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Introduction: 

Glasshoughton Infant Academy takes the health and wellbeing of our staff and students very seriously. 

We take reasonable steps as stated in the Health and Safety at Work Act 1974. This policy has been 

designed in line with the DfE and Health and Safety Executive (HSE) guidance and details our 

responsibilities for pupils while out on educational visits and school trips. Every Child Matters and 

Outdoor Learning (ECM and Outdoor Learning 2012) states: “Learning outside the classroom and 

residential experiences can play a significant role in achieving the outcomes of Every Child Matters. 

Participation in these activities not only encourages healthy lifestyles, it develops the personal 

attributes and social skills that are vital for achievement, social inclusion, responsible citizenship, 

enterprise and employability, and it helps children and young people to learn to manage risk.”  

  

Employer’s policies: 

Prior to planning a school trip, the following guidance should be made available and referred to by 

organisers:  

• The DfE’s Health and Safety: Advice on Legal Duties and Powers.   

• The HSE’s School Trips and Outdoor Learning Activities.  

• National Guidance documents  

• Wakefield Council Evolve  

• Glasshoughton Infant Academy’s following policies  

- Behaviour policy  

- Charging and Remissions policy  

- Health and safety policy  

- Inclusion policy  

- Medical needs policy  

  

Clarification of roles: 

The Governing Body should:   

• Take overall responsibility for the implementation of the Educational Visits and School Trips 

Policy of Glasshoughton Infant Academy.  

• Approve or disallow trips at Governing Body meetings following a ‘Request to Governors’ form 

completed by a member of staff.  

• Ensure that the school’s policy is in line with the policy and guidance of the employer, ratified 

through the governing body and implemented within the school.  

• Take overall responsibility for ensuring that the Educational Visits and School Trips Policy, as 

written, does not discriminate on any grounds, including, but not limited to: ethnicity/national 

origin, culture, religion, gender, disability or sexual orientation.  

• Take responsibility for handling complaints regarding this policy as outlined in the school’s 

Complaints Policy.   

• Ensure that required documentation is retained until the children have reached the age of  

25.  

• Ensure that the visit has specific and stated objectives. 

• Ensure that the Headteacher/visit leader show how their plans comply with the employer’s 

policy and guidelines and that the Headteacher/visit leader reports back after the visit.  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/279429/DfE_Health_and_Safety_Advice_06_02_14.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/279429/DfE_Health_and_Safety_Advice_06_02_14.pdf
http://www.hse.gov.uk/services/education/school-trips.pdf
http://www.hse.gov.uk/services/education/school-trips.pdf
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• Ensure that they are informed about less routine visits well in advance.  

• Assess proposals for certain types of visits, which should include visits to activities in hazardous 

locations (e.g. near water) and ensure these proposals are submitted to the LA if appropriate.  

  

The Headteacher should ensure that:  

• They manage the day-to-day implementation and management of the Educational Visits and 

School Trips Policy.  

• An Educational Visits Co-ordinator (EVC) is appointed.  

• Visits comply with the school’s policy and hence the policy guidelines provided by the employer / 

LA.  

• The visit leader is competent to monitor the risks throughout the visit.  

• Adequate child protection procedures are in place.  

• All necessary actions have been completed before the visit begins.  

• The risk assessment has been completed and appropriate safety measures are in place.  

• The visit leader has experience in supervising the age groups going on the visit and will organise 

the group effectively.  

• The visit leader or another teacher is competent to instruct the activity and is familiar with the 

location/centre where the activity will take place. This may be through making a specific visit or 

by other means e.g. contacting colleagues who have made previous visits, telephone call to 

provider. Wherever possible best practice is to make a pre visit to the site.  

• Visit leaders should allow sufficient time to organise visits properly.  

• Non-teacher supervisors are appropriate people to supervise children.  

• The ratio of supervisors to pupils is appropriate.  

• The LA or governors have approved the visit if appropriate.  

• Parents have given consent for the visit as appropriate.  

• Arrangements have been made for the medical needs and SEN needs of all pupils.  

• Adequate first-aid provision will be available.  

• The mode of travel is appropriate.  

• Travel times out and back are known including pick-up and drop-off points.  

• They have the address and phone number of the visit’s venue and have a contact name.  

• A school contact has been nominated and the visit leader has details.  

• The visit leader, group supervisors and nominated school contact have a copy of the agreed 

emergency procedures.  

• The visit leader, group supervisors and nominated school contact have the names of all the 

adults and pupils travelling in the group, and the school contact has details of parents and the 

teachers’ and other supervisors’ next of kin.  

• There is a contingency plan for any delays including a late return home.  

  

The EVC should:  

• Take overall responsibility for educational visits and school trips.  

• Check, return and approve visits using the Wakefield Evolve system. 

• Add staff and volunteers to the Wakefield Evolve system as necessary. 

• Assign competent people to lead or supervise a visit.  

• Assess the competence of leaders and other adults proposed for the visit.  

• Assist leaders with risk assessment.  
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• Organise the training of leaders on visits.  

• Organise, with the visit leader, induction of leaders and other adults taking pupils on a specific 

visit.  

• Ensure supervisors on the trip have the appropriate and up to date DBS in place as necessary.  

• Work with the visit leader to provide parents/carers with full details of the visit beforehand.  

• Organise emergency arrangements and ensure there is an emergency contact for each visit. 

• Keep records of individual visits including reports of accidents and ‘near-accidents’.  

• Ensure all documentation is collected and stored in a central place – current year and past year’s 

records (located in the Main Office). 

• Review systems and monitor practice.  

  

The member of staff designated as the EVC should be specifically competent and trained. This 

training should be kept up to date and refreshed every three years.  

  

The Visit Leader should:  

• Be the controlling mind and be responsible or part of making key decisions before and during an 

educational visit. 

• Act as ‘loco parentis’ and have a duty of care to all members of the party.  

• Have overall responsibility for the supervision and conduct of the visit and should have regard to 

the health and safety of the group.  

• Obtain the Headteacher’s and Governing Body’s prior agreement before any off-site visit takes 

place by completing a ‘Request to Governors’ form. 

• Follow LA and/or governing body, guidelines and policies.  

• Complete and lead a meeting with all adults attending the educational visit prior to the visit, 

outlining the following: place of visit, reason for visit, its use in further education, visit leader 

(and deputy as appropriate), how to communicate (telephone etc), itinerary, groups, family 

members accompanying, risk assessment, emergencies, items to take, Plan B, roles of 

supervising staff. 

• Appoint a deputy leader who would act as the ‘controlling mind’ in their absence or if groups 

attended separate activities (as determined prior to the education visit).  

• Assign, as necessary, key roles such as First Aider and person in charge of lunches etc. Clearly 

define each group supervisor’s role. 

• Be able to control and lead pupils of the relevant age range.  

• Be suitably competent to instruct pupils in an activity and make arrangements to be aware of 

any hazards or risks where the activity will take place.  

• Be aware of child protection issues.  

• Ensure that adequate first-aid provision will be available.  

• Undertake and complete the planning and preparation of the visit, including visit agenda.  

• Undertake and complete a comprehensive risk assessment and ensure a Plan B is in place. 

• Ensure that teachers and other supervising adults are fully aware of what the proposed visit 

involves and have seen, agreed and signed the risk assessments.  

• Meet with any parent or carer attending prior to the educational visit and outline expectations 

of them and the children on the visit, as well as risk assessments and health and safety 

procedures.  

• Ensure that the ratio of supervisors to pupils is appropriate for the needs of the group and 

comply with the employer guidance.  
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• Ensure that the risk assessment references the needs of individual pupils and is reviewed for 

each visit.  

• Consider stopping the visit if the risk to the health and safety of the pupils is unacceptable and 

have in place procedures for such an eventuality.  

• Ensure that group supervisors have details of the school contact.  

• Ensure that group supervisors and the school contact have a copy of the emergency procedures.  

• Ensure that the group’s teachers and other supervisors have the details of pupils SEN or medical 

needs which will be necessary for them to carry out their tasks effectively.  

• Contact school if return time changes and parents/carers need to be contacted about a late 

return to school. Update social media where necessary to keep parents/carers updated.  

• Refer to the ‘Check list for group leaders’(See appendix 1) and ‘Visit Leader Agenda’ (See 

appendix 2)  

  

School staff should:  

• Attend the pre-educational trip meeting and ask questions for clarification as necessary.  

• Be responsible for following the Educational Visits and School Trips Policy, and for ensuring 

pupils do so too.   

• Be responsible for ensuring the policy is implemented fairly and consistently.  

• Read the visit risk assessments and sign them, ensuring they understand the control measures.  

• Do their best to ensure the health and safety of everyone in the group and act as any reasonable 

parent would do in the same circumstances.  

• Follow the instructions of the visit leader and help with control and discipline.  

• Stop the activity and notify the visit leader if they think the risk to the health and safety of the 

pupils in their charge is unacceptable.  

  

Adult volunteers should:  

• Be responsible for following the Educational Visits and School Trips Policy, and for ensuring 

pupils do so too.   

• Be responsible for ensuring the policy is implemented fairly and consistently.  

• Read and sign the visit risk assessments and ensure they understand the control measures.  

• Do their best to ensure the health and safety of everyone in the group.  

• Not be left in sole charge of pupils except where it has been previously agreed as part of the risk 

assessment.  

• Follow the instruction of the visit leader and teacher supervisors and help with control and 

discipline.  

• Speak to the visit leader or teacher supervisors if concerned about the health and safety of 

pupils at any time during the visit.  

  

Pupils should:  

• Be responsible for following instructions from adults while on educational visits and school trips, 

including leaders from out of school.   

• Behave in a manner which matches the ethos of Glasshoughton Infant Academy, and follow the 

behaviour rules set out in the school’s Behaviour Policy as they relate to the Educational Visits 

and School Trips Policy.  

• Dress and behave sensibly and responsibly, as outlined by teachers prior to the educational visit. 
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• Not take unnecessary risks.  

• Look out for anything that might hurt or threaten themselves or anyone in the group and tell the 

visit leader or supervisor about it.  

• Be aware that any pupils whose behaviour may be considered to be a danger to themselves or to 

the group may be stopped from going on the visit.  

  

Parents should:  

• Be able to make an informed decision on whether their child should go on the visit.  

• Be given sufficient information in writing.  

• Be told how they can help to prepare their child for the visit by, for example, reinforcing the 

visit’s code of conduct.  

• Agree the arrangements for sending a pupil home early and who will meet the cost.  

• Provide the visit leader with emergency contact numbers.  

• Sign the consent form.  

• Give the visit leader information about their child’s emotional, psychological and physical health 

which might be relevant to the visit.  

 

  

Procedural requirements: 

Types of Visits  

• The visit leader must check if the visit is considered an ‘Adventurous Activity’ 

(including near natural water - ref Wakefield Council’s EVOLVE) and if so the LA 

must be informed at least 28 days before the visit date.   

• Before booking a visit, the visit leader should obtain written or documentary 

assurance that providers such as tour operators have themselves assessed the 

risks and have appropriate safety measures in place (see EV_VN2 form 

appendix 3).  

Planning: 

Formal planning must take place before all visits. The dangers and difficulties which may arise must 

be considered and plans made to reduce them. This should be recorded on the risk assessment.  

The visit leader should:  

• Ensure that the venue is suitable to meet the aims and objectives of the school visit  

• Assess potential areas and levels of risk  

• Ensure that the venue can cater for the needs of the staff and pupils in the group 

• Become familiar with the area before taking a group of young people there  

  

Risk assessments: 

Our risk assessment process is designed to manage real risks when planning trips, while ensuring 

that learning opportunities are experienced to the full.  

The process is as follows:  

 Identify the hazards  

 Decide who might be harmed and how  

 Evaluate the risks and decide on precautions  

 Record your findings and implement them  

 Review your assessment and update if necessary  
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Educational visits during the Coronavirus pandemic: 

Visit leaders should follow Government guidance regarding educational visits during COVID-19 by 

referring to the ‘Coronavirus: travel guidance for educational settings’ October 2020. They should 

also refer to the school’s policies regarding implementing protective measures, actions for school, 

implementing social distancing and cleaning. 

  

Completing a risk assessment: (see LA guide to generic risk assessments)  

• The visit leader should read the LA guidance document EV_GD3 (Guidance on the Use of 

Generic Risk Assessments).  

• Use of LA generic risk assessments (be mindful that they are NOT to be regarded as a 

finished product) can be a basis for a visit risk assessment. They must be checked and 

updated to take into account any changes/observations by the visit leader.  

• The person carrying out the risk assessment should record it and give copies to all 

teacher/supervisors on the visit, with details of the measures they should take to avoid or 

reduce the risks.   

• All adults must read the risk assessment and sign the risk assessment sheet (adding any 

personal medical conditions and emergency contact details).  

• The risk assessment, and any risk assessment available from a venue, must be uploaded to 

Wakefield’s EVOLVE site for approval by the EVC and Headteacher. 

  

Approval of staff to lead activities and visits: 

• All documentation must be submitted to the EVC and Headteacher through the Wakefield 

Council EVOLVE site.    

• Risk assessments should be carried out by the visit leader and should be completed well 

before the visit and be approved by the Headteacher/EVC before the visit.  

  

Evaluation of external providers: 

 Provider risk assessments should be checked by the visit leader and approved by the 

Headteacher/EVC.  

  

Parental consent: 

• Parents will be informed of all off-site visits unless it is a regular part of the school 

curriculum and is included in the school prospectus or a letter.  

• The visit leader must ensure that parents/carers are provided with information regarding 

visits prior to them taking place. The amount of information and style of provision will 

depend upon the type of visit planned.  

• Parents/carers must be asked to complete a parental consent form.  

• Parents will be informed of activities by letter and will have the opportunity to withdraw 

their child from taking part.   

   

Records to be kept by the school: 

The following documents should be kept by the school until the young people reach the age of 25:  

• List of staff and children on visits (including in local vicinity)  

• Risk assessments  
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• Itinerary  

• Evaluations  

• Accident forms (if any)  

• Consent/medical forms (if an accident occurred)  

• External provider verification  

  

All documents are available either on the Wakefield EVOLVE site or in a folder kept safely and 

securely in the school office.    

  

Information about participants’ medical conditions, special needs, behaviour etc: 

• Information regarding all participant’s medical conditions, special needs and behavioural 

requirements, (including staff, children and volunteers), should be sought well in advance of 

the visit taking place and necessary precautions put in place.  

• Advice from the SENCO should be taken if required.  

  

Prior notification and approval of visit plans: 

 A Request to Governors form should be completed before the planning of any visit and 

approval acquired. (See appendix 4).  

  

‘Checking out’ and ‘checking in’ before, during and after a visit: 

• The SIMs register should be completed before taking children away from the school 

premises and a paper copy taken.   

• A record of staff on the visit should also be completed and taken.  

• Staff should inform the School Office when leaving the school premises and on return to 

school.  

  

Emergencies: 

• Before undertaking any off-site visits, the group leader should assess what level of first aid 

might be needed.  

• On any kind of visit there must be at least one adult who is qualified in emergency first aid 

and ensure that an adequate first-aid box is taken.  

  

See Page 12 for further information on emergency procedures.  

  

Monitoring: 

• The visit leader and other supervisors should monitor the risks throughout the visit and take 

appropriate action as necessary.  

• Staff and volunteers will be monitored by a competent member of staff during visits.  

• The EVC or Headteacher may monitor visits to ensure staff are following correct procedures.   

  

Evaluation:  

• On completion of a visit, the visit leader should evaluate the visit using the Wakefield Evolve site.  

• The EVC and Headteacher should be informed by the visit leader of the outcome of the visit, 

including the educational value and any accidents or emergencies that may have occurred.  

• Risk assessments must be reviewed and updated accordingly on return from a visit.   
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• Generic risk assessments for regular visits should be reviewed annually  

  

Factors to be considered when assessing risks:  

• The type of visit/activity and the level at which it is being undertaken  

• The location, routes and modes of transport  

• The competence, experience and qualifications of supervisory staff  

• The ratios of teacher and supervisory staff to pupils  

• The group members’ age, competence, medical fitness and temperament and suitability of the 

activity  

• The special educational needs and medical needs of pupils  

• The quality and suitability of available equipment  

• Seasonal conditions. Weather and timing  

• Emergency procedures  

• How to cope when a pupil becomes unable or unwilling to continue 

• The need to monitor the risks throughout the visit  

  

Note: the above list is not exhaustive.  

  

Pupils must not be placed in situations which expose them to an unacceptable level of risk. Safety 

must always be the prime consideration. If the risks cannot be contained, then the visit must not 

take place.  

  

On-going risk assessments: 

 Visit leaders and all supervising adults have responsibilities for carrying out ongoing risk 

assessments throughout the visit. They must recognise their responsibilities to  

intervene, raise concerns or stop activities at any stage if they have concerns over      

safety standards of colleagues or providers, or if circumstances change.   

Examples might be:  

       -     Accident  

- Illness  

- Change in weather   

- Potential threats to participants from other groups or the public  

  

 Visit leaders must not sanction activities that are not in keeping with the plan to which initial 

authority was given.   

  

Walks in the Local Area: 

At the beginning of every school year parents/carers are to be asked for permission for pupils to be 

taken out for walks in the local vicinity.  This will include visits such as looking at buildings/plant life 

or visiting Queens Park, places of worship etc.  

Parents/carers will be informed when the visits will be taking place via class letters or text messages.  
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Induction and training of staff: 

• New teachers and support staff will receive training on the Educational Visits and School 

Trips Policy as part of their induction.  

• The induction should include:   

-Use of the Wakefield Evolve site.  

-How to complete a risk assessment.  

-Completion of relevant forms including the EV_VN2 form.  

Teachers and support staff will receive regular and ongoing training as part of their continued 

professional development.  

  

Risk management and risk-benefit assessment:  

The National Guidance document ‘Risk management – an overview’ states:  

Most human activity involves balancing benefits and risks. We cannot have all of the benefits but 

none of the risks. We can eliminate all of the risk only by stopping the activity – but we lose all of the 

benefits (October 2015). When carrying out a risk assessment staff should be aware of the risks 

involved and plan to avoid risks where suitable, not to eliminate them completely.  

 Staff, and young people, where appropriate, should be involved in the planning and 

preparation of a visit to understand risks, their benefits and the management of them.  

  

- For example: During local visits, staff should be aware when crossing roads and drive ways 

and take the necessary precautions to do so.   

- Approved transport should be used and relevant forms completed by the provider.  

- When children are getting on and off transport, staff supervise children appropriately and 

check seatbelts before setting off.  

  

  

Ratios: 

The National Guidelines document ‘Ratios and effective supervision’ (April 2014) defines that: Ratios 

are a risk management issue, and should be determined through the process of risk assessment. It is 

not possible to set down definitive staff/student ratios for a particular age group or activity.  

  

It is important to have a high enough ratio of competent adult supervisors to pupils for all visits. 

Suitable ratios are a matter of judgment for the Headteacher and EVC after consultation with the 

visit leader and as part of the risk assessment. There is no law that lays down appropriate staff: pupil 

ratios on educational visits. It is not possible to give precise ratios for all situations; however, the 

following general principles should assist visit leaders to arrive at sensible and practical solutions.  

  

Ratios will depend on:  

• Sex, age and ability of group  

• Pupils with SEN or medical needs  

• Nature of activities  

• Experience of adults in off-site supervision  

• Duration and nature of journey  

• Competence of staff, both general and on specific activities  
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• Requirements of the organisation/location to be visited  

• Competence and behaviour of pupils  

• First aid cover  

  

Supervision: 

• Responsible adults would preferably be employed by the school but may also be carefully 

selected parents/carers.  

• There should be enough supervisors to cope effectively with an emergency.   

• Inexperienced members of staff should shadow a more experienced member of staff on a 

visit before undertaking leading a visit themselves.  

• Regular head counting of pupils should take place, particularly before leaving any venue 

and before any means of transport is allowed to depart.   

• All supervisors should carry a list of pupils and adults involved in the visit at all times.  

• The visit leader should organise rendezvous points and tell pupils what to do if they become 

separated from the group.  

  

Assessing venues and providers: 

• When assessing a venue visit leaders should use national schemes that have been 

established such as LOtC Quality Badge, AALA Licence, and Adventuremark. Holding one of 

the above is a credible assurance of appropriate Health and Safety management systems, 

and no further verification should be necessary. The LOtC Quality Badge also covers learning 

quality.  

• If the provider does not hold such accreditation, then the visit leader should send the 

provider a provider questionnaire as found in the appendix. (See appendix 5).  

• Visit leaders should ask for any information that the provider has published specifically 

aimed at helping them to manage their visit.  

• A preliminary visit maybe required if the visit leader has any of the following concerns:  

- Will the venue or facility be suitable to meet the planned aims and objectives of the visit?  

- Are there any particular hazards or threats which need to be considered in the risk benefit 

assessment and emergency procedures?  

- What will be the options if the conditions of daylight, water level, temperature and 

weather, or under-foot conditions, differ significantly from the pre-visit?  

- Do you have sufficient knowledge and understanding of the venue, facilities and activities 

to feel confident when planning the visit?  

- Will the venue be able to cater for the full range of group needs, including any special 

needs?  

- Will the group need any specialist equipment?  

- Are there any staff training needs?  

- Will participants need to be prepared or trained?  

  

(From the National Guidance document ‘Using external providers and facilities’ May 2014)  

  

Volunteers: 

The National Guidance document ‘Volunteers’ (March 2014) states:  
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When using volunteers, it is essential that they meet the requirements for the role that they have 

been assigned (Visit Leader, Activity Leader, Assistant Leader, and Helper). The engagement of any 

volunteer must involve an appropriate level of vetting and induction. They must be sufficiently 

competent and confident to carry out their responsibilities. The level of competence and the 

thoroughness of the engagement process depend upon the role that the volunteer is to take, and 

the degree to which they will be working independently or under supervision. Where they are 

working independently it should be to the same standard as would be expected of an employee or 

contractor taking on the role.  

• Volunteers need an enhanced DBS before supervising on any visit.  

• The visit leader should assess the competence of the volunteer and take into consideration 

the nature of the visit, whether the volunteer is a relation of a young person and whether 

they are suitable to carry out relevant health and safety procedures.   

• Where there is any doubt about suitability, make further investigations and if any doubt 

remains the adult should not be allowed to supervise on the visit.  

• Volunteers should be fully briefed on the visit beforehand, including learning outcomes and 

health and safety procedures.  

• They should understand their role within the visit and follow Glasshoughton Infant 

Academy’s policies.  

• The visit leader is responsible for the volunteer and should remind them of any necessary 

procedures.   

• They should be carefully selected and ideally should be well-known to the school and the 

pupils (if possible already school volunteers).  

• Anyone who has not had a criminal conviction check should never be left in sole charge of 

pupils.  

• All adult supervisors, including teachers and parent/volunteer helpers, should be aware of 

any pupils who may require closer supervision, such as those with special needs or 

behavioural difficulties.  

  

  

Emergency procedures and incident reporting: 

In the case of accidents and injuries while on a school trip in the UK, Glasshoughton Infant  

Academy’s accident reporting process will begin as detailed in the Health and Safety Policy.  

  

Also see visit leader emergency checklist (National Guidance Document September 2014) in 

appendix. (See appendix 6).  

  

Behaviour: 

• Children should be made aware of behavioural expectations when on a visit.  

• Staff should refer to the school’s behaviour policy and use school’s praises and sanctions.  

• Staff should meet with the SENCO regarding children with specific behavioural needs and 

follow their advice.  

• Discussions with the SENCO, Headteacher and EVC should be had regarding any young 

person who causes a concern before attending a trip.   

  

Inclusion: 
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The National Guidance document ‘Inclusion’ (December 2014) states:  

Activities should be available and accessible to all, irrespective of special educational or medical 

needs or protected characteristics. When a visit or activity is being planned, all reasonably 

practicable measures must be taken to include all young people. Every reasonable effort should be 

made to find a venue and activities that are both suitable and accessible and that enable the whole 

group to participate fully and be actively involved.   

  

It is expected that all children are integrated through participation with peers. Expectations of staff 

must be reasonable, so that what is required of them (to include a given young person) is within 

their competence and is reasonable.  

  

Pupils with Special Educational Needs:  

 If a visit is to cater for pupils with special needs, a suitable venue will be selected. Slight 

modifications to the activities or length of stay may be necessary.  

  

Pupils and adults with medical needs:  

 All staff supervising visits should be aware of pupils’ medical needs and any medical 

emergency procedures.  

 Medical information should be collated for all children and adults.  

 If a pupils’ safety/needs cannot be guaranteed, it may be appropriate to ask the parent or a 

support assistant to accompany a particular pupil.  

 Any medical needs (e.g. inhalers) for children on the visits must be taken and kept with the 

supervising adult.  

  

Insurance: 

 In partnership with the school Business Manager, the visit leader must ensure that adequate 

insurance arrangements are in place and that they have ascertained the details of the 

insurance held by the tour operator or activity centre.  

 Arrangements need to be in place to cater for any cancellations for whatever reason.  

  

Finance: 

 The visit leader should complete a Request to Governors form before going on any visit, 

detailing the cost of a visit.  

 The visit leader should take advice from the school Business Manager and Headteacher in 

regards to the cost of a trip.  

 The visit leader should ensure that parents have early written information about the costs of 

the visit, how much will come from school funds, and how much each parent will be charged 

or asked to contribute. Parents should be given enough time to prepare financially for the 

visit, including schemes to pay a percentage of the money by a certain time. 

 It is at the school’s discretion whether any families in particular need will be subsidised from 

the school’s budget.  

  

Charging For Visits  

 Parents should be made aware that any visit that occurs during school hours cannot be 

charged for and that a voluntary contribution is not compulsory.  
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 Children of parents who do not contribute will not be discriminated against.  

 It is not permissible to ask parents to contribute more than the minimum amount in order to 

subsidise those pupils whose parents have not contributed.  

 A visit may have to be cancelled if there are not enough voluntary contributions and the 

shortfall cannot be made up. 
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Appendix:  

  

1. Check list for group leader  

Check list for Group leader  

Please ensure trips are organised in plenty of time for details to be given to Governors for approval. 

All forms and risk assessments to be completed on Evolve and all paper copies kept in the relevant 

section in the Educational Visits folder that is kept in the office.  

To be completed by group leader:  

Before visit:  

Request to governors form.  

Record date of visit in Educational Visits folder and school diary kept in the office.  

Parental consent.  

Evolve:  

- School risk assessment  

- Establishment’s risk assessment  

- EV_VN2 form  

- Needs of individual pupils  

- Itinerary  

- Groups list (to include staff)  

All members of staff attending to read and sign risk assessment.  

All documentation completed on Evolve to be filed in Educational Visits folder that is kept in the 

office.  

Checklist.  

To be taken on visit:  

Copy of class register for the day.  

List of staff attending school trip. 

Emergency contact details of school/head in case of emergency.  

Medication.  

First aid bag.  

Change of clothing.  

After visit:  

Complete evaluation and review form on Evolve.  
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2. Visit Agenda (Pre Educational Visit meeting agenda) 

-Place of visit. Reason for visit. Difference it will make to the children. It’s use in further education. 

-Visit leader (Who is the key person responsible and person to contact – controlling mind)  

-Communication (How will you communicate with each other throughout the day? Who will carry 

their mobile at all times etc.) 

-Itinerary for the day. (Including expectations for adult led activities where appropriate). 

-Groups (Chance to discuss children, including arrangements for SEN) 

-Family members accompanying on a trip (where appropriate) 

-Risk assessment (Read, discuss, sign) 

-Emergencies (First aid, who would stay behind if someone was taken to the hospital?). 

-Items to take (Who will be in charge of spare clothes, first aid, spare lunches, 1-1 medication etc). 

-Plan B (consideration of weather, accidents, closures etc). 

-The role of a group leader on a visit (stick to the itinerary, stay with your group, ability to say no 

when they think something is not right, communication) 

 

3. EV_VN2 form (Attached separately)  

  

4. Request to governors   

Request to Governors for Educational Visit 

 

Year group:       Class teachers:  

Lead adult (Controlling mind):  

Place to Visit:  

Reason for visit: 

Date of trip:  

Leave school at:     Arrive back at school at:  

Number of children:         

Number of adults and reason for number (ratio, SEN etc):  

Pre-meeting date for all adults involved:  

Cost of visit:  

Cost of transport:  

What difference will your trip make to children’s learning and how will you know it has made a 

difference? 

How will children use these experiences in further education? 

  

  

4. Provider questionnaire (Attached separately)  

5. Visit leader emergency checklist (Attached separately)  
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Monitoring and review of policy: 

 

Signed __________________  Date: October 2020 

Mrs A. Walker Headteacher 

 

Signed     Date: October 2020 

  

Mr P. Wagstaff Chair of Governors   

 

 

Signed  H Fox     Date: October 2020 

 

Mrs H Fox   EVC 

 

Review Date: September 2021 

 

 

 

 

 

 


