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1. Aims and scope 
Educational visits are activities arranged by, or on behalf of, Priory CE VA School, which require pupils to 
leave the school premises, having been authorised to do so by the headteacher or other designated 
member of staff. 
 
Any visit that leaves the school grounds is covered by this policy, whether as part of the curriculum, 
during school time, or outside the normal school day.  It includes off-site sporting activities, trips and 
residentials. 
 
Educational visits are encouraged at Priory School.  They are a valuable way to extend the learning of all 
pupils, enriching their understanding of themselves, others and the world around them.  Educational visits 
form an integral part of our approach to furthering pupils’ education and personal growth. 
 
2. Guidance  
In addition to this Educational Visits Policy, The Priory CE VA School: 

1. Adopts the Local Authority’s (LA) document: ‘Guidance for Educational Visits and Related 
Activities with National Guidance & EVOLVE’ 

2. Adopts national guidance www.oeapng.info. 
3. Uses EVOLVE, the web-based planning, notification, approval, monitoring and communication 

system for off-site activities. 
4. Regularly updates its educational visits guidelines to support staff in their planning and 

preparation.  
5. Follows the Department of Education guidance: 

https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-
and-safety-on-educational-visits 

  
3. Roles and Responsibilities 
All staff are required to plan and execute visits in line with school policy (i.e. this document), Local 
Authority procedures and national guidelines. Staff are particularly directed to be familiar with the roles 
and responsibilities outlined within the guidance.  
 
3.1 Summary of responsibilities 

Visit leaders are responsible for the planning of their visits, and for entering these on EVOLVE (where 
required). They should obtain outline permission for a visit from the Head Teacher or EVC prior to planning, 
and certainly before making any commitments. Visit leaders have responsibility for ensuring that their visits 
will comply with all relevant guidance and requirements. 

https://drive.google.com/file/d/1f52ZYzWmgCoQDA7vgOItLcPZegD82KiC/view?usp=sharing
https://drive.google.com/file/d/1f52ZYzWmgCoQDA7vgOItLcPZegD82KiC/view?usp=sharing
http://www.oeapng.info/


The Educational Visits Coordinator (EVC) will support and challenge colleagues over visits and learning 
outside the classroom (LOtC) activities. The EVC is the first point of contact for advice on visit related 
matters, and will check final visit plans on EVOLVE. The EVC sets up and manages the staff accounts on 
EVOLVE, and uploads generic school documents, etc. 

The Head Teacher has responsibility for authorising all visits, and for submitting all overseas, residential or 
adventurous activity visits to the LA for approval, via EVOLVE.  Due to the size of Priory School, the Head 
Teacher may also act as the EVC. 

The Governing Body’s role is that of a ‘critical friend’. Individual governors may request ‘read-only’ access 
to EVOLVE. 

The Local Authority is responsible for the final approval (via EVOLVE) of all visits that are either overseas, 
residential, and/or involve an adventurous activity. 

3.2 Staff Competence 
 
We recognise that staff competence is the single most important factor in the safe management of visits, 
and so we support staff in developing their competence in the following ways: 

● An apprenticeship system, where staff new to visits assist and work alongside experienced visit 
leaders before taking on a leadership role. 

● Supervision by senior staff on some educational visits. 
● Support for staff to attend training courses relevant to their role, where necessary. 
● EVC training for the lead staff member signing off visits 

 
In deciding whether a member of staff is competent to be a visit leader, the Head Teacher will take into 
account the following factors: 

● Relevant experience. 
● Previous relevant training. 
● The prospective leader’s ability to make dynamic risk management judgements, and take charge in 

the event of an emergency. 
● Knowledge of the pupils, the venue, and the activities to be undertaken. 

 
4. Types of visit and approval procedures 
 

 The Priory School recognises four types of visit: 
1. Routine local visits in the ‘extended learning locality’.  Local visits are defined as within walking distance 

of the school. 
 

2. Day visits within the UK that do not involve an adventurous activity. 
 

3. Off-site sporting competitions and activities.  
 

4. Visits that are either overseas, residential, and/or involve an adventurous activity.  An adventurous activity 
at the Priory School is defined as an activity which is exciting and challenging and which involves 
significant inherent risk of harm, without which the activity would lose much of its value, or which takes 
place in a remote or hazardous location e.g. water sports, climbing, mountain trekking, 30 minutes from 
a road without a phone signal. 

 
The approval process is as follows for each type of visit: 

1. Routine local visits are discussed with the EVC/Headteacher.  Parents are informed via Google 
Classroom at least 48 hours in advance where possible, although local area consent has been 



granted by all parents upon entry to the school.  Generic risk assessments are in place for regularly 
visited locations e.g. church, park, Druitt Gardens, 2 Riversmeet.  More detailed risk assessments are 
required depending on the activity, group and risk e.g. surveys in the town centre 
 

2. Day visits within the UK that do not involve an adventurous activity.  Staff must follow the 
Educational Visit Guidelines when planning and preparing for these visits. These visits and 
accompanying documentation are entered on EVOLVE, and must be submitted to the EVC/HT for 
checking and approval at least 5 days in advance.  

 
3. Off-site sporting competitions and activities.  Letters of consent are required for each sporting 

event, which aim to be sent at least 5 school days before a competition.  The trip leader is responsible 
for following national guidance and ensuring first aid is taken, which they are competent to use.  
Generic risk assessments are provided by the sports leader.  Sports events are not put on to EVOLVE. 
 

4. Visits that are overseas, residential, and/or involve an adventurous activity are entered on 
EVOLVE, and then submitted by the Head to the LA for approval.  

 
5. Risk assessment 

Please refer to the BCPs educational visit guidelines for information on completing risk assessments.  The 
school uses the acronym STAGED to help visit leaders think through the risks. 

● setting 
● transport 
● activity 
● group 
● environment 
● distance 

The risk assessment will include any specific medical issues and allergies (for staff and pupils). Where 
practical, staff may make a preliminary visit to the trip destination as part of the planning and risk 
assessment process, but this is not mandatory. 

5.1 Staff ratios and first aid 

Risk assessments for each visit will ascertain the safe level of supervision required. On all educational visits, 
we will make sure: 

● At least 1 supervising adult able to administer first aid is present on all trips (paediatric first aider 
for EYFS) 

● Appropriate first aid equipment will be taken on all trips 

5.2 Use of external organisations 

As part of the risk assessment process, we will check that any external organisations providing an activity 
have appropriate safety standards and liability insurance. 

This includes checking that organisations hold the Learning Outside the Classroom (LOtC) Quality Badge. 
Where an organisation does not, we will check additional details to make sure it’s an appropriate 
organisation to use.   

5.3 Use of volunteers 



Where appropriate, parents and carers may be asked to volunteer to attend and supervise pupils alongside 
staff members on trips. Where more parents/carers volunteer than required on the visit, those invited to 
attend will be selected as fairly and transparently as possible. 

 Volunteers will receive a full induction from the visit leader on the day of the visit, prior to departure, 
including on their responsibilities, expected behaviour, the process for raising concerns, emergency 
procedures and contact details, and the expected timetable of the trip. 

Where practical and as required by the nature of visits (i.e. when volunteers may be left with children 
without staff members present), volunteers may be asked or required to undergo safeguarding checks, 
including DBS checks. 

At no point will volunteers on whom no safeguarding checks have been carried out be left alone with 
pupils or given sole responsibility for the care of a pupil. 

6. Emergency procedures 
A critical incident is any incident where events go beyond the normal coping mechanisms and experience 
of the visit leadership team. 
  
The school has an emergency off-site plan in place to deal with a critical incident during a visit. The visit 
leader is responsible for ensuring that all staff are familiar with this plan and a copy is accessible. 
  
When an incident overwhelms the establishment’s emergency response capability, or where it involves 
serious injury or fatality, or where it is likely to attract media attention then assistance will be sought from 
the local authority.  
 
7. Parental Consent 
Priory school obtains blanket consent at the start of the child first attending school for activities that fall 
within the local area.  
  
Specific (one-off) parental consent must be obtained for all other visits. For these visits, sufficient 
information must be made available to parents so that consent is given on a ‘fully informed’ basis.  
 
8. Transport and pupils 
Pupils using transport on a visit should be made aware of basic safety rules including the need to: 
 
• not rush towards the transport when it arrives; 
• wear a seatbelt and stay seated while travelling on transport; 
• make sure bags do not block aisles on the transport 
• never throw things out of the transport vehicle’s windows; 
• never run about while transport is moving or pass someone on steps or stairs; 
• never distract or disturb the driver; 
• stay clear of automatic doors / manual doors after boarding or leaving the transport; 
Staff should only transport pupils in their personal car with another adult in attendance, with appropriate 
car insurance cover and adhering to the necessary car seat rules.  If, following a discussion with the 
Headteacher, there is no alternative to transporting children on their own, without another adult in the car, 
then pupils should sit in the back seats.   
 
A pupil should never be on their own with a member of staff in a personal car or minibus, unless in 
exceptional circumstances and with full parental and headteacher consent. 
 

https://docs.google.com/document/d/15z4X5tNkZeGlNjCHl0eX3RE81Ja8kFY9/edit?usp=sharing&ouid=111233732358636003468&rtpof=true&sd=true


9. Pupils with special educational and medical needs 
The Headteacher will not exclude pupils with special educational or medical needs from school visits. 
Instead, every effort will be made to accommodate them whilst maintaining the safety of everyone on the 
visit. Special attention will be given to appropriate supervision ratios and additional safety measures will 
be addressed at the planning stage.  The school complies with the Equality Act 2010. 
 
On some occasions, for safety reasons, parents may be required to attend a trip in order for a child to 
participate. 
 
10. Charging and insurance 
We will follow our school’s charging and remissions policy at all times.  
 
Parents/carers won’t be asked to pay for any educational visit that takes place during school hours. They 
also won’t be asked to pay for any educational visit that takes place outside of school hours if it is part of 
the National Curriculum, a syllabus for a prescribed public examination, or religious education. 
 
Where necessary, the school will ask for a voluntary contribution to the costs of educational visits, but this 
will be entirely optional (except for residential visits) and will not affect pupils’ ability to take part fully in 
the trip. If insufficient monies are received, the trip may be cancelled. 
 
We will make sure adequate insurance is in place for all trips, including, but not limited to: cancellation 
insurance for contracts with external providers, travel insurance, accident and medical cover, and loss of 
luggage and other personal items through RPA insurance.  
 
 
 

  

 


