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EDUCATIONAL VISITS POLICY 

 
Educational Visits Coordinator : Mr M Denver 

 

Policy Information 

Policy Title: Educational Visits Policy 

Applies to: All pupils, including Early Years Foundation Stage (EYFS) 

Educational Visits Coordinator (EVC): Mr M Denver 

Policy Owner: Head 

Related Policies: Safeguarding and Child Protection Policy; Supervision of Pupils Policy; 

Supervision of Early Years Pupils Policy; Missing or Lost Child Policy; First Aid Policy; 

Administration of Medicines Policy; Health and Safety Policy; Behaviour Policy; Online Safety 

Policy; Accessibility Policy 

Approved by: Chair of Advisory Committee  

Review Date: September 2027 

1. Introduction 

Birchfield School recognises that educational visits and activities beyond the classroom form 

an important part of the School’s curriculum and contribute significantly to pupils’ academic, 

personal, social and physical development. 

Learning outside the classroom provides pupils with opportunities to: 

• develop independence and resilience; 

• apply classroom learning in different environments; 

• develop teamwork and communication skills; 

• increase confidence and self-reliance; 

• experience cultural, historical, environmental and sporting opportunities. 

Educational visits may include: 

• curriculum-based visits; 

• museums, galleries, theatres and historic sites; 

• outdoor learning activities; 

• sporting fixtures; 
• residential visits; 

• camps; 

• overseas educational visits. 

All visits are planned carefully to ensure that educational value is balanced with effective 

safeguarding, supervision and risk management. 

This policy applies to all School-organised visits and activities, including those involving pupils 

in the Early Years Foundation Stage (EYFS). 

The School follows relevant Department for Education guidance including: 
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• Health and Safety: Advice on Legal Duties and Powers for Local 

Authorities, Headteachers, Staff and Governing Bodies; 

• Keeping Children Safe in Education (KCSIE); 

• Statutory Framework for the Early Years Foundation Stage; 

• relevant guidance concerning educational visits and off-site activities. 

2. Principles of Educational Visits 

Birchfield School believes that educational visits should: 

• support and enhance the curriculum; 

• provide meaningful learning experiences; 

• promote personal development; 

• encourage responsible behaviour; 

• allow pupils to experience activities not available within School. 

The safety and wellbeing of pupils remains the School’s highest priority. 

All visits must: 

• have a clear educational purpose; 

• be appropriately planned; 

• have suitable supervision; 

• have appropriate risk assessments; 

• consider individual pupil needs; 

• comply with safeguarding requirements. 

3. Educational Visits Coordinator (EVC) 

The Educational Visits Coordinator is: 

Mr M Denver 

The EVC is responsible for ensuring that educational visits are planned and managed safely 

and effectively. 

The EVC will: 

• advise staff organising visits; 
• ensure appropriate procedures are followed; 

• check that risk assessments are completed; 

• monitor staff competence and experience; 

• maintain records of visits; 

• ensure visits comply with School policy; 

• advise the Head and Senior Management Team regarding higher-risk activities; 

• ensure lessons learned from visits are recorded and shared. 

 

The EVC works closely with: 

• the Head; 
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• Heads of Section; 

• trip leaders; 

• the Compliance Assistant; 

• relevant members of staff. 

4. Approval and Oversight of Visits 

All visits must receive appropriate approval before they proceed. 

The approval process includes consideration of: 

• purpose and educational value; 

• location; 

• transport arrangements; 

• staffing levels; 

• pupil age and ability; 

• medical and SEND requirements; 

• safeguarding considerations; 

• financial arrangements; 

• risk assessments. 

The Head retains overall responsibility for approving educational visits. 

The Educational Visits Coordinator supports the Head by ensuring appropriate checks and 

documentation are completed. 

Higher-risk activities, overseas visits and residential trips require enhanced planning and 

approval. 

5. Types of Visits 

Birchfield School operates a wide range of educational visits, including: 

Curriculum Visits 

These support classroom learning and may include: 

• museums; 

• galleries; 
• theatres; 

• historical locations; 

• farms; 

• nature reserves; 

• educational centres. 

 

Sporting Activities 

These include: 

• away fixtures; 
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• competitions; 

• tournaments; 

• sporting events. 

Residential Visits 

Residential activities may include: 

• camps; 

• outdoor education; 

• activity centres; 

• cultural visits. 

Overseas Visits 

Overseas visits require additional planning, including: 

• travel arrangements; 

• insurance requirements; 

• medical information; 

• passports and visas; 

• emergency arrangements; 

• cultural considerations. 

6. Communication with Parents 

Parents will receive appropriate information before a visit takes place. 

Information provided may include: 

• purpose of the visit; 

• dates and timings; 

• itinerary; 

• transport arrangements; 

• staffing arrangements; 

• cost; 

• equipment and clothing requirements; 

• medical arrangements; 

• behaviour expectations; 

• emergency contact procedures. 

The School calendar and communication systems will provide information about planned 

visits and sporting fixtures. 

 

Parents will always be notified where: 

• a visit involves additional cost; 

• a pupil will be away from School during normal hours; 

• packed lunches are required; 
• collection arrangements differ; 
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• a visit extends beyond the normal School day; 

• an overnight stay is involved; 

• overseas travel is planned. 

7. Parental Consent 

The School requires specific parental consent for visits which: 

• extend beyond the normal School day; 

• involve overnight stays; 

• involve overseas travel; 

• involve additional costs; 

• require collection from another venue. 

Consent may be provided electronically or in writing. 

Consent forms must include: 

• parent/carer contact details; 

• emergency contact details; 

• medical information; 

• dietary requirements; 

• relevant SEND information; 

• permission for emergency medical treatment where required. 

A pupil will not normally participate in a visit requiring consent unless the completed 

consent documentation has been received. 

Parents must provide accurate and up-to-date information before departure. 

8. Inclusion and Individual Needs 

The School is committed to ensuring that educational visits are accessible to all pupils where 

reasonably practicable. 

Planning will consider: 

• medical conditions; 

• disabilities; 
• additional learning needs; 

• emotional wellbeing; 

• dietary requirements; 

• cultural or religious considerations. 

Where necessary, individual risk assessments or adjustments will be completed. 

The School will work with parents and relevant professionals to ensure pupils can participate 

safely. 

9. Behaviour and Expectations 

Pupils remain subject to School rules and expectations during all educational visits. 
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Before departure, pupils will be reminded of: 

• expected standards of behaviour; 

• safeguarding expectations; 

• health and safety requirements; 

• respect for others and the environment. 

The School reserves the right to withdraw a pupil from a visit, or arrange an early return at 

parents’ expense, where behaviour presents a risk to themselves or others or seriously 

breaches School expectations. 

10. Role of the Group Leader 

Every educational visit must have a designated Group Leader who has overall responsibility 

for the organisation and safe conduct of the visit. 

The Group Leader must: 

• have appropriate experience and competence for the visit; 

• understand their responsibilities under this policy; 

• complete appropriate planning; 

• liaise with the Educational Visits Coordinator; 

• ensure all required documentation is completed; 

• brief accompanying staff and pupils; 

• ensure appropriate supervision throughout the visit; 

• monitor risks during the activity; 

• make reasonable decisions to protect pupils’ safety. 

The Group Leader has authority to amend or cancel aspects of the itinerary where 

circumstances make this necessary, including: 

• adverse weather; 

• transport delays; 

• changes in risk level; 

• safety concerns; 

• medical emergencies. 

The safety of pupils takes priority over the planned programme. 

 

 

11. Responsibilities of Accompanying Staff 

All staff accompanying pupils on educational visits must: 

• understand their role and responsibilities; 

• follow the School’s Safeguarding and Child Protection procedures; 

• actively supervise pupils; 

• maintain appropriate professional boundaries; 
• be aware of pupils’ medical, dietary, SEND and pastoral needs; 
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• report concerns immediately; 

• support the Group Leader. 

Staff must: 

• carry a School mobile phone where provided; 

• ensure emergency contact details are available; 

• follow the School’s First Aid Policy; 

• record accidents, incidents and near misses. 

Staff must not consume alcohol during any School visit. 

Personal mobile phones should not be used for School business unless authorised in 

exceptional circumstances. 

12. Educational Visits Coordinator Review 

Before a visit takes place, the Group Leader must provide relevant information to the 

Educational Visits Coordinator. 

The EVC will check that: 

• the purpose of the visit is clear; 

• appropriate approval has been obtained; 

• staffing levels are suitable; 

• risk assessments are completed; 

• safeguarding arrangements are appropriate; 

• medical and SEND considerations have been addressed; 

• transport arrangements are suitable. 

13. Staffing and Supervision Ratios 

Staffing levels must be appropriate to: 

• pupils’ age; 

• maturity; 

• number of pupils; 

• activity; 

• location; 

• risk level; 

• additional needs 

 

The following ratios provide guidance: 

Year Group Recommended Ratio 

Reception Higher level of supervision depending on activity and location 

Years 1–3 1 adult : 6 pupils 

Years 4–6 1 adult : 10 pupils 

Years 7 and above 1 adult : 15–20 pupils 
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Year Group Recommended Ratio 

Overseas visits Minimum 1 adult : 10 pupils 

Higher-risk activities may require increased staffing. 

A ratio of 1:5 is recommended for activities involving increased risk, subject to individual 

risk assessment. 

Staffing decisions must always be based on risk rather than ratio alone. 

14. Risk Assessment 

Risk assessment is an essential part of educational visit planning. 

The Group Leader must complete an appropriate risk assessment for every visit. 

Risk assessments must consider: 

• age, gender and ability of pupils; 

• number of pupils attending; 

• medical needs; 

• SEND requirements; 

• dietary needs; 

• previous experience of pupils; 

• nature of activities; 

• location; 

• transport arrangements; 

• time of year; 

• weather conditions; 

• experience of supervising staff; 
• first aid provision; 

• emergency arrangements. 

Risk assessments must identify: 

• potential hazards; 

• who may be at risk; 

• control measures; 

• emergency procedures; 

• monitoring arrangements. 

 

A copy of the completed risk assessment must be: 

• checked by the appropriate Head of Section; 

• approved through the School’s visit approval process; 

• taken on the visit; 

• retained within School records. 

15. Adventurous Activities 
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Where a visit includes adventurous or specialist activities, the Group Leader must ensure 

that: 

• providers are appropriately qualified; 

• activities are suitable for the age and ability of pupils; 

• relevant licences or accreditation are checked where applicable; 

• provider risk assessments are obtained where appropriate. 

The School will ensure that activities are delivered by competent instructors. 

16. Transport Arrangements 

Transport arrangements must be carefully planned. 

The School expects that: 

• reputable transport providers are used; 

• coaches have seat belts where reasonably practicable; 

• pupils are supervised during journeys; 

• pupils follow transport safety instructions; 

• headcounts are completed before departure and after each journey stage. 

Pupils must not eat on moving minibuses or coaches unless specifically authorised due to 

medical need. 

17. School Minibus Use 

Only authorised and appropriately trained staff may drive School minibuses. 

Drivers must: 

• hold the appropriate licence entitlement; 

• complete School familiarisation procedures; 

• undertake required checks; 

• follow School vehicle procedures. 

Drivers must not use a School vehicle if they are: 

• tired; 

• medically unfit; 

• affected by alcohol or medication that impairs driving ability. 

18. Medical Arrangements 

Before departure, the Group Leader must ensure they have access to relevant medical 

information. 

This includes: 

• allergies; 

• asthma; 

• diabetes; 
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• epilepsy; 

• medication requirements; 

• emergency care plans; 

• dietary requirements. 

Medication must be managed in accordance with the Administration of Medicines 

Policy. 

A suitable First Aid kit must be taken on all visits. 

For residential and overseas visits, additional medical planning must include: 

• access to healthcare facilities; 

• insurance arrangements; 

• emergency contacts; 

• medication storage. 

19. Safeguarding Arrangements 

Safeguarding responsibilities continue throughout educational visits. 

Staff must: 

• maintain appropriate supervision; 

• follow safeguarding procedures; 

• be alert to risks posed by adults or other individuals; 

• ensure appropriate staff/pupil boundaries; 

• report concerns immediately. 

Staff must consider safeguarding risks associated with: 

• accommodation; 

• transport; 

• unfamiliar locations; 

• water activities; 

• overnight stays; 

• online communication. 

Any safeguarding concern must be reported in accordance with the School’s Safeguarding 

and Child Protection Policy. 

20. Missing or Lost Child Procedures 

If a pupil becomes missing during a visit, staff must follow the Missing or Lost Child 

Policy. 

The Group Leader must: 

• establish when and where the pupil was last seen; 

• conduct an immediate search; 

• ensure remaining pupils are supervised; 

• contact emergency services where appropriate; 
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• inform the Head; 

• maintain accurate records. 

The safety of the remaining group must always be maintained. 

21. Residential Visits 

Residential visits require additional planning. 

The Group Leader must ensure: 

• accommodation has been checked; 
• emergency procedures are understood; 

• sleeping arrangements are appropriate; 

• pupils know expected standards of behaviour; 

• staff understand supervision responsibilities overnight. 

Where appropriate: 

• male and female staff should accompany mixed groups; 

• staff should have access to emergency contact information; 

• pupils should understand fire safety procedures. 

22. Overseas Visits 

Overseas visits require enhanced planning. 

The Group Leader must consider: 

• travel documentation; 

• passports; 

• visas; 

• insurance; 

• medical requirements; 

• currency arrangements; 

• cultural expectations; 

• emergency contacts; 

• local healthcare facilities; 

• Foreign Office travel advice. 

Copies of relevant documentation must be securely retained. 

23. Accidents, Incidents and Near Misses 

All accidents, incidents and near misses must be recorded. 

This includes: 

• injuries; 

• illness requiring medical attention; 

• behaviour incidents; 

• safeguarding concerns; 
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• transport incidents. 

Serious incidents must be reported to the Head immediately. 

The School will review incidents to identify improvements. 

24. Emergency Procedures 

In the event of a serious emergency, the Group Leader’s priorities are: 

1. Ensure immediate safety of pupils and staff. 

2. Contact emergency services. 
3. Provide first aid where appropriate. 

4. Ensure pupils remain supervised. 

5. Contact the Head or designated emergency contact. 

6. Follow advice from emergency services. 

7. Maintain accurate records. 

The School will manage communication with: 

• parents; 

• insurers; 

• external agencies; 

• media enquiries. 

Staff should not communicate with the media unless authorised by the Head. 
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Annex 1 

Educational Visit Planning Checklist 

This checklist must be completed by the Group Leader before any educational visit. 

Initial Planning 

☐ Educational purpose and learning outcomes identified. 

☐ Visit discussed with the Educational Visits Coordinator. 

☐ Date and destination agreed. 

☐ Appropriate approval obtained from the Head. 

☐ Costings prepared and agreed. 

☐ Parents informed where appropriate. 

☐ Staffing requirements considered. 

☐ Pupil numbers confirmed. 

Risk Management 

☐ Visit-specific risk assessment completed. 

☐ Hazards identified. 

☐ Control measures recorded. 

☐ Emergency arrangements considered. 

☐ Medical needs reviewed. 

☐ SEND requirements considered. 

☐ Behaviour risks considered. 

☐ Weather and seasonal risks considered. 

☐ Risk assessment shared with accompanying staff. 

Provider and Venue Checks 

Where applicable: 

☐ Venue risk assessment obtained. 

☐ Provider qualifications checked. 

☐ Activity licences checked where required. 

☐ Insurance arrangements confirmed. 

☐ Emergency procedures understood. 

☐ Accessibility arrangements confirmed. 

Transport 

☐ Transport provider confirmed. 

☐ Driver arrangements confirmed. 

☐ Seat belts available where required. 

☐ Travel timings checked. 

☐ Emergency contact arrangements confirmed. 
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Medical and Welfare Arrangements 

☐ First Aid kit arranged. 

☐ Medical information checked. 

☐ Medication arrangements confirmed. 

☐ Emergency medication collected where required. 

☐ Dietary requirements confirmed. 

☐ Staff aware of pupil medical needs. 

Safeguarding 

☐ Safeguarding responsibilities discussed. 

☐ Staff/pupil supervision arrangements confirmed. 

☐ Missing pupil procedure reviewed. 

☐ Staff aware of reporting procedures. 

☐ Appropriate professional boundaries discussed. 
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Annex 2 

Staff Visit Briefing Record 

Visit: _______________________________ 

Date: _______________________________ 

Group Leader: ________________________ 

Destination: __________________________ 

All accompanying staff must be briefed before departure. 

Briefing Checklist 

☐ Purpose of visit explained. 

☐ Timings and itinerary confirmed. 

☐ Staffing roles allocated. 

☐ Supervision areas allocated. 

☐ Pupil medical needs reviewed. 

☐ First Aid arrangements explained. 

☐ Emergency procedures explained. 

☐ Safeguarding expectations reviewed. 

☐ Behaviour expectations reviewed. 

☐ Transport arrangements confirmed. 

☐ Headcount procedures confirmed. 

Staff signatures: 

Name Signature Date 
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Annex 3 

Emergency Visit Information Record 

A copy of emergency information must be available to the Group Leader. 

Visit Details 

Destination: 

 

Dates: 

 

Group Leader: 

 

School Emergency Contact: 

 

Emergency Information 

Emergency services number: 

999 

Nearest hospital/medical facility: 

 

Insurance contact (where applicable): 

 

Accommodation emergency contact: 
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Annex 4 

Educational Visit Consent Form 

Visit Details 

Pupil Name: _______________________________ 

Year Group: _______________________________ 

Visit: ____________________________________ 

Date(s): _________________________________ 

I/We consent for my/our child to participate in this educational visit. 

I/We confirm that: 

☐ Medical information provided to School is accurate and up to date. 

☐ The School has permission to administer emergency first aid where required. 

☐ The School may seek emergency medical treatment if necessary and 

parents/carers cannot be contacted immediately. 

☐ My child understands that School rules and expectations apply throughout the 

visit. 

Medical Information 

Does your child have: 

Asthma: 

☐ Yes ☐ No 

Allergies: 

☐ Yes ☐ No 

Epilepsy: 

☐ Yes ☐ No 

Diabetes: 

☐ Yes ☐ No 

Other medical information: 

 

Medication required: 
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Dietary requirements: 

 

Emergency Contacts 

Parent/Carer 1: 

Name: 

 

Telephone: 

 

Parent/Carer 2: 

Name: 

 

Telephone: 

 

Additional emergency contact: 

Name: 

 

Telephone: 

 
 

Consent for Emergency Treatment 

I/We authorise the Group Leader or an authorised member of staff acting on behalf of 

Birchfield School to consent to emergency medical treatment where necessary if 

parents/carers cannot be contacted. 

Signed: 

Parent/Carer 1: 

________________________ Date: __________ 

Parent/Carer 2: 

________________________ Date: __________ 
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Annex 5 

Post Visit Evaluation Record 

All visits should be reviewed to support continuous improvement. 

Visit Details 

Visit: 

Date: 

Evaluation 

What went well? 

 
 

 

Were there any incidents, accidents or near misses? 

 
 

 

Were staffing levels appropriate? 

 
 

 

Were risk controls effective? 

 
 

 

Actions for future visits: 

 
 

 

Completed by: 

Date: 
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Annex 6 

Inspection Evidence Checklist 

The School will retain evidence of effective educational visit management. 

Evidence may include: 

☐ Educational Visits Policy 

☐ EVC appointment record 

☐ Staff training records 

☐ Visit approval records 

☐ Risk assessments 

☐ Provider checks 

☐ Consent forms 

☐ Medical information 

☐ Staff briefing records 

☐ Accident and incident records 

☐ Visit evaluations 

☐ Emergency procedures 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Policy Review 

This policy will be reviewed annually or following: 

• significant changes in guidance; 

• changes to School procedures; 

• serious incidents; 

• recommendations from inspections or reviews. 

Review date: September 2027 


