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Context 

 

We believe that educational visits are an integral part of the entitlement of every pupil to an 

effective and balanced curriculum. Appropriately planned visits are known to enhance learning and 

improve attainment, and so form a key part of what makes South Grove Primary School a supportive 

and effective learning environment. The benefits to pupils of taking part in visits and learning outside 

the classroom include, but are not limited to:  

 

 Improvements in their ability to cope with change. 

 Increased critical curiosity and resilience. 

 Opportunities for meaning making, creativity, developing learning relationships and practicing 

strategic awareness. 

 Increased levels of trust and opportunities to examine the concept of trust  

 Improved achievement and attainment across a range of curricular subjects. Pupils are active 

participants’ not passive consumers, and a wide range of learning styles can flourish. 

 Enhanced opportunities for ‘real world’ ‘learning in context’ and the development of the 

social and emotional aspects of intelligence. 

 Increased risk management skills through opportunities for involvement in practical risk-benefit 

decisions in a range of contexts. i.e. Encouraging pupils to become more risk aware as 

opposed to risk averse. 

 Greater sense of personal responsibility. 

 Possibilities for genuine team working including enhanced communication skills. 

 Improved environmental appreciation, knowledge, awareness and understanding of a variety 

of environments. 

 Improved awareness and knowledge of the importance and practices of sustainability. 

 Physical skill acquisition and the development of a fit and healthy lifestyle. 

 

 

Application 

 

Any visit that leaves the school grounds is covered by this policy, whether as part of the curriculum, 

during school time, or outside the normal school day. 

 

In addition to this Educational Visits Policy, South Grove Primary School  

1. Adopts the Local Authority’s (LA) document: ‘Guidance for Educational Visits and Related 

Activities with National Guidance & EVOLVE’ (All staff have access to this via EVOLVE. 

2. Adopts National Guidance www.oeapng.info, (as recommended by the LA). 

3. Uses EVOLVE, the web-based planning, notification, approval, and monitoring and 

communication system for off-site activities.  

 

All staff are required to plan and execute visits in line with school policy (i.e. this document), Local 

Authority policy, and National Guidelines. Staff are particularly directed to be familiar with the roles 

and responsibilities outlined within the guidance. 

 

 

Before the Visit 

 

The Deputy Head Teacher (TS) has overall responsibility for education visits. 

The Office Manager (LMc) is responsible for all administrative aspects of all educational visits.  

Leaders of educational visits must have Educational Visits Procedural discussions.  

All educational visits involving pupils going out of school must have clear educational and curricular 

aims.  

The aims, details and dates of any proposed educational visit must first be discussed with your Line 

Manager, and a preliminary consent form EV1 completed. Where possible, they should build into the 

school calendar, prior to the start of each term.  

Cover implications have to be taken into account when choosing staffing and submitted to LMc/TS 

for a decision to be made. 

Following approval, the appropriate educational visits form (EV1 and EV5 are compulsory for all trips) 

must be completed and submitted to LMc for processing  

http://www.oeapng.info/
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When an educational visit has been approved, it is essential that all procedures, as stated in this 

policy are adhered to. Failure to do so may compromise the viability of the visit.  

It is essential that educational visits of any nature are thoroughly and carefully risk assessed and that 

the appropriate Risk Assessment Form is completed. A generic risk assessment for trips is available but 

you must complete a risk assessment specific to your trip. 

Copies of all forms are available electronically in Teacher’s only on the shared system. 

All residential, adventurous and overseas visits (including day trips), require both the Governing Body 

and The LA and should be planned at least on term in advance, with all paperwork submitted to 

LMc/TS in the first instance  

When organising an educational visit, costs and pupils eligible for ‘Free School Meals’ should be 

taken into account. You should ensure that the appropriate administrative routines are followed to 

arrange for the supply of such issues and that adequate notice is given. You should seek assistance 

from Lorna McLean (Office Manager) or the Business Manager if needed.  

 

1. Check with Office Manager and School Diary for possible clashes (other trips/CPD etc.) 

Write your provisional date in the diary.  

2. Meet with your Phase Leader to discuss trip details, staffing and gain approval in principal  

3. The Teacher, who will lead the Educational Visit is to complete the Purple Preliminary 

Request Form (EV1) 6weeks - 1 month prior to event and hand in to Office for SLT 

Approval. (Type it and email to TS & LMc.  TS to confirm approval to LMc  

4. Cover Implications have to be taken into account when choosing staffing and submitted 

to LMc/TS for a decision to be made 

5. Following approval, the appropriate educational visits forms (EV1 and EV5 are compulsory 

for all trips) must be must be completed and submitted to LMc for processing.  

6. Complete the Risk Assessment Form taking into account particular needs of children in 

Year Group (medical, physical, SEN, behavior etc.) email it to JM TS and LMc 

7. If adventurous or overnight (Type 3 – see below) LMc to create a new visit on Evolve, input 

details of the destination, purpose of visit, staffing and children. Attach to application, 

letter to parents, risk assessment and pupil list (plus any other relevant documentation) 

and submit for approval. The trip must have the appropriate online approval before it can 

go ahead.  For all other trips LMc to save EV1, RA & letters on Admin system 

8. Trips cannot go ahead until approval is given by Tanya Spain (DHT) and a discussion takes 

place the day before about support on the day.  

9. On the day of the visit, the final list or class register of pupils attending goes to the Office 

Manager and the final discussion regarding expectations with the support and children 

takes place.    

 

Other forms that may need to be filled out: 

 

EV3 Approval of a member of staff to LEAD and adventurous activity (LA approval 

required) and written into EVOLVE   

EV6 Use of a private car to transport pupils  

EV4 Outside providers and Tour operators’ information form (to be filled out by provider or 

tour operator) especially if residential  

 

 

Types of visits: 

 

               There are three types of visit: 

1. Routine local visits in the ‘Extended learning locality’ (See Appendix 1). 

2. Day visits within the UK that do not involve an adventurous activity.  

3. Visit that are overseas, and/or residential, and/or involve an adventurous activity. 

 

 

Roles and responsibilities  

 

Visit leaders are responsible for the planning of their visits, and for getting all the information to LMc 

so it can be added to the EVOLVE site (where required) or on the Admin system. They should obtain 

permission for a visit from the Deputy Head Teacher or EVC prior to planning, and certainly before 
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making any commitments. Visit leaders have responsibility for ensuring that their visits will comply with 

all relevant guidance and requirements.  

 

The Educational Visits Coordinator (EVC) is Tanya Spain, who will support and challenge colleagues 

over visits and learning outside the classroom (LOTC) activities. The EVC is the first point of contact for 

advice on visit related matters, and will check final visit plans with the Head Teacher. LMc and the 

EVC manage EVOLVE, and upload generic school documents (when necessary).  

 

The Head Teacher has responsibility for all visits, and for submitting all overseas, residential or 

adventurous activity visits to the LA for approval, via EVOLVE. 

 

The Governing Body’s role is that of a ‘critical friend’. Individual governors may request ‘read-only’ 

access to EVOLVE. 

 

The Local Authority is responsible for the final approval (via EVOLVE) of all visits that are either 

overseas, residential, and/or involve an adventurous activity. 

 

 

Staff Competence 

 

We recognise that staff competence is the single most important factor in the safe management of 

visits, and so we support staff in developing their competence in the following ways: 

 An apprenticeship system, where staff new to visits assist and work alongside experienced visit 

leaders before taking on a leadership role. 

 Supervision by senior staff on some educational visits. 

 Support for staff to attend training courses relevant to their role, where necessary. 

 

In deciding whether a member of staff is competent to be a visit leader, the Head Teacher will take 

into account the following factors: 

 Relevant experience. 

 Previous relevant training. 

 The prospective leader’s ability to make dynamic risk management judgements, and take 

charge in the event of an emergency. 

 Knowledge of the pupils, the venue, and the activities to be undertaken. 

 

Approval 

 

The approval process is as follows for each type of visit: 

 

1. Local visits follow the ‘Extending learning locality’ policy (Appendix 1).  

2. Day visits within the UK that do not involve an adventurous activity. These are not entered on 

EVOLVE, and must be submitted to the EVC for checking at least 4-6 weeks in advance, and 

then forwarded to the Head for approval.  

3. Visits that are overseas, residential, and/or involve an adventurous activity (see LA guidance 

for definition of ‘adventurous’) are then submitted by the Head.  Following this they are 

entered onto Evolve for approval with the LA  

 

 

Emergency procedures  

 

All staff involved in a visit should be aware of what action to take in the event of an emergency. 

Ensure the rest of the group are safe, decide if you need specialist help and either, contact the 

school, emergency services and or parents (liaise with onsite First Aiders). For visits that take place 

outside of school hours the school mobile phone must be with the leader at all times.  

 

 

A critical incident is any incident where events go beyond the normal coping mechanisms and 

experience of the visit leadership team. 
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The school has an emergency plan in place to deal with a critical incident during a visit (see 

Appendix 2). All staff on visits are familiar with this plan and it is tested at least bi-annually and 

following any major staffing changes. 

 

When an incident overwhelms the establishment’s emergency response capability, or where it 

involves serious injury or fatality, or where it is likely to attract media attention then assistance will be 

sought from the local authority.  

 

 

Educational Visits Checklist 

 

Educational Visits Checklist forms part of the risk management process for visits and off-site activities. 

This has been adapted from the LA’s generic checklist. A visit should only go ahead if the answer to 

all relevant questions is ‘YES’. South Grove’s Educational Visits Checklist may be downloaded from 

Teacher Resources.   

 

Parental Consent 

 

The school obtains blanket consent at point of entry for activities that fall within the ‘Extended 

learning locality’ (see Appendix 1). Parents agree to these trips on the admission form by signing a 

traditional paper consent statement.  

 

Specific, (i.e. one-off), parental consent must be obtained for all other visits. For these visits, sufficient 

information must be made available to parents (via letters, meetings, etc.), so that consent is given 

on a ‘fully informed’ basis. As above, parents have the option of consenting through a traditional 

paper consent form and parents now pay on ParentPay for all trips.  

 

Role of Volunteers  

Volunteer parents must be fully briefed on the programme, venue, activities, supervision 

arrangements and their responsibilities. When they go on a trip they must be given the laminated 

guide on their responsibilities during the trip.  

 

Seeking Parental Consent  

 

Parents should be made fully aware of any likely risks of a visit and their management, so they may 

consent or refuse on a fully informed basis (Acknowledgement of Risk) 

The letter to parents should therefore give full detail of the visit, the reason for the visit, supervision 

arrangements and transport arrangements. Ensure that detail of other incidental activities is included 

together with plan B if appropriate.  

 

Charging / funding for visits 

 

Educational Trips are charged for and parents are asked to contribute and all trips. All children will 

be treated inclusively in this situation. No child will be excluded from an event because parents are 

unable to contribute. However, there is likelihood that the trip could be cancelled if insufficient 

contributions are made. 

 There is no limit to the level of voluntary contributions, nor is there any restriction on the way in which 

contributions are used. Voluntary contributions may be used to subsidise students of lesser means or 

to pay travel costs of accompanying teachers.  

 

Transport 

 

Travel arrangements should be included in the risk assessment. If public transport is to be used, all 

pupils/participants and supervisors must be fully briefed as to the procedures on platforms, at bus 

stops, on busy streets etc. If travel is by coach or minibus, all pupils/ participants must wear a seat 

belt. All drivers of the minibus have a valid licence. Please refer to National Guidance.   
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Use of staff cars to transport pupils – If staff cars are ever used, they must have a separate 

insurance that allows this to take place and the details must be shared with the office.  Staff cars 

are only to be used in a dire emergency. 

 

 

Water Margin Activities  

 

Where pupils/ participants might participate in learning activities near on in water, such as a walk 

along a riverbank or seashore, collecting samples in ponds or streams, or paddling or walking in 

gentle shallow water, then the guidance contained in the DfES ‘Group Safety at Water Margins’ is 

relevant. All staff, including parents, should be provided with a copy of this guidance prior to a visit. 

A copy of this is downloadable from EVOLVE  

 

Swimming  

 

Weekly swimming activities take place for a number of children. A separate letter and risk 

assessment is completed for this outing. There is always a male and female member of staff on this 

journey to support in the change rooms.  

 

Insurance  

 

 The School used the LA’s insurance (Travellers) for educational visits.  Residential locations will 

have additional insurance and coverage. All details of a residential are shared with the EVOLVE 

before the trip take place 

 Note: additional school journey insurance is only mandatory for overseas visits. See LA guidance 

for further information. 

 

Other topics 

 

Medical Needs All individual medical needs information must be added to the risk assessment.  

(e.g. children with diabetes or allergies) The Individual Plan will need to be photocopied and taken 

on the trip. 

The member of staff, who is trained to support the individual child, will need to attend the trip.   

 

First Aid The level of first aid provision should be based on the risk assessment. On all visits, there 

should be a member of staff who has a good working knowledge of first aid. First aid kits are 

available and will be taken on trips. If the visit involves the group splitting up by any distance, a kit 

should be taken by each group. 

 

 

 Inclusion 

Under the Equality Act 2010, It is unlawful to discriminate against disabled participants because of 

their disability, without material or substantial justification. We will make reasonable adjustments to 

avoid participants being placed at substantial disadvantage. However, the Disability Discrimination 

Act does not require to school to place employees or participants at inappropriate risk if a health 

and safety issue arises. It is also the case that the adjustments made to include a disabled young 

person should not impinge unduly on the planned purpose of the activity.  

Appendix 1 - Extended Learning Locality  

 

Boundaries 

 

The boundaries of the locality are shown on the attached map. This area includes the following 

frequently used venues: e.g. Walking Distances (Radius of 2 miles) depending on the age of the child 

 Walthamstow  

 Forest Road William Morris Gallery  

 Lea Valley Park  

 Walthamstow Market  

 Local Churches and Mosques  
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We use this extended area on a regular basis for a variety of learning activities, and approved staff 

are allowed to operate in this area without completing the EVOLVE visit approval process, provided 

they follow the below Operating Procedure. 

 

Operating Procedure for Extended Learning Locality 

 

The following are potentially significant issues/hazards within our extended locality and therefore 

should be included in a risk assessment:  

 Road traffic. 

 Other people / members of the public / animals. 

 Losing a pupil. 

 Uneven surfaces and slips, trips, and falls. 

 Weather conditions. 

 Activity specific issues when doing environmental fieldwork (nettles, brambles, rubbish, etc.). 

(This list is not exhaustive) 

 

These are managed by a combination of the following: 

 The EV co-ordinator, must give approval before a group leaves. This dialogue will take place to 

ensure all support staff and numbers are in place. Staff pupil ratio is as agreed in the Risk 

Assessment  

 The first aider has all necessary information e.g.: asthma pumps, allergies etc. 

 All staff are informed of the risk assessment and are aware of any potential threats. 

 Only staff judged competent to supervise groups in this environment are approved. A current 

list of approved staff is maintained by the EVC and office. 

 The concept and Operating Procedure of the ‘Extended learning locality’ is explained to all 

new parents when their child joins the school. 

 There will normally be a minimum of two adults. If working with older children in Year 5 or 6, for 

trips to a very local area e.g. Kelmscott, one teacher can support. (maximum of 6 children) 

With governor’s permission a non-teaching member of staff can be used.  The children will be 

briefed on what to do if the adult collapses.   

 Staff are familiar with the area, including any ‘no go areas’, and have practiced appropriate 

group management techniques.  All staff have also been briefed on what to do in the case of 

a Terrorist attack.  

 Where appropriate, pupils are fully briefed on what to do if they become separated from the 

group. This needs a decision and needs to be part of the Risk Assessment.  (It will depend on 

the area you are in – return to school, wait where they are, go to x and ask for help, etc). 

 All remotely supervised work in the extended learning locality is done in ‘buddy’ pairs as a 

minimum. 

 Pupils’ clothing and footwear is checked for appropriateness prior to leaving school. 

 EYFS and KS1 children to wear high vis vests and a label with the school name and phone 

number on it. 

 Staff are aware of any relevant pupil medical information and ensure that any required 

medication is available.  

 Staff will deposit in the office a list of all pupils and staff, a proposed route, and an estimated 

time of return.  

 A mobile phone is taken with each group and the office has a note of the number.  

 Appropriate personal protective equipment is taken when needed (eg gloves, goggles) The 

First Aider ensures the first aid kit is full and keeps it with her/him 

 Ensure we consider any local issues including road works, closures and transportation issues  
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Appendix 2 – Emergency Procedure 

 

 

The school’s emergency response to an incident is based on the following key factors: 

 

1. There is always a nominated emergency base contact for any visit (during school hours this is 

the office). 

2. This nominated base contact will either be an experienced member of the senior 

management team, or will be able to contact an experienced senior manager at all times. 

3. For activities that take place during normal school hours, the visit leadership team will be 

aware of any relevant medical information for all participants, including staff.  

4. For activities that take place outside normal school hours, the visit leadership team and the 

emergency contact/s will be aware of any relevant medical information and emergency 

contact information for all participants, including staff. 

5. The visit leader/s and the base contact/s know to request support from the local authority in 

the event that an incident overwhelms the establishment’s emergency response capability, 

involves serious injury or fatality, or where it is likely to attract media attention.  

6. For visits that take place outside the ‘extended learning locality’, the visit leader will carry 

either: 

a) An LA Emergency ‘Card’ (see EVOLVE Resources), or 

b) An OEAP National Guidance Emergency action card (Available via www.oeap.info) 

7. This Emergency Procedure is tested through both desk top exercises and periodic scenario 

calls from visit leaders. 

In the event of a Terrorist incident  

 Must take account of and include reference to the current high risk of a terrorist incident 

(currently 'severe' - an attack is highly likely) and procedures to be followed in the event of 

this. All pupils must be briefed on these procedures prior to any trip departing, with particular 

attention being paid to the following: Brief participants in advance to follow instructions of 

police or security forces at all times, being mindful that they may be armed and appear 

more intimidating than they are used to.  Officers might be extremely forceful, direct and 

may even point weapons directly at them and others 

Brief participants what to do if separated from each other in the event of a security 

incident.  This should include designating specified physical meeting points and contact 

telephone numbers for staff.  Remember that mobile phones may not work in the immediate 

hours after an incident so it is additionally important to designate a meeting 

location.  Consider use of telephone boxes where they still exist for contacting the school or 

office.  Phone networks were blocked by police in London following the 2005 7/7 attacks but 

were deliberately maintained by the French police in Paris November 2015.  

General considerations for all visit types – Highlight in green the considerations you have 

discussed and done.  

 Consider increasing supervision ratios from normal arrangements.  If for example small 

groups of older students are allowed to spend short periods of time indirectly 

supervised by staff, consider removing this additional freedom 

 Stay alert to local and national news before and during 

 Carefully consider the relative benefits of visits to religious or political venues and 

events that could be considered higher risk 

 Assess the needs of SEND students and their ability to react and respond to dynamic 

situations 

http://www.oeap.info/
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 Communicate openly with customers or parents in advance to reassure them that 

safety is the priority and has been carefully considered by the organisers. Provide 

contact details of visit leaders for them to contact during trip 

 Remind students to remain vigilant and alert, reporting anything suspicious to leaders 

 Remain alert to more ‘usual’ crime since this remains far more likely than terrorism 

 Brief participants in advance that if they are caught up in a security situation, that 

they should try and get away as quickly but safely from the immediate vicinity as 

possible, leaving baggage or other belongings behind 

 Brief participants in advance to follow instructions of police or security forces at all 

times, being mindful that they may be armed and appear more intimidating than 

they are used to.  Officers might be extremely forceful, direct and may even point 

weapons directly at them and others 

 Brief participants what to do if separated from each other in the event of a security 

incident.  This should include designating specified physical meeting points and 

contact telephone numbers for staff.  Remember that mobile phones may not work in 

the immediate hours after an incident so it is additionally important to designate a 

meeting location.  Consider use of telephone boxes where they still exist for 

contacting the school or office.  Phone networks were blocked by police in London 

following the 2005 7/7 attacks but were deliberately maintained by the French police 

in Paris November 2015 

 Data based communication services such as WhatsApp might work even when voice 

calls don’t so consider setting up a trip-specific WhatsApp group for communicating 

in an emergency 

 Consider providing all participants with a printed emergency contact card with the 

school’s or office’s landline telephone number on it and provide space for them to 

write down their own home landline number.  Pharos’ clients have access to 24/7 

support and plastic credit card sized cards and these could be used 

 Leaders should carry a spare mobile phone (if possible on a different telephone 

network to the other handset) and spare battery or auxiliary charger.  Simple items 

like a notebook, pen and torch can be really useful too 

 Each Leader should carry a team list with all participant details, including medical 

conditions and next of kin noted 

 Tell students that if they are separated, to ask for assistance from a police officer or 

other security official and state that they are a part of a school group. Remind them 

that police and security forces may be very forceful with the public in the immediate 

vicinity of an incident: this is necessary until people’s identities are confirmed 

 Carry water (not just fizzy drinks!) and snacks on visits in case of travel disruption and 

long delays, especially in warmer months or climates 

 Carry additional personal medication in case of long delays 

 Be additionally vigilant in crowded places such as shopping malls, travel hubs and 

sports stadia 

 Consider changing either the date or visit location to a time or location that carries 

less risk 
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In the event of a security incident on visit 

 If groups are caught up in a security incident, Leaders should attempt to keep 

everyone together whilst moving away as quickly as possible.  Keeping together may 

be difficult and is ultimately less important than speed of action and staying safe. 

Staying low and even better, moving away whilst behind solid objects such as 

concrete barriers or buildings (as opposed to just parked cars) will provide good 

protection 

 Once accounted for, it may seem obvious to try and travel from the town or venue 

as soon as possible.  If this involves public transport, it may not be the best option as 

some terrorist organisations plan secondary attacks that specifically target transport 

hubs 

 The Group Leader should notify the home contact as soon as practicable, noting the 

known whereabouts of all members 

 Activate your organisation’s crisis plan. Establish a crisis team at the school or head 

office that can become a communication focal point and receiving area for next of 

kin and students upon return in schools. 

 Arrange the group’s return transport when the situation is sufficiently secure to do so. 

In schools, parents should collect their children from school rather than travel to the 

incident location 

 Schools should communicate with parents using their normal methods where possible, 

including email and secure website areas 

 Consideration should be given to arranging proactive trauma counselling for students 

and staff after such an event; this can be provided at short notice by Pharos 

Response and be ready at the school 

 Additional UK visit considerations 

 Research the venue/s to avoid occasions when large crowds are likely or political 

demonstrations are planned in the area 

 Speak to local police (or police force where visit is taking place) for specific advice in 

advance 

 Liaise with venues in advance to understand their own security arrangements for 

school groups and any individual events 

 Stay alert to local and national news, especially for any changes to official UK security 

threat levels 

 Consider using private coach transport rather than the Underground or other public 

transport when travelling in London-  This is difficult as we cannot afford it  

 Advice for visits to London are available through the Metropolitan Police 

 Advice for visits using public transport in London is available 

Video  

https://youtu.be/4jxOXbpTmnk 

 

 

https://youtu.be/4jxOXbpTmnk

