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Safeguarding Statement
Ashdon Primary School takes seriously its responsibility to protect the welfare of children in its care, believing that "The welfare of the child is paramount" (Children Act 1989). This policy plays an integral part in safeguarding children and ensuring their wellbeing to promote optimum development.
1. Introduction
The Governing Body provides guidance for off-site school visits. All staff must read this policy before organising or leading any educational visit.
Relevant statutory and best practice guidance including OEAP National Guidance (www.oeapng.info) and DfE Health & Safety on Educational Visits (November 2018) have been embedded in this policy.
Important: Failure to follow these regulations may affect insurance cover and legal liability.
2. Reasons for Visits
Educational visits enrich the curriculum and promote spiritual, moral, cultural, mental, and physical development. All activities must have a clear educational purpose and be inclusive for all pupils.
Visits provide opportunities for pupils to:
1. Experience learning in different contexts
1. Develop independence and confidence
1. Build social skills and teamwork
1. Access specialist facilities and expertise
1. Enhance their understanding of the curriculum
3. Visits and Curriculum Links
Educational visits support and enrich the curriculum across all subjects. This includes:
1. Local area visits (e.g. village walks, church visits, local shops)
1. Museum and gallery visits
1. Theatre and concert trips
1. Outdoor education and field trips
1. Sports fixtures and events
1. Residential visits
1. Specialist visitors to school
4. Approval for Visits
All educational visits must be approved before bookings are confirmed or parents are informed.
Approval Process
1. Overnight or overseas visits require Governing Body approval
1. The Headteacher and Educational Visits Coordinators (EVCs) approve all other visits, including local area visits
1. The EVOLVE system is used for logging, auditing, and approving visits
1. Routine visits to the local learning area that are part of the normal curriculum may use a generic risk assessment
5. Choosing a Provider
Visit leaders must ensure providers meet appropriate insurance, safety, and quality standards. This includes:
1. Checking for Learning Outside the Classroom (LOtC) Quality Badge where applicable
1. Verifying appropriate insurance and risk assessments
1. Ensuring safeguarding policies and DBS checks are in place
1. Checking that activities meet health and safety standards
1. Reviewing contracts carefully before signing
1. Conducting pre-visits where appropriate
6. Parental Consent
Written consent is not required for most off-site activities during school hours, but parents must be informed of the visit details in advance.
However, specific written consent is required for:
1. Overnight or residential visits
1. Overseas visits
1. Adventurous activities
1. Transport by parent volunteers or staff in private vehicles
Transport Consent: For transport by parent volunteers or staff, explicit consent is required. Written consent is preferred, but verbal consent is acceptable provided it is recorded and followed up in writing.
7. Visits and Staffing
Visit Leader Responsibilities
The visit leader is responsible for:
1. Planning and risk assessment
1. Ensuring all staff and volunteers understand their roles
1. Supervising the visit and ensuring pupil safety
1. Ensuring adequate first aid provision
1. Being competent and accountable for the visit
Staffing Ratios
Adequate adult supervision ratios must be maintained. While there is no set ratio, the following factors must be considered:
1. Age and maturity of pupils
1. Special educational needs or medical needs
1. Nature of activities
1. Location and duration of visit
1. Competence of staff and volunteers
Staff and Volunteer Requirements
1. All staff and volunteers must be clear on their roles and safeguarding responsibilities
1. All adults must have appropriate DBS checks
1. Parent volunteers must not be left unsupervised with children
1. Staff must be competent to lead activities or be accompanied by a competent provider
8. The Visit
Detailed preparation is essential for all visits:
Before the Visit
1. Prepare detailed lists of pupils and adults
1. Create clear itineraries with timings
1. Ensure medical needs and emergency medication are identified
1. Provide first aid kit and trained first aider
1. Prepare emergency contact cards for all adults
1. Brief all pupils on expectations and behaviour
1. Ensure mobile phones are charged and contact numbers shared
During the Visit
1. Pupils must be supervised at all times, including during toileting and transitions
1. Regular head counts must be conducted
1. Pupils must demonstrate courtesy and safety in public spaces
1. Visit leader must be contactable at all times
1. Any incidents or concerns must be dealt with promptly
Return from Visit
1. All pupils must be checked off before leaving school premises
1. Parents must collect pupils at the agreed time and location
1. Any late collections must be supervised
9. Financing the Visit
1. Costs should be transparent and clearly communicated to parents
1. Voluntary contributions are sought for visits during school hours
1. No pupil will be excluded from a visit due to inability to pay
1. Payment methods and deadlines should be clear
1. Parents should be informed of any non-refundable payments
1. For residential and overseas visits, charges may be made for board and lodging


10. Insurance
1. Staff are covered by employer's liability insurance
1. The school is covered by Essex County Council's umbrella insurance for educational visits
1. Personal accident insurance for pupils is the responsibility of parents
1. For overseas visits, additional travel insurance may be required
1. All insurance documentation should be checked before the visit
11. Transport
The school does not own transport and will either hire from reputable providers or use parent/staff vehicles with appropriate checks.
Hired Transport
1. Coaches and minibuses must be hired from reputable, licensed companies
1. Drivers must hold appropriate licences and insurance
1. Vehicles must have seat belts fitted and these must be worn
Parent/Staff Volunteer Drivers
Parent and staff volunteer drivers must provide:
1. Evidence of a valid driving licence
1. Evidence of current MOT certificate (if vehicle is over 3 years old)
1. Evidence of insurance covering volunteer transport of children
1. Appropriate child car seats or booster seats must be used as required by law
1. Vehicles must be roadworthy and well maintained
Important: Explicit parental consent must be obtained for children travelling in parent or staff vehicles.
12. Emergency Procedures
1. Visit leaders must carry critical incident forms with emergency contacts and action plans
1. School emergency contact numbers must be available at all times
1. In the event of an emergency, the Headteacher or designated person must be contacted immediately
1. Accidents and incidents must be reported in accordance with school procedures
1. Parents must be informed of any significant incidents
1. Emergency services must be called if required (999)
1. A written record of any emergency must be completed
13. Monitoring and Evaluation
All educational visits should be evaluated to inform future practice. This includes:
1. Post-visit evaluation by the visit leader
1. Pupil feedback and reflections
1. Parent feedback where appropriate
1. Educational Visits Coordinator review
1. Recording of any incidents or near misses
1. Significant issues reported to Headteacher and Local Authority where appropriate
1. Annual report to Governing Body on educational visits programme
14. Review
This policy will be reviewed every three years or sooner if:
1. There are changes to relevant legislation or guidance
1. A significant incident occurs
1. Local Authority guidance changes
1. The Governing Body determines a review is necessary


Appendix: Safeguarding Guidance for Parents Assisting with Transport and Visits
Purpose
This guidance ensures parents understand their safeguarding responsibilities when transporting or supervising children on school visits.
Key Points for Parent Volunteers
Driver Requirements
1. Valid driving licence appropriate for the vehicle
1. Current MOT certificate (if vehicle is over 3 years old)
1. Insurance covering volunteer transport of children for educational purposes
1. Evidence must be provided to the school before the visit
Vehicle Safety
1. Vehicle must be roadworthy and properly maintained
1. Appropriate child restraints (car seats or booster seats) must be used as required by law
1. All passengers must wear seat belts
1. Vehicle must be suitable for the number of passengers
Supervision and Behaviour
1. Parents must supervise children responsibly at all times
1. Follow all school safeguarding procedures and codes of conduct
1. Never be alone with a child in a vehicle or unsupervised situation
1. Follow the visit leader's instructions at all times
1. Maintain appropriate professional boundaries
Confidentiality
1. Respect the privacy and confidentiality of all children
1. Do not share personal information about children with others
1. Do not take or share photographs without permission
Reporting
1. Any concerns or incidents must be reported immediately to the visit leader or school
1. Report any behaviour that causes concern
1. Report any accidents or near misses
Consent
1. Ensure all children have explicit parental consent to travel with you
1. Verbal consent must be recorded and confirmed in writing
1. The school will coordinate all consent procedures
Emergency Procedures
1. Carry emergency contact details for the school and visit leader
1. Follow school emergency protocols
1. In case of accident, contact emergency services (999) if needed and inform the visit leader immediately
1. Complete an accident report form as required
Further Information
Parents will be provided with:
1. The school's Safeguarding and Child Protection Policy
1. Contact details for support and guidance
1. Specific visit information and requirements
For any questions or concerns, please contact the Headteacher or Educational Visits Coordinator.
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