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OUT OF SCHOOL VISITS/SCHOOL VISITS AND JOURNEYS POLICY AND 
PROCEDURES 
 
 
Introduction 
 
This policy applies to any staff organising a school visit or taking part supervising a 
school visit.  Any activity that is in addition to normal timetabled lessons will need to 
be arranged using this policy to ensure that all aspects of health and safety have 
been considered, including the safeguarding of all young people and staff. 
 
Rationale 
 
Woodlands School values the opportunities that Learning Outside the Classroom 
offers.  It enables young people to develop practical skills as well as social skills, 
problem-solving.  It also brings learning to life by allowing young people to 
experience real artefacts and develop their understanding of the world around them 
 
This policy is written to ensure the safety of all taking part in the visit and follows 
OEAP (Outdoor Education Advisers’ Panel) National Guidance and Educational 
Visits - A Safety Guide for Learning Outside the Classroom (All Wales Guidance 
2010) as well as Woodlands Limited polices. 
 
Clarification of Roles 
 

• Head Teacher will have overall responsibility for the visits and the monitoring and 
evaluation of visits.   

• The Head teacher will sign off all visits. 

• Educational Visit Co-ordinator (EVC) will be the Deputy Head teacher James 
Hughes who will lead the organisation and administration of the visits 

• Visits Leader will be the member of staff wanting to arrange the trip and will 
organise the operational activities required for the visit. 

 
Procedural Requirements 
 

• Risk assessment – individual pupils; transport; activities included.  

• Approval of staff to lead activities and visits.  

• Evaluation of external providers by EVC.  

• Parental / Carer/ Social Worker communication and consent.  

• Information about participants’ medical conditions, special needs, behaviour etc.  

• Prior notification and approval of visit plans.  

• Any types of visit that should be approved only after consultation with an external 
adviser e.g. social worker.  

• ‘Checking out’ and ‘checking in’ before, during and after a visit. 

• Emergencies – actions to be taken in the event of an emergency.  

• Monitoring.  

• Evaluation. 
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Monitoring and Evaluation 
 

• The role of the EVC and Head in the approval and monitoring of visits is 
completed via staff meetings and Head Teacher’s report to Governors.  

• If there is a concern about a potential trip following a pre-visit, then it will be 
discussed at the next staff meeting to decide if it could go ahead or not. 

• The extent to which the EVC and/or senior staff should monitor visits by field 
observation will be according to the nature of the visit.  

• Any arrangements for peer monitoring will be for succession planning and quality 
assurance of documentation.  An evaluation will be completed after a visit to 
inform any future visits. 

 
Induction, training, apprenticeship, succession planning  
 
• Induction requirements are that all staff have training via the Induction programme 

regarding the expectations and requirements of organising visits. 
• Training requirements (e.g. EVC and Visit Leader training) are that they have met 

with the Headteacher to go through the policy in detail.  
• Requirements for record keeping for the risk assessments for the visit will be 

established. 
• Issues of succession planning to ensure the sustainability of visits are through 

staff sharing the Visits Leader role via subject-related visits. 
  
Training of Instructors/Providers 
 
The qualifications for instructors or providers will be requested during the planning of 
the trip.  A copy of these will be kept with the Risk Assessments file.  If these were 
not provided prior to the trip/visit then the safety of the trip will be re-considered. 
 
Risk management and risk-benefit assessment  
 
Woodlands School has the expectations for risk management recording set out 
clearly in the Safeguarding policy.  Risk assessments must be completed for every 
visit off-site (see Visits Risk Assessments folder).  Risk assessments must include 
individual risks based on the whole school individual risk assessment for each pupil. 
 
Transport arrangements 
 
Staff will transport pupils using the company vehicles which all have full MOTs, are 
insured and have full breakdown cover.  Each vehicle will also have an up to date 
First Aid bag.  The staff will be school staff and care staff who will stay for the 
duration of the visit and be included in the staffing ratios.  All staff employed by 
Woodlands are insured to drive company vehicles and transport pupils. 
 
Woodlands School should clarify expectations about the selection of venues, 
facilities and external providers through the initial discussions about the rationale for 
the visit.  
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The Visit Leader should complete a pre-visit questionnaire to assist with gaining 
information to make an approval decision. Copies of providers’ risk assessments are 
not required, but the Visits Leader should seek any information specifically aimed at 
helping them to manage their visit. A preliminary visit by staff to check a venue or 
provider will be necessary if there was not enough information gained from the pre 
visit questionnaire. 
 
Emergency procedures and incident reporting  
 
Woodlands School will explain the visit emergency procedures, including any 
procedures or support provided by Woodlands Limited to the Visit Leader and on-call 
Manager. The on-call Manager provides 24/7 cover at Woodlands during a visit and 
will inform the Head teacher of any emergency. The on-call Manager, Head teacher 
and Directors will have 24/7 access to all details of the visit, including medical and 
next-of-kin information for staff and young people. The procedures for reporting 
incidents that occur on a visit will follow the same procedures outlined in the school’s 
Incident Record book. 
 
Behaviour  
 
The school’s Behaviour policy will apply during any visit.  The sanctions for any 
negative behaviour will also be followed via the school Behaviour policy. 
 
Inclusion  
 
All pupils will be included in any trips or visits unless it was a reward trip and they 
had not earned enough points to attend.  Pupils will not be excluded from trips for 
any additional learning needs.  If there was a physical aspect to the trip and a pupil 
had difficulty completing it due to an injury (e.g. arm in plaster) then reasonable 
adjustments will be made so that he could still take part in the visit. 
 
Insurance  
 
The insurance procedures in place for staff and pupils will be followed in the event of 
any accidents or incidents. Details can be obtained from the admin office.  
 
Finance  
The charge for the trip will be met from the school’s activities budget.  Any pupil 
refusing to go on a trip after it has been booked may be liable for re-paying the cost 
of any entrance/ ticket fees. 
 
One Day Visits  
 

• Details of the trip to be submitted 2 weeks prior to visit explaining purpose of 
the visit  

• Risk Assessments for activities will need to be completed and sign off by the 
Head teacher. 

• Individual Risk Assessments for any pupil with Special Needs  

• Plan of activities for the day  



5 
 

• An Alternative Plan to be available should weather or other factors not allow 
for the original plan to take place  

 
Residential and Hazardous Sporting Activities 
  

• Details of the trip to be completed and submitted at least 4 weeks prior to visit 
to the EVC. 

• All the above for one day visits  

• Travel arrangements  
 
The Day of the Visit  
 
The Visits Leader will have a clear plan of where the group will assemble prior to 
leaving. Pupils should wear school uniform unless the activities dictate otherwise or 
they are Post-16. For trips leaving after the end of the school day pupils are to wear 
full uniform for the day in school then change if required. This applies to residential 
visits as well. Ensure that a list of pupils and staff going on the trip is placed in each 
staffroom prior to the trip taking place.  
 
For day trips make sure the office and Houses have a list of all pupils, the times of 
departure and expected time of return. If there is a delay in the return contact school 
and reception to inform of revised timing so the office staff can advise care staff.  On 
your arrival home inform your emergency contact as soon as possible of your safe 
return. If you are taking a residential trip away a qualified First Aider must be on the 
visit 
 
Emergency or if the Trip needs to be Abandoned 

If there is an emergency on the trip inform the school and if required emergency 

services.  Keep staff at the school informed as much as possible.  The Head teacher 

or senior member of staff at school will inform the House Managers and Directors.   

If it is a medical emergency, then the First Aid policy needs to be followed. 

If the trip needs to be abandoned then the lead teacher needs to inform the school 

so that lessons can be continued when pupils arrive back at school, depending on 

the circumstances.  Due to staff providing transport for the visit if additional cars are 

required the lead teacher will contact the Houses so that they can be arranged. 

On return back to school there will be a de-brief of the visit to establish the cause of 

the emergency or abandoned trip.  The notes will be attached to the risk 

assessments for future reference.  
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Visit Leader Checklist  
 
This list is designed as final check on visit planning. The relevance of the bullet 
points and the complexity of the responses are dependent on the nature of the 
particular visit. For each of the points, further information about good practice can be 
found elsewhere in this guidance.  
 

 The benefits and risks of all aspects of the visit have been considered and the 

visit plan has an appropriate balance and an acceptable level of residual risk.  

 The visit plan has involved leaders and helpers before the visit and they are 

clear about what they are expected to do in order to manage the risks.  

 Risk Assessment has been signed off by the Head Teacher. 

 
Content and Aims  
 

 There are clear and well-considered aims that are particular to the learning 

and development of the group as a whole and individuals within it, which 

contribute to the wider curriculum or ethos of the establishment.  

 Evaluation and visit review arrangements are in place.  

 
The process has led to a visit plan addressing the following variables:  
 
Staffing 
 

 I am clearly identified as the visit Leader and approved by the establishment.  

 All members of the Visit Leadership Team are sufficiently confident and 

competent to fulfil their designated role.  

 There are sufficient leaders to ensure effective supervision and deal with 

incidents and emergencies.  

 All members of the Visit Leadership Team have received all relevant 

information on both the visit and the group.  

 If accompanying leaders are taking a family member on the visit, there are 

arrangements to ensure that this will not compromise group management.  

 I have kept my EVC informed during the planning process.  

 
Activities  
 

 Activities are appropriate to the aims of the visit and the nature of the 

participants.  

 Appropriately competent activity leaders are in the Visit Leadership Team or a 

suitable Provider had been contracted to lead activities.  
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Group  
 

 Up to date contact details, medical information, dietary requirements and 

information about special needs are available and shared appropriately with 

the Visit Leadership Team and any relevant provider staff.  

 Information has been provided to parents and young people to enable 

informed consent (where consent is required).  

 Participants have been provided with information about what to do and what is 

expected of them, and, where appropriate, have been involved in the planning 

and risk benefit assessment process.  

 Safeguarding issues are addressed.  

 Inclusion issues are addressed.  

 
Environment  
 

 Environmental factors (weather, daylight hours, temperature, water levels etc) 

have been considered.  

 Accessibility issues are addressed.  

 Safety and security have been checked and considered.  

 I have undertaken a preliminary visit if appropriate or required by 

establishment policy. In the absence of a preliminary visit. I have sufficient 

information from other sources.  

 There is access to first aid equipment in each car and a trained first aider from 

the staff on the visit.  

 Where remote supervision will be used, the environment is suitable.  

 Accommodation, where used, is safe, suitable and appropriate.  

 Travel or transport arrangements are appropriate.  

 There is a Plan B/alternative options in place, where necessary.  

 There is an emergency plan in place and leaders, helpers, participants, 

providers and emergency contacts have been given relevant information 

about it.  

 Suitable insurance is in place (and required documents if visiting overseas).  

 
Finally 
  

 The visit meets all relevant requirements of my employer and establishment 

policy/procedure.  

 My decision is that this visit is appropriately prepared and should take place.  

 
Have a safe journey! 

 
Signed by(EVC):      Head Teacher: 
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……………………………………………………………………………………………….. 

I can confirm that I have read and understood this policy.  

Signed:                                                             Directors                        Date 

                                                                         Chair of Governors        Date 

                                                                         Headteacher                  Date 

 
I can confirm that I have read and understood this policy. 
 
Name (print):  Signature:   Date: 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 


