom learning.

EYFS & Y1 Reception and Y1 do not stay away from home and outings are planned to coincide as far as

possible with a normal school day.

Y2, Y3, Y4, Y5 Y6 Older children also have day visits out of school. We are aware that visits require
financial contributions from Parents/Carers, so we make them relevant to the children's STAR learning.

Residential Trips

Residential trips are offered to all children in year 2 and above. The duration of the trip varies depending
on the age of the children from a 2 day/1-night trip for the younger children up to a 3 day/2 night
residential for the older children. Trips vary from visits to local Cornwall Outdoors camps involving
adventurous activities to out of county visits to experience life in settings other than our local
environment. While away from the unit, children undertake varied learning based on the National
Curriculum, but with some further emphasis on adventure activities.

3. General Policy

3.1. Every attempt is made to encourage and support staff who wish to take children on field trips and
educational visits. It is clearly recognised that in many cases these trips form an essential part of children's
studies. At the same time, it is necessary to ensure that children are not withdrawn from timetabled classes

too often.



3.2. Parents/Carers are informed in good time by circular letter, School Newsletter and website to enable
planning and saving schemes to operate.

3.2.1.Charges for Day Trips
When organising day school visits which enrich the curriculum and educational experience of the
children, the school invites parents/carers to contribute to the cost of the visit. All contributions
are voluntary. If the school does not receive sufficient confirmation of commitment to pay, the
visit may not be able to be run. If a visit goes ahead, it may include children whose
parents/carers have not paid any contribution. The school does not treat these children
differently from others. Sometimes the school will part-fund visits in order to make them
accessible to all. Funding information is available upon request. The voluntary contribution
requested will not include an amount to cover the costs of those children who are unable to pay.

3.2.2.Charges for Residential Trip

All residential trips will be optional. If the school organises a residential trip in school time, or
mainly in school time, charges will be levied to cover the full charge of board, lodging and
transport, plus additional costs for specific activities. Pupil Premium funding may be used to
subsidise the cost of residential trips for children registered as Pupil Premium. Parents/carers
who are experiencing financial hardship are invited to meet with the Headteacher. Charges will
not be increased to cover the costs of those pupils who are unable to pay. If a child's place is
cancelled by the parent/carer then the deposit will not be refunded. It clearly states on the
offer letter that deposits paid are non-refundable. Any payments towards the residential trip
made over and above the deposit will only be refunded provided it is more than 8 weeks before
the trip is due to depart (date final numbers are to be submitted to the Residential Provider). If
cancellation is within 8 weeks of departure no refunds will be made unless the place can be
filled, or the school is not charged by the Residential Provider.

3.3. There is an expectation that the children will exhibit exceptional behaviour while representing the
school. Children's behaviour in school prior to a trip may be a deciding factor in their eligibility to
participate.

4. Approval

4.1. Before planning the visit in detail, the Leader should discuss the proposed trip with Ms Teagle
(Headteacher), Miss Hawken ( Outdoors Educational Leader), and complete the relevant risk assessments
with Mrs Shaw. In the case of visits incorporating overnight stays and/or hazardous activities this should be
at least a term before and in all other cases at least a month before. Teachers/leaders should have a clear
objective for the trip and be clear about their reasons for planning the visit.

4.2. If permission is granted in principle the Leader shall then discuss the activity with other members of
staff attending the visit, complete all risk assessments and action plans and ensure parental consent has
been gained.



4.3. Written parental consent for trips is gained when a child enrols at the school and this applies to all
visits and journeys which are carried out throughout the course of the child's time at Threemilestone
School. A record of these are held in the school office. Specific consent forms are sent out for all

residential trips. Please see appendix 2 for consent form.

4.4. Miss Hawken will advise the Headteacher whether the visit should proceed on the grounds of safety

according to the policies and procedures
4.5. NO VISIT MAY PROCEED WITHOUT THE PERMISSION OF THE HEADTEACHER.

4.6. The Local Authority (Cornwall Outdoors) is required to approve all visits which fall into the following
categories:

- Residential

- Foreign

- Adventurous

- Visits more than 50 miles from base This needs to be done via the electronic EV form. Miss
Hawken and Mrs Shaw will be able to assist with this process.

5. Insurance Guidelines

5.1. Visits fall into a number of categories:

5.1.1. Regular sporting activities (fixtures, visits to swimming pools etc.) will automatically be covered
by the academy's general insurance policy. Notification to County is not necessary and no separate
payment needs be made.

5.1.2.Low risk activities, which do not include an overnight stay, will be covered by the academy's
existing policy. No separate payment needs be made.

5.1.3. Visits, which involve special hazards or where there is an overnight stay, may need additional
insurance cover. The leader should obtain the advice of the Headteacher. The cost of this cover must be
included in the costing of the visit. The Leader must ensure that the insurance cover has been provided

requesting that Mrs Shaw apply for it.

5.2. Visits or journeys, which require approval by Governors should have the position on insurance, made
clear in writing. Organisers must satisfy themselves that appropriate insurance exists. Please note, no
insurance for personal accident benefits are in place for children attending the County's schools, whether
on the establishment premises or taking part in recognised activities off-site.

6. Health & Safety

6.1. The Leader is responsible for ensuring the safety of all members of the group. They must be fully
conversant with the Emergency Procedures as laid down in the School Visits and Journeys Procedures. (See



Appendix 3) The Leader should take a copy with them on the visit.

6.2. All reasonable measures will be taken to ensure the Health and Safety of all children and staff
participating in School Visits, Journeys and Outdoor Education ventures.

6.3. A risk assessment is to be carried out for all off-site activities whether it is a day visit to a local site, a
residential visit to a centre or camp. This should be entered onto the school's risk assessment system - Mrs

Shaw is available to assist with this.

6.4. Instructors will be appointed as required to ensure that appropriate safe instruction is given at all times,

the cost to be included in the costing of the venture.

6.5. All ventures will follow the School Visits, Journeys and Outdoor Education Policy; the Emergency
Procedures for all School Visits and Journeys and the Health and Safety Policy.

7. Management

Miss Hawken and Ms Teagle (Headteacher) will oversee the School Visits, Journeys & Outdoor Education
Policy, monitor the planning of all School Visits, Journeys and Outdoor Education Ventures and make

recommendations for possible future Outdoor Education Ventures.

8. Planning the Visit

Discuss with staff to ascertain support and feasibility.

Always discuss preliminary plans with Miss Hawken and Ms Teagle.

Calculate cost (including transport costs) and arrange funding or payments (carried out by office staff)
Investigate sources of financial support.

Confirm insurance cover with the office staff.

Book facility and receive written confirmation.

Check details such as times, facilities for refreshments, toilets, hazardous areas, special clothing or
equipment required.

Arrange transportation. (Minibus and Bus booking form available from the office).

Ensure Risk Assessments are carried out.

8.1. The Leader will:
e Compile register of children attending.
e Check staff child ratio.
e Ensure an adult in the party has working first-aid knowledge.

8.2. A letter to the Parents/Carers should include:

e Destination.
Dates and times of departure and return.
Method of travel (travel company/coach company).
Names of leader, deputy leader and accompanying staff.
Cost and what it covers.



e Payment details.
For residential trips, additional information is required:

- The date after which any deposit cannot be returned if cancelling.

- Medical information form to be completed, signed and returned.

- Kit list, equipment required.

- Amount of money advised to take (if any)

- Rules, including safety and emergency procedures (See Appendix 3) relevant to the trip.

- In case of an emergency, parents/carers are able to contact the school during school hours, or by
the school email threemilestone@tpacademytrust.org which will be checked regularly during

the period of a residential.

8.3. Alternatively, some of the information is more effectively given and received during an after-school

meeting for parents/carers. For a residential visit a meeting is essential.

9. Preparing for the Visit/Journey

9.1. Arrange the school contact - a member of the Leadership Team prepared to be accessible by phone
during the visit if out of school hours.

9.2. A comprehensive itinerary of the journey/isit including contact details, must be compiled by the

leader and issued to:

e the Visits Leader - Ms Teagle/Miss Hawken

e the office - an up to date list of names going on the trip given to the office that morning.
9.3. Any major changes must be made known to all concerned.
9.4. Obtain a register from the School Office which should include:

® Name
e Medical information
e Emergency home contact names and telephone numbers

9.5. A copy of the register should be retained by the office staff who will inform the leader of the
emergency contact arrangements at the School end. The leader will inform parents/carers, participants
and staff of the procedures in the case of an emergency.

9.6. The school mobile phones should be used for the duration of the trip.

9.7. Afirst aid kit should be carried on the trip. These can be requested from the school office.




































