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Moortown Primary School

Educational Visits
Planning a Visit

Visits should be planned well in advance – office staff and parents need lots of notice to prepare.  

The earlier the trip is planned, the more likely it will be authorised.  (Two weeks is an absolute minimum.)
There are three stages to planning a visit:

1. Basic details 

	Who? circle as appropriate
	Where? name of museum etc

	YR
	Y1
	Y2
	Y3
	Y4
	Y5
	Y6
	Abbey House Museum 

	When? 
	What? purpose or proposed activity

	specific date or period when visit can happen
10the Feb
	times eg indicate am / pm / all day
All day
	History 

	Why? a brief sentence to be used in letter to parents
	Other information? such as…

	To learn about changes in shopping through history. 
	What do pupils need to bring with them? eg suncream

Are booster seats needed? (Any child under height of 135cm needs a booster seat in a car.)

Will you be back for normal home time?

Are parents invited / needed?

Is lunch provided / required / not applicable?

Packed lunch and a drink. Wear uniform

	How much? office staff will investigate this

	Consider:
coach cost (adults: KS1-4, KS2-5, +statemented children)

entrance fee - FREE
other costs    - WORKSHOP £75 per class
Lunches:

do FSM need packed lunch?

need two weeks to cancel

	Can the visit go ahead?
	If no, because:
	Authorised by SLT member:

	
	
	

	Diary: if trip can go ahead, is it noted in diary with two week alarm?
	yes   /   no


2. Risk Assessment - Evolve website
www.leedsvisits.org.uk

You must use Evolve when planning a residential or ‘adventurous visit’.  However, it is good practice to use Evolve for all visits as it provides a record of visits that have taken place.
Once the visit is proposed on Evolve, an email will be sent to the Educational Visits Coordinator (Clare Weekes) and, if necessary, the Headteacher (David Roundtree).  This ensures that all necessary staff are aware of your visit and the staff that will be accompanying you.  

The Educational Visits Coordinator will support you to do this.
3. Letter to parents / carers

Office staff will prepare a letter using the details above (stage one).  
To do this, please return a copy of this form to the office and confirm you need a letter to be prepared.[image: image1.jpg]



