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1. Introduction
Learning Outside the Classroom are defined as occasions when pupils leave the school
premises to pursue an activity organised by the school. Such an activity may take place
during or after the school day, or in the school holiday. It may be curricular, or
recreational.
Work Experience and attendance by students at link courses provided at other
educational institutions during the school day are not defined as Learning Outside the
Classroom in the context of this policy.
2. Rationale
At Tregonwell Academy we believe that Learning Outside the Classroom offers pupils
learning experiences that are not available in the class room. Knowledge and experience
gained beyond the classroom can consolidate and extend the curriculum taught within.
There are opportunities to enhance learning outcomes in National Curriculum Core &
Foundation subjects and also, more broadly, to develop personal and social skills.
At KS4 an essential part of our flexible, personalised curriculum is the inclusion of more
adventurous outdoor activities and opportunities to develop and promote skills for life.
3. Aims
The aim of this policy is to ensure the safety of the children of the Academy when they
are engaged in visits which require them to be take off school premises
We aim to:
a) enhance the Curriculum with as wide a range of experiences as possible
b) develop personal and social skills
c) promote self-reliance
d) build self esteem
e) develop a respect for the environment
f) encourage a respect for safe practice.
4. General Principles
Tregonwell Academy operates an Equal Opportunities Policy and in accordance with that
policy, all pupils regardless of race, gender and ability have the right to participate in off
site experiences.
The school will wherever possible, make the necessary provision to enable pupils with
difficulties, to take an active part and to participate effectively in learning outside the
classroom activities.
However, because many of our pupils display quite challenging behaviour, we would
have to reserve the right to occasionally exclude a child from an activity if his/her
behaviour was considered to pose a risk either to him/herself or to other pupils.
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5. The LOtC Co-ordinator ( EVC)
The EVC will:
a)
b)
c)
d)
e)
f)
g)
h)

Take the lead in regularly reviewing this policy.
Ensure that the procedures outlined in this policy are adhered to.
Ensure that risk assessments are prepared for all off site activities.
Ensure that risk assessments are drawn up for all pupils participating in off site
activities.
Ensure that competent staff are supervising all activities.
Advise and support colleagues in their planning of learning outside the
classroom activities and provide training where necessary.
Monitor the quality of learning outside the classroom activities with regard to
safety, value for money and their impact on the pupils’ learning.
Ideally have been trained to OCR Level 3 Certificate in Offsite Safety
Management

6. Planning and Preparation of Off-site Activities
Staff planning off site activities should consult the Educational Visits Guidelines provided
by Bournemouth & Poole Borough Councils (June 2005) In addition they should refer to
the DFES guidance document, Health and Safety of Pupils on Educational Visits.
a) Permission in principle should be sought from the LOtCC. No firm bookings
should be made and there should be no communication with parents/carers until
the appropriate form (Appendix 1) has been completed and signed by the LOtCC.
b) The SLT should be consulted re staffing & timetable issues
c) There should be a pre visit to the location which will inform risk assessment.
d) Risk assessments must be completed both with regard to the activity, the
transport and the individual pupils.
e) The Business Manager andFinance Manager should be given as much notice as
possible to ensure that funding is arranged.
f) Staffing should be arranged paying attention to recommended pupil/adult ratios.
(see Borough Guidelines)
g) Parents should be informed of the visit giving as much notice as possible and
their consent should be obtained.
h) In the case of Looked After Children, there must be adequate notice for carers to
obtain the permission of those with parental responsibility be it parents or Social
Services.
i) The school kitchen/reception should be given as much notice as possible of
changed lunch arrangements & possible requirements for packed lunches.
j) All accompanying staff should be thoroughly briefed as to their roles and
responsibilities on the visit, including procedures for an emergency.
k) There should be a designated first aider whose responsibilities will include taking
the appropriate first aid kit , emergency rucksack and holding medication for
pupils where required.
l) All staff should carry mobile ‘phones and should hold the ‘phone number of all
staff on the visit.
m) A pack will be provided for all group leaders which will contain:
 Details of emergency procedures
 Important contact numbers
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A visit checklist must be completed at least 24 hours before the visit.
(Appendix 2)
7. Risk Assessment
a) There must be a Risk Assessment of any activity that involves taking pupils off
site. A completed Risk Assessment Form (Appendix 4) should be given to the
LOtCC at least a week prior to the visit.
b) Given the nature of the pupils we teach at Tregonwell Academy the Individual
risk assessments held for individual pupils should be consulted and reviewed.
c) For a visit to an organised activity, a copy of the provider’s risk assessment
should be sought.
d) For residential trips, Form VI should be sent to the Local Authority at least 8
school weeks before the visit
8. Transport
School Minibus
All guidelines with regard to use of the school minibus should be adhered to with regard
to booking out procedures, driver competence and behaviour expectations. There should
be at least one adult in addition to the driver and in most cases there will be two.
Staff cars
Staff may transport pupils on a voluntary basis. They are responsible for ensuring that
the pupils wear seat belts at all times and have their own business insurance
9. Supervision
The level of staffing required for an off site visit will take account of the nature of the
activity, the age and number of pupils participating, and any particular risk involving an
individual pupil. Borough Guidelines should be consulted with the caveat that these are
always minimum requirements and are subject to risk assessment.
10. First Aid/Medical
a) There must be a competent first aider accompanying all off site visits. He/she
should be aware of all particular medical needs of individuals and of the
medication requirements where appropriate.
b) In the event of any emergency requiring a pupil/pupils to be taken to hospital,
the first aider will accompany them and the group leader will remain in charge of
the group. School procedures will be followed with regard to gaining parental
consent for treatment where necessary. On return to school, appropriate
accident forms should be completed if appropriate, in accordance with normal
school procedures.
11. Unforeseen difficulties
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All staff involved with the visit should be aware of procedures in place for dealing with
unforeseen problem. This should include planning for delayed return, transport
breakdown in addition to more serious problems. The group leader should ensure that
he/she can contact school or a member of the SLT if it is outside school hours. The
school will deal with contacting parents/carers.
12. Emergencies
All group leaders must acquaint themselves with emergency procedures as outlined in
the Borough Guidelines.
A copy of the Borough’s recommendations for dealing with an emergency will be
available for all group leaders.
13. Visit Evaluation
This should be completed no later than a week after the visit. (Appendix 3)
Key:
LOtC Coordinator - Learning Outside the Classroom Coordinator
EVC – Educational Visits Co-ordinator
SLT - Senior Leadership Team
OCR – Oxford, Cambridge and RSA Examinations
KS4 – Key Stage Four
AAC – Academy Advisory Committee

High Expectations, Support, Challenge
Part of Ambitions Academies Trust
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APPENDIX 1
Learning Outside the Classroom Approval Form

Location of proposed visit
Date/ times
Member of staff leading the proposed visit
Year group & numbers of pupils
Number of staff required to assist
Purpose of visit & intended learning outcomes:

Approved in principle.

Signed: ………………………………………..

Date: ………………………….

Print Name: ………………………………………………………………………..
LOtCC

High Expectations, Support, Challenge
Part of Ambitions Academies Trust
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APPENDIX 2
Learning Outside the Classroom Check List
Date……………………….

Year Group………………

Itinerary/Times…………………………………………………………………………
Staff……………………………………………………………………………………
Criteria

Required &
Met

Not Required

Approval form completed and signed by LOtCC
SLT consulted re staffing & dates put in diary
Pre visit to location
Kitchen/reception informed of meal arrangements at least one week
before date of trip
Finance Department informed & funding secured
Risk Assessments, group & individual pupil, completed and
countersigned by LOtCC
Parental consent forms sent and returned including use of images
Minibus booked/transport arrangements made
First Aid Kit collected
Mobile phone collected & pupils signed out at reception
Sun cream/hats required
Medication collected from Deputy Head’s Assistant or other staff
responsible for storage
Minibus checked on pupils’ return & mileage logged
Staff & pupils signed back in on return
Signed…………………………………..

Date…………………………………….

Print Name…………………………………………………..
Please ensure that completed form is returned to the Associate Principal or Vice Principal
of School, as completion of this form is a pre-requisite for a trip to take place.
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APPENDIX 3
Learning Outside the Classroom Evaluation

Location of visit
Date
Group Leader
Year group & numbers of pupils
Intended learning Outcomes:

To what extent were these outcomes achieved?

Evidence if appropriate. ( attach copy of pupil records, pupil evaluation, photographic
evidence etc )

To be passed to Associate Principal/Vice Principal on completion

High Expectations, Support, Challenge
Part of Ambitions Academies Trust
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APPENDIX 4

Learning Outside the Classroom Activity Risk Assessment Record
Establishment
Assessment No.
Activity
Date of activity
Assessed
Activity
Location
After all control measures are in place assess risk : High, medium, low, Insignificant
Who may be harmed? Teachers ( ) TAs ( ) Pupils ( ) Public ( )
Significant Risks

Control measures already in place

Additional Control Measures required

Completed by:

Date Implemented

Signature:
Print Name:

High Expectations, Support, Challenge
Part of Ambitions Academies Trust
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By whom

Date:

