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Introduction/Aims. 
The school’s policy relates to and endorses the policy of the L.A. with 
regard to Outdoor Educational Visits. 
The policy aims to secure firm health and safety conditions for pupils and 
staff engaged in off-site activities.  Off-site activities will include all visits 
to local museums, galleries, exhibition spaces, theatres, etc. for the 
purposes of curriculum work. Also included will be sporting and 
adventure activities and residential visits including camping. The policy 
also recognises the important contribution which off-site activity makes 
to the education of the children. 
 
 
Objectives of off-site programmes. 
The school places value on providing high quality first hand experience 
for the children.  Off-site activities provide great opportunity for the 
children to: 

 Experience and learn about different environments 

 Understand the contribution they make to the economy, recreation 
and well being of the environment. 

 Engage in adventure, risk taking and team building activity, which 
builds their self-esteem. 

 Visit sites, which contribute to curriculum work in history geography 
and other humanities subjects. 

 
The Former Prime Minister, Tony Blair 
“I am happy to place on record that the government supports the role 
of adventure as part of active education, especially in helping to learn 
about assessing and managing risks, in offering hem new and exciting 
challenges, and in helping them to gain skills in leadership and team 
working that will be of huge value in their progression to adulthood.” 

 
 
Safeguarding 
At Limpsfield we recognise that Safeguarding is the responsibility of all 
staff. During Educational Visits we ensure that children are kept safe by: 

 The safety of children and adults is a key element of lesson 

planning, delivery and management.  

 Children are shown how to use any specific equipment in a safe 

and appropriate manner. 



 Where risk assessments are required these will be put in place and 

discussed with all relevant staff. 

 Children are aware of how to keep themselves safe when using 

computing equipment with a particular focus on online safety. 

 
 
 
Role of the Educational Visits Co-ordinator. 
The E.V.C. will be responsible for: 
 

 Ensuring educational visits meet the school requirements 

 Assisting the head teacher and governors with approval of visits. 

 Ensuring risks assessments are carried out for all activities and that 
they meet requirements 

 Organising training for all staff when appropriate and induction for 
new teachers 

 Ensuring all parents are well informed and give consent. 

 Organising emergency arrangements for each visit and check that 
all contact information for parents is up to date.  

 Ensuring all staff/adults taking part in visits are thoroughly briefed 
on the hazards, control measures, their specific role and 
emergency procedures. 

 Being aware of all visits and keep records, accident or incident 
reports, near-misses and know the LEA procedures for reporting 
accidents.   

 Ensuring that people of suitable competence supervise activities. 

 Encouraging pupils to be involved in risk assessments by identifying 
the risks themselves and therefore increase their awareness and 
knowledge of own responsibilities. 

 Being aware of legal responsibilities and LEA policies – Hand book 
14 

 Helping the head teacher to decide whether an external provider 
maybe used for a visit and gain all required information about 
them.   

 
 
Role of Governors and Head Teacher 
The head teacher is responsible for the approval of all off site visits, 
assessing the competence and suitability of staffing and outside agency 



credentials.  They will advise Governors of nature, purpose and 
organisation of visits.   
 
Governors must ensure venture is in line with current LA safety policy and 
school policies.  They are accountable for overall justification and safe 
planning of the excursion or venture. 
 
 
 
 
Role of Group Leaders /Staff. 
The group leader has overall responsibility for the supervision and 
conduct of the visit including direct responsibility for the pupils’ health, 
safety and welfare. 
The group leader must: 

 Be approved to carry out the visit, suitably competent and 
knowledgeable about the school and LAs policies and procedures. 

 Plan and prepare for the visit and assess the risks 

 Define the roles and responsibilities of other staff and pupils and 
ensure effective supervision of what they do 

 
Common Law Duty of Care 

 Teachers and support staff have a duty of care for young people under 
their supervision. 

 The age of the students and the nature and location of the activity will 
determine the degree of supervision required.  

 
 
Approval for Offsite Activities. 
The head teacher is responsible for the approval of all off site visits.  The 
EVC will assist the head teacher with the approval of such visits.  Approval 
for off-site visits will also always be sought from parents who must return 
permission slips before children can take part in planned activities.  
 

 Group leaders will discuss the proposed visit with the EVC who will 
give the go ahead and/or discuss with head teacher if necessary. 

 

 Once a verbal approval has been given then they will liaise with the 
office manager with reference to booking transport and permission 



letters home and then with the EVC to start the written approval 
process. 

 A list of planned visits will be displayed on the notice board in the 
staff room for all Governors to view and approve. 

 All Educational visits will be completed through the EVOLVE risk 
assessment site and copies of the event specific risk assessments 
and programme of the day will be attached for approval.  
Electronic copies of the event specific risk assessment will also be 
kept in a ‘staff share’ folder which all staff have access to. 

 After approval a copy of the completed event specific risk 
assessment form, along with the referred to generic risk 
assessment forms, will be kept in the office for reference during 
the visit and then stored for reference thereafter along with the 
parental permission slips. 

 In the case of all residential visits and/or visits involving adventure 
activities or hazardous environments LA approval will be sort 
through the EVOLVE site.  

 Prior to these staff will use the visit checklist to aid in all areas of 
the planning and delivery of an educational visit and evaluate the 
visit afterwards. 

 
 
 
 
Risk Assessments. 
The risk assessment system will: 

 Identify significant hazards 

 Assess the risk of harm 

 People at risk 

 Put control measures in place 

 Check if anything else is needed or has been done 

 Assess the risk using simple high/ medium/ low language. 

 On going assessment – risks to be aware of that may change during 
visit. 

 Include emergency contacts 

 Include briefings on roles, responsibilities and risks to all adults and 
children involved in visits  

 Referred to and/or adapted LA generic risk assessments 
(Forms available in the EVC folder in staff share along with all the generic 
LA risk assessments to refer to) 



 
 
Reporting accidents/incidents. 
Accidents that occur on off-site visits with be recorded in the accident 
book in school.  Behaviour or conduct incidents will be reported and dealt 
with by the head teacher.  In the case of a Critical incident occurring on a 
visit, all staff will follow the critical incidents plan.  Laminated emergency 
procedures cards are taken with staff on visits and the school based 
contact response emergency pack is followed back at school.  This can be 
found in the staff room on display board and in the office. 
 
 
Checklist for Planning/ Organising Visits 
(See Staff Room display board for multiple copies to use) 

 Is there a clearly identified party leader, sufficiently experienced and 
competent to assess risks and manage the proposed visit? 

 Is there a clearly defined purpose for the visit? 

 Has the group leader assessed the risks involved in all aspects of the 
visit? 

 If there is uncertainty about safe practice has advice been sought from 
someone with expertise? E.g. outdoor education adviser at 
Thornbridge. 

 Is the EVC aware of the proposed visit? 

 Has the head teacher verbally approved the visit? 

 Does the proposed visit involve adventure activities, hazardous 
environment or is residential?  If so it needs to be approved by the LA 
through EVOLVE (see EVC) 

 Does the group leader have prior knowledge of the site/area or does a 
preliminary visit need to be undertaken? 

 Does the visit involve use of an outside organisation?  If so do they 
hold the relevant licence and qualifications? 

 Will the group have an acceptable staff/pupil ratio? 

 Does the staffing ratio reflect the potential of people with special 
needs? 

 Are members of staff, instructors or adult volunteers leading 
hazardous activities competent to do so? 

 Have all adults been police checked where necessary? 

 Has parental consent been obtained for all activities included in the 
visit? 



 Do young people and staff all have appropriate clothing and 
equipment for the activities/visit? 

 Have suitable and sufficient first aid arrangements been made? 

 Are staff aware of dietary and medical needs of specific young people? 

 Is appropriate transport available, which meets LA guidance? 

 Have the young people been properly briefed on the activities and 
risks involved with the visit? 

 Has all staff been properly briefed on their roles, responsibilities and 
the risks involved with the visit? 

 Has a named contact been identified in the event of an emergency? 

 Does this person have a full contact list for all the group members 
including staff? 

 
 
Insurance Arrangements. 
The school has public liability insurance that covers all staff for third party 
claims against them and it also pays an additional premium which covers 
all authorised school off site activities including residential trips and trips 
abroad.  The main covers are listed below: 

 Medical expenses 

 Cancellation 

 Personal property 

 Personal money 

 Personal injury 

 Personal liability 
 
 
Transport 
Where possible all transport companies used are LA approved and where 
not staff take extra measures to ensure seatbelts are fitted and worn by 
all.   
 
If it is necessary to use staff’s own vehicles then consent from parents is 
first obtained and staff have completed the use of own vehicle approval 
form with the EVC which is then stored in the office.  Two adults will be 
required when transporting a child or children in staff’s own vehicle for 
safe guarding and child protection reasons unless otherwise authorised 
by the head teacher.  A risk assessment is then completed as with any off-
site activity. 
 



 
 
Equal Opportunities 
All children are offered the same opportunities in all activities regardless 
of ethnic and cultural background, gender or ability.  Children with 
specific learning difficulties are recognised and assisted in accordance to 
their individual needs. 
 
 
 
 
Review systems and monitor procedures 
Overall systems will be reviewed annually by the EVC and continuous 
monitoring and evaluations of school visits will take place during 
discussions with head teacher and group leaders. 
 
 
 Summary/Self Evaluation – 2020 
 

Focus Yes/No Action 
1.There is a named E.V.C. Y Catherine  Mitchell 

2.There is a school policy for outdoor 
education and health, safety and welfare, 
which reflects the range of off-site 
activities undertaken from the school. 

 
 

Y 

 

3. The policy statement includes 
objectives of young people participating 
in off-site programmes. 

 
 

    Y 

 

4. The policy statement identifies the 
respective roles of Governors, the Head, 
the E.V.C., group leaders, staff, etc. 

 
 

Y 

 

5. Activity/site specific risk assessments 
are carried out for all off-site activities 
and are ongoing during activities. 

 
Y 

 

6. There is a system of approval for all 
off-site programmes. 

Y  

7.There are arrangements to monitor 
off-site visits and activities. 

 
Y 

 

8. The SCC Health & safety code of 
practice 14: “Guidelines for staff 
Organising Educational Visits”. 

Y 
 

 

9. Accidents and incidents are reported 
and recorded 

Y  



10. Accidents and incidents are reviewed 
to identify learning points 

Y  

11. Induction and staff development 
opportunities are available, reflecting 
school and health & safety priorities 

Y EVC refresher course 
2020 TBC 

12. Staff have access to information and 
advice when planning off-site 
programmes, including a checklist to 
ensure procedures are followed. 

Y  

 
13. Parents/guardians are informed 
about and agree to their child 
participating In specific activities. 

Y  

14. Party leaders know of medical and 
other relevant needs of group members, 
including staff 

Class teacher  

15. Off-site programmes are led by staff, 
who are appropriately experienced and 
qualified. 

Yes (Pre-
Visits are 
taken by 

staff) 

 

16.  Activities are carried out in ways, 
which reflect normal and accepted 
practice. 

Y  

17. A school-based record is held of staff 
qualifications, including minibus driving 
and first aid. 

Y  

18. The use of external providers 
complies with good practice, and are 
AALA inspected, where appropriate. 

Y  

19.  The school has emergency 
procedures to cover the range of 
activities undertaken and the times at 
which they take place. 

Y  

20. Arrangements for insurance are 
known and understood by the EVC 

Y  

21.  Pupils and staff have adequate 
personal and protective equipment to 
undertake the activities safely. 

Y  

22. School equipment is inspected, 
maintained and fit for purpose. 

Y  

23.  There are suitable child protection 
arrangements for vetting staff and other 
adults 

Y  

24.  Transport arrangements for visits are 
suitable and sufficient 

Y  

25.  Policy and practice is monitored and Y  



reviewed on a regular basis. 

 
 
Statement 
The Governors and Head teacher of Limpsfield Junior School accept responsibilities 
under the Health and Safety at work act in relation to school visits. 
 
 
Signed ____________________________ (Chair of Governors) 
 
 
 
Signed ____________________________ (Head teacher) 
 
 
 
Date:    ____________________________ 


