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Educational Visits

A copy of this policy is available to all governors and parents via the school website or a hardcopy
on request from the School Office. It is accessible to all staff electronically (in the Policy folder on
the Staff Admin Drive) and a hardcopy held on file in the Head’s Office. This policy applies to all
at the school including those in Reception (the EYFS).
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Educational Visits

1. Aims of this Policy

At Finton House School we are keen to promote trips as we believe they make a very valuable
contribution to children’s education. In particular, they provide the children with opportunities to
undergo experiences not available in the classroom and to develop their investigative skills. In
addition, there are opportunities to attend residential trips in Years 3-6, which encourage greater
independence and the development of social skills.

The School also recognises and accepts that such visits may present an increased risk to the health
and welfare of children. Educational Visits will therefore be planned and operated in accordance
with this policy and guidance so that everyone involved understands his/her responsibilities and
can participate fully in learning outside of the classroom as safely as possible.

All Educational Visits will be suitable for the age, maturity and capabilities of the children.

This policy sets out our approach to planning and operating educational visits, to ensure the health
and safety of our pupils and staff, and to make sure that our visits are available to all pupils. It sets
out the roles and responsibilities of staff, pupils and volunteers when it comes to visits.

This policy applies to activities taking place within and outside of normal school hours, including
weekends and holiday periods. This includes (but is not limited to):

1 Visits to places of interest in the local area

1 Day visits to places such as museums and other cultural and educational institutions

9 Sporting activities

1 Adventurous and recreational activities

1 Residential trips organised by the school

9 Trips abroad organised by the school

2. Legislation and Guidance

This policy is based on the Department for Education’s guidance on health and safety on
educational visits, and the following legislation and statutory guidance:

> Equality Act 2010
? SEND Code of Practice
> Keeping Children Safe in Education 2025

Sections of this policy are also based on the statutory framework for the Early Years Foundation
Stage

This policy has been adopted from the Key Leaders Policy Template and uses the OEAP National
Guidance. Staff should refer to this guidance, as well as this policy. In the event of any apparent
conflict between this policy and the National Guidance then this school policy must be followed
and clarification sought from the EVC or Headteacher.

3. Roles and Responsibilities

5.1. Governors (Employer)

Under the Health and Safety at Work etc. Act 1974 the employer is responsible for the health,
safety and welfare at work of their employees. This duty extends to everyone involved in
Educational Visits (to include but not restricted to staff, supervisors, volunteers, children and
members of the public).


https://www.gov.uk/government/publications/health-and-safety-on-educational-visits
https://www.gov.uk/government/publications/health-and-safety-on-educational-visits
https://www.gov.uk/government/publications/equality-act-2010-advice-for-schools
https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
https://assets.publishing.service.gov.uk/media/68add931969253904d155860/Keeping_children_safe_in_education_from_1_September_2025.pdf
https://assets.publishing.service.gov.uk/media/68add931969253904d155860/Keeping_children_safe_in_education_from_1_September_2025.pdf
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://oeapng.info/about-national-guidance/
https://oeapng.info/about-national-guidance/
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It is not expected that the Governors should become directly involved in risk assessment and
related matters unless they have an appropriate competence. Rather, the role of the school
governing body is to enable and ensure; otherwise described as being a critical friend.

The Governors will make sure that:

1 they have an understanding of how Educational Visits support a wide range of outcomes for

the children;

they have access to the national guidance as well as this policy;

there is an EVC in place that meets with employer requirements;

there are formal notification and approval procedures in place;

this EVC policy supports the principles of inclusion;

there are monitoring procedures in place;

they satisfy themselves that risk assessments have been carried out, that appropriate safety

measures are in place and that training needs have been addressed for Educational Visits;

1 they ensure that the Headteacher, EVC or Visit Leader can show how their plans comply with
legislation, regulations and guidance, including the School’s Health and Safety policy. These
duties apply at all times to all Educational Visits in the UK and abroad,;

1 they retain the legal responsibilities under the health and safety legislation but delegate the
statutory tasks to the Headteacher.
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3.2. The Head
The Head will:

1 ensure that Educational Visits comply with legislation, regulations and this guidance as well as
the School’s Health and Safety policy;

1 usually delegate operational responsibility to the EVC. If there is no named EVC the functions
of the EVC will automatically be attached to those of the Headteacher;

T be informed of any non-compliance with the terms of this policy and with general health and
safety responsibilities. Non-compliance will be taken seriously and may result in disciplinary
action;

1 confirm that the EVC is competent to plan, undertake and supervise activities, and to

monitor/assess the risks throughout the Educational Visit;

Ensure that the EVC has significant experience of practical off-site activity and visit leadership;

Ensure that the EVC has status within the Establishment that enables them to guide the

working practices of their colleagues;

1 Ensure that significant time is given to the EVC to fulfil their role.
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If the Head takes part in the visit as Staff or a group member, the Visit Leader still retains sole
charge of the visit.

5.3 Educational Visits Co-ordinator (EVC)

The EVC is responsible for overseeing the planning, reviewing the activities, and for monitoring
and assessing the risks of Educational Visits. Catherine Gomez (Deputy Head: Pastoral) is the
appointed EVC.

The EVC will ensure:

1 They attend EVC training as recommended by the employer, and that this training is kept up-
to-date;

1 they have an understanding of how outdoor learning, off-site visits and learning outside the

classroom can support a wide range of outcomes for children and raise achievement;

keep the School’s EVC policy up-to-date with current legislation;

ensure the Visit Leader is competent to plan, undertake and supervise activities and to

monitor/assess the risks throughout the Educational Visit. The EVC will also ensure that all

staff and supervisors are properly vetted;

=A =4


https://oeapng.info/about-national-guidance/
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1 Educational Visits meet the School's requirements and that the visit has a specific and stated
objective;

1 That, wherever possible the school will use venues which hold a LOtC badge which are found
here: https://www.lotcqualitybadge.org.uk/search

1 any relevant qualifications claimed by the Visit Leader or other relevant members of the group
have been checked and verified and are up to date;

1 the School’s EVC policy provides sufficient guidance to Visit Leaders about information to
parents, and parental consent where required;

1 those who are conducting the risk assessments have the necessary qualifications, knowledge,
skills and experience to do so. Also to ensure that risk assessment(s) for the planned
Educational Visit and any Plan B have been completed and appropriate health and safety
measures are in place;

1 there is adequate insurance cover, liaising with the Bursar who may need to consult with the
School’s insurers and insurance advisers where appropriate;

1 the address and telephone number of the venue of the Educational Visit, as well as a contact
name are recorded,;

1 there is a Base Contact, available on a 24/7 basis, for each and any visit outside of normal
School hours;

T medical and first aid issues, as well as emergency contacts for children and staff being referred
to during a visit are up-to-date and addressed;

1 there are contingency plans and emergency arrangements for each Educational Visit and
assess the efficiency of those arrangements;

1 a final review of all paperwork has been undertaken before being passed to the Headteacher
for permission to be given for the trip to go ahead,;

1 he/she monitors and retains records of Educational Visits, including reports of accidents, near
misses and safety concerns, and reviews policies in light of these issues. For all Educational
Visits, records must be retained on file for three years. If a child under the age of 18 has been
injured on an Educational Visit, records must be retained until that child reaches the age of 21;

1 he/she reviews systems, proactively monitors practice and addresses non-compliance in
consultation with the Headteacher;

1 Ensure that systems and procedures are reviewed.

5.4 Visit Leader

Every educational visit will have one member of staff designated as the visit leader. The Visit
Leader is responsible for the planning, undertaking and supervision of an Educational Visit.

The Visit Leader has responsibility for:

1 the planning of the Educational Visit including the preparation of proper paperwork and risk

assessment(s) in consultation with the EVC with a view to ensuring the safety and welfare of

children, staff and supervisors attending;

the supervision during the Educational Visit;

making sure staff are capable and able to fulfil their roles at all times while responsible for

pupils and others

1 the conduct of children, staff and supervisors during the Educational Visit, ensuring that the
good name of the School is upheld. (see Code of Conduct appendix F)

1 ensuring that supervisors have read and understood the Guidance for Volunteers on Trips
(Appendix C)

1 ensuring that any change in the visit leader role is communicated to both the Group and Base
Contact with a clear handover

E ]

The key requirements for Visit Leaders are that they must be accountable, confident and
competent to lead the visit/activity, not that they hold a particular post, title or job description.

Being accountable means that the Leader has been engaged through an appropriate recruitment
process, which includes vetting and induction into the establishment’s policies and procedures.
The details of this process may depend upon whether the Leader is employed, contracted or acts
as a volunteer, but in all cases should be thorough. Regardless of a leader’'s employment status,
they should understand the chain of accountability, what is expected of them, and the school’s
policies and procedures.


https://www.lotcqualitybadge.org.uk/search
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Being confident includes leaders having the ability to take charge of a situation while being aware
of, and understanding, their abilities, as well as their limitations.

Being competent means that the leader has demonstrated the ability to operate effectively, and
has sufficient relevant experience and knowledge of the activities, the group, and the
environments in which the visit will take place.

Competence is a combination of skills, knowledge, awareness, judgement, training and experience.
It is not necessarily related to age or position within the establishment. It is situational - a leader
who is competent in one activity or environment may not be so in another, and it involves breadth
as well as depth. Relevant experience is not necessarily gained by repeating the same thing several
times, but by experiencing a range of different activities and environments.

For adventure activity leaders, competence is best demonstrated through:

1 Holding a National Governing Body leadership/coaching award at an appropriate level, or
1 Being "signed off” by a suitably-qualified Technical Adviser appointed by the employer.

The following can be considered evidence of competence:

1 Providing evidence of holding relevant qualifications, including any specific qualifications
required by the law or the School (e.g. First Aid);

1 National Governing Body awards and qualifications;

1 Local or in-house validation.

The Visit Leader will:

follow legislation, regulations, guidance and the School’s policies;

obtain approval in principle for the Educational Visit from the Headteacher and ensure the trip

is entered into the school calendar;

1 undertake to ensure the completion of comprehensive risk assessment(s) for both the
Educational Visit, and any Plan B in the event that the primary activity is undeliverable, using
the appropriate generic forms as a starting point.

1 prepare an appropriate plan B and ensure that everyone on the Educational Visit is aware of
the arrangements in the event of an emergency;

1 provide adequate information to Parents regarding the Educational Visit in order to obtain
informed parental consent, and obtain such consent where appropriate. Regardless of whether
consent is required or not, all parents must be informed that a trip is taking place, including
activities which take children offsite.

1 for any residential and EV abroad, arrange a pre-EV meeting between parents/children/EV
Team.

1 liaise with the EVC and Bursar in order to ensure that adequate insurance is in place and that
all insurance conditions are complied with;

1 obtain relevant medical information for all children and EV team attending the Educational
Visit.

1 appraise himself/herself of children’ special educational and/or medical needs which may be

relevant to the Educational Visit and liaise with others where appropriate;

f
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1 ensure that there is sufficient first aid provision for each Educational Visit (see section 19);

1 obtain and carry emergency telephone numbers and details of emergency points of contact
and communicate with the Base Contact and EVC where appropriate;

M ifitis possible, carry out a reconnoitre trip.

1 take immediate steps to terminate the Educational Visit if there are unacceptable risks to the

health or safety of the children or to anyone else on the Educational Visit;
1 ensure that all children and parents are aware of the standard of behaviour expected on all
Educational Visits and the consequences of breaching those standards;
1 report any incidents, accidents or near misses to the EVC or other relevant staff, and review
the trip with the EVC upon their return.
report back to the EVC for post trip analysis after the visit;
have the full authority of the Headteacher and have the right to return any child home if, after
consideration of all relevant matters and consultation with the Headteacher, s/he is of the
opinion that such action is warranted. Extra costs arising out of any such event will be payable
by the Parent(s);

= =4
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liaise with the Bursar to calculate the cost of the trip and the recharge to parents (if
appropriate);

define the roles and responsibilities of the whole EV Group (including children) to ensure
effective supervision, appointing a deputy wherever possible;

if the EV Team includes someone with a close relationship to a member of the group, ensure
there are adequate safeguards so that this will not compromise group management;

ensure the whole EV Team and any third-party providers have access to emergency contact
and emergency procedure details;

never delegate responsibility for supervision to anyone unless they are suitably confident;
when working with third-party activity providers it is imperative to avoid ‘grey areas’, so there
should be a clear handover before and after any activity led by a provider. Should a provider
run an activity in a way that causes concern, the accompanying staff/supervisors should
consider stopping the activity at the first appropriate moment. Such an intervention should be
done with sensitivity and discretion to ensure that it does not result in children being put at
greater risk.

Ensure high expectations are communicated to all staff members on the trip. For example no
alcohol consumption, no use of personal mobile devices within sight of children etc.

5.4.1. The Visit Leader must take the following with him/her on the Visit:

all documents covering booking, travel arrangements and accommodation;
copies of visit paperwork, including signed medical consent forms;
insurance details and documents;

passport documents (where appropriate);

details of medical and emergency contacts for the group;

a detailed itinerary (where appropriate);

an appropriate first aid kit, including individual medication (inhalers, epi-pens, etc) and Health
Care Plans;

bucket/bowl, tissues, bin liners;

kit bags (where appropriate);

water;

driving licence if driving;

road map (when driving);

a debit/credit card, or means to access emergency funds;

a full list of the group members;

details of weather forecasts (where appropriate);

details of nearest hospital (residential and visits outside M25 only);
Hi viz jackets for staff;

one, and preferably two, mobile telephones with charger;

Spare clothes (LS only).

Check the children have a packed lunch/tea (where appropriate);

A copy of all relevant information should be retained by the School Office. For trips outside normal
hours, the Base Contact and Headteacher must also hold a copy.

5.4.2. Good leadership habits

Stay alert - develop a leader’s ‘twitch’ or a 360 awareness of the group and environment so
that you pick up changing circumstances quickly.

Remain flexible and look for the unexpected - the things that you hadn’t considered in
planning. All visits should be well planned but it is not possible to anticipate everything, so
leaders must be ready to adapt the plan to changing circumstances. Changes in circumstances
can provide excellent learning opportunities but it is important to distinguish between a threat
and an opportunity. Example: on a city centre visit you see a crowd gathering in a square. This
may be an interesting piece of street theatre or a peaceful protest, which could be used as a
stimulus for good follow up work. Alternatively, it could be the beginnings of a violent protest
that you should not be near.

Don’t be a ‘turkey’. Turkeys base their assumptions on their own past experience and simply
expect to get food and water every day right up to the time they don’t. Applying past

7
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experience to new circumstances does not always work so just because things have always
gone well on your visits do not assume they always will. Learn from others’ experience and
learn from accidents.

Be a ‘swan’. Swans appear to float gracefully and serenely across the surface of the water, but
underneath their feet are busy and quietly directing. Leaders should present an outward
impression of calm reassurance so that the group is able to enjoy their trip. This is only
achieved, like the swan, by constantly keeping your senses working - monitoring, reviewing
and planning.

Ask yourself the ‘What If?’ question. What if one of them slips off this path? What if that crowd
in the square turns nasty? What if the bus breaks down? By constantly asking yourself these
qguestions you will be ready to respond - quickly if necessary.

Look for lemons! Accidents rarely have only one cause. They often occur because several
factors (each in isolation not critical but often commmon place) come together at the same time
- like lemons lining up in a slot machine. Spotting lemons and discussing them with colleagues
may help you to avoid this unwanted ‘jackpot’. Example:

Children acting silly and pushing one another over is not that uncommon.

Rain and wet roads/pavements is not that uncommon.

Car drivers being momentarily distracted is not that uncommon.

Children crossing roads during an educational visit is not that uncommon. However, if these
occur at the same time, so that you have a group of children pushing each other, so that one
falls over, while crossing a wet road in front of a distracted driver, the potential outcome is a
serious accident.

5.4.3. Lessons from Accidents

PLAN B - Always prepare a ‘Plan B’ (even if this is simply that you turn around and go back to
base). The more complex the visit the more complex the Plan B may be. Ensure everyone is
aware of the Plan B. DO NOT be afraid to switch to Plan B - psychologically it is often easier
to carry on with Plan A: be aware of this and do not delay switching plans. It is better to wonder
later if you were too cautious than to regret not changing plans when you had the chance.

CLEAR ROLES - Ensure all members of the EV Team and the group are aware what their role
is and what is expected of them. The Visit Leader is responsible for ensuring that all members
of the EV Team know the travel arrangements, the types of activity permitted, the emergency
contacts, the special needs of individual children and the arrangements for welfare.

ACTIVE SUPERVISION - supervision is not simply a passive presence: it is an active
employment of the leadership habits outlined above - supervision is about what leaders do,
not just that they are there.

PREPARE WELL - ‘Proper Planning and Preparation Prevent Poor Performance’. A well
thought out plan, including what to do in the event of an emergency, should provide leaders
with all the options they need to lead an effective visit. Involve children in planning and keep
them informed of developments and changes.

BE WATER AWARE - There are very few fatal accidents on visits but, statistically, drowning
is the single biggest cause of them. The water environment provides wonderful opportunities
for play, enjoyment and challenge but does require careful supervision. Water should not be
avoided on visits but should be treated with respect. The best way to help children to be safe
around water is not to keep them from it but to teach them to swim, teach them safe practices
around water and teach them to recognise safe from dangerous locations. Remember that
water hazards exist on the water margins, even if you are not planning to enter the water. For
further advice on managing activities in and around water see the documents “Group Safety
at the Water Margins”, “Natural Water Bathing” and “Swimming Pools” by going to
http://oeapng.info/

SAY NO - Visit Leaders tend to want to please, and a group of children desperate to do
something that they were looking forward to is difficult to resist. Leaders MUST be strong
enough to act upon their judgement. If, for example, children are expecting to paddle during
a trip to the local river and your judgement is that something has changed since you planned
the trip and this is no longer a good idea, then you say NO.


http://oeapng.info/
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5.5 Staff

Under the health and safety legislation, all staff must:
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take reasonable care of their own and others’ health and safety;
co-operate with their employer over safety matters;

carry out activities in accordance with training and instructions;
inform their employer of any serious risks.

All staff assisting with trips are ambassadors of the School, whether the Educational Visit takes
place within normal working hours or outside those hours or even term time and therefore they
must always comply with the relevant school policies, procedures and protocols.

Staff also have a common law duty to act towards children as any reasonably prudent parent
would do in the same circumstances. However, in some circumstances such as where staff
specialise in a particular activity or lead more hazardous or adventure activities there may be a
higher duty of care.

All staff involved in EVs must have read and understood this policy. They will also:

f
il
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comply with the instructions of the Visit Leader and help with control, behaviour and discipline;
do their best to ensure the health and safety of everyone on the Educational Visit and speak
to the Visit Leader or EVC if concerned about the health or safety of anyone attending the
Educational Visit;

consult with the Visit Leader and, where appropriate, take immediate steps to terminate the
visit if there is an unacceptable risk to the health or safety of children or anyone else on the
Educational Visit;

be aware of potential conflicts of interest if their own children are members of the group and
discuss this beforehand with the Visit Leader and the EVC;

be sufficiently competent to take over the Visit Leader role in case of emergency;

have a reasonable prior knowledge of the children, including any special educational needs,
medical needs or disabilities;

carry a list/register for all group members;

apply the appropriate type of supervision, as required by or agreed with the
Visit Leader;

have the means to contact the EV Team if needing help;

be alert for and recognise unforeseen hazards and respond accordingly;

have read, signed and dated all risk assessments relevant to the school visit;

ensure that children abide by the agreed standards of behaviour.

5.6 Supervisors

This includes parent/carer volunteers. All Supervisors will:

l
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be properly vetted, DBS checked and assessed in accordance with the School's Child
Protection & Safeguarding Policy by the Visit Leader (with assistance from the EVC and
Bursar) prior to the visit;

have read signed and dated all risk assessments relevant to the school visit;

not be left in sole charge of children except where it has been previously agreed as part of the
risk assessment;

do their best to ensure the health and safety of everyone in the group and should speak to the
Visit Leader or the EVC if concerned about the health or safety of anyone attending the
Educational Visit;

follow the instructions of the Visit Leader and staff and help with control, behaviour and
discipline;

be aware of potential conflicts of interest if their own children are members of the group and
discuss this beforehand with the Visit Leader;

comply with all relevant school policies such as Staff Conduct Policy, the Behaviour Policy
including sanctions and rewards, etc.
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1 have a reasonable prior knowledge of the children, including any special educational needs,
medical needs or disabilities;

1 carry a list/register of all group members;

T apply the appropriate type of supervision, as required by or agreed with the
Visit Leader;

T wear hi-viz jackets when walking on the streets with children;

1 have a clear idea of the activity to be undertaken, including its aims, objectives and targeted

learning outcomes;
T have the means to contact the EV Team if needing help;
1 be alert for and recognise unforeseen hazards and respond accordingly;
1 be competent in techniques of group management.

5.7 The Base contact

The Base Contact is the nominated person who will hold a copy of the EV paperwork on a 24/7
basis. This will give them access at all times to all details of the visit, including medical details and
emergency contacts for all children and the EV Team. The Base contact should have a paper copy
of key information in case electronic information is not accessible.

The Base Contact should expect to be in contact with the Visit Leader throughout the trip. They
should expect calls or texts at various key times, e.g. once the trip has safely arrived at their
destination, and once the trip has returned. The Base Contact should also be contacted
immediately if any member of the trip is unwell, if the itinerary needs clarifying or amending, or if
there is any problem on the trip, including a delay to the arranged return time. The Base Contact
should then contact the EVC and Headteacher.

The Base Contact should contact the Visit Leader if the trip is not back at the expected return
time. If they are unable to contact the Visit Leader, the EVC and/or Headteacher must be notified
immediately.

The Base Contact must be contactable for the duration of the trip, and be in a clear state of mind
at all times. This means, for example, that alcohol intake by the Base Contact must be minimal (i.e.:
always being under the legal limit for driving in the UK).

5.8 Children

The Visit Leader will make it clear to children that they must:

1 Not put themselves or others at unnecessary risk;

1 Follow the instructions of the Visit Leader, staff and Supervisors;
1

Uphold the Finton Values and abide by the school rules, maintaining acceptable standards of
behaviour at all times;

1 Dress and behave sensibly and responsibly, using safety equipment as instructed,;

1 Follow the kit list supplied and bring clothing that is appropriate to all anticipated temperature
and weather conditions. Specialist equipment must be identified separately from clothing;

1  Wear School uniform or kit unless permission has been given for other clothing;

1 If abroad, be sensitive to local codes and customs;

T Know who their leader is at any given time and how to contact him or her;

1 Make sure that they have understood instructions;

1 Make sure they are not isolated from the group;

T Know who their fellow sub-group members are;

T Alert the leader if someone is missing or in difficulties;

1 Make sure they are aware of any designated meeting place;

1 Make sure they understand the action they should take if they become lost or separated.

5.9 Parents

Parents can and should contribute to the success of the visit by:
1 understanding and reinforcing the objectives and educational aims of the Educational Visit;
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1 reinforcing the standard of behaviour and conduct expected of their child on the Educational
Visit;

1 providing clear information on their child’s health and/or any special needs, including the need
for medical attention or medication;

1 ensuring that they provide their up to date contact details (during the time of the trip) and
other appropriate contact details in the event they will be unavailable.

To ensure Parents are able to fully support the School and achieve these aims, it is important that
letters are sent out via Finton Post at least 2 weeks before a Cat 1 trip giving sufficient details to
allow parents to up-date contact details, provide additional information, or in any other way query
the visit. Cat 2 trips require a much greater lead time, usually during the preceding term, to allow
families to plan their own diaries. Ensure that the cost is stipulated from the outset.

Please remember, parents may request copies of the risk assessment, emergency plans and other
planning documents from the EVC. If a Parent takes part in a Visit as a member of the EV Team,
they will have another role within the supervision arrangements for the visit: care must be taken
to ensure that the role of Parent does not conflict with this other role.

4. Definitions

For general Educational Visits terminology, please visit the OEAP glossary and definitions page.

‘Governors’ [or ‘Employer’] in relation to Finton House Educational Trust, means the Board of
Governors.

'The School’ means Finton House School, trading as Finton House Educational Trust.
‘The Educational Visits Co-ordinator’ (EVC) is the member of staff with delegated operational
responsibility, ensuring the planning of each trip is completed thoroughly and appropriately,

offering advice throughout the process and prior to departure.

‘Visit Leader’ means an employee who has overall responsibility for the organisation, supervision
and conduct of the Educational Visit.

‘Staff’ is defined as anyone who holds a contract of employment with Finton House Educational
Trust.

‘Supervisor’ is any competent and or confident adult, aged 18 or over who has responsibilities and
duties assigned to him/her during an Educational Visit. This includes volunteers.

'Base Contact' is the person the Visit Leader will contact first if there is a problem on the trip.
During normal School hours (8.00am-5.30pm) this is the main School Office. Outside of these
hours a Base Contact must be nominated and agreed by the Visit Leader.

‘Parent’ means those having parental responsibility for a child, including carers and guardians.
‘Adult’ means anyone on the visit that is over 18 years old.

‘EV Team’ means any adult on the visit.

‘Group’ means everyone on the EV, including children

‘External Provider’ means any person or organisation other than the School or employee of the
School who provides a service and or facilitates an activity under a contract during the

Educational Visit.

‘Plan B’ means an alternative activity in the event the planned activity on an Educational Visit
cannot be undertaken safely.

n
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5. Overview

National Guidance starts from three basic premises:

1. Well planned and facilitated opportunities to learn in the real world, away from the
classroom, and to experience adventure, helping to improve the lives of children.

2. Delivering learning outside or off-site does not need to be more difficult than delivering it
inside a classroom. Planning and management should, therefore, be practical,
proportionate and non-bureaucratic.

3. The key to effective and successful outdoor learning and off-site visits is:

The right leaders doing the right activities with the right children in the right places at the right
times.

4.1. The STAGED Variables

This means that the following ‘STAGED variables’ must be considered in the planning,
management and delivery of visits:

Staff Transport Activities Group Environment(s) Distance
Staff (EV Team)

While all activities and visits must have a single, designated, competent leader, getting the
competence and composition of the EV Team right is the single most important factor in the
effective management of outdoor learning and off- site visits.

Competence is a combination of skills, knowledge, awareness, judgement, training and experience.
It is not related to age or position within the establishment.

Competence:

M is situational - a leader who is competent in one activity or environment may not be so in
another;

1 involves breadth as well as depth - relevant experience is not necessarily gained by repeating
the same thing several times, but by experiencing a range of different activities and
environments.

The other STAGED variables, either alone or in combination, create the circumstances that the EV
Team will have to manage. Managing a visit involves:

1 Matching the activities and environments to the aims of the visit, and to the needs and abilities
of the children.
1 Ensuring that the competence of the EV Team is appropriate.

Transport
There are many variables to consider with regards to transport. Some questions to consider:

How are you travelling? What risks and hazards does this entail?

Do you have qualified drivers? Are you using a reputable transport company? Are there
appropriate seatbelts?

1 Are you stopping at services? How will you supervise the children?

1 Are you using public transport? What risks does this entail?

f
il

Activities

Activities vary in range and suitability. Both the planned learning activities and any supplementary
activities, such as those associated with travelling, ‘free time’ and accommodation, etc., must be
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considered. Some activities may require specific training or qualifications; some may need
specialist equipment; and some may require a particular level of competence or prior training of
the children.

Group

The age, competence, maturity and behaviour of the children must be matched to the other
variables, and any individual, medical or special needs addressed. If a group comprises more
capable children, and there is appropriate leader competence, it should be possible for the group
to experience a more challenging range of activities and/or environments.

Environment(s)

All environments and venues present their own challenges for the management of a group of
children. Considerations include whether the environment is indoors or out; a public space or
restricted access; urban, rural or remote; quiet or crowded; within the establishment grounds,
close to the establishment or at a distance and the ease of communications between the group
and base. The time of day/night, season of the year and weather conditions can also affect the
complexity of the environment, and hence the considerations.

Distance

Consider the distance from school. The further you are travelling the more complex the
considerations. It’s important to consider how accessible for the emergency services you are and
therefore, how far are you from help? If you are overseas, what are the implications of this

- entry requirements, medical care, culture? What are the language barriers, if any?

A range of planning and management requirements

The STAGED variables do not operate in isolation and the interplay between them should be
planned for and managed. As an example, consider an annual visit which has run successfully for
the past few years, but this year one variable changes (such as an experienced leader has left, or
the weather is far worse than previously, or the children are more ‘difficult’ than before): suddenly
it is no longer the right people in the right place, doing the right things - and that’s when things
can go wrong.

o. Group Management

6.1 Head counts

Regular head-counts of children should take place throughout all off-site activities. The frequency
will need to be increased at certain points such as crowded public areas, getting on and off
transport, and when arriving at or leaving a location or near a significant hazard (such as water).
A head count should always be part of any initial response to an incident or emergency. It is easier
to monitor and count smaller groups and clusters.

It is good practice to:

1 Double-check numbers before departing from a venue, with at least two members of staff
making the count.

Carry a list/register of all children and adults involved in the visit at all times.

Ensure that younger children are readily identifiable, especially if the visit is to a densely
populated area, e.g. school uniform can help identify group members more easily.

Avoid identification that could put children at risk e.g. name badges.

Use the school wrist bands

Provide extra safeguards for very young children (such as the wrist bands), or for those with
special needs, such as providing laminated cards displaying the name of the group or hotel
and an emergency contact number. This could be appropriate for all visits abroad, with a
translation of the information into the relevant language(s).

1 Ensure that everyone is aware of rendezvous points.

=A =4

=A =4 =4
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T Ensure that everyone knows what to do if they become separated from the
group e.g. tube briefing drill.

1 Make everyone aware of their destination e.g. the tube station where the plan requires them
to get off.

6.2 Supervision

Supervision must be considered as part of the risk assessment and any concerns should be
referred to the EVC and Head.

There shall be an adequate ratio of adults to children in order to supervise children during each
Educational Visit. Ratios should become closer the more complex or hazardous the venue or
activity. The Visit Leader will liaise with the EVC to make arrangements for another appropriately
vetted and qualified person to join the party and take over responsibilities in the event of the
incapacity of or injury to the Visit Leader and/or any of the EV Team where appropriate.

Where an adult is a parent of a child on the visit that parent shall not usually count in the ratio for
the group as a whole. Special mention of any parent with children on the same Educational Visit
must be noted and considered in the relevant risk assessment.

The Contingency Plan shall make provision in the event of an emergency or incident, within the
specified ratios of adults to children, for a different member of the EV Team to:

deal with any emergency or incident;

seek emergency and/or medical assistance and communicate with the emergency contact at
the School;

1 supervise the remainder of the party.

il
f

For local low risk visits in normal circumstances (non-residential trips) and subject to any special
considerations, the following ratios may be appropriate; however staff should remember that
there are no set ratios for visits. Visit Leaders need to take into account the experience of the staff
and supervisors, the activity itself, the needs of the group and individuals within it, the
environment and the distance from base. See SAGE in section 4.1.

Ratios are a risk management issue, and should be determined through the process of risk
assessment. It is not possible to set down definitive adult/child ratios for a particular age group
or activity.

These should be regarded as starting points for consideration rather than being definitive, as they
may be appropriate only where the activity is relatively straightforward and the group has no
special requirements. For example, the DfES publication HASPEV (1998) suggests the following
“starting points”:

1 Reception =1.5*
1 Schoolyears1-3=16
1 School years 4 - 6 = 1:10/15

Without special safeguards or control measures, these ratios will not be adequate to meet the
needs of most residential or more complex visits.

*The Early Years Foundation Stage (EYFS) Statutory Framework no longer sets out different
requirements for minimum ratios during outings from those required on site. As with other age
groups, ratios during outings should be determined by risk assessment, which should be reviewed
before each outing.

Ratios for Adventurous Activities differ from activity to activity due to the varied risk.

Remote Supervision occurs when a group works at such a distance that direct supervision would
take some time to be re-established (e.g. during a remotely supervised adventure walk; children
travelling independently to a venue; an orienteering activity). For this form of supervision to be
appropriate a decision must be made that the children no longer require an adult leader but are
capable of operating independently. Supervision in this context is more of a monitoring and
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emergency response role. Although the supervisor is not physically present they should be able
to intervene or assist within a reasonable time when contacted or if there is a cause for concern
(reasonable in this context will depend on the age, maturity and competence of the group, the
activity and the environment). For this to be effective, the group must know how to make contact
with a remote supervisor. When supervision is remote:

1 Groups should be sufficiently trained and assessed as competent for the level of activity to be
undertaken, including first aid and emergency procedures.

1 children should be familiar with the environment or similar environments, and have details of
the meeting points and the times of rendezvous.

1 Clear and understandable guidelines will be set for the group, including physical and
behavioural parameters.

1 Parents should be made aware of the nature of supervision and the level of responsibility and
independence expected of the children.

1 There must be clear lines of communication between the group, the supervisor and the
establishment.

T The supervisor should monitor the group’s progress at appropriate intervals.

1 There should be defined time limits between contacts. Exceeding these limits should activate
an agreed emergency procedure.

1 There should be a recognisable point at which the activity is completed.

1 There should be clear arrangements for the abandonment of the activity where it cannot be

completed without compromising safety.

Supervision problems are most likely to occur when groups stray into a type of supervision that
is less closely controlled than that which was planned. For example, the leader intends to exercise
indirect supervision but sets such wide and vague boundaries that the group is really being
remotely supervised without this being properly planned or prepared for. The Visit Leader should
select the type of supervision to maximise the educational benefits while appropriately managing
the risks. Clearly the SAGE variables (Staff, Activity, Group, Environment) all need to be
considered before moving away from direct supervision.

It is essential that everyone involved in the activity, including parents/guardians, understands the
supervision arrangements and expectations.

7. Financial Arrangements:

The School reserves the right to charge for Educational Visits, accommodation, equipment and
other related costs. Such costs may be added to the child’s fees at the end of the term, or a more
immediate payment may be required.

If payment is not received, or School fees are outstanding, the School reserves the right to exclude
children from Educational Visits.

Parents must be made aware of the costs of a trip in the initial letter, and consent gained.

It is important we can demonstrate clear transparency financially. This means we can show how
the cost of the trip has been arrived at, and that every child is charged the same amount. Children
on bursaries are not expected to pay for residential trips but do pay for day trips.

Parents will be informed of the arrangements for sending a child home early due to poor behaviour
for example. Parents will normally be required to meet the costs of such arrangements. The School
will not be obliged to refund the cost of the remainder of the visit.

When working out the cost of an Educational Visit, please remember to include a 10% contingency
to cover the cost of unexpected extras, or children who drop out (e.g. through iliness on the day).
It is best to include all costs, and to give a realistic global figure to parents. A refund in case of
over-estimate is always more acceptable than a supplementary charge.

Once permission has been granted, the cost of the trip is added to the following term’s school
fees.
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8. Reconnoitre

Areas or activities involving significant hazard should have been reconnoitred if at all possible;
alternatively reliable information should be obtained concerning the nature of any hazards and
means of avoiding or minimising risk.

9. Medication and Pocket Money

The Visit Leader must appoint one member of Staff to be responsible for medication, including
keeping a record of all medication given, any accidents, etc. This includes the needs of children
who self-medicate.

The Visit Leader must appoint one Supervisor (who may be the same Supervisor) to hold and
account for pocket money if he or she does not handle these matters him/herself.

10. Mobile Telephones and Children’s Property

Children are not to carry mobile phones on visits out of School. The Visit Leader and at least one
other member of the EV Team will always set off with a fully charged mobile phone and will ensure
that the Base Contact has the relevant numbers.

Parents should be reminded not to send children on Educational Visits carrying expensive
equipment, trackers or other internet devices that may attract thieves or be lost or broken. In any
event, children will be responsible for all items of personal property taken on the Educational Visit.

Staff should not use their own phones to take photographs of the children, however, if a group

picture is required to send back to school this may be taken on a phone as long as it is deleted
straight after sending. Please see the Acceptable Use Policy for further information.

1. Risk Assessment of the Trip

The Visit Leader will consult with the EVC and carry out a full and detailed risk assessment of
hazards posed by the Educational Visit using the generic risk assessment forms and the STAGED
framework as a guide. The Visit Leader should not work in isolation and should consult with the
other members of the visit team. They should use the following generic risk assessments (found
on the Staff Drive) as a starting point to create site/trip-specific risk assessments:

1 All Visits

1 Specific Transport e.g. walking on foot, road, train, flight, etc.

1 Any other risk assessment relevant to the trip, for example, camping, farm visits, adventure
playground, etc.

Risk assessment must also involve dynamic assessments undertaken in the course of the
Educational Visit.

It is acceptable for risk assessments to be completed once and then reused for regular Educational
Visits such as Sports Fixtures provided that hazards, risk factors and control measures remain the
same, and they are reviewed regularly (at least once a year.) In these circumstances, all other
administrative requirements as set out in the Flow Charts in Section 14 should be observed.

Review of risk assessments should take place on return from one off-visits, and as necessary after
regular trips/activities. This will help inform any future visits by other staff.

If the Visit Leader is concerned about hazards or risk factors identified by risk assessment(s) he
or she should consult with the EVC.

If the EVC considers that the hazards or risk factors identified by the risk assessment(s) are
unacceptable then the Educational Visit shall not go ahead.
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The contingency plan (Plan B) for any Educational Visit must be dynamic, depending upon
individual circumstances, but will include contacting the Base Contact and will often be ‘return to
school’. However, be aware that in some settings, the temptation to ‘push on’ when things start to
go wrong has led to serious accidents and this temptation may be stronger if the only alternative
is to ‘give up and go home’.

Educational Visits outside of the UK will be subject to the law of that country, but if the risk
assessment is carried out in the UK, it will also be subject to UK domestic law.

Writing Risk Assessments involves answering two basic questions:
a. What could go wrong?

b. What are we going to do about it?

This process happens at three levels:

4. Generic - Policies and procedures that apply across a range of visits (normally recorded)
This is guidance or practice that remains constant regardless of the nature of the visit. It
covers the management of risks identified as relevant to all visits involving similar activities.

5. Visit-specific - Carried out before the visit takes place (may need to be recorded)
This is the identification and management of any risks not already covered through generic
risk management. It is unique to each occasion and should address staffing, activity, group
and environment (the ‘SAGE’ variables from section 4.1).

6. Dynamic/on-going - Carried out continuously throughout the visit (not necessary to
record) This refers to the on-going monitoring of all aspects of the visit/activity by the EV
Team. The group and the level of risk must be monitored and assessed throughout and, if
circumstances dictate, activities should be curtailed or amended (e.g. change to plan B).
In practice, it is often these on-going decisions of the Visit Leader(s) that determine
whether the group remains safe and whether the activity is successful. Hence a competent
EV Team is essential.

Risk assessment is a part of the overall planning process and not ‘tagged-on’ afterwards. Risk
assessment recording is not unduly onerous, but is supportive and helpful for the EV Team.

12. Residential Visits

The School will ensure that all off-site accommodation provided for use by children on Educational
Visits is satisfactory and, where possible, has been assessed by the School before use and the
result recorded on the risk assessment. Where this is not possible, for example: on tours and
expeditions arranged through external tour operators or organisations, the School will obtain
assurances that the accommodation provided is of a satisfactory standard, and seek references
from other schools, where appropriate.

In particular, the Visit Leader will ensure that accommodation provides:

1 sufficient and suitable bed and bedding for each child (or the camping equivalent);

1 separate sleeping provision for each gender;

1 sufficient access to toilet and washing facilities (separate for each gender if possible)
appropriate to the nature of the activity;

1 regular provision of sufficient and appropriate food and drink, stored and prepared under
sufficiently hygienic conditions to minimise risk of ill-health;

1 ability to contact medical services, and provision for return to School or home, in case of
accident or illness;

M satisfactory and contactable adult supervision who are competent to supervise activities
involved and with back up staffing to deal with emergencies.
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The School's Child Protection & Safeguarding Policy will apply at all times on all overnight visits
and trips abroad.

Children staying in off-site accommodation on Educational Visits will be supervised at all
reasonable times by staff or supervisors.

T On arrival check the rooms, security arrangements and evacuation arrangements and ensure

everyone is clear about what to do in the event of an emergency. The fire evacuation

procedure for an overnight stay must be explained to every member of the group by a

designated person as soon as possible after arrival at the venue.

Hold evening briefings with EV Team to review issues and prepare for the next day.

Spend time early in the morning explaining/confirming arrangements for the day to the group.

Recognise that many health problems on longer visits are caused by lack of food, of liquid or

of sleep.

1 The sleeping accommodation is exclusively for the group’s use or rooms are located next to
each other, ideally on the same floor.

1 If the accommodation is being shared with another school group, the joint expectations of EV
Teams and children are shared and agreed.

T EV Teams have sleeping accommodation providing easy access to their group. Consider
location of leaders when children’ rooms are not in close proximity to each other.

1 Consider the most appropriate allocation of children to rooms.

T Where shower and toilet facilities are not en-suite, consider arrangements for
managing the use of shared facilities.

i Consider how secure the buildings can be made against intrusion and if there is 24 hour
staffing of reception.

1 Confirm that rooms or areas can be secured. If individual rooms can be locked, the EV Team
must have access to a master key.

T Ensure everyone knows the emergency procedures, fire escape routes and
assembly points.

1 Ensure children know the location of their accommodation (carrying a hotel card from
reception is a simple and effective idea).

= =4 =4

For Overnight stays, residential visits or visits outside of the UK: at least two of the EV Team wiill
be staff. Mixed gender groups should have at least one male and one female supervisor/staff.

The responsibility for supervision is continuous, 24 hours a day. It is important that care and
supervision are maintained during periods outside structured activities, as well as during the
activities themselves. This does not mean that children need necessarily to be constantly watched,
but rather that the EV Team need to achieve a sensible balance of activities and supervision
methods.

Time for children to be with their peers, away from a close adult presence, can be an important
part of visits, particularly during residential experiences, and brings many additional learning
opportunities. This is equally true for structured learning time as it is for recreational time on longer
visits. However, too much unstructured time can allow opportunities for mischief, bullying,
homesickness and wandering off, so the time needs to be appropriately managed. Opportunities
for such time should be built into the visit plan with appropriate levels of supervision, be included
in information to parents (and their consent) and be covered by the risk- benefit assessment.

It is good practice to:

1 Take care with the use of terms such as ‘free time’ and ‘down time’ so that they do not suggest
to the EV Team or children that supervision will not be in place.

1 Ensure that all leaders and children understand the standards of behaviour that apply at all
times, not just during activities.

1 Ensure that a leader duty system operates so that groups continue to be appropriately
supervised at all times, and that any handover of responsibility is made clear.

1 Have strict guidelines for behaviour in bedrooms and dormitories.
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12.1. Fire safety

Check fire safety standards as part of the accommodation selection process.

From a fire rescue perspective it may be better not to sleep above the sixth or seventh floor

(the limit of external rescue by the fire services) so as to make evacuating the building easier.

T On arrival, check fire escape routes to ensure they are properly signed and clear of

obstructions.

Know what the fire alarm sounds like.

Ensure everyone knows the emergency procedures, fire escape routes and

assembly points.

1 Ensure there is an appropriate Personal Emergency Evacuation Plan (PEEP) for any adult or
child who may need one.

1 Many fires are started by electrical faults. Be aware of electrical appliances fitted in rooms

(kettles, hairdryers, heaters, fridge) and ensure children are briefed about any issues about

these and electrical items they may carry (hair appliances, chargers, etc.).

= =4
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12.2. Visit Leader accommodation arrival checklist

The accommodation is as expected/booked

Make an initial assessment of the hazards of the accommodation and the immediate
surroundings to brief the children about the safety aspects

Allocate rooms appropriately and keep a list of who is where

Check toilet and shower areas

Check fire exit routes are signed, clear and working

Do you have/can you get access to a master key for rooms?

Check the security of the building overnight

Assess the immediate area around the accommodation - is it as expected?

Assess public areas and decide how these will be managed

= =4
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Check each room for:

Breakages, damage or missing items - record and report these
Windows and balconies

Door security and locks

Electrical hazards

Fire/smoke detectors

Carbon monoxide sources

Routes to fire exits

Mini bar
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Brief everyone (either a group briefing or room by room) on:

Any room hazards (slips, trips, electrics, balconies etc.)

Use of toilets and showers where these are not en-suite

Emergency evacuation procedure (consider a fire drill if appropriate)
Location of leaders overnight

Boundaries - where they can go

Behaviour and conduct around the accommodation

Timings and meeting places

=A =4 =4 =4 -4 -4 -9

13. Educational Visits Outside of the UK

Care should be taken over selection of the supplier of transport and accommodation and firms
with ABTA membership should be used where possible. This will be unworkable in some countries;
in this instance firms without ABTA membership will require further validation.

The Visit Leader will ensure that each child has their passport and necessary visas and other travel
documents before embarking on an Educational Visit outside the UK. The Visit Leader should

19



Educational Visits

make a colour copy of all Passports and health cards before the trip departs. These need to be
included in the visit paperwork.

The Visit Leader should read the guidance on the Foreign and Commonwealth Office website
about the country they are visiting and use their foreign travel checklist to help with planning their
Educational Visit.

If possible one of the EV Team should be able to speak and read the language of the country
visited, or at the very least be able to hold a basic conversation and know what to say in an
emergency.

It is advisable for children to carry a note in the relevant foreign language in case they get lost

asking the reader to reunite them with the group and/or take them to the police station. They
should also carry the Visit Leader’s name and contact number.

il
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