Educational Visits
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1
1.1

Introduction
This policy applies to all academies which are part of the Focus-Trust. The policy is
intended to help academy leaders and their staff to plan an off-site visit.

1.2

It is not permissible for any visit to proceed unless:
- the correct procedure has been followed as outlined in this policy;
- the correct risk assessments are in place and have been shared by those leading the
visit;
- the details of the visit have been logged on the Evolve system;
- the Principal has given express permission for the visit to take place; and
- the leader takes the appropriate paperwork and record with them on the visit.

1.3

The Focus-Trust recognises the significant value of off-site learning. Educational visits offer
fantastic opportunities for both pupils and staff and they are most successful when they
have been well planned. The benefits are:
- Enjoyment
- Providing experiences which enrich learning and stimulate future learning & progress
- Raise achievement by boosting self-esteem and motivation
- Develop key skills
- Develop social education and citizenship
- Promote health and fitness

2
2.1

Document storage and retention
All visit information should be kept for a minimum of six years however, if there have been
any problems on a visit (like an accident) this should be kept forever, plus the visit leader
must fill in the academy accident book on the return as a health and safety
requirement.

2.2

All academies within the Focus-Trust use the Evolve online system for the storage,
retention and authorisation of educational visits. No visit should go ahead unless it is
authorised via this system. The system is in place to safeguard all parties and ensures
that the correct procedure is followed.

3
3.1

Roles
There are distinct roles which need to be clear throughout the process of arranging and
participating in an educational visit.

3.2

Focus-Trust (exercised on behalf of Chief Executive or his/her representative)
- Final approval of all residential visits, visits involving outdoor and adventurous
activities, visits involving water associated risk and/or visits outside the UK.
- Spot check compliance with the policy and use of Evolve system.

3.3

Principal
- Authorisation of all educational visits which take place including those which are
residential and/or involving outdoor and adventurous activity. No visit may proceed
without the authorisation of the Principal.
- Decide whether the academy will have a named member of staff acting as the EVC.
In the absence of an EVC the Principal takes this role by default.
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3.4
3.5

4
4.1

Educational visits co-ordinator (EVC)
- Advise staff on the process of arranging educational visits.
- Authorise visits prior to Principal authorisation (if in place within the academy).
Visit leader
- Complete the visit planning and risk assessment process.
- Log all details and risk assessments logged on the Evolve system.
- Ensure that the visit complies with the requirements of this policy.
- Only proceed with the visits following authorisation from the Principal.
- Ensure that all adults assisting with the visit are briefed and provided with relevant
safety and safeguarding information.
- Has overall responsibility for the visit.
- Review the visit to advise the Principal of learning points for future visits.
Categories of visit
There are two categories of visit:
Category
Category
A

Category
B

Description
- Planned day visits

-

Visits in the locality

-

Overnight stays.
Outside UK.
Involving outdoor and
adventurous activities.
Involving water
associated risk.

-

Authorisation
Authorised by the
Principal

Authorised by the
Principal
Authorised by the
Principal.
Final authorisation
from Chief Executive
of Focus-Trust (or
his/her
representative).

Notice period
Authorisation must
be granted at least
15 school days
before the date of
the visit
Deemed by the
Principal
Authorisation must
be granted at least
30 school days
before the date of
the visit

5
5.1

The process
Before any visit can go ahead the first step is to obtain a preliminary permission from the
Principal.

5.2

Make arrangements for the visit, including travel. Calculate costs to check that the visit is
viable.

5.3

Undertake risk assessments.

5.4

For residential and/or those involving visits to a pre-planned activity centre, use EV2 as a
means of seeking verification that the centre has all the necessary controls and checks
in place.

5.5

For residential visits us EV3 as a checklist. This should be logged on Evolve. This proforma
may also be useful for staff who are inexperienced in planning day visits.

5.6

Log details on Evolve system and receive authorisation.

5.7

Draft letter to parents/carers (this can use template EV1). The letter should be checked
by the Principal before being distributed to parents/carers. Decide whether a separate
permission slip is required or whether the visit is within the scope of the standard slip which
should be in place for every pupil in the academy.
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5.8

Notify the academy kitchen if there will be an impact on meals. Any pupil that is entitled
to free school meals should have a packed lunch made for the day of the visit.

5.9

Use EV4 (adapted to meet the needs of the pupils) to ensure that pupils have a clear
understanding of expectations.

5.10

Complete EV5 and ensure that a copy is taken by the group leader, a copy left with the
Principal and a copy logged on Evolve.

6
6.1

Risk assessment
A risk assessment is a dynamic living process - not a piece of paper filed away
somewhere. It should go with you on the trip. The risk assessment is a careful examination
of what, in the course of your work, could cause harm to people. The aim of the risk
assessment is to make sure no one gets hurt. To make the risk assessments ‘live’ involve
pupils.

6.2

Every risk assessment must cover five elements:
- Identify the significant hazards
- Decide who may be harmed and how
- Evaluate the extent of the risk and decide whether control measures are adequate
or more should be done
- Record significant findings
- Monitor and review

7
7.1

Safeguarding
All adults accompanying pupils on a residential visit should be CRB/DBS checked at
enhanced level and their details recorded on the academy’s single central record. It is
essential to have male and female staff or responsible adults on residentials.

7.2

It is the responsibility of the Principal to risk assess the adults assisting on a day visit. There
is no formal requirement for volunteers to be CRB/DBS checked. However, if there is a
possibility that any volunteer will have unsupervised access to pupils they must have a
disclosure at enhanced level.

8
8.1

Practicalities
The group leader should ensure that they have the necessary equipment on a visit, e.g.
first aid kit, change of clothes, sickness kit etc.

8.2

Where more than one vehicle is being used to transport the party the group leader is
responsible for leaving a list with the Principal of which adults and pupils will travel on
each vehicle before departing. For the avoidance of doubt, the vehicles should be
labelled A, B, C etc. This is a safeguard in case of an accident so that the Principal can
be clear about who is travelling in each vehicle. This information will be shared with the
emergency services.

8.3

The group leader is responsible for ensuring that systems are put in place for regularly
checking the attendance of every pupil.

8.4

Whenever possible, it is good practice to have male and female staff or responsible
adults accompanying a visit.

9
9.1

Ratios
It is the responsibility of the Principal to ensure that s/he is satisfied that the ratio of
pupils:adults is acceptable. This will vary depending on a range of factors, e.g. age of
pupils, number of pupils with additional needs, type of location being visited etc.
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The following ratios will apply as an absolute minimum and a teacher must be included
in the ratios for whole class visits:
Nursery/Reception: 1 adult to 4 children
Years 1 – 3:
1 adult to 6 children
Years 4 – 6:
1 adult to 10 or 15 children
In exceptional circumstances, the Principal has the discretion to amend the ratios. They
must ensure that s/he is satisfied that the ratio of pupils:adults is acceptable and
must accept full responsibility for the visit.
10
10.1

Cost
See Charging Policy for details of voluntary contributions ref educational visits.

Title
Aim
Related documents

Date for implementation
Approved by
Date of next review

Educational visits policy
To provide a consistent policy position the planning of
educational visits
Health and safety policy
EV1 Visit notification template for parents
EV2 Provider questionnaire
EV3 Residential checklist
EV4 Pupil information sheet
EV5 Emergency contact form
22.05.13
Trust board 21.03.2013
Reviewed May 2014
Reviewed August 2016
August 2018
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