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Introduction 

Educational visits are activities arranged by or on behalf of the school, and which take place outside the 
school grounds. The governors and teaching staff believe that off-site activities can supplement and enrich 
the curriculum of the school by providing experiences which would otherwise be impossible. All off-site 
activities must serve an educational purpose, enhancing and enriching our children’s learning experiences. 
  
In this policy we seek to establish a clear and coherent structure for the planning and evaluation of our off-
site visits, and to ensure that any risks are managed and kept to a minimum, for the safety and health of all 
pupils at all times. Within these limits we seek to make our visits available to all pupils, and wherever 
possible to make them accessible to those with disabilities. The visits usually take place within the school 
day, but on occasions, take place after school.  
 
Rationale  
  
Children’s learning is greatly enriched and enhanced by visits outside of school.  Visits to museums, galleries, 
sporting events and residential visits provide children with experiences that cannot be achieved within the 
school grounds and which contribute to raising achievement and enjoyment in school. Educational Visits 
have a clear aim and targeted outcomes.  They also need to be well planned and maintain a high focus on 
health and safety.  Whilst we do not wish to reduce the positive impact of activities on pupils by attempting 
to eliminate all element of risk, we will manage and assess risk carefully, reducing it to an acceptable level.  
 
Aims 
  
The aims of our off-site visits are to: 
 

 enhance curricular and recreational opportunities for our pupils; 

 provide a wider range of experiences for our pupils than could be provided on the school site alone 

 promote the independence of our children as learners, and enable them to grow and develop in 
new learning environments. 

  
Curriculum links 
  
For each subject in the curriculum there is a corresponding programme of activities (which includes visits 
to the school by specialists). All these activities are in line with guidance published by the LA: 
  

 English – theatre visits, visits by authors, poets and theatre groups; 
 Science – use of the school grounds, visits to botanical gardens; 
 Mathematics – use of shape and number trails in the local environment; 
 History – castle visits, study of local housing patterns, local museums; 
 Geography – use of the locality for fieldwork, village trails; 
 Art and design – art gallery visits, use of the locality; 
 PE – a range of sporting fixtures, extra-curricular activities, visits by specialist coaches; 
 Music – a variety of specialist music teaching, extra-curricular activities, local schools‘ orchestra   

concerts for parents to hear; 
 Design and technology – visits to local factories or design centres; 
 ICT – its use in local shops/libraries/secondary schools etc; 



 RE – visits to local centres of worship, visits by local clergy. 
 PSHE and citizenship – visit to the fire station or an old people's residential home, visits by local police 

officers and health workers. 

 
Risk Assessment Co-ordinator  
  
The education Visit Co-ordinator (EVC) is currently Mrs. Cooke, who is responsible for monitoring all visits. 
The EVC can offer advice and support on completing Risk Assessments and the Forms required for a visit.    
 
All visits  
  
Children must be reminded of our expectations of the very highest standards of behaviour towards their 
hosts and those accompanying them on the trip – children and adults.  
  
Local Visits  
  
When children start at Forsbrook CE Primary School, parents and carers receive a pack which includes a 
form for local visits. These visits involve trips in the locality where children walk and no transport cost is 
required. You will sign a consent within this pack whereby you give your consent for your child to be taken 
into the locality. This consent will cover all local visits throughout your child’s school life at Forsbrook CE 
Primary School.  Teachers are responsible for ensuring that legal and appropriate adult/pupil ratios are 
maintained on these trips.  These ratios will vary depending upon the location of the visit and the age of the 
children. A Risk Assessment must be completed prior to these activities.  
  
Arranging a Visit  
  

 Teachers should aim to arrange educational visits well in advance.  These must be approved by the 
Headteacher.   

 A pre-visit must be carried out by the lead member of staff in order to assess risk and help organise 
the visit.  

 An Evolve Form must be completed for all visits.  These forms are approved and any comments 
made through Staffordshire County Council. 

 A pre-visit must be carried out to any new residential centres by the lead member of staff in order 
to assess risk and help organise the visit.  

 In consultation with the member of staff, letters will be sent out to parents and carers outlining the 
activities and educational value of the visit.  

 The lead teacher must take a copy of the parent/carer consent form containing medical information 
on the visit, and leave the original in school.  Children will not be taken on a visit without the consent 
form. 

 All members of staff taking part in the visit must have clear roles and responsibilities.  

 The lead teacher or EVC must make all members of staff and volunteers aware of emergency 
procedures.  

 The Headteacher or EVC must ensure there is appropriate insurance cover.  

 Volunteers and Students accompanying the visit should have completed a DBS (Disclosure and 
Barring Service) on line application.  Volunteers without these may in some circumstances 
accompany the trip, but cannot lead a group of children.  



 Volunteers and students should be briefed about the visit, expectations of behaviour and learning 
before the trip takes place.  

  
Carrying Out a Visit  
  

 At least ONE member of staff accompanying the visit must be First Aid trained  

 First Aid equipment must be taken on the visit  

 Medication for pupils with medical needs must be taken and teachers should liaise with parents or 
carers to ensure that the care provided in school is maintained for the duration of the trip.  

 
Residential Visits  
  

 The LA must approve all residential visits in advance via the Evolve website.   

 A pre-visit must be carried out to any new residential centres by the lead member of staff in order 
to assess risk and help organise the visit.  

 All adults accompanying children on a residential visit must all be subject to enhanced DBS check. 

 We do not take parents and carers on residential visits unless there are exceptional circumstances. 
 
Residential Activities 

 
Children from Year 2 upwards are given the opportunity to take part in a residential visit. The residential 
visit enables children to take part in outdoor and adventure activities as part of their PE work, as well as 
having links with other areas of the curriculum. We undertake this visit only with the written agreement of 
the LA. We provide qualified instructors for all specialist activities that we undertake. 
 
Principles for Intimate Care on Trips / Residentials 

The following are the fundamental principles of intimate care upon which our policy guidelines are based. 
Every child has the right to: -  

 be safe;  

 personal privacy;  

 be valued as an individual;  

 be treated with dignity and respect;  

 be involved and consulted in their own intimate care to the best of their abilities;  

 express their views on their own intimate care and to have such views taken into account;  

 have levels of intimate care that are appropriate and consistent 

All children have the right to be safe and to be treated with dignity and respect. These guidelines are 
designed to safeguard children and staff. They apply to every member of staff involved with the intimate 
care of children.  

Young children and children with special educational needs can be especially vulnerable. Staff involved with 
their intimate care need to be particularly sensitive to their individual needs.  

 



1. Involve the child in the intimate care  

Try to encourage a child’s independence as far as possible in his or her intimate care. Where a 
situation renders a child fully dependent, talk about what is going to be done and, where possible, 
give choices.  

Check your practice by asking the child or parent about any preferences while carrying out the 
intimate care.  

2. Treat every child with dignity and respect and ensure privacy appropriate to the child’s age and 
situation.  

Care should not be carried out by a member of staff working alone with a child.  

3. Make sure practice in intimate care is consistent.  

As a child may have multiple carers a consistent approach to care is essential. Effective 
communication between all parties ensures that practice is consistent.  

4. Be aware of your own limitations  

Only carry out activities you understand and feel competent with. If in doubt, ask. Some procedures 
must only be carried out by members of staff who have been formally trained and assessed.  

5. Promote positive self-esteem and body image.  

Confident, self-assured children who feel their bodies belong to them are less vulnerable to sexual 
abuse. The approach you take to intimate care can convey lots of messages to a child about their 
body worth. Your attitude to a child’s intimate care is important. Keeping in mind the child’s age, 
routine care can be both efficient and relaxed.  

6. If you have any concerns you must report them.  

If a child is accidentally hurt during intimate care or misunderstands or misinterprets something, 
reassure the child, ensure their safety and report the incident immediately. Report and record any 
unusual emotional or behavioural response by the child. A written record of concerns must be made 
available to parents and kept in the child’s personal file.  

Following a Visit  
  

 The Headteacher or EVC should be informed of any issues that caused concern on the trip (pupil 
behaviour, poor quality of trip etc.)  These may need to be followed up with the establishment.  

 The Headteacher of EVC should be informed of the success of the trip.  A particularly good visit can 
be followed up with the establishment and a note can be made to use that venue again.  

 Poor behaviour outside of school is taken very seriously and will not be tolerated.  Poor behaviour 
on a school trip affects the reputation of all the children attending Forsbrook CE Primary School. The 
school reserves the right to refuse to take children on a trip if their behaviour has been poor during 
previous visits, or if their behaviour is likely to bring the reputation of the school into disrepute.  



  
How visits may be authorised 
  
The EVC will appoint a party leader to be responsible for running the activity. This will normally be a teacher 
employed at the school. 
  
The school’s educational visits coordinator, who may be the headteacher, will be involved in the planning 
and management of off-site visits. S/he will: 
  

 ensure that risk assessments are completed; 
 support the headteacher and governing body in their decisions on approval; 
 assign competent staff to lead and help with trips; 
 organise related staff training; 
 verify that all accompanying adults, including private car drivers, have had satisfactory police checks; 
 make sure that all necessary permissions and medical forms are obtained; 
 keep records of visits, and ensure there are regular generic assessments of the risks (for example 

road-crossing) where there are frequent visits to local venues (for example a swimming facility). 

Staff arranging or otherwise involved in off-site activities must familiarise themselves with the regulations, 
advice and procedures published by the LA (and available from the school office). All off-site activities must 
take place in accordance with the LA’s instructions. 
  
Where staff are proposing to arrange an off-site activity, they must seek and obtain the approval of the EVC 
before any commitment is made on behalf of the school. A comprehensive visit plan should be provided by 
the member of staff to allow for an informed decision to be made. The EV pack is available from the staff 
handbook, school office, or EVC.  
  
Where the activity involves a period of more than 24 hours, an overnight stay, or a journey by sea or air, 
the Headteacher will notify the governing body and the Local Education Authority. 
  
It is our policy that all children should be able to participate in educational visits. Where a child with a 
disability is eligible for a trip, we will make every effort to ensure that s/he is included. We may seek 
guidance from parents to help us adapt our programme, and we will make any reasonable adjustments to 
our itinerary to include a child with disabilities. Any such adjustments will be included in the risk assessment. 
 
Staff using cars to transport children  
  
Under no circumstances will the school ask parents to transport other children to and from sporting events. 
They may be asked to transport their own child in certain circumstances and the school will ask for written 
consent where private arrangements have been made between parents.  
 
Communication with parents 
  
The parents of children taking part in an off-site activity should be provided with all appropriate information 
about the intended visit. Parents must give their permission in writing before a child can be involved in any 
off-site activities. 
  



Funding for off-site activities is provided mainly by voluntary parental contributions. This must be made 
clear to parents in all correspondence about an educational visit at the planning stage. 
  
No child may be excluded from an activity because of the unwillingness or inability of the parent to make a 
contribution. Parents are encouraged to seek support from the Headteacher if and when these 
circumstances rise.   
  
The timetable for the payment of contributions should allow for the Headteacher to make a decision about 
the financial viability of the activity in reasonable time. 
  
Further health and safety considerations 
  
All adults accompanying a party must be made aware, by the party leader, of the emergency procedures 
which will apply. Each adult should be provided with an emergency telephone number. This will normally 
be the school number, but where an activity extends beyond the normal school day the home telephone 
number of a designated emergency contact should be provided. Before a party leaves school, the school 
office should be provided with a list of everyone, children and adults, travelling with the party, together 
with a programme and timetable for the activity. 
  
The safety of the party, and especially the children, is of paramount importance. During the activity the 
party leader must take whatever steps are necessary to ensure that safety. This involves taking note of any 
information provided by medical questionnaire returns, and ensuring that children are both safe and well 
looked after at all times. 
 
Group Leaders’ planning 
  
Group Leaders must read thoroughly the appropriate guidance for off-site activities and familiarise 
themselves with the contents of this policy.  
 
Visit plan 
  
The visit plan for intended educational visits must include the following: 
  

 risk assessment; 
 report on preliminary visit; 
 applications for approval of visit; 
 general information; 
 names, ages, contact details, permission forms, medical records and other relevant details of all those 

going on the visit; 
 travel schedule; 
 accommodation plan (if applicable); 
 full plan of activities; 
 fire precautions and evacuation procedures; 
 intended arrangements for supervision; 
 insurance arrangements for all members of the group; 
 emergency contacts and procedures; 
 general communications information; 



 guidance for party leaders; 
 guidance for the emergency contact and headteacher; 
 medical questionnaire returns; 
 first-aid boxes. 

Monitoring and review 
  
Visit leaders are encouraged to review visits, taking into account the successful and less successful parts of 
the visit, and considering ways in which the visit could have been improved. Informal conversations might 
take place between the visit leader(s) and the EVC or Headteacher regarding the outcome of the visit. 
 
Equal Opportunities  
  
Adult to pupil ratios are a minimum guide only.  If a child has significant additional needs then appropriate 
1:1 support will be provided, even if 1:1 support is not received in school.  The teacher leading the class 
should ensure that children with additional needs are in close proximity to her/him throughout the visit. 
The school aims to include all pupils on school trips and will provide additional support for children with 
physical, learning or behavioural needs. However, if a child’s behaviour in school indicates a significant risk 
to the safety of themselves or the people (adults and children) with them, or the reputation of the school, 
they may not be allowed to participate and will remain in school.  
 
We do not discriminate against families due to inability to pay voluntary contributions for trips. In these 
circumstances, where possible the school will fund any additional payments. Where there is insufficient 
funding to subsidise the school trip, it may be mean that a trip cannot go ahead as planned.  
  
Children’s ethnicity and religion may need to be taken into account on rare occasions. While this may not 
mean a trip does not go ahead, it will be considered when planning events.    
  
 
 
Covid update - January 2021 
 
Information regarding current restrictions on educational visits can be found on the following websites. 
 
Entrust provide regular updates and summaries of these documents which are read prior to an education 
visit being planned. 
 
https://www.gov.uk/guidance/education-and-childcare-settings-new-national-restrictions-from-5-
november-2020#ooss 
Coronavirus: travel guidance for educational settings - GOV.UK (www.gov.uk) 
 
 

https://www.gov.uk/guidance/education-and-childcare-settings-new-national-restrictions-from-5-november-2020#ooss
https://www.gov.uk/guidance/education-and-childcare-settings-new-national-restrictions-from-5-november-2020#ooss
http://Coronavirus:%20travel%20guidance%20for%20educational%20settings%20-%20GOV.UK%20(www.gov.uk)

