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WENSLEY FOLD CE PRIMARY ACADEMY 
 

EDUCATIONAL TRIPS and VISITS POLICY 
 
MISSION STATEMENT 
 

The school values and recognises that uniqueness of each individual child and acknowledge 
their fundamental right to be educated to their full potential in a safe, secure and caring 
environment.  The school, which has a Christian heritage, will, in partnership with parents 
and the extended community, aim to make each day count for all. 
 
This policy has evolved from the DfE guidelines and Blackburn with Darwen guidance 
notes.   
 
AIMS 
 To engage children in visits to those places which will enhance their learning and 

understanding of the curriculum 
 To provide experience of life and learning beyond the school environment 
 To motivate and interest in an enthusiasm for the world outside and what it has to 

offer 
 To ensure the complete safety of both adults and children partaking in such trips and 

visits 
 
APPROVAL PROCESS 
1. All off-site activities should firstly have the approval of the Headteacher, who should be 

satisfied with the purpose, planning and proposed staffing for the proposed off-site 
activity. 

2. For any visits to Blackburn town centre (museum, cathedral etc) the children will walk  
3. At least 6 weeks before the visit: 

 Ring venue to check availability and confirm the date – enter into school 
diary 

 Ask venue for a Risk Assessment (preferably by e-mail) 
 Complete the ‘Evidence of Planning for School Visit’ form and return to Sue 

Blackwell who will then book a coach 
4. Four weeks before the visit:: 

 A member of the Office team will complete the forms on the ‘Evolve website’ 
5. After the visit an evaluation form must be completed – available from Sue Blackwell. 

 

6. Approval must be obtained from the LEA for off-site activities involving hazardous 
pursuits or in areas of high risk.  This includes hazardous activities such as rock 
climbing, canoeing, dry slope skiing etc.  The Outdoor Education Training and Safety 
Manager (LEA) will provide advice and assistance where necessary in order that 
approval can be given. 

7. Any trips to visit animals should be sympathetic to the conditions in which the animals 
are kept.  Trip leaders should refer to documentation available to school which includes 
publications from: 



 2 

 The captive Animals’ Protections Society 
 Zoological Society - ‘Supporting Conservation Wildlife’ 

    Parents will of course have the right to withdraw their child from any such visits. 
 
PLANNING PROCESS 
1. Before arranging a trip, staff should make sure that the objectives of the trip are clear 

and well thought out. 
 

2. Staff should appraise the suitability of the location and the facilities provided, making a 
pre-visit if necessary. 

 

3. Lunch Arrangements - children who have free school meals are entitled to a packed 
lunch provided by the school canteen.  The school Administration Officer will inform the 
school cook of the numbers of children not requiring school lunch and numbers 
requiring a free packed lunch. 

 

4. All monies from the children must be paid into the school fund account prior to the visit 
if possible. No day visit should exceed £10 and whenever possible phased payment 
should be an option.  Any expenditure during the visit must be paid for by school 
cheque, available from the Headteacher.  Accounts should be prepared at the end of the 
visit. 

 

5. Shortfalls in the contributions made by parents towards the cost of the trip must be 
discussed with the Headteacher before finalising the details. 

 
RISK ASSESSMENT (Appendix 2) 
The risk assessment the trip of visit should identify possible incidents and the procedures/ 
support systems (control measures) in place to enable the incident to be managed 
effectively. 
 

The risk assessment should identify broad categories of possible incident for instance: 
 Medical emergency/illness 
 Accident/injury 
 Vehicle breakdown 
 Staff illness/injury 
 Missing group member(s) 
 Whole group incident 
 Death/serious injury 

Note that the risk assessment should recognise the consequences of an accident effecting 
leaders and staff and in particular how the safety and well being of group members will be 
maintained in such an eventuality. 
THE VISIT 
Items to be taken on a visit: 

 First aid kit (Appendix 3) 
 Inhalers for asthmatics 
 Black bin bags for collection of rubbish 
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 Sick bucket and ‘emergency’ (sick powder0 
 Lists of children on the trip 
 Mobile phone 
 School camera 

 
SUPERVISION 
Each and every activity will require careful consideration of all known factors before the 
level of supervision is determined. 
 

A general guide: 
 

 Key Stage 1 Key Stage 2 
Day Visits 1 adult : 6 children 1 adult : 15/20 children 
Residential Visits 1 adult : 6 children 1 adult : 8/12 children 
 

The visit leader, EVC, Headteacher and Governing Body are expected to make a 
professional judgement regarding the appropriate level and suitability of staffing for a visit. 
 

The visit must not go ahead where any of the above are not satisfied that an appropriate 
level of supervision exists. 
 

Where there is doubt regarding the appropriate level of supervision for a visit, the school 
should consult the LEA for advice. 
 

It is important that all adults involved in supervising youngsters are aware of the need for 
high standards.  They must be fully briefed by the visit leader on the nature of the activity, 
their role and responsibility and all the arrangements. 
 

Adults must be aware of their role, particularly in cases where the leader is not present. 
 

Head counts must be taken frequently and as far as possible all adults should know where 
other supervising adults are and what they are doing.  This is particularly important when 
a large group is split into small groups. 
 
Lessons learned: 

 Say no 
 Plan B 
 Clear roles 
 Active supervision 
 Prepare well - involve pupils 
 Take particular care with water 

 
Lessons that might be learned from recent accidents on educational visits.   
Some trends arising: 

 The need to resist pupil-pleading 
 Ongoing risk assessment and alternatives 
 Everyone knows who is responsible for what 
 Supervision is more than ratios 
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 Regular head counts 
 Prepare as much as possible in advance - make it part of the pupils learning 
 A lot of fatalities involve drowning - that doesn’t mean avoid water - but take 

extra care 
 
EMERGENCY PROCEDURES 
Guidance notes for party leaders 
Immediate action following a serious accident or incident 
 

Serious incidents are fortunately rare - this can however lead to complacency which must 
be guarded against.  Therefore, you will need to ‘think on your feet’.  This could be difficult 
under pressure and the following guidelines will help: 
 
1. BE PREPARED 

 Carry emergency telephone numbers at all times 
 

 Ensure that you are familiar with all of the Borough guidelines for all off-site 
activities 

 

 Brief your group on emergency procedures before they set off, including details 
of communications, so that they know how to deal with these should the party 
get split up 

 

2. CARE OF THE GROUP 
 Ensure safety from further danger 
 

 Contact local emergency services immediately and follow their advice 
 

 Deploy other staff/adults as effectively as possible in continuing to ensure the 
welfare of your group 

 

3. COMMUNICATION 
 Contact the Headteacher/EVC at school (or the Headteacher at home on 01254 

831504) 
 

 If the Headteacher/EVC is not available, contact the Borough Council Emergency 
Number on 01254 585585 or 07970 841192.  You should state that this is an 
Education Department emergency incident and give the operator brief details of the 
incident and the telephone number you can be contacted on, a senior manager, 
usually from the LEA will then get back to you as soon as possible. 

 

 Start a log of the incident reporting all details and those involved, times and action 
taken 

 

 DO NOT talk to the Press (and do not allow Press access to group members), all 
Press enquiries should be referred to the Borough Press Office 

 

 DO NOT admit liability of any sort to anybody 
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 DO NOT allow anyone, apart from medical services, to see any party member 
without an independent witness being present. 

 

 Retain any equipment involved in an unaltered condition 
 

 Be as compassionate as possible with anyone involved 
 

 Remember that no-one, unless they are in an official capacity, has the right to see 
anyone who does not wish to see them 

 

Finally, all situations are different, the Headteacher or a Senior Officer of the Authority will 
make themselves available to offer you advice and support. 
 
AFTER THE VISIT 
 What went well? 
 What would you do differently? 
 

An evaluation checklist should be completed (Appendix 4) 
 
REVIEW 
 

The policy will be reviewed on an annual basis, through, and by, consultation with the 
staff, the Headteacher and the Named Governor. 
 

Any amendments to the policy arising from the review procedures will go to consultation 
with staff and Governors for discussion, approval and ratification. 
 

S. Blackwell 
Trips and Visits Coordinator 

 
April 2004 

Updated May 2017 
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APPENDIX 1 
WENSLEY FOLD CE PRIMARY ACADEMY 

 

EDUCATIONAL VISITS COORDINATOR 
 
 

Functions of the EVC 
 

 Liase with the teacher to ensure that educational visits meet the school’s 
requirements including those of risk assessment 

 Support the head and governors with approval and other decisions 

 Assign competent people to lead or otherwise supervise a visit 

 Assess the competence of leaders and other adults proposed for a visit. This will 
commonly be done with reference to accreditations from an awarding body. It may 
include practical observation or verification of experience 

 Organise the training of leaders and other adults going on a visit. This will 
commonly involve training such as first aid, hazard awareness etc 

 Organise the thorough induction of leaders and other adults taking pupils on a 
specific visit 

 Make sure that Criminal Records Bureau disclosures are in place as necessary 

 Work with the group 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 

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

 Keep records of individual visits including reports of accidents and ‘near’ accidents 
(sometimes known as ‘near misses’ 

 Review systems and, on occasion, monitor practice 
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APPENDIX 2 
WENSLEY FOLD CE PRIMARY ACADEMY 

 

RESPONSIBILITIES of the HEADTEACHER 
 
 
In addition to the tasks at paragraphs 21-23 of HASPEV, it is good practice for 
Headteachers to: 

 Delegate tasks to the EVC, having regard to the duties of the EVC suggested earlier 
in this part of the policy 

 Agree who will approve a visit at school level or submit it to the LEA for approval if 
so required. It makes sense for the EVC to perform this function and for the 
Headteacher to countersign. But the Headteacher may entrust the task wholly to the 
EVC, who will then sign on the Headteacher’s behalf 

 Ensure that arrangements are in place for the governing body to be made aware of 
visits so that questions can be asked as necessary 

 Ensure that arrangements are in place for the educational objectives of a visit and to 
be made known to all relevant parties  

 Be aware of the need to obtain best value. Appropriate consideration must be given 
to cost to parents, choice of venue etc. 

 Ensure that issues identified by exploratory visits have been satisfactorily resolved 
within the risk assessment 

 Ensure that accreditation or verification of providers have been checked 

 Ensure that visits are evaluated to inform other party leaders for future visits 

 Ensure that the EVC keeps the Headteacher informed of the progress of the visit and 
that this information is relayed to governors and parents as necessary 

 Check that the EVC has designated an appropriately competent party leader who 
will meet the LEA’s criteria. Bear in mind that the LEA’s Outdoor Education Adviser 
will normally assess a teacher’s competence in a specific activity. The Headteacher 
should make a judgement on a member of staff’s competence and suitability to lead 
a visit. Discipline on an educational visit may, at times, have to be stricter than in 
the classroom 
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 For less routine visits, the Headteacher will need to ensure that the EVC can obtain 
advice from an appropriate technical adviser as necessary 

 Ensure that there is a contingency plan covering for example the implications of staff 
illness and the need to change routes or activities during the visit. The consent form 
should carry details of Plan B 

 Make time available for the EVC to arrange for the induction and training of staff 
and volunteers and ensure that staff receive the induction and training that they 
need before a visit 

 Allocate sufficient resources to meet identified training needs 

 Ensure that visit evaluation forms are used to identify training needs. Further staff 
training should be made available where a need has been identified 

 Arrange for the recording of accidents and the reporting of death or disabling 
injuries as required. Accident and incident records should be reviewed regularly and 
this information used to inform future visits 

 Help to ensure that serious incidents, accidents and near misses are investigate 

 Ensure that teachers are made aware of and understand LEA guidance on 
emergency planning and procedures. Training and briefing sessions must be provided 
for all staff 

 Ensure that the school has emergency procedures in place in case of a major 
incident on an educational visit. These should be discussed and reviewed by staff. 
Ensure that pupils, parents, party leaders and others are given written details of 
these procedures 

 Ensure that the school contact has the authority to make significant decisions. He or 
she should be contactable and available for the full duration of the visit. He or she 
should be able to respond immediately at the school base to the demands of an 
emergency and should have a back-up person or number 

 Ensure that the EVC briefs the party leader about the emergency procedures as part 
of the risk assessment briefing and the party leader has ready access to them during 
the visit 
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 Ensure that the EVC impresses upon parents the importance of providing their own 
contact numbers, more than one, which will enable the parents to be contacted in 
case of emergency 

 Establish a procedure to ensure that parents are informed quickly about incident 
details through the school contact, rather than through the media or pupils 

 Recognise that support must be provided by the LEA’s public relations unit when 
dealing with media enquiries 

 Check that venues have adequate emergency support procedures, and that these will 
link to school and LEA emergency procedures  

 
 


