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Within our trust we believe that experiencing the world beyond the classroom is an
essential part of a young person’s education and has a positive impact on their
personal development. We promote such learning experiences, and encourage all of
our young people, and staff, to take advantage of the fantastic opportunities provided
within our schools. Educational visits have the ability to engage, inspire and enthuse
young people and enable them to realise their potential.

1. Aims
We aim to ensure that educational visits are inclusive and as such:

Each visit will be evaluated to review equality of opportunity for any young
person with a disability

Costs will be carefully considered, along with any support that can be accessed
for young people where financial contributions may be a barrier to participation.
Any support available will be clearly set out within communication to parents.
Young people should be able to experience a wide range of activities, and
Health and Safety measures help them to do this safely, rather than stop them.
Staff should be given the training and support they need so they can keep
themselves and children safe and manage risks effectively.

2. Purpose

The purpose of this policy is to ensure that a consistent framework is applied when
planning and undertaking all educational visits. It applies to activities taking place
within and outside of normal school hours, including weekends and holiday periods.
This includes (but is not limited to):

Visits to places of interest in the local area

Day visits to places such as museums and other cultural and educational
institutions

Sporting activities

Adventurous and recreational activities

Residential trips

Trips abroad

Where activities are planned across multiple schools, one individual will take the lead
responsibility for coordinating the trip to avoid duplication and manage workload. In
these circumstances, one application should be made, with each school able to
accommodate its own nuances in communication with parents and young people into
a standard letter.

One Trustee or Governor with appropriate experience will be identified to review and
approve the trip documentation, however, each Headteacher will also review the
documentation for all trips to ensure they are content with the provision and it is
suitable for the young people participating from their school.
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Meetings will be held by the trip leader to inform and support colleagues in each setting
who are the local contacts for parents and young people, and who may be
accompanying the trip.

This policy is to be read in conjunction with an individual school’s procedures that
outline how trips and visits are organised in their setting as well as our trust
Safeguarding Policy, Charging and Remissions Policy and Staff Code of Conduct.

3. Responsibilities

The processes for educational visits sit within our schools and responsibilities are as
follows:

Local Governing Committee (LGC)

The LGC should ensure that all school trips follow our trust policy and that there are
clear procedures in place within their school that:

Address how visits are approved, including the LGC’s role in approving
residential, overseas and trips that involve more hazardous activities.

Ensures that staff are appropriately trained.

Describes emergency action procedures.

Identifies what information needs to be provided to different groups (staff,
parents and carers, pupils, external organisations).

Outlines insurance arrangements.

Describes procedures for the use of different transport types (hired vehicles,
trust minibuses, private car etc.).

Details additional arrangements for visits abroad, including relevant post-Brexit
changes to legislation.

Explain how trip feedback will be reviewed and monitored, including analysing
accidents and ‘near misses’ that occur.

Headteacher

The Headteacher will identify a member of staff to fulfil the role of Educational Visits
Co-ordinator (EVC), responsible for overseeing the implementation of this policy in
their school and the school’s trips and visits procedures. They will approve all
volunteers working in the school and ensure that:

The Party Leader is competent, suitably experienced, trained and qualified.

A visit or trip is of educational value.

Visits are appropriately staffed, and supervision ratio is appropriate for the trip,
based on students and activities and location.

Trips and visits are inclusive of all pupils.

Safeguarding procedures are in place, understood and followed.

There is a contingency plan in place should the trip be delayed or return late.
All accidents are recorded, reported and analysed, including ‘near misses’.
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Any serious incidents are investigated.

In the event of a serious incident and after consultation with the Chair of the
LGC and the CEO, will issue a statement and be the only point of contact for
the media.

Educational Visits Coordinator (EVC)

The level of authority delegated to the EVC will be determined by each individual
school Headteacher. As a minimum, the EVC at each school will:

Be the first point of contact for any staff member in relation to any aspect of
visits or trips including planning, organising and approving.

Ensure that intended outcomes for trips are articulated by the trip leader.
Ensure that any prospective visit meets the requirements of our school and
trust.

Support the Headteacher and LGC with approval and other decisions
regarding trips, and ensure the Headteacher and LGC are aware of all
approved trips.

Assess the competence of prospective Party Leaders and accompanying
staff and advise the Headteacher.

Ensure that parents or carers are informed of all trips, and as a minimum
give consent for trips outside of school hours, and the opportunity to opt out
for trips within the school day.

Co-ordinate emergency arrangements

Ensure visit risk assessment procedures meet requirements.

Keep accurate records of visits, accidents and incidents and provide reports
to the Headteacher, LGC or Trust as required.

Ensure a record of trip evaluations is kept, so that future arrangements can
be improved.

Regularly review systems and monitor practice.

Remain up to date with necessary training, advice and guidance.

Consider workload for staff in completion of documentation, ensuring that
generic paperwork is available.

Be aware of the ‘extra-curricular activities’ section of the Retention and
Destruction schedule, ensuring that all sensitive paperwork is destroyed
securely, or stored securely in the event of a trip incident.

Party Leader

The level of authority delegated will be determined by each individual school’s
Headteacher as a result of their context, setting and internal procedures. As a
minimum, the Party Leader will:

Obtain the prior agreement and approval of the Headteacher before any off-site
visit.
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Undertake and complete the planning, preparation and risk assessment of the
visit in conjunction with the EVC. Where practical, staff may make a preliminary
visit to the trip destination as part of the planning and risk assessment process.
Ensure that current trust policies are followed especially in relation to
Safeguarding, and Charging and Remissions.

Once the EVC has approved the visit, complete an Income & Expenditure
spreadsheet and submit to the Central Finance team.

Inform the Central Finance team of any visit including the maximum number
allowed and the cost so that an account can be set up.

Forward the trip letter(s) to the Central Finance team (allow at least one week
ahead of the date for the letter is due to go out to parents or carers or students).
Await confirmation from the Central Finance team before sending out trip letters
to parents or carers and students.

Ensure that students and their parents and carers are informed of the
procedures for any payment required for trips; this should be via our online
payment platform.

Ensure that, where a non-refundable deposit is required, that this is clearly
stated in the information letter to parents and carers.

Be mindful of GDPR and data protection requirements.

Provide a list of participants to the Central Finance team so that they can
monitor payments.

Undertake a complete and comprehensive, yet proportionate, risk assessment
process, following the school’s procedures.

Ensure that the risk assessment is re-evaluated once students have been
selected or paid for the trip. Completing an additional individual risk assessment
where appropriate for any participating student at high risk owing to medical
conditions or other relevant specific circumstances.

Ensure that the needs of everyone taking part are considered, including
coordinating any subsequent support required.

Ensure that all staff (including volunteer helpers) and young people are fully
briefed especially in relation to safeguarding and risk assessments.

Ensure that the trips are appropriately staffed and proportionate to the activities,
with the supervision ratios being used as a guideline.

Ensure that parents / carers are fully informed of the trip details in a letter and
through a parents’/carers’ meeting for residential trips and those going abroad.
Ensure that documented consent and up to date medical details are received
for each participant of any off-site trip or visit outside of school hours.

Ensure that an itinerary and contact numbers for the Party Leader are left with
a designated person (and School Office if required by the individual school).
Ensure that emergency contact information is left with a designated person and
given to all members of staff accompanying the visit and to any volunteer
helpers as appropriate.

Ensure adequate first aid provision — ideally at least one member of staff on the
trip taken.

Ensure that the school is informed of safe arrival (at the destination and on
return back to school) and any incidents during the trip.

Educational Visits Policy — September 2026 5



Continuously monitor changing circumstances during the visit and undertake
dynamic risk assessment.

Consider emotional wellbeing, and factors that may limit a young person’s
ability to participate in a visit, providing specific risk assessment where
necessary.

Ensure that receipts are kept, where possible, for any funds spent from the trip
budget.

Ensure that, once the visit has been completed, that it is evaluated and any
amendments or recommendations made for future visits.

Ensure that all trip paperwork containing data on people (e.g. medical forms,
parent emergency contact details, passport information, staff contact list) is
placed into secure disposal or long-term storage by the trip leader.

After the visit, liaise with the Central Finance team to arrange for the
reimbursement of any unspent contingency funds if relevant.

Staff & Adult Volunteers

Additional Members of Staff and Adult Volunteers act as employees of the trust whilst
on school visits. They must:

Assist the Party Leader in ensuring the health, safety and welfare of all young
people on the visit.

Support the Party Leader in all requirements of supervision and follow any
instructions given.

Inform the Party Leader of any concerns or issues.

Be clear about their roles and responsibilities whilst taking part in the visit or
activity. Where an adult volunteer is a parent of a young person participating in
the trip, careful consideration should be given to ensure conflict does not arise
and that they can discharge their responsibilities to all young people whilst
acting as a member of staff. This may include organisation of family members
in different groups where numbers allow.

Help to manage behaviour when necessary.

Be suitably confident and competent (through training where necessary) to
carry out their duties.

Young People

The Party Leader will make the young people aware of their responsibilities in relation
to their own health and safety and that of the group. Young people must:

Not take any unnecessary risks or place their fellow students at unnecessary
risk.

Follow instructions given to them by the Party Leader and by accompanying
staff/adults on the trip.

Behave sensibly and responsibly following school rules, any code of conduct
established for the trip and respecting specific rules that a visit venue may have.
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Inform a member of staff of any problem, concern, issue or hazard during the
visit.

Parents/Carers

Parents and Carers have an important role in deciding whether any visit is suitable for
their child, informed by the details presented to them in the initial proposal for the visit.
Subject to their agreement to the visit, parents & carers should:

Provide the Party Leader with up-to-date medical, physical or mental health
conditions relevant to the visit.

Provide emergency contact numbers.

Sign and return the appropriate consent form, where requested.

Complete and return requests by the school for medical information, as
required.

Support the school in its work to ensure the health, safety and welfare of all
those who are taking part in the visit.

Be prepared to take necessary steps in the event of an accident or other need
to remove a young person from a trip (e.g. collect them).

4. Costs & Charging

The costing and charging for school trips and visits must adhere to our trust’s Charging
& Remissions Policy and the protocols in the Financial Guidance for Organising
Educational visits set out in the appendix. This includes:

No child eligible for a visit in school time should be excluded by reason of
inability to pay the cost. In situations where parents or carers may need financial
assistance, the Party Leader should consult with the EVC and their
Headteacher who may make funds available in certain circumstances.

Parents or carers can be asked for a voluntary contribution and should be made
aware that if there are insufficient voluntary contributions to fund the trip, it may
be cancelled.

For other trips, the cost of transport, accommodation, contingencies and
entrance fees should be covered in the charge for participation. In the case of
all trips, including residential or overseas visits during term time, the cost of
supply staff required to cover for staff on the trip must also be included in the
cost of the trip, using the formula provided by Finance. Additional funds should
be included in the budget for the trip to support potential emergency or
contingency plans. If the contingency is not used, this sum will be reimbursed
in line with our Charging & Remissions Policy.

All funds associated with a school visit must be treated as income and
accounted for through our finance systems. School staff should not collect
money and all trip and visit money should be handled by the Central Finance
team, who will keep records of payments. Our online payment platform should
be used to collect payments.
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The Central Finance team is responsible for following up outstanding payments
for trips.

The Chief Financial Officer will identify the team members who will be fixed
points of contact for trips and visits within the Central Finance team.

5. Supervision Ratios

Proportionate, appropriate and effective supervision of parties on visits is a crucial
element of safety management. Staffing ratios must reflect the needs of the young
people and not simply the visit or activity. It is important to evaluate the composition of
any group and give careful consideration to the needs of the individuals within that
group, including those with additional needs. Due consideration should be given to
gender balance, first aid cover, age, duration and nature of the journey, the venue and
type of accommodation, remoteness and accessibility, and the time of year.

Party Leaders should consider supervision requirements as part of the risk
assessment process. Only then can a realistic estimate be made of the requirements
for staffing, staff expertise and resources to enable the visit to be approved. As a guide
to establishing proportionate, appropriate and effective supervision, educational visits
can be categorised according to the different levels of risk they pose:

Category A

Visits and journeys with risks similar to that of everyday life, e.g. Historic sites,
museums, local walk, theatre, fieldwork in the locality.

Category B

Outdoor/Adventure Activities in more remote areas having an element of risk, e.g.
Walks below 600m altitude; Activities in countryside environments; Any visit with a
residential element within the UK; Specialised activities require National Governing
Body (NGB) qualification for leaders/instructors.

Category C

All activities in, on, close to water; All visits abroad; All recognised hazardous activities;
Any school-led activity within the scope of Adventure Activities Licensing Authority;
Activities with significant Health & Safety concerns; Activity leaders require recognised
NGB qualifications.

The recommended minimum staffing ratios are outlined in the following table, although
each trip will be different, and there will be flexibility in these ratios. The EVC must
decide a suitable ratio based on the students and the nature of the trip.
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Category A Category B Category C All trips abroad
2:35 2:25 2:20 2:15
1:15 thereafter 1:12 thereafter 1:8 thereafter 1:8 thereafter
3:50 3:37 3:28 3:23
4:65 4:49 4:36 4:31
5:80 5:61 5:44 5:39
6:95 6:73 6:52 6:47
7:85 7:60
8:68

Where there are mixed genders within groups of young people, there should always
be both male and female members of staff and it is recommended that at least two
members of staff accompany visits except in circumstances deemed safe by the
Headteacher, e.g. a small group of young people remaining in a safe space. In
situations where it is not possible to have mixed staff for part of the visit, the EVC and
parents or carers should always be informed.

Residential visits should consider room allocation procedures, ensuring that staff
rooms are amongst student rooms, and that no child is left alone with an adult.

The risk assessment should take into account night-time supervision, and peer-on-
peer abuse risks.

Risk assessments must contain reference to mobile phones and their usage.

6. Remote Supervision

The party leader remains responsible for students, even when not in direct contact
with them and a strategy must be agreed for periods of remote supervision. Parents
and carers must be informed of any periods of remote supervision. These might
include:

Sixth Formers/Year 11 students making their own way to and from a venue
Periods of relaxation on residential trips or overseas visits
Students walking on Duke of Edinburgh expeditions

During remote supervision, the party leader must ensure that students are aware of
the rules and are adequately equipped to be on their own in a group. Young people
should have:

Emergency contact numbers

Money

Maps/plans

Location of telephones and appropriate coins
Knowledge of how to summon help
Knowledge of out of bounds areas or activities
A rendezvous point

Clear instructions
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Young people should never be in groups smaller than three. If individuals are unable
to follow this instruction, they should remain with a member of staff for safety purposes.

When remote supervision takes place, students must have acquired the skills,
experience and ability to be left without direct supervision. In the case of adventurous
activities, like the Duke of Edinburgh Award, the withdrawal of direct supervision
should be a 3-stage process:

Accompany the group
Shadow the group
Check regularly at agreed locations

7. Insurance

Our trust has insurance for school visits and trips. When working with outside agencies
and companies providing trips or services for trips, the Party Leader should seek
confirmation that providers have public liability, product and third-party insurance cover
on recognised, alternative provision. Details of copies of current certificates should be
requested.

8. Review

This policy will be reviewed each year by the trust board and shared with our local
governing committees.
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