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Article 3   All organisations concerned with children should work towards what is best for  
each child 

Article 19 Children have the right to be safe 
 

Article 28  Children have the right to an education 
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Stag Lane Junior School 
Educational Visits Policy 

 

We, the governors and staff of Stag Lane Junior School, recognise the considerable 
contribution that educational visits potentially bring to our pupils in terms of their social 
and personal development; their confidence in managing the safety and well being of 
themselves and others outside the confines of the school.  Additionally, we recognise 
that Educational Visits offer significant opportunities to build upon and enrich work 
undertaken within the taught curriculum. 
 
Document Purpose 

� To reflect the values and philosophy of Stag Lane Junior School in relation to 
Educational Visits.   

� To provide a framework within which all staff, both teaching and non-teaching, 
work in the planning, organisation and procedures of Educational Visits. 

� To ensure that a rich and varied range of high quality learning experiences are 
conducted in a safe and secure environment. 

 
Visits covered by the policy and guidelines 
The Governing Body has given its approval to the following types of activities being 
arranged in support of the educational aims of the school: 

� Out of hours clubs (music, sport, languages, dance, drama etc). 
� Regular nearby visits (e.g. traffic census outside the school gate, taking a school 

team to an away fixture, special school life-skills excursions, local project work, 
weekly swimming lessons. Local library visits.) 

� Day visits for particular year groups or the whole school. 
� Residential Visits both in this country and abroad. 
� Adventurous activities both on and off the school site. (As defined in Harrow 

Council Requirements for Educational Visits 2005.) 
� Farm visits. 

 
These guidelines should be read in conjunction with the following documentation: 

� Harrow Council Requirements for Educational Visits 2005.  
� Health & Safety: advice for schools 2014 - DFE-00035 
� Part 1 supplement: Standards for LEAs in Overseeing Educational Visits. DfES 

July 2002. 
� Part 2 supplement: Standards for Adventure. DfES July 2002. 
� Part 3 supplement: A Handbook for Group leaders. DfES. July 2002. 

 
The above Dfes documents are available from the Educational Visits Co-ordinator. 
(EVC) Additionally copies may be viewed and downloaded from 
www.hse.gov.uk/education/visits.htm. 
 
Approval Procedure and Consent 

� The Governing Body has delegated the consideration and approval of educational 
visits and other offsite activities to the Headteacher and EVC. 

� Before a visit is advertised to parents the EVC must approve the initial plan. The 
EVC will also approve the completed plan and the risk assessments for the visit 
at a later date. 

� Consent for Residential, Overseas and visits involving adventurous activity on or 
off site will be sought from the LEA by completing form EV2 (see appendix). 
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� Where external contractors are involved in organising all or part of the visit, the 
contract will be made with the school on behalf of the pupils. All payments for the 
visit will be made through the school’s accounts. 

� For nearby visits, parents will be asked to sign a general letter of consent for 
participation in these activities when their child enters the school. Parents will be 
informed of activities that pupils are involved in and will be informed (by 
letter/phone call/verbal message from their child) if an activity has to be 
cancelled. 

� For any visit lasting for a whole school day, parents will be asked to sign a letter, 
which consents to their child taking part.  

� As part of the parents’ consent they will be fully informed of the activities and 
arrangements for the visit. 

 
Staffing 
The school recognises the key role of accompanying staff in ensuring the highest 
standards of learning, challenge and safety on a school visit. 
Teachers and other staff are encouraged and supported to develop their abilities in 
organising and managing pupils’ learning in a variety of environments through induction, 
apprenticeship and training.  The selection of staff for educational visits will be a key 
priority in the initial approval of any proposed visit. 
All staff accompanying a visit have a common law duty of care towards the pupils in their 
charge.  
NB:  A copy of the Critical Incidents Policy should always be taken on trips. 
 
Specific Roles and Responsibilities 
 
The Educational Visit Co-ordinator 

� To be aware of his/her responsibilities as set out in the Harrow Council 
Requirements for Educational Visits 2005. 

� Liaise with the Headteacher, school staff and the LEA. 
� Attend training and up-date staff where appropriate. 
� In partnership with the Headteacher approve all educational visits. 
� Ensure that risk assessments are dated as having been evaluated and modified 

as a result. 
� Fully support the Group Leader in the tasks required to arrange the visit.  This will 

include, as necessary, making time or finances available to conduct an 
exploratory visit, identifying time when the leader and the EVC might work in 
partnership to undertake planning and risk assessments and reviewing and 
evaluating the visit as necessary.  

� Where it is appropriate, will ensure that DBS screening is available for volunteer 
adults assisting with educational activities and visits. 

 
Group Leaders 

� Seek approval for the visit and complete form EV3 Notification of Educational 
Visit (see Appendix). 

� Recognise their responsibilities as set out in the Harrow Council Requirements for 
Educational Visits 2005 and are required to follow the Educational Visits 
Checklist EV0 (see Appendix). 

� The appointed Group Leader will be fully supported in the tasks required to 
arrange the visit. 
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� Complete Risk Assessments for the visit and record on form EV5 (see 
Appendix).  

� Briefing teachers and other staff and reviewing and evaluating the visit form EV8 
(see Appendix). 

 
Teachers and Teaching Assistants 
Teachers and Teaching Assistants on school visits act as employees of the LEA 
whether the visit is during normal school hours or outside the school day. 
They must do their best to ensure the health and safety of everyone in the group and act 
as any reasonable parent would in the same circumstances.  They should: 

� Follow the instructions of the group leader and help with control and discipline. 
� Consider modifying the activity, notifying the group leader if they think the risk to 

the health and safety of the pupils in their charge is too great. 
 
Adult Volunteers 

� Non-teacher adults on the visit should be clear about their roles and 
responsibilities during the visit. 

� They must do their best to ensure the health and safety of everyone in the group. 
� Not be left in sole charge of pupils except where it has been previously agreed as 

part of the risk assessment. 
� Follow the instructions of the group leader and teacher supervisor and help with 

the control and discipline of the group. 
� Speak to the group leader or teachers if concerned about the health and safety of 

the pupils at any time. 
 
The Expectations of Pupils and Parents 
The school has a clear code of conduct for school visits based on the school’s 
‘Behaviour Policy’. This code of conduct will be part of the condition of booking by the 
parents, and include the potential of withdrawal of a pupil prior to and during the visit if 
such conduct would be considered to make the child unsuitable to be included or have 
led to a fixed term exclusion from school.  As part of the signed agreement, parents are 
agreeing to pay any associated costs, including collection of the child, in the event of a 
child being withdrawn before or during a visit. 
 
Risk Assessment 
Risk Assessments for school visits have three levels: 

1. Generic activity risk assessments, which are likely to apply to the activity 
whenever it takes place. eg. Weekly Swimming Lessons;  Using the School 
Minibus;  Travel on London Underground. 

2. Visit/site specific risk assessments, which will differ from place to place and group 
to group.  Form EV5 to be completed for all visits & activities other than regular 
educational visits eg swimming. 

3. On going risk assessments that take account of e.g. illness of staff or pupils, 
changes of weather, availability of preferred activities. 

 
Assessing Risk at Pre-Visit Stage 
In order to undertake a full and comprehensive assessment of risks, it may be 
necessary, where appropriate, to undertake a pre-visit.  Even when visits are made 
regularly, risks should be reassessed from time to time. When undertaking risk 
assessment, a number of variables need to be taken into account. 

� The number of pupils involved. 
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� The age of the pupils, their sex, ability and general behaviour. 
� The previous experience of the group undertaking off-site visits. 
� The time of day and time of year. 
� The travel arrangements. 
� The hazards at the environment being visited. 
� The numbers, experience and quality of accompanying staff and volunteers. 
� The nature of the activities. 
� The special educational or medical needs of the pupils. 
� The quality and suitability of available equipment. 
� Seasonal weather conditions. 
� Emergency procedures. 
� How to cope when a pupil becomes unable or unwilling to carry on. 
� The need to monitor the risks throughout the visit. 

 
Staff/Pupil Ratios 
There are no statutory requirements but good practice would suggest ratios would 
depend on the specifications of the visit.  E.g. sex, age, medical & special needs 
including disability, experience of adults, nature of activities, duration of visit, behaviour 
of pupils.  Harrow guidelines on staff pupil ratio are in accordance with DfES guidelines. 
These are: 
Years 1 to 3 1 adult to every 6 pupils 
Years 4 to 6 1 adult to every 10-15 pupils 
Residential 1 adult to every 10. 
 
Supervision on visits 

� The level of supervision necessary should be considered as part of the risk 
assessment. 

� Whatever the length of the visit, regular head counts should be taken of the 
children, particularly before leaving any venue and when getting on and leaving 
transport. 

� Group Leaders should consider safety when escorting pupils across a road 
advising other staff accordingly. 

� When travelling on coaches, staff have the responsibility for checking seat belts 
are worn by all pupils. 

� Travel sickness pills should only be taken when previous authorisation has been 
received from the parents. 

� All adults should carry a list of all the pupils and adults involved in the visit. 
� Pupils should be easily identifiable. Usually through wearing school uniform. 
� Pupils should not wear name badges but badges with the school name should be 

worn. 
� The group leader should identify rendezvous points and tell pupils what to do if 

they get separated from the group. 
� Mobile Phone numbers of leaders within the group should be known by all 

leaders as well the school. 
 

Use of cars 
This should generally be discouraged but if used the following should be adhered to 

• The car should be roadworthy. 
• The driver has the appropriate licence and insurance (complete form EV6). 
• Drivers ensure pupils wear seat belts. 
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• Parents or any other adults should never be in a position where they are left 
alone in a car with a child and a central dropping off place is arranged. 

 
First Aid 
The level of first aid provision will be based on the risk assessment.  The EVC will make 
a professional judgement as to the level of first aid required for a particular visit. The 
decision will be influenced by factors such as environment and proximity of emergency 
services or professional care. However, all residential visits and Adventurous Activities 
will include a member of staff who has a first aid qualification.  A first aid kit will be 
carried by all accompanying adults on all visits. 
 
Emergency Procedures. 

� The school will appoint a member of staff, usually the EVC or Headteacher or a 
Governor as the emergency school contact for each visit.   

� All major incidents should immediately be related to this person, especially those 
involving injury or that might attract media attention. 

� The Group Leader will leave full details of all pupils and accompanying adults on 
the visit with the emergency school contact, including the home contact details of 
parents/guardians and next-of-kin as appropriate. (This information will be in 
registers for day trips.  Residential trips will require separate documentation.) 

� The Group Leader will take with them a copy of the School’s Emergency 
Procedure Guidelines. (Dealing with an Emergency. See Appendix.)  

� All incidents and accidents occurring on a visit will be reported back through the 
school systems. 

� The school will have emergency funding available to support the Group Leader in 
an emergency.  Details will be given to the Group Leader in advance of the visit. 

 
Evaluation 
The Group Leader with the EVC will evaluate all visits using form EV8 (see 
Appendix).  A short evaluation report will be made available to the Governing Body. 
    
Swimming pools 
A minimum supervision level of 1 adult to every 12 pupils is recommended. 
The following checks should be made: 

� Is there constant pool supervision by a sufficient number of qualified staff? 
� Is the water temperature appropriate and the water clear? 
� Where there is no lifeguard, the leader should stay on the pool side at a raised 

location and the group leader should have the relevant life saving award  
� Are there signs indicating depth of water? 
� Does the pool cater for children with disabilities? 
� Does the deep end allow for safe diving? 
� Is there a resuscitator and other pieces of first aid and rescue equipment and is 

there someone trained to use them? 
� Is there a changing room for each sex? 
� Are the changing and showering facilities safe and hygienic? 
� Can clothes be stored safely? 
� Have the pupils been instructed how to behave around water? 

  
Residential visits 

� Staff ratio should be at least 1 member of staff for every 10 pupils. 
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� The group should ideally have adjoining rooms with teachers’ quarters next to the 
pupils rooms – the leader should obtain a floor plan of the rooms reserved for the 
groups use in advance. 

� There must be at least one teacher from each sex for mixed groups.  
� There must be separate male and female sleeping/bathroom facilities for pupils 

and adults. 
� The immediate accommodation should be exclusively for the groups use.  
� There should be appropriate and safe heating and ventilation. 
� The whole group should be aware of the lay out of the accommodation, its fire 

precautions/exits, its regulations and routines, and everyone can identify key 
personnel. 

� Security arrangements where the reception is not staffed 24 hours a day, security 
should be in force to stop unauthorised visitors.  

� All staff employed at the centre should be checked on their suitability for working 
with young people.  

� Locks on doors should work in the group’s rooms but appropriate access should 
be available to teachers at all times.  

� There should be adequate space for storing clothes, luggage, equipment. 
� There should be adequate lighting. 
� There should be provision for children with special needs and for those who fall 

sick.  
� Balconies should be stable, windows secure, electrical connections safe.  
� Where possible pupils should not be lodged on ground floor rooms.  
� The fire alarm must be audible throughout the whole accommodation. 
� There should be recreational facilities for the group. 
� There should be an appropriate number of supervisors on duty during the night.  
� As soon as possible after arrival a fire drill should take place. 

 
Farm Visits 
Farms can be very dangerous places even for the people working on them.  Risks to be 
addressed should include those arising from the misuse of farm machinery and the 
hazards associated with E-coli food poisoning and other infections.  The farm should be 
well managed and have a good reputation for safety standards and animal welfare, and 
that it maintains good washing facilities and clean grounds and public spaces.  Pupils 
should not: 

� Place their faces against the animals or put their hands in their mouths after 
feeding animals.  

� Eat until they have washed their hands.  
� Sample any animal foodstuffs.  
� Drink from farm taps.  
� Ride on tractors or other machines.  
� Play in the farm area. 

 
Further guidelines are in DFES letter dated 9th June, 1997:  Pupils visits to farms; Health 
precautions and HSE’s Avoiding Ill Health at Open Farms advice to teachers. 


