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Section 1 - Aims and Responsibilities 
 

Introduction 
 
Safely managed educational visits with a clear purpose are an indispensable part of a broad and 
balanced curriculum. They are an opportunity to extend the learning of all pupils, including an 
enrichment of their understanding of themselves, others and the world around them. They can be a 
catalyst for improved personal performance, promote a lifetime interest and in some cases lead to 
professional fulfilment. Educational visits are to be encouraged. 
 
Educational visits should be available to all pupils and should be organised accordingly, with particular 
consideration being given where possible to any pupils with a disability, especially when selecting 
venues and organising transport. This policy has been written with reference to the Department for 
Education publication Health and Safety: advice on legal duties and powers (published February 2014) 
and is supported by the national online guidance resource National Guidance which is available at 
https://oeapng.info/ 
 
Predominately our visits are local and within the UK, some visits are however overseas, for example 
skiing and choir trips. 
 

The guidelines and procedures below should be followed when staff are taking any pupils outside of 
the school grounds, whether within the local environment or further afield.  Good planning ensures the 
safety and well-being of pupils, as well as enabling maximum learning and enjoyment to be derived 
from the experience. 
 

Key Principles 
 
For Staff 
 
All visits will have a clear, recorded educational, cultural or pastoral purpose and will be planned 
sufficiently well in advance in accordance with good practice and effective planning procedures. All 
appropriate risk assessments must be completed and be signed off in advance of a trip taking place.  
 
The Head will be responsible for the approval of all educational visits, along with WGHS JS Educational 
Visits Co-ordinator (EVC).  
 
The Foundation uses the web-based system ‘EVOLVE’ to facilitate the robust planning, management, 
approval and evaluation of visits. All staff that lead or accompany visits can access their own EVOLVE 
account, which is set up by their school’s Educational Visits Coordinator (EVC). As well as being an 
efficient tool for planning and approving visits, EVOLVE also contains a variety of features including: 
search and report facilities, downloadable resources and information, staff records and visit history etc. 
Approvals for visits runs on two levels. 
 
Lower risk/ routine visits 
e.g. Local park, local shops, towns, theatre, theme parks within normal school / service hours and part 
of the normal curriculum.   
The approval lies with the Head Teacher 
 
Higher Risk Visits 
e.g. Residential , adventurous activities, as defined in the Guidance For Outdoor Education and 
Adventurous Activities  (EVOLVE - Resources – General Advice and Guidance), or any activity close 
to natural water (sea, rivers, lakes, reservoirs). 
Approval lies with the Head Teacher, but the form is passed on to the independent technical 
advisor for final checking and approval.   

The Head will be responsible for the approval of educational visits as defined above. Governors will be 
informed of all trips which exceed the cost of £1000 per student, via the General Purposes Committee 
meetings, whilst any such trips are in the initial planning stage.  
 

https://oeapng.info/
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The costs of the majority of compulsory trips are covered by the school fees but, in the few cases where 
there is a small cost to parents for a trip which forms a part of the curriculum, e.g. Residential, Christmas 
theatre trips, financial assistance can be provided for those pupils receiving a Foundation Award. In 
these cases, a request must be made, by the parent, in writing, to the Head. Financial contribution from 
the school can be provided according to the level of Award, such that a pupil receiving a 75% Award 
will receive 75% of costs covered, etc. A decision to offer financial assistance at a higher rate would be 
at the discretion of the Head.  
 
Financial assistance may also be considered for those pupils wishing to attend optional trips that are 
receiving a Foundation Award. Any financial support agreed will be at the discretion of the Head. It is 
the responsibility of parents to approach the Head to request financial support to enable attendance on 
an optional trip and these will be dealt with on a case by case basis.  
 
For every trip/ visit there will be a named and approved Group Leader (and where appropriate, a named 
Deputy). This group leader will be specifically competent for the role. Working with the EVC as 
necessary, the Group Leader will be responsible for all aspects of the planning, risk assessment and 
organisation of the visit. The Group Leader will assume full responsibility during the visit, including 
ongoing risk assessment.  
 

 The standard of care required of a teacher is that which from an objective point of view can 
reasonably be expected from teachers generally applying skill and awareness of children's 
problems, needs and susceptibilities. 
 

 The law expects that a teacher will do that which a parent with care and concern for the safety 
and welfare of his or her own child would do. 
 

 The law demands that each teacher will maintain a standard which a caring teaching profession 
would expect of itself. 
 

 A teacher must ensure supervision of the pupils throughout the journey or visit as professional 
standards and common sense demand. 
 

 Reasonable steps must be taken to avoid exposing pupils to dangers which are foreseeable and 
beyond those with which the pupils can reasonably be expected to cope. 
 

 The need for direct supervision has to be judged by reference to the risks involved in the activity 
being undertaken.  Instructions given to pupils are not always enough. The possibility that they may 
disobey has to be taken into account together with the risk they may encounter if they disobey. 
 

Whoever has responsibility for the visit must make all proper preparations and ensure that the party 
leaders and helpers have the ability, experience, training and health to undertake 
 

 the responsibility of the care and welfare of pupils in a different environment. 
 

 Where the school visits a residential or outdoor activity centre, the teacher can reasonably allow 
children to be supervised by the centre's own staff, provided that he/she is satisfied that they are 
able to do so safely.  To assist with the process the activity centre’s Risk Assessment should be 
carefully analysed.  Similarly, if teachers have taken reasonable steps to ensure that the premises 
where children stay are safe, then, in normal circumstances, no more needs to be done. 
 

 Teachers should not participate in a journey or visit which they believe is not being adequately 
prepared and organised. 
 

 All staff organising a journey or educational visit should closely follow the Foundation’s agreed 
policy and procedures. 
 

 Liability goes with fault.  In the case of a pure accident no-one bears liability and this is covered by 
'no fault' insurance. 
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 Employers have 'vicarious liability' for the negligence of their employees at work.  This means 
generally that the employer takes responsibility if employees do not fulfil their safety obligations at 
work properly.  Where a claim is made following an accident and there is a suggestion of negligence 
on the part of the teacher, the claim will most likely be made against the governors.  If, however, a 
teacher is guilty of gross negligence (through drunkenness for example) a right of recourse exists 
for the governors against the teacher. 
 

For Parents  
 

 Informed parental consent is required for all educational visits by young people up to the age of 
eighteen years.  
 

 Parents will be given sufficient written and supplementary information about an educational visit to 
enable them to make an informed decision and give written consent together with medical and 
emergency contact details. Whenever appropriate for higher risk, residential and foreign visits a 
briefing meeting with parents will be arranged. 
 

 Expectations with regard to behaviour and codes of conduct will be explained to parents. This 
information will include the necessity of meeting additional costs and making collection 
arrangements in certain circumstances. 

 
For Pupils 

 

 Wherever appropriate, pupils should be involved with the planning of an educational visit, 
establishing codes of conduct, assessing and managing risk and evaluating their own learning, 
development, attitudes and behaviour. 
 

 Pupils should be adequately briefed about aims, expectations and codes of conduct for all 
educational visits. Ongoing briefings are an important element of learning and safety 

 
Roles and Responsibilities 

 
Role of the Head 

 To ensure that visits comply with the guidelines in this Policy and the School’s own Health and 
Safety Policy. 

 To ensure that the Educational Visit Coordinator (EVC) is competent to oversee the coordination of 
all off-site education, and support the EVC in attending relevant training courses. The School’s EVC 
is the Deputy Head. 

 To ensure that the EVC keeps the Head informed of the progress of the visit and that parents are 
informed if trip is due back late. 

 To ensure that the activity leader is competent (experience and training) to undertake the activity. 

 To ensure that in the event of a major incident or accident, the school’s guidelines are adhered to 
in terms of informing, parents, staff and the media. Help to ensure that serious incidents, accidents 
and near-accidents are investigated. See appendix 3: Emergency Procedures. 

 To ask questions about a visit’s educational objectives and how they will be met. Are the objectives 
appropriate to the age and abilities of the pupil group? Why is a particular venue being used? Is the 
visit inclusive for all students? Is the visit value for money? 

 To check that the EVC has designated an appropriately competent visit leader. For less routine 
visits, the Head Teacher will need to ensure that the EVC can obtain advice from an appropriate 
technical adviser as necessary. 

 
Role of the EVC (Deputy Head) 

 To act as the Educational Visits Coordinator (EVC). 

 To approve educational visits as agreed by the Head Teacher. 

 To support the Head in ensuring that all visits are in line with the school’s relevant policies and 
procedures and will act on behalf of the Head Teacher; 

 To provide adequate documentation to support planning of all trips and visits and to ensure all off-
site visits are thoroughly planned using standardised whole-school documentation. 
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 To review annually the EV policy and procedures. 

 To ensure that all aspects of risk management have been considered and that risk assessments for 
travel, accommodation and activities have been carried out prior to departure.  

 To assign competent people to lead or otherwise supervise a visit. Competence of other adults 
proposed to provide support or lead activities within a visit will commonly be done with reference to 
accreditations from an awarding body and/or previous experience and on the job training. 

 To ensure visits have appropriate support ratios and adequate cover for health and safety, first aid, 
medication and behaviour management. 

 To work with the visit leader to obtain the consent or refusal of parents and to provide full details of 
the visit beforehand so that parents can consent or refuse consent on a fully informed basis.  

 To organise the emergency arrangements and ensure there is an emergency contact for each visit. 
See appendix 3: Emergency Procedures. 

 To keep records of individual visits including reports of accidents and ‘near accidents’ (sometimes 
known as ‘near misses’). 

 To ensure that visit evaluation is used to inform future visits and training needs. Further staff training 
should be made available where a need is identified. 

 To arrange for the recording of accidents and the reporting of serious injuries as required. Accident 
and incident records should be reviewed regularly, and this information used to inform future visits. 

 To review systems and, on occasion, monitor practice. 
 
Role of the Visit Leader: 
The Visit Leader has full responsibility for the safe running of the activity including pre planning and 
following guidance and ensuring all participants are aware of their roles.  To achieve this the Visit Leader 
will; 

 Identify the clear purpose and objectives of the visit. 

 Complete visit documentation and obtain approval for any visit off-site. 

 Plan the itinerary in such a way as to account for all times on the visit including meal and ‘down’ 
times particularly on residential trips. 

 Have prior knowledge of the venue – the visit leader should normally have made a pre-visit. 

 Inform parents and seek permission/consent, detailing the nature, purpose and related activities 
involved in the visit. 

 Allocate supervisory responsibility to each adult for named pupils and ensure that each adult knows 
which pupils they are responsible for.  

 To ensure that each pupil knows which adult is responsible for them and that all adults understand 
that they are responsible to the visit leader for the supervision of the pupils assigned to them.  

 To ensure that all adults involved in supervising the visit are aware of the risk assessments and the 
expected standards of behaviour. 

 To continuously monitor the appropriateness of the activity, the physical and mental condition and 
abilities of the group members and the suitability of the prevailing conditions. 

 To ensure that only activities that have been agreed with the EVC and informed to parents take 
place on the visit. 

 
Role of the Pupil 

 To be aware of the key aspects of risk assessments 

 To know who their supervisor is at any given time and how to contact him or her and to alert the 
supervisor if someone is missing or in difficulties. 

 To understand the need to have a meeting place to return to, or an instruction to remain where they 
are, if separated. 

 To understand and accept the expected standards of behaviour. 
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Section 2 - Procedures for Planning Educational Visits  

Outline Approval by Head 
 
The Head will be responsible for the approval of all educational visits. Outline approval by the Head to 
be gained in the first instance using the School Visit Proposal (Form A) Appendix 5. Once outline 
approval has been obtained the main organisation of the visit can take place using the EVOLVE system. 

 
Advance Planning and use of EVOLVE 
 
EVOLVE Administration 
All visits should be recorded onto EVOLVE. The relevant fields completed before the EVOLVE form is 
submitted to the EVC. The EVC will review the visit, seeking clarifications and amendments as 
necessary and will submit to the Head for final approval. The EVOLVE form should be submitted at 
least 10 working days prior to the visit departure to allow for clarifications and amendments should they 
be necessary. Appendix 4: Evolve Flow Chart. 
 
Dates 
Check school diary for available dates, avoiding WGHS JS existing commitments. 
 
Funding 
Parents are not charged for school visits that take place during the school day. Each child is allowed to 
be involved in visits, workshops and visitors up to a maximum of £50. Staff must keep a record of how 
much is spent for each activity and ensure that this amount is not exceeded. Parents can be charged 
for weekend or evening visits as well as for residential visits. 
 
Parent Pay can be set up to enable parents to pay online where necessary.  Alternatively cash or 
cheques can be paid to the offices. It is essential to have a class list with an indication of cheque or 
cash. If a cheque please ensure that the name of the person signing the cheque as well as their child 
is also listed. Request appropriate cheques from JG for the day of the visit, using the correct form.  
 
Supervision/Ratios 
The level of staffing required for the visit must be discussed with a member of SLT to be verified with 
the Head. It is important to have a sufficient ratio of adult supervisors to pupils for any off-site visit. The 
factors to take into consideration include: Sex, age and ability of group, Special needs pupils, Nature of 
activities, Experience of adults in off-site supervision, Duration and nature of the journey, Type of any 
accommodation, Competence of staff, both general and on specific activities.  
  
There should always be enough supervisors to cope effectively with an emergency. When visits are to 
remote areas or involve hazardous activities, the risks may be greater and supervision levels should be 
set accordingly. Guidance on staff/pupil ratios is as follows; 
 

Year Group Supervision 

Nursery, Reception One adult to Four children (1:4)  
Ratio should be increased if activity is ‘high risk’ in Nursery and Reception. 

Year 1/2/3 One adult to Six children (1:6)  

Year 4/5/6 One adult to Ten – Fifteen (1:10 to 15) Ratio should be 1:10 if ‘high risk’  

 
Staffing 
Staffing must be established with the relevant member of SLT. At this stage, the numbers and names 
of staff including teaching assistants to be involved and numbers of other adults (e.g. parents) 
accompanying the visit should be discussed. It is the responsibility of staff to organise cover lessons 
with the relevant member of SLT. 
 
Occasionally adults known to the school (ex-members of staff or spouses of members of staff) may be 
asked to provide supplementary staff supervision. This must be approved by the Head in advance and 
all such individuals will have had Disclosure and Barring Service (DBS) checks if the visit involves an 
overnight stay. 
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Parent Help 
Parents can attend on trips but must not be counted in staff/pupil ratios so will be present in a 
supernumerary capacity. These voluntary helpers should be permitted by the Head or Deputy Head. 
Parents may attend if not DBS checked but must not be left alone with pupils at any time. Remember 
that parent helpers may not have as much authority or experience in organising groups of children as 
staff. In Mulberry House, parents do not go on same trips as their children. The Information and 
Guidance for Parents/Helpers Form (Form B) Appendix 6 should be completed and given to all Parent 
Helpers and volunteers. Parents can take own their own child and friend in car on a visit if approved by 
the Head.  
 
Itinerary 
When preparing the itinerary, allow adequate but not excessive time to fulfil the purpose of the visit.  
Keep the children involved and busy, have breaks/lunch, toilet visits and recreation time.  
 
Risk Assessment 
Risk assessment and risk management are legal requirements. For educational visits they involve 
careful examination of what could cause harm during the visit and whether enough precautions have 
been taken or whether more should be done. The aim is to make sure no one gets hurt or becomes ill. 
The programme of a visit should not be deviated from. Risk Assessments will be gathered from the host 
venue to supplement the School’s final risk assessment. The need for a pre-visit should be discussed 
with the Deputy Head (if a pre-visit is not considered necessary reasons should be recorded in 
EVOLVE). Completed Risk Assessments should be saved to the shared network area uploaded to 
EVOLVE. Trip staff have a responsibility for ‘on-going risk assessment’ whilst on the trip. For repeat 
trips consider previous Near Miss/Trip Evaluation forms. Latest RA forms available in H&S folder. 
 
Emergency Procedures 
The Risk Assessment for each visit will identify the relevant emergency procedures during the visit.  For 
visits extending beyond the school day, this includes designating a home contact from the School who 
may be needed as a link between the party, the parents and the School in the event of an emergency. 
In the event of an incident resulting in harm to any attending participant, staff member or volunteer, then 
the School must be contacted as soon as possible to inform the Head or designated member of SLT. 
Please see Appendix 3: Emergency Procedures. 
 
Bookings & Transport 
Accommodation and transportation bookings should be made through the school offices. Verbal 
bookings should be confirmed in writing.  
 
If coach journey is involved, more than one estimate for travel costs should be sought if possible and 
an approved operator must be used. Pre 2001 coaches may be fitted with 2 point seatbelts however on 
booking please request that coaches have 3-point seat belts. The school minibus may be booked with 
WGHS SS (the name of the driver needs to be known at the time of booking).  
 
If a coach is collecting the group, be precise about the collection point and the time they are required 
back. When the confirmation comes, check that all details are correct, especially date, times and 
destination. Parents should always be informed of type of transport to be used. Staff cars can be used 
but it is recommended that 2 staff are with one child if transporting by car. It is important that 
evidence is in place of the necessary insurance and parental consent. 

 
Parental Consent 
Written consent from parents needs to be received for every child taken off the School site; however 
visits within walking distance (e.g. local churches or QEGS) are covered by the annual visits letter 
which goes out to parents in September. Consent letters may also be sent for activities which involve 
food tasting. Letters requesting consent from parents for an educational visit must contain the following 
information:- 

 Purpose of visit 

 Date, times of departure and return 

 Travel arrangements 

 Venue/Destination 

 Spending money 
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 What to wear – school uniform / PE kit, unless this is inappropriate to the surroundings.  Footwear 
must be suitable for activities involved 

 What to bring 

 Children not allowed to bring nuts/nut products / chocolate/ glass bottles / cans of fizzy drink 

 Arrangements regarding the collection of children at the end of the visit if this differs from the 
procedure at the end of an ordinary school day. 

 Reminder about medication/travel sickness tablets. 
 
Letters should follow the standard school format. Letters will be signed by the Head, who must read 
and approve the letter before circulation to parents via Firefly.  A letter should go at least two weeks 
before the visit with a return date one week before the visit (or sooner).  
 
Medical Needs and First Aid 
Pupils’ medical needs (e.g. asthma, diabetes, anaphylaxis) should be known and staff should be 
competent to handle them. Individual Care Plans should be taken on visits. Health form to be completed 
by parents before residential visit. First Aid provision should be considered when assessing the risks of 
the visit. For adventurous activities, residential visits, matron will be asked to attend if there are children 
with specific needs. The Visit Leader should have a working knowledge of First Aid and all adults in the 
group should know how to contact emergency services. The minimum First-Aid provision is: a staff 
member appointed to be in charge of First-Aid arrangements and a suitably stocked First-Aid box.  
  
First-Aid should be available and accessible at all times (all staff first aid trained). The EVC should take 
this into account when assessing what level of First-Aid facilities will be needed. The contents of a First-
Aid kit will depend on the planned activities. 
 
Impact on others 
If the visit affects anyone other than those directly involved, ensure that they are aware of details as 
early as possible.  You may need to consider the following:- 
 

 Cancellation of milk and/or school lunch.  Speak to the kitchen staff – at least three weeks’ notice 
is preferred to cancel orders 

 Cancellation of swimming lessons and VIM’s Music lessons 

 Alteration of timetable for use of hall, dining room or other teaching areas 

 Alteration of assembly arrangements – is there someone to take assembly, accompany the hymn?  
Tell the person taking assembly if your class will not be there 

 Teaching assistants’ timetables  

 Effect on lunchtime/after school clubs, meetings, by children’s absence 

 Change of duties with a colleague.  If a teaching assistant is accompanying you, please arrange 
cover for their break/lunch duties and inform the appropriate member of SLT. 

 

Two Weeks Before 
 
Consent forms 
Ensure that all have been returned and that all money has been paid. 
 
Briefings: 

 Staff: All staff on the trip to be briefed by the trip leader in advance of the trip. The briefing should 
cover key aspects of the trip including; risk assessment, itinerary, staff contact details, emergency 
contact details, medical issues and pastoral issues. Relevant paperwork containing this information 
should be given to each member of staff.  

 Pupils: Ensure that the children are well prepared in advance for the visit to derive maximum benefit 
and enjoyment from the experience.  Make sure they are fully aware of the aims of the visit. Brief 
them, stressing the importance of good behaviour and safe conduct.  Details of acceptable 
behaviour include, eg not standing up in coach, keeping seat belts fastened, putting litter in bag, 
thanking driver, guide, parents etc, not eating/drinking while travelling to avoid litter, spills and 
sickness.  Children should know what to do if they become lost or separated from the main party. 
Remind children of pertinent details including times, what to wear and what to bring, arrangements 
for breaks/lunch.  Remind them that they must be responsible for their own possessions so not to 
bring anything of value.  Remind children whether or not they are allowed to bring any money to 



Page | 9  

 

spend. Pupils are not allowed to take mobile phones or any other mobile device on any 
school visit. 

 Parents: should be briefed in advance of trips either by letter for day-trips or by an information 
session for residential trips.  

 
Additional Adult Helpers  
Brief any other staff, teaching assistants, parents involved with the visit.  Complete and distribute the 
information and guidance sheet (Form B) Appendix 6 for those accompanying pupils on school 
educational visits to every parent / volunteer accompanying the visit. Remember any child with a specific 
medical requirement must be with the class teacher on the visit. 
 
Involvement of others 
Confirm all arrangements, especially checking with colleagues that all duties are covered.  Check with 
the kitchen staff that milk/lunches have been cancelled. 
 
Preparation of paperwork/ equipment for the visit 
Ensure that the following are ready:- 

 Additional medication for pupils with specific medical requirements 

 First aid kit – contents according to list in first aid box 

 Bin bag for litter 

 Paper towels, plastic bags, hankies, cloths, air freshener, water in case of travel sickness, bucket 

 Clipboards, worksheets, spare pencils, paper, pencil sharpener if needed 

 File with letters of confirmation, booking slips contact details etc. 

 Risk Assessment – to be completed and distributed to the appropriate staff 

 ‘Fire grab’ for residential visits, including master keys, pupil lists, medication, mobile phones, 
emergency contact lists and emergency procedures. 

 
Booking Confirmation 
Make a final check by telephone to confirm visit. 
 
List of pupils - Including Medical/Dietary Issues (Visit Leader) 
Visit Leader to prepare a list of children taking part to give to all adults accompanying the visit. This will 
also include any medical/dietary issues and record details of any associated medications required. The 
party leader will have this information for all the children involved. 
 
Emergency contact information (Visit Leader) 
The visit leader should have the school emergency contact details for all visits and a copy of the 
critical incident plan for all residential visits. Appendix 3: Emergency Procedures for Critical Incidents 
 
Mobile phone (Visit Leader & Trip Staff) 
This will need to be collected from the Junior Office on the morning of the visit if you wish to use the 
school phone. Staff are encouraged to take their own mobile phones for ease of contact. Numbers for 
other trip staff and emergency contact numbers should be keyed in. Appendix 3: Emergency 
Procedures for Critical Incidents 
 
Staff Clothing 
Staff to be aware that suitable smart casual clothing, appropriate to the activities on the visit, to be worn. 
This can include PE clothes but no denim is to be worn. 
 

On the Visit 
 
Remember to take the following:- 

• Print out of EVOLVE form and key information (pupil lists/medical details etc) 

• Emergency School Emergency Contact Details (Appendix 3) 

• Foundation Critical Incident Plan (taken on all residential visits). 

• Equipment as suggested above 

• Money/Cheques – if required on the day 

• Any entry cards, tickets etc. needed 
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Head Counts 
Remember to carry a pupil list at all times and to count the children and adults at every stage of the 
journey, beginning before the coach departs from school. Ensure that pupils are identifiable, especially 
if visit is to a densely populated area. Avoid identification that could put pupils at risk e.g. pupil name 
badges. Generic badges with name of school and numbers for visit leader may be used. 
 
Split Party 
If the party is to be split, for example if only half the party can use the minibus at a time, organise space, 
facilities, activities and someone to be responsible for the groups while waiting at each end.  Know 
exactly which children are to be in each group (inform office). Remember any child with a specific 
medical requirement or disability must be with their class teacher on the visit. Remember to tidy up at 
each stage of the day, e.g. before leaving the coach. 
 

After the Visit  

 
Accident report and Near miss 
Complete an accident report on the day of the visit if any accidents have occurred. Submit to the Head. 
Accident Forms are located on WJ-StaffShared\Health & Safety. A Near Miss Form must also be 
completed if a near miss has occurred, saved in the H&S folder, uploaded to Evolve, e-mailed to the 
Estates Manager, and copied to the Deputy Head. Near miss forms are located on WJ-
StaffShared\Health & Safety.  
 
Trip Evaluation/Review 
After discussion with colleagues complete Trip Evaluation Form on EVOLVE. For residential trips the 
visit organiser will also meet with the Deputy Head to review the trip. 
 
Equipment 
Ensure that all equipment is tidied away.  Return the mobile phone to Junior School office. 
 

Letters of thanks and Follow up activities 
These may need to be written by the visit organiser and/or children to place of interest, guide, Coach 
Company, parent helpers etc. These may change from those originally planned depending on the visit.  
Be flexible – it is not always necessary to follow up a visit in detail.  Make sure children retain their 
sense of enjoyment, interest and enthusiasm, perhaps sometimes following up the visit with art, craft, 
oral work, practical activities instead of written work. 
 

Local Visits 
Detailed planning is just as important if the visit is to be local to WGHS.  If on foot, walk the route in 
advance, being aware of possible hazards (any hazards should be noted on the Risk Assessment). 
High visibility jackets will be worn as per usual school routine. Decide on the safest places to cross 
roads, where the supervising adults will be placed in the line, who will lead and be at the end etc.  

 
Adventure Activities 
When planning an activity involving caving, climbing, trekking, skiing or water sports (other than rowing), 
schools must currently check that the provider holds a licence as required by the Adventure Activities 
Licensing Regulations 2004 (for England, Scotland and Wales).  
 

Off-Site Accommodation  
The School will ensure that all off-site accommodation provided for use by students on educational 
visits is satisfactory and, where possible, has been assessed by the School. Where this is not possible, 
for example: on 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. See Appendix 2 for Off-site Accommodation checklist. 

 
Trips Abroad 
When planning a trip abroad, the Visit Leader needs to consider the relevant requirements regarding 
the country of destination. These may include the following; 

 Passports and Visas (six months in advance) 

 EHIC cards 
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 Extended Medical Insurance 

 Airport transfers 

 Equipment hire at destination (Ski Trip) 

 Close liaison with travel company as appropriate 
 
The above are in addition to the procedures followed on a residential trip within the UK. 

 
Child Protection 
The School’s Child Protection Policy and procedures, including any procedures for vetting, DBS 
checking and assessing the suitability of staff and volunteers will apply at all times during Educational 
Visits. The Group Leader will carry out the duties of the Designated Person or will name an appropriate 
adult member of the group to do so. 
 

Disability, Medical and Special Educational Needs 
The School will make every effort to ensure that educational visits cater for and are accessible to all, 
irrespective of disability, special educational or medical needs, ethnic origin, religion or gender. Where 
there are doubts over the inclusion of a student on the grounds of disability, special educational or 
medical needs, ethnic origin, religion or gender, there will be consultation between the School, the 
Student and the Parent(s).  
 
If despite making reasonable adjustments there remains a significant, unmanageable and unacceptable 
risk to the health and safety of Student(s) or anyone else on the Educational Visit, it may be reasonable 
to exclude a Student from the Educational Visit on those grounds. A record should be maintained by 
the School of the reasons for the exclusion of that Student from the Educational Visit.  
 

Insurance 
All pupils and staff have personal accident cover 24 hours a day, 365 days a year.  There are no 
geographical limits to the policy and benefits are payable when some permanent disability has occurred. 
WGSF Insurance details are with Chubb Insurance and are detailed on the risk assessment form.  
 

GDPR 
Visit leader should shred all hard copies of documentation post visit in accordance with GDPR. 
 
 

Section 3 –  Additional Guidance and Related Policies 
 
The following guidance documents have more detail about Health and Safety legal requirements and 
responsibilities for running school trips and can be found online; 
 

 Health and safety: Advice on legal duties and powers – For local authorities, school leaders, school 
staff and governing bodies (Feb 2014) 

 School trips and outdoor learning activities - Tackling the health and safety myths (June 2011) 

 Health and Safety of pupils on educational visits – A handbook for group leaders DFES (2002) 
 
Other Policies to be read in conjunction with the Educational Visits Policy 
WGSF Education Visits Policy 
WGSF Health & Safety Policy 
WGSF Risk Assessment Policy and Procedures 
WGSF First Aid Policy 
WGSF School Transport Policy 
WGSF Minibus Policy 
WGSF Critical Incident Plan 
 
Policy Updated: May 2016  
Revised: May 2017  
Revised January 2020  
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Appendix 1: Health & Safety: Responsibilities and Powers 
 
These regulations are contained in the Health and Safety at Work Act (1974) and set out the legal 
framework, under health and safety law, in which employers and employees work and the powers, 
under education law, which help employers and employees to ensure compliance. They apply to all 
educational visits. The employer retains overall responsibility for health, safety and welfare. In other 
words, the Foundation is legally responsible for the health and safety of educational visits. Employees 
also have significant responsibilities as follows: 
 

 Take reasonable care of their own and others health and safety. 
 

 Co-operate with their employers. 
 

 Carry out activities in accordance with training and instructions. 
 

 Inform the employer of any serious risks. 
 
A teacher has a Common Law Duty of Care. This means that: 
 

 A teacher has a duty of care for young people under their supervision. 
 

 A higher duty is expected of teachers as a result of their specialised knowledge. 
 

 The age of the young person and the nature and location of the activity help to determine the 
degree of supervision required. 

 
With reference to any civil claims of negligence made against a teacher, an injury or damage that may 
not be reasonably foreseeable is deemed to be an accident. Foreseeable is defined as something that 
has happened in the past of which the supervisor has knowledge or something that one can visualise 
happening. Negligence may arise from the lack of due care. The questions likely to be asked in a court 
of law are: 
 

 Was there a duty of care? 
 

 Was there a breach of that duty? 
 

 Did harm result directly from the failure to exercise reasonable care? 
 
Should the answer to all three questions be “Yes”, then most probably negligence did occur. 
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Appendix 2: Off-Site Accommodation Checklist 
           
 

 Group leader to ensure all staff are aware of location and room number of all pupil rooms. 
 

 Ensure pupils are aware of location and room numbers of staff rooms. Staff rooms to be clearly 
marked for the pupils. 

 

 Organise a fire drill as soon as possible on arrival. Pupils and staff to walk through fire escape route, 
considering all possible exits. 
 

 Pupils should put shoes, item of warm clothing and room key by door for easy access in the event 
of a fire alarm.  

 

 Assign pupil rooms to staff and ensure pupils aware of which staff member is responsible for their 
room group. Group leader to retain overview. 
 

 Pupils should not visit other pupil rooms. 
 

 Pupils should move from room as a room group when going to designated meeting points. 
 

 Staff to have shoes/master keys/pupil lists ready by the door (for fire grab) 
 

 Check doors for finger guards and warn pupils if finger guards are not present. 
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Appendix 3: Emergency Procedures: Critical Incident 
 
 

See WGSF Critical Incident Plan in the policy folder on staff shared drive. 

 
Critical Incidents Management Team Roles 
 

Incident Manager: Rachel Edwards 

Deputy Incident Manager: Deputy Head 

Parent Liaison Officer: Angela Wimbush 

Administrators: Barbara Milne 

Communications Officer / Media Spokesperson: Marketing Manager 

Pupil Welfare: Teachers involved 

 
School Emergency Contact Information: 

During School Hours (8:15 – 4:30) School: Office: (01924) 374577 
(01924) 231618 

Out of hours  
 

R. Edwards: (07710) 094710 

The named contact should have: 

 Copy of EVOLVE form 

 Copy of all documents on EVOLVE including itinerary, risk assessments etc 

 Emergency Number of the provider (where appropriate) 

 Details of pupils and adults including emergency contact numbers and medical 

information. 

 

The school’s emergency contact should be available 24/7 during residential visits. 

 

GDPR: Visit documentation should be destroyed once the visit has been completed. 

 

School Critical Incident Plan to be followed in case of a critical incident. Further advice 

and guidance can be sought if necessary from WGSF Off-Site Visit Advisors as below; 

 

Ian Kirby (Primary Contact) 
Outdoor Education Specialist, BSc. (Hons) PGCE, OEAP Accredited Member and Trainer for 
EVC and Visit Leader, IOSH Managing Safely, Risk management advice, guidance and 
training related to off-site visits. 
Tel: 07557 122145 

Email: iankirby138@gmail.com 

 

Gary Laird (Secondary Contact) 

Tel: 07919350877 

garylairdtraining@gmail.com     

  

mailto:iankirby138@gmail.com
mailto:garylairdtraining@gmail.com
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Appendix 4: EVOLVE Flowchart 
 

 
 

  

Visit Leader 
Completes 

Visit Proposal 
Form 

HEAD gives Outline 
Approval 

Visit Leader 
Creates Visit 
in EVOLVE 

EVC for 
checking 

HEAD for final 
approval 

Print EVOLVE visit form and 
associated documentation to 

take on trip 

VISIT TAKES PLACE 

Attach Near Miss 
or Accident From 
if relevant. 

Complete  
Visit Evaluation 

in EVOLVE 

Use School Visits 
Proposal Form 

Appendix 5 

Use EVOLVE 
from here on 

Post Trip  
Admin 

Upload RA  
(Use WGSF form v1.9 
located in H&S folder)  

Visit leader should destroy all hard copies of 
documentation post visit in accordance with 
GDPR. 
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Appendix 5: School Visits Proposal Form (Form A) 
 

WGHS Junior School 
  

JUNIOR SCHOOL VISITS 
PROPOSAL FORM  

  
If you wish to organise a visit, please complete this form and submit to the Head in the first 
instance. 
  
Visit to ________________________________ Year Group ______________ 
  
Visit Leader ____________________________________________________ 
  
Date(s) of visit ________________________________________________________ 
  
Number of pupils expected _________________ 
  
Number of staff _____________ including free places for:   _______________ 
  
______________________________________________________________ 
  
Number of parent helpers _________________ 
  
Expenditure 
          £ 

  
Travel (a) 

  

  
Travel (b) 

  

  
Entrance fees 

  

  
Accommodation 

  

  
Other expenses (float, tips etc) 

  

  
TOTAL 

  

 
Income (not required for most trips) 
  
Cost per pupil _______________              Total income _________________ 
  
Any cost from Junior School Funds?  ______________ 
  
Date form completed ____________________                         
  

Circulation:  RE______ AW/ZM______JG_____ 
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Appendix 6: Volunteer Form (Form B) 
 

WAKEFIELD GIRLS’ HIGH SCHOOL 
JUNIOR SCHOOL 

 
 

Information and guidance sheet for Parents / Volunteers accompanying pupils on  
School Educational Visits 

 
 

Name of accompanying adult: 

 
 

Visit Leader: 

 
 

Destination: 

 
 

Date: 

 
 

Time of departure from School: 

 
 

Estimated time of return to School: 

 
 

Adult equipment/clothing requirements: 

 
 

Names of children who will be with you: 
 

 

 

 
 
Thank you for volunteering to accompany pupils on the above visit.  To ensure the safety of the children, 
and the success of the visit, I would be grateful if you could be aware of the following guidelines. 
 
The Visit Leader is ultimately in charge and all questions or suggestions before and during the visit 
should be directed to her. 
 
We expect the children to behave well in order to be safe and for everyone to enjoy the visit. 
 
Please do not let any children who are with you be out of your sight at any time. 
 
Please do not give any child first aid or medicines.  Any child likely to require medication will be in a 
group with her class teacher or with her own parent.  In the event of any accident, please speak 
immediately to the Visit Leader. 
 
Please do not buy something for your group (e.g. ice cream) without discussion with the class teacher 
or Visit Leader. 
 
We apologise that we are not able to offer you any car parking space in the School grounds. 
 
A copy of the programme for the visit will be given to you before you leave School. 
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Appendix 7: STAY SAFE - Run Hide Tell 
 
STAY SAFE : Terrorist firearms and weapons attacks 
https://www.gov.uk/government/publications/recognising-the-terrorist-threat/recognising-the-
terrorist-threat#stay-safe--terrorist-firearms-and-weapons-attacks  
 

Firearms and Weapons attacks are rare in the UK. The ‘STAY SAFE’ principles tell you some simple 

actions to consider at an incident and the information that armed officers may need in the event of an 
attack: 
 
3.1 RUN 

 Escape if you can 
 Consider the safest options 
 Is there a safe route? RUN if not HIDE 
 Can you get there without exposing yourself to greater danger? 
 Insist others leave with you 
 Leave belongings behind 

 
3.2 HIDE 

 If you cannot RUN, HIDE 
 Find cover from gunfire 
 If you can see the attacker, they may be able to see you 
 Cover from view does not mean you are safe, bullets go through glass, brick, wood and metal 
 Find cover from gunfire e.g. substantial brickwork / heavy reinforced walls 
 Be aware of your exits - try not to get trapped 
 Be quiet, silence your phone and turn off vibrate 
 Lock / barricade yourself in and move away from the door 

 
3.3 TELL 
Call 999 - What do the police need to know? If you cannot speak or make a noise listen to the 
instructions given to you by the call taker 

 Location - Where are the suspects? 
 Direction - Where did you last see the suspects? 

 Descriptions – Describe the attacker, numbers, features, clothing, weapons etc. 

 Further information – Casualties, type of injury, building information, entrances, exits, hostages 

etc. 
 Stop other people entering the building if it is safe to do so 

 
ARMED POLICE RESPONSE 

 Follow officers instructions 
 Remain calm 
 Can you move to a safer area? 
 Avoid sudden movements that may be considered a threat 
 Keep your hands in view 

 
OFFICERS MAY 

 Point guns at you 
 Treat you firmly 
 Question you 
 Be unable to distinguish you from the attacker 
 Officers will evacuate you when it is safe to do so 

 
You must STAY SAFE 

 What are your plans if there were an incident? 
 What are the local plans? e.g. personal emergency evacuation plan 

 

https://www.gov.uk/government/publications/recognising-the-terrorist-threat/recognising-the-terrorist-threat#stay-safe--terrorist-firearms-and-weapons-attacks
https://www.gov.uk/government/publications/recognising-the-terrorist-threat/recognising-the-terrorist-threat#stay-safe--terrorist-firearms-and-weapons-attacks
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Appendix 8: WGHS Visit Staff Emergency Action Card 
 
Trip leader to ensure a copy of this action card is taken on trip and available in  
first aid kits. 
 
Emergency Procedure: 
In the event of an incident overwhelming your team’s coping mechanisms, the Trip Leader should take charge 
of an incident until relieved by the emergency services or by a member of the School Senior Leadership Team. 
In the event that the Trip Leader is incapacitated, all members of staff accompanying the trip should have the 
competence to take charge and to initiate an emergency plan.  
Use the following to guide your actions: 
1. REMAIN CALM - Assess the situation. 
2. Safeguard yourself and then any other uninjured members of the group. Make sure all other members of the 

party are: 
 accounted for 
 safe 
 adequately supervised 
 briefed to ensure that they understand what to do to remain safe. 

3. Allocate roles if possible. An effective Emergency response requires several things to happen at once and the 
Trip Leader cannot attend to casualties, ensure that others in the group are moved to a safe place and kept 
safe, call for help from the emergency services, contact the School Senior Leadership Team and keep notes 
of the incident all at the same time. 

4. Call emergency services as appropriate.  
5. If there are injuries, take action to establish their extent and administer appropriate first aid to the best of 

your abilities. Remember the aims of first aid are to: 
a. Preserve life 
b. Prevent the condition worsening 
c. Promote recovery – treat for shock – reassure and keep warm 
 
Essential First aid: 
1. Casualties need to be able to breathe – if they are unconscious this means being put into a safe airway position 
2. You need to try to find and stop any serious external bleeding 
3. You need to protect the casualty from the environment - keep them warm 
4. Monitor their condition, talk to them, reassure them, hold their hand and provide emotional support 
 
Once the immediate situation is contained: 

 Inform the School Emergency Contact or, if unavailable, any other member of the School Senior Leadership 
Team.  They will need the following information: 

o Who you are and what your role is within the group 
o What number can you be called back on? 
o What is the nature of the emergency? 
o How many casualties there are and their status 
o The total number of people in your party 
o Your current location 
o Whether you are staying where you are or moving – if you are moving where to? 
o What time did the accident/incident happen? 

 Liaise with, and take advice from, emergency services if they have attended the scene. 

 Consider the physical needs of the group and casualties in terms of shelter, refreshments, 
transport/repatriation. 

 Consider the emotional needs of the group such as removing them from the scene, providing emotional 
support (they can often do this for each other), giving them useful things to do.  

 Ensure that an appropriate adult accompanies any casualties to hospital, taking with them parental consent 
forms and appropriate medical information for the injured persons. 

 Uninjured group members should be moved to shelter or away from the immediate vicinity of any casualties. 
Ensure that they: 

 are adequately supervised throughout 
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 are returned as early as possible to base 
 receive appropriate support and reassurance. 

 Avoid splitting the group – unless it is the only way to get help – and leave nobody on their own. 

 Control communications - prevent group members from using phones or going online unsupervised or until 
approval is given. Rumours spread very quickly and can cause serious and unnecessary upset. 

 Direct contact with a Parent of a group member, from the scene of the incident should be avoided. This task 
should be carried out from the home base by SLT. 

 Keep a written log of all actions taken, conversations held and a timescale. 

 DO NOT speak to the media. Refer all media interest/enquiries to SLT members you are dealing with in 
School. 

 Inform the Foreign Office Consular Assistance Team if abroad. 

 Continue to monitor, reassess and review. 
 
Emergency Numbers 

Name    Telephone 

WGHS School Office +44 1924 374577 

Head: R Edwards +44 7710 094710 

Emergency Services (if travelling abroad) 112 European emergency 
number 

Foreign Office Consular Assistance +44 20 7008 1500 


