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PLANNING AN INCLUSIVE SCHOOL VISIT
additional needs of the pupil with SEN/disability

Planning, partnership, liaison and information are KEY.

· The school should have an Educational Visits policy. Advice is available on the DfES website and in TLT Health and Safety Manual (section 5).
· LSS staff, LSAs and other support staff must have advance notice for planning and preparation. Preferably from the beginning of the term but at least two weeks notice.

· Inclusion of all staff in the planning and preparation of the visit.

· Consider health needs/careplans and consult the school nurse if you need further advice.

· Access to information packs.

· Where possible visit the site or place of the visit. Have there been any previous visits by staff from your school? 

· Phone beforehand to gain information about access and facilities (education or information officer). Prepare checklist of questions to ask if this is not available from someone who has visited before. Is a wheelchair available for use at the site? An advised route with level access and notes would be very useful. Support staff usually have free entry, particularly if assisting a pupil with a disability/SEN. Give as much information as possible about these pupils needs eg mobility, toileting and first aid facilities, availability of a quiet space.

· Plan travel arrangements. What is the school guidance/policy eg late arrival/return, safety issues, getting on/off buses/trains? If a tube station is informed of the travel they will assist in meeting groups, escorting onto trains and phone through to the destination to be met.

· Plan ahead for children who may get detached from the group. Pupils and staff need to know what to do if this happens.

· Is it possible to fund-raise to hire a coach? Eg toy/ book sale or sponsored event if no other funding is available

· It is extremely important that the familiar LSA is available to support the pupil. If the LSA also works with other pupils then there needs to be a flexible re-arrangement of timetables. Who will cover to give the LSA a break?

· If the LSA is required to work more than the usual number of hours s/he should be offered time off in lieu or overtime. 


PRE-TRIP CHECK-LIST / RISK ASSESSMENT

· Parental consent forms including contact numbers, medical details etc

· Relevant medical details of all the children must be available to the adults in the group eg asthma, epilepsy, diabetes. Consider first aid issues. Should there be a first-aider /specially trained person? What do you need to take: what is available?

· Risk assessment – how do existing routines and emergency procedures need to be amended? Plan for the pupil who may need ‘time-out’ or a short break. 
· Identity – how will group or leaders be recognised? T-shirts, labels, sound etc. Would they return to an agreed place?
· Agree areas of responsibility eg class teacher, LSA, LSS staff
· Are there any other special requirements for the group members?
· Information packs, maps etc

· Planning and liaison time with all involved to discuss plans for modification/ differentiation etc to meet pupils’ SEN/disability. Time for preparation.

· A checklist for a pre-visit by staff.

· Travel arrangements – what are the school guidelines? 
· Inform education officer of any SEN/access requirements

· Differentiate worksheets to meet the needs of the child eg size of print, vocabulary, symbols, style of questions and answers required. 

· Special resources eg touching/sensory exploration, radio aids, visual information, symbols, voice output devices

· Programme breaks have to reflect needs such as medication, medical, toileting, dietary requirements. Some children may need more time or a modified programme to gain full appreciation of the visit.

· Access: lifts, doors, stairs, ramps, communication: audio tapes can help pupils for whom English is a second language, sighted guide procedure for visually impaired pupils, signing or symbol support. Preferential seating and positioning for some pupils (eg ensuring those who are partially hearing can lip read)

· Personal care: general, accessible toilets, first aid centre, changing areas. Special pack: gloves, pads, tissues, change of clothes, plastic bags etc.

· Eating areas. Is there a special lunchroom available? Wet and dry weather arrangements. Lunches and snack breaks – are there any dietary requirements?


HOW CAN WE MAXIMISE THE LEARNING AND PARTICIPATION OF PUPILS WITH SEN OR A DISABILITY?
· Good planning between all staff eg the class teacher / lead teacher / LSA / specialist teacher. Health needs and careplans must be considered.
· Ensure you consider the learning style and communication needs of your pupil.

· Ensure the pupils know what to expect. Prior knowledge will enrich the visit and aid behaviour. Would visual time-tables be useful or detailed discussion of the structure of the day?

· The LSA should feel informed and aware of particular needs of his/her pupil and plans with this in mind.

· Appropriately differentiated materials are prepared and available.

· Thought must be given to the grouping of children. The LSA must be included in the decision making discussion regarding the size and composition of the group. The usual ratio of adults to children is 1:10. The LSA is usually given an extra free adult pass to support a child with a Statement of SEN. The LSA should therefore not have a group of ten children to look after. Where this happens the SEN child usually does not receive the support s/he needs. Some SEN pupils may benefit from being with just 1 or 2 peers, 4 or 5, or a group of 10. There are individual differences. Remember peer learning and interaction is important. Pupils with SEN/disability should usually be part of a mixed ability group and with an adult who knows them well. 

· In an ancient scheduled building, such as the Tower of London, a pupil with a mobility disability may be unable to access parts of the building. Planning for this is essential. The pupil may take a different route to the others in the group. If so then it is important that the others come and tell him/her about what they have seen and s/he has the opportunity to tell them what s/he has done. A small group of child-chosen peers may spend some of the day with the child. The group may change a number of times throughout the visit. It is important that the child should have a special experience or privilege with the LSA so that s/he did not feel to have missed out on things. 

· Unless otherwise planned the group must always stay together. It may be helpful if the adults carry mobile phones. However, these cannot always be relied upon in some environmental conditions

· It is important that the SEN/disabled pupil is not excluded from the visit. The excitement that builds up often leads to deterioration of behaviour and LSAs and teachers need to act positively and flexibly to ensure the child does not lose the chance to participate. The SEN/disabled pupil often gains more from a visit than many other children.

· Do any of the pupils need a comforter or distraction object?
· What else is necessary for your pupil/s?
We are grateful for the assistance of previous LSA members of this team and the Tower of London Education Centre for their help in developing these guidelines.

If you require further information please contact  the Inclusion Team 

     Tel: 020 8820 7326/7624    Fax: 020 8820 7446


What else do you need to do or remember?





Additional issues pertinent to your pupil/s.





The most important aspects are:





knowledge of  your pupil’s needs


anticipation of likely responses


planning with colleagues in advance








