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Educational Visits Policy 
 
Introduction 
  
The control and management of Educational visits is important for all schools, particularly in the light 
of recent high profile cases and court rulings which have emphasised schools responsibilities and 
duty of care in this issue. Educational visits play a major role in the education and development of 
all young people. They can contribute significantly to the development of cross curricular skills and 
to personal and social education through the use of problem solving methods and approaches and 
through encouraging responsibility, self-confidence and self-reliance.   
 
Hornsea School and Language College believe all children have an absolute right to be educated in 
a safe and secure environment and to be protected from harm and adhere to the guidance and 
procedures issued by the LA and the new national guidance provided by the national Outdoor Education 
Adviser at all times.  This is to ensure consideration for the health and safety of all those involved 
and to maintain the educational quality of visits and value for money.  This document sets out the 
school's policy in relation to the issue of educational visits. 
  
Principles and definitions 
 
For the purposes of this policy an educational visit is any event which takes place off the school 
premises apart from work experience or college placements. 
 
The aim of this policy is to encourage educational visits by providing staff with a system which will 
give them the confidence to plan and carry out such visits knowing they are following recognised 
best practise and have done all they can to ensure a safe and successful visit. 
  
The LA requires all visits to be planned and supervised in accordance with the new national guidance 
provided by the national Outdoor Education Adviser Panel. 
 
This policy applies to all attending participants, staff members or volunteers. 

The Local Authority also issues its own Code of Practice and Safety Guidance in line with the above 
documentation.  
 
Legal Framework 
 
The legal framework for this guidance is provided by The Health and Safety at Work Act 1974, The 
Management of Health and Safety at Work Regulations 1999 and Reporting of Injuries, Diseases 
and Dangerous Occurrences Regulations 1995 (RIDDOR) and the new national guidance provided by 
the national Outdoor Education Adviser Panel. 

The legislation places overall responsibility for health and safety with the employer. (the employer 
for Hornsea School and Language College being the LEA). Education employers have duties to 
ensure, so far as is reasonably practicable: 

o the health, safety and welfare of teachers and other education staff;  
o the health and safety of students on off-site visits; and  
o the health and safety of volunteers involved in any school activity. 

Employees have responsibilities too, they must: 

o take reasonable care of their own and others’ health and safety;   
o co-operate with their employers;  
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o carry out activities in accordance with training and instructions; and  
o inform the employer of any serious risks. 

Employers must assess the risks of all activities, introduce measures to manage those risks, and tell 
their employees about the measures.  

In practice, employers may delegate specific health and safety tasks to individuals. A Local Authority 
(LA) may delegate specific tasks to schools. But the employer retains the ultimate responsibility 
no matter who carries out the tasks.  The employer should therefore maintain an audit track, 
making clear who is doing what and confirming that these tasks are being carried out. 

The LA, as employer, has the power to ensure that its health and safety policy is carried out in-
schools/centres and on all school/centre activities. Schools may take advice on health and safety 
from other bodies but must heed the policy of the LA.   

Responsibilities for visits 
 
HASPEV section 1 and Standards for LEAs in Overseeing Educational Visits paragraphs 3 – 16 
clearly identify roles and responsibilities for the following groups: 
 

 The LA and Outdoor Education Advisory Service  
 Educational Visits Coordinators 
 Governing Bodies 
 Head teachers 
 Group Leaders 
 Supervisors 
 Students 
 Parents 

 
Delegation 
 
As employer the LA has responsibility for health and safety and, therefore, for approving all 
educational visits. In most cases, responsibility for this will be delegated to Head Teachers and, 
through them, to EVCs. It must be remembered though that those staff carry out this delegated 
responsibility on behalf of the LA.   

For all visits (with the exception of Category 3, 4 and High risk activities / environments) responsibility 
for approval is delegated to the Head Teacher and the LA is clear that it is the responsibility of the 
Head Teacher to carry this out, but they may delegate the function to the EVC. Any cases where the 
EVC or Head Teacher are unsure should be referred to the County Educational Visits Consultant. 
Visit approvals whether carried out in school or by the LA should use the authority’s standard forms. 
Category 3, 4 or High risk activities require approval of the EVC, Head Teacher and the chair of 
Governors. Once the head teacher has approved the visit it is automatically submitted to the LA for 
their approval. 

There is a standard form EV2 for carrying out checks on contractor use, the EVC should undertake 
these checks seeking advice from the County Educational Visits Consultant where necessary.    

Procedures 
 
Staff leading visits are required to have attended the training sessions led by the EVC within school 
relating to the Organisation and Leading of educational visits. These are run at regular intervals 
throughout the year. 
 
Staff wishing to plan and undertake a visit (prospective visit leaders) should apply verbally to the 
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educational visits co-ordinator (EVC), Damian Brocklehurst, for permission to plan the visit.  Once 
granted they should submit the details via the online EVOLVE system to the EVC and receive outline 
permission to undertake the visit. 
 
Educational visits that are based around being a reward for hard work and behaviour as opposed to 
curriculum content should be arranged within the confines of the faculty lesson or outside of school 
hours. 
 
Outline permission will be granted when all the requirements identified have been considered, the 
visit can be accommodated within the school timetable and the ethos of the visit is one with which 
the school wishes to be associated. 
 
Staff must not send out blanket letters across whole year group. The use of a standard letter for 
student expressing interest in a visit should be used. Staff should consult with Vicky Parnaby & Kay 
Sullivan with regards to these visits before consent forms are sent out.  
 
Consideration should be given to students who are in receipt of Pupil Premium. Extra time needs to 
be given to facilitate them bringing in their consent forms. Consultation with Vicky Parnaby may lead 
to assistance with funding for their place. 
 
When the visit involves additional or high risk activities, foreign travel or is a residential visit then 
details of the visit will also be sent to the County Educational Visits Consultant the Head Teacher 
and the EVC for approval that all the procedures have been satisfactorily completed. 
 
Once outline permission and any necessary county approval has been received, the visit leader can 
complete the planning organisation and bookings for the visit.  When all details are complete they 
must be submitted for final approval.  A new requirement is that for visits outside of school hours a 
group list must be uploaded onto the EVOLVE form which contains home and address and 
emergency contact details.  The form must be submitted by a minimum of 10 working days before 
the visit for day visits and six weeks for residential, foreign or hazardous visits. 
 
Regularly repeated visits may receive block annual approval subject to parents being made aware 
of every visit, especially any involving a return time outside the normal school day. 
 
Following each visit the leader will undertake a review.  Any incidents or accidents will be reported 
in accordance with the reporting requirements.  Leaders of visits that have involved considerable 
time or financial resources, such as residential visits, will produce a short report evaluating the travel 
and transport, facilities, quality of any providers and the success and value of the visit and submit 
this to the EVC. 
 
All school staff will be made aware of the requirements of this policy and any changes that are made 
when the policy is reviewed. 
 
Financing Visits 
 
When planning a trip you need to use a costing form, a copy is saved in the educational visits folder 
in Subjects, to assist with the financial costing. 
 
In recent years we had a few trips that over/under spent and we are trying to reduce this 
happening, using this form will also help when the auditors visit the school and review how we cost 
our trips up.   
 
Within the forms you will see that it includes a costing element for use of the school minibus and 
credit card charges as both of these costs are increasing and we can no longer cover these from the 
school budget. 
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Once completed please email to Gillian wicks@hslc.co.uk so that she can set the trip up prior to any 
communication going out to parents. 
 
Local Responsibilities 
 
The Head Teacher is responsible for ensuring visits are approved as necessary, that all visits 
approved can be accommodated within the timetable and that the ethos of each visit is one with 
which the school wishes to be associated. 
 
The Educational Visit Co-ordinator is a staff member who has received relevant training and 
induction and is delegated with the following indicated tasks: - 
 

 take on delegated responsibilities as formally agreed with the Headteacher in writing; 
 
 ensure that Group Leaders are aware of and comply with the School Policy and the Local 

Authority Code of Practice and Guidelines for Educational Visits;  
 
 consult and liaise as necessary with the County Educational Visits Consultant; 
 
 give advice and guidance to Group Leaders; 
 
 support and assist the Headteacher with approvals and other decisions; 
 
 ensure that details of planned educational visits and activities are submitted correctly and 

in good time to the relevant authorities for checking and approval; 
 
 ensure that anyone assuming a leader’s role has competence through appropriate 

experience, training and qualifications; 
 
 work with the Overall Group Leader to ensure that all relevant parties (including 

parents/guardians) are fully informed about the details and planned activities of each visit, 
and that parents/guardians give consent; 

 
 ensure confirmation is obtained from the parent that the young person is healthy and 

capable of taking part, and that permission is given for any emergency medical treatment 
which may be necessary during the course of the visit; 

 
 ensure that staff are aware of, and capable of dealing with, any special needs or medical 

conditions that may require treatment; 
 
 assist with risk assessment and risk management processes; 
 
 ensure that appropriate emergency procedures (including Emergency Home contact) are 

in place; 
 
 identify, coordinate, and organise any training requirements of visit leaders (e.g. first aid, 

risk assessment and management); 
 
 keep the records of all educational visits and of any relevant training courses; 
 
 maintain their Continuous Professional Development to support their role and regularly 

consult the LEA website www.eriding.net for new and revised information; 
 
 disseminate appropriate information to staff; 
 

mailto:wicks@hslc.co.uk
http://www.eriding.net/
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 review and monitor systems, practice and individual visits or activities to facilitate reporting 
as required; 

 
 inform the Local Authority of anything that they should be aware of, take the lead for any 

review of the school’s policy for educational 
 
 

The school’s current EVC is 
 
Note: Any tasks not indicated in the above list remain that of the Head Teacher. 
 
What are the responsibilities of the Overall Group Leader? 
 
The Overall Group Leader must: 
 

• appoint a competent deputy 
• appoint a sufficient number of suitable and competent Assistant Leaders and Adult 

Volunteers to adequately supervise the group; 
• use and follow the Local Authority Guidelines and school policy in planning and preparing 

for a visit; 
• ensure that sufficient time is available and given to organise the visit properly; 
• follow the special guidance for exchange visits and overseas expeditions; 
• carry out all the necessary planning and preparation before the visit, including an inspection 

visit (where feasible and appropriate) and full risk assessments;  
• carry out appropriate checks on any external service providers to ensure that the services 

they provide are safe and suitable; 
• have enough information on the group members to assess their suitability, or be satisfied 

that their suitability has been assessed and confirmed; 
• consideration to be given to school trips being accessible to all pupils with protected 

characteristics, ensuring that any necessary adjustments are explored and accommodated 
wherever possible; 

• ensure all activities are suited to the age, aptitude and experience of the young people; 
• ensure the mode of travel is safe and appropriate, and procedures comply with Local 

Authority Guidelines; 
• ensure that appropriate emergency home contacts (24 hr/7 day) are appointed to handle 

enquiries and co-ordinate emergency procedures; 
• ensure that matters of insurance and finance are adequately covered; 
• maintain appropriate levels of supervision and supervision styles; 
• ensure that adventure activities are led and instructed by appropriately qualified and 

experienced staff, and where applicable, with the correct AALA licence; 
• check that any specialist equipment used is suitable for the activity undertaken, well 

maintained and in good working order, and that any defects or losses are reported and 
corrected;  

• be aware of child protection issues, and ensure that adequate protection procedures are in 
place; 

• brief all accompanying staff and volunteers fully regarding all aspects of the visit, including 
their roles and responsibilities, emergency procedures, and agree details of the risk 
assessment. 

• ensure all tasks have been assigned, and provide any additional training necessary to 
accompanying staff and volunteers; 

• provide full written information to parents or carers, and obtain their fully informed consent; 
• prepare and brief young people and their parents fully regarding all aspects of the visit; 
• ensure all Leaders are aware of any special needs or medical issues, and appropriate 

action needed; 

Damian Brocklehurst 01964 530262 
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• manage the overall organisation during the visit, including staff leadership, supervision of 
young people, and have due regard for the health/safety/welfare of everyone at all times; 

• be able to facilitate continuous and on-going risk assessment for the duration of the visit or 
activity, and be prepared to stop the visit or activity if appropriate; 

• be able to initiate an alternative “Plan B”, or cease all activity and return to school or base; 
• be conversant with, and ensure good practice in planned activities, including those activities 

that are not directly led or delivered by the Group Leaders; 
• ensure that there is adequate first aid provision, in terms of equipment and trained 

personnel; 
• provide the Headteacher and EVC with all relevant information and documentation, and 

obtain the necessary approvals;  
• obtain additional expert advice and guidance where required; 
• carry all relevant documentation including emergency procedures; 
• ensure that relevant Group Leaders and the Emergency Home Contact have the names of 

all group members, and the contact details of parents’ and staffs’ next of kin; 
• ensure there is a contingency plan for any delays including a later return home; 
• have an effective and tested communication system between Group Leaders, and with the 

Emergency Home Contact, in the event of an emergency or delay; 
• ensure that adequate provision is made for young people who finish an activity outside 

normal establishment hours and have to travel home late, especially after dark; 
• report, in accordance with the procedures outlined in the Accident and Injury Reporting 

Procedure, all significant accidents, incidents or near misses. All records of 
accidents/incidents to young people should normally be kept until the person that was 
injured is aged 21. It is sensible therefore to state on each record the age and date of birth 
of the person concerned, and store records according to the date when they can be 
destroyed.  All accidents to employees must also be recorded and be kept for a minimum 
of five years (this allows for 3 year legal requirement and some lee-way); 

• carry out a review of visits with the Headteacher or EVC, report significant findings to all 
those responsible, and adapt future practice as a consequence; 

• advise the Headteacher/EVC/Local Authority of any significant material change to an 
educational visit that has already been approved. 

 
Emergency Procedures 
 
Visit leader and 24hr emergency home contacts must be appropriately prepared and experienced to 
deal with serious incidents and emergencies that might occur suddenly during any educational visit. 
They must have the capacity to initiate the coordination of resources to implement the critical incident 
plan. 
 
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, the school and the LA in the event of 
an emergency. 
 
In the event of a delay (of more than 1 hour), or 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 Teacher or designated deputy so that they can decide: - 
 

• If the incident is of a less serious nature then the next of kin or parents of those 
affected will be informed about what has happened (e.g. that the party will be 
returning late or that an incident has befallen a party member) and the action that has 
been taken so far.  In appropriate circumstances the visit leader will be designated to 
undertake this task. 

 
• However, if the incident is very serious (e.g. involves a disabling or life threatening 
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accident, or a fatality) then the Head Teacher, deputy or the home contact will inform 
the designated senior officer of the Education Service (Director or Deputy Director) 
and the school will instigate its critical incident plan.  Officers of the authority will be 
allocated to support the school with the immediate incident and any necessary follow 
up or inquiry. 

 
In the event of a party being overdue and without contact by more than 1 hour, the school, or the 
home contact, must investigate the reason and may, where appropriate, need to involve the police. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


