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Smallwood Primary School and Language Unit

Educational Visits Policy Including — Residential Trips (School Journey) & Grants

Educational visits are planned to support and enrich the curriculum and are expected to
take place at least once per term.

Teachers should use the list below to help you plan their visit:

* Use the electronic school calendar when booking your visit avoiding days when their other
school events taking place.

* Remember that it's free to use public tfransport if reasonable and safe to do so.

Coaches can be
in short supply during the summer tferm. All coaches have seat belts and usually seat up to
53 persons.

* Make sure you have enough adults to accompany children (i.e., staff and parents). The ratios

shown below must be observed unless, in exceptional circumstance
authorisation is obtained from the Headteacher.

Mainstream Class Ratio

Nursery 1:4

Reception 1:5

Years 1&2 1:6

Years 3&4 1:8

Years 5&6 1:10

Language Unit Class Ratio

EYRS 1:4
KS11:4
Lower KS2 1:6
Upper KS2 1:8

« Office staff will make all the necessary travel and visit arrangements and set up
payment/permission requests for parents using the SchoolComms system.

* A school frip request form which details costs (including entry fees and transport for adults

and children) must be given to office staff once signed off by the
Headteacher. Volunteer parents do not pay. Staff will receive an electronic copy of the letfter
and a check list which you must observe. (See examples attached).

* A RISK ASSESSMENT MUST BE CARRIED AND THE APPROPRIATE FORMS COMPLETED.

Forms are available on the ‘P’ drive.
Registers must be completed before you leave the school premises.

The responsibility of collecting and recording is kept by the office on our SchoolComms

payment system. No cash is to be taken by class teachers/support staff.

In the event of cash payments made directly to the office, we will make sure a permission slip has
been signed by the parent and the class teacher informed.

Learning fog
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School Journey Policy

Smallwood Primary School considers that a residential trip, at least once in a child’s primary
career, is of sound educational value. The choice of venue is carefully selected on the following
criteria:

 Safety record of the venue.

« Staff qualifications.

* Distance from school should be manageabile.

* Quality of accommodation.

» Outdoor facilities should be challenging and varied.

* Value for money.
Resources

The school frip should be adequately resourced with staff, equipment and finances.
Costing & Charges
The total cost per child will be calculated.

The school contributes £2500 from its annual budget towards the cost of the school
journey visit. School Journey grants of 50% are only available to children whose parents
meet the criteria for Pupil Premium (Free School Meals). Proof of eligibility will be
required prior to the start of the School Journey. Only one grant is available during a
child’s primary education. Special circumstances may be taken into consideration by
the Governors.

Governors

The school governors have delegated the authorisation and oversight of the school journey to
the Governors' Resources Committee.
The governors shall authorise each trip individually,

* they will agree the total cost to each pupil and authorise the amount and payment of
grants

* They will agree the level of teacher: pupil ratio,

* they will agree individual cases for special consideration recommended by the

headteacher. e.g., financial hardship for parents of more than one child.
Risk assessment of children who have special educational needs or have a history of
behaviour problems and have expressed a desire to go on School Journey.

The school reserves the right to withdraw a place if a child’s attitude and/or behaviour is
deemed to be detrimental or a risk to the wellbeing and safety of the rest of the party.

All decisions that are made by the Resources Committee are final.

The school journey must be planned, authorised and booked at least 4 months before
departure so as to give parents time to pay by instalments.

A School Journey Statement of Account will be produced at the end of each trip for audit and
submission to the governors for inspection.
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Approval

This policy was updated and was approved by the Governing Body in

This policy will be reviewed by the School and Resources committee in _October
2025 Date for review Oct 2026

Learning together Y Learners for life




