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At Longtown Primary School educational visits are seen as an integral part of school life.  As 

part of our aim to provide a broad and balanced curriculum, educational visits: 

 Provide children with first-hand experience,  

• Enhance learning opportunities  

• Develop personal and social skills  

• Provide a positive contribution to the development of cross curricular dimensions  

• Enhance school ethos and help build a community  

  

Visits include  

• Walks around the local area  

• Local visits  

• Half or full day visits which need transport  

• Residential visits  

  

All educational visits will require a Risk Assessment and the completion of this is an 

‘online’ process through the Kym Allen Website by class teachers.  

  

Educational Visits and Charging Procedures  

  

On any school visit or journey the teacher’s (leader’s) responsibility is to the headteacher, the 

employing authority and the parents of the pupils in their charge.  

  

When children first come to the school parents will be given a copy of a letter detailing our 

intention to use the close environment of Longtown Primary School (within walking distance).  

This will mean that the children may be taken out of the school from time to time, providing that 

there is adequate provision.  Parents will be asked to sign a consent form for this at the beginning 

of the term in which local visits are intended and then be notified of a local visit a week before it 

takes place.  

  

Day Visits  

  

Discuss the feasibility of the visit with other members of staff and work out a possible plan with 

preliminary details of timing and transport.  

  

OBTAIN THE HEADTEACHER’S APPROVAL IN PRINCIPLE  
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Make a preliminary visit to the intended destination using the checklist for protocols  

(Appendix A).    

  

In order to submit the proposal to the headteacher, complete the Educational Visit  

Proposal (Appendix B).  

  

Draft letter to parents This 

should include:  

• The aim of the visit and how it relates to the curriculum  

• Type of visit and activities planned.  Outline any potential hazards.  

• Date of visit   

• Cost per child – to be raised by voluntary contributions  

• A statement that if sufficient contributions are not received the activity will be cancelled  

• Clothing and footwear requirements  

• Any other information as appropriate – i.e. packed lunch advice, suncream, pocket money, 

etc.  

  

ALL PARENTS MUST GIVE THEIR CONSENT TO THEIR CHILD’S PARTICIPATION IN THE  

VISIT.  

  

Inform the school kitchen at least three weeks before your visit of the number of children who will 

require a school packed lunch, and the number who will not require a school meal that day.  

  

Inform the headteacher if playground duties will be affected on the day of your visit.  

  

TRAVEL  

Always obtain written confirmation of your travel arrangements.  

  

By rail:  

• Always reserve seats to keep group together  

• Ask station officials about the stopping position of the served coaches so that the children 

can be gathered together in one place  

• Make clear that only necessary movement in gangways will be allowed  

  

By coach:  

• There must be a seat for each and every person travelling  

• A coach with safety belts fitted must be booked  

• If, at any time during the visit, you feel the coach is in an unsatisfactory or unroadworthy 

condition you must bring the matter to the attention of the driver  

• Take polythene bags, paper tissues, etc. to cope with travel sickness.  Travel sickness 

medication will need prior consent of parents in writing.  

• Plan, in consultation with the driver, for toilet and refreshment stops  

• Make it clear that windows and skylights may only be opened by an adult with your 

permission  
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• On double decker buses a supervising teacher must be present on each deck.  Discipline 

is the responsibility of the teacher, not the driver  

• Always remember to count the children on and off the bus, train, etc.  

  

By private car:  

• If parents are asked to transport children in their own cars, ensure that their insurance 
cover is adequate for this purpose.  All drivers must present their driving license and MOT 
certificate to the office  

• Obtain parents’ permission for their children to travel by private car  

• Consider booster seats  

• A maximum of three children to be transported in one car.  

  

MONIES  

All monies should be paid via Parent mail or sent to the office in a clearly labelled envelope with 

the child’s name and class written on. 

  

WITH THE CHILDREN  

• Set out clearly the aims and purpose of the visit  

• Emphasise the need for safety rules and discuss the form of travel being used and the 
particular precautions which could be vital.  ALWAYS give reasons for safety advice or 
instructions.  

• Set up a rendezvous procedure and ensure pupils know what to do if they get lost and if 

there is an accident  

• Before starting the visit attach a label to each infant child giving their name, the name of 

the coach company and the school telephone number.  This will help if the child is lost and 

cannot give the necessary information  

• Ensure the children are aware of any hazards at the destination  

• Stress clothing and footwear requirement  

• Set an upper limit on pocket money  

• Give clear instructions on food and drink requirements  

• Check insurance  

• Ensure al adult helpers are aware of these instructions and their role and responsibilities 

for the duration of the visit  

• All adult helpers must be given a list of the children in their charge during the visit  

  

ON THE DAY OF YOUR VISIT  

  

• Leave an up-to-date copy of your educational visits list with the Admin Officer, and take 

one yourself  

• Obtain a cheque from the office for entrance fees, etc. if necessary  

• Collect the first aid box  

• Collect packed lunches from the kitchen  

• Organise drinks if taking them  

• Ensure you have the school telephone number in case of emergency  

  



 

EDUCATIONAL VISITS POLICY  
 

  

The teacher is in loco parentis with a duty to “take such reasonable care of his/her pupils as a 

careful parent would take of his children having regard to all the circumstances”.  

  

ENJOY YOUR VISIT  

  


