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MAIDENHILL SCHOOL 

 

 

EDUCATIONAL VISITS POLICY  
 
 
 
 
 
 
 
 
 
 
 

 
 

1. Maidenhill has formally adopted, through its Governing Body, the Gloucestershire 
‘Guidance for Offsite Visits’. This is to assist the planning and safe delivery of visits. 

2. This policy should be read in conjunction with Maidenhill’s policies on Curriculum, 
Teaching and Learning, Safeguarding and Charging, which can be accessed on the 
school website http://www.maidenhill.gloucs.sch.uk/Further-Information/School-Policies  

 

AIMS AND PURPOSES OF OFFSITE VISITS 

3. Maidenhill has a strong commitment to the added value of learning beyond the statutory 
school day and beyond the school premises. Each year, it arranges a number of activities 
that take place off the school site and/or out of school hours which support the aims of 
the school. 

4. The governing body has given its approval to the following types of activities being 
arranged in support of the school’s educational aims: 

 out of hours clubs (including sports, performing arts, study support, sciences and art) 

 school teams (practices and fixtures, both at home and away) 

 regular nearby visits (e.g. library, shops, places of worship) 

 day visits (e.g. to museums/theatres) 

 residential visits 

 visits outside the UK 

 adventure activities, which might be classed as higher risk 

 Visits to support careers support and guidance 
 

APPROVAL PROCEDURES AND CONSENT 

5. The Headteacher has nominated the Deputy head as the Educational visits co-ordinator 
(EVC).  The governing body has approved this appointment, and has delegated 
consideration and approval of residential visits and visits outside the UK to the Quality & 
Standards  Committee.  It has nominated the chair of that committee and the chair of 
governors as signatories, as necessary, on behalf of the governing body. 

6. The following procedures should be adopted: 

 
MANAGEMENT RESPONSIBILITY: Deputy Head 
 
RATIFIED: 11th June 2019 
 
AUTHORISED SIGNATORY: ______________________ 
                                        Eric Dawson, Chair of Governors 

 
REVIEW DUE: June 2020 
Policy allocation: Local Authority Governor 
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 Staff wishing to plan and undertake a visit (prospective visit leaders) should apply 
to the EVC for permission to plan the visit.  Once they have that permission, they 
should submit details using the pre-plan section of the Glos. eGgo software 
https://www.qes24.com/Gloucestershire/Ego/Live/  to the EVC and receive outline 
permission to undertake the visit, before the visit is advertised to parents and 
students. Staff may alternatively complete ‘Planning a day visit’ proforma found in 
staff shared/educational visits and submit to the EVC. 

 

        Outline permission will be granted when all the requirements have been 
considered, the visit can be accommodated within the school timetable and the ethos of 
the visit is one with which Maidenhill wishes to be associated. When appropriate, the 
application will be presented to the senior leadership team for consideration. 

 

 Once outline permission has been received, the visit leader can complete the 
planning, organisation and bookings for the visit as outlined in the School Visits Checklist 
available at staff shared/educational visits .  Standardised consent forms or the use of  
Parent Pay to secure medical and contact details will be used by all visit leaders staff 
shared/educational visits.  All visit letters must be approved by the EVC. 

 

 Details of the visit must be submitted for final approval to the EVC.  This 
should be a minimum of seven days before the visit to enable checking of risk 
assessments as well as general organisation. When the visit involves additional or high 
risk activities, foreign travel, or is a residential visit, details of the visit will also be passed 
on by the EVC via eGo to Gloucestershire County Council SHE unit for approval that all 
the procedures have been satisfactorily completed. This must be done at least 28 days 
before the planned departure. 

 

        For any visit lasting more than a day or for visits oversees, parents/carers will 
be invited to a briefing meeting where they can seek clarification of any aspect of the 
itinerary and organisation of the visit. 

 

        Regularly repeated visits such as sporting fixtures may receive block annual 
approval. If the return time is outside the normal school day, parents will be advised 
through their child. Procedures are in place to inform parents by text of any last minute 
changes to PE fixture times when events are changed. It is good practice to ensure 
emergency contact details of parents are updated on a regular basis. 

 

       Following each visit the leader will undertake a review.  Any incidents or 
accidents will be reported in accordance with the reporting requirements.  Leaders of visits 
that have involved considerable time or financial resources, such as residential visits, are 
required to produce a short report evaluating the travel and transport, facilities, quality of 
any providers and the success and value of the visit and submit this to the EVC who will 
in turn present it to governors. 

 

   All school staff will be made aware of the requirements of this policy and any 
changes that are made when the policy is reviewed. 

 
 

EQUAL OPPORTUNITIES 
 

 Where visits are deemed to be very popular (for example, biannual trips to 
Paris/Disney Land and Boulogne), Maidenhill will now ask for no money to be returned 
with a parental consent form in the first instance.  This will ensure there is no 
disadvantage to parents who may require longer to fund a deposit.   

 In addition to the above, where a visit is deemed to be popular, names will be drawn 
from a hat after a set ‘hand in’ day, to ensure those living further away including those 

https://www.qes24.com/Gloucestershire/Ego/Live/
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travelling by bus are not disadvantaged from those who live closer and who may be 
able to hand in forms prior to school starting. 
  

 
LOCAL RESPONSIBILITIES 
 

7. The Headteacher is the responsible officer for all visits.  
 

8. The EVC (currently the Deputy Headteacher) is a staff member who has received relevant 
training and induction and has the following delegated tasks to: 

 

 grant verbal permission that a leader may plan a visit after deciding 
that the timetabling and ethos of the visit are acceptable; 

 receive completed forms, check all visit details are completed and 
ensure the annual record of visits is maintained; 

 

 liaise with the Headteacher and grant outline permission for a visit 
to go ahead and signify this by approving on the eGo system; 

 

 advise and, liaise with, the visit leader in the planning and 
organisation of educational visits and ensure any necessary risk 
assessments are carried out in accordance with local authority 
guidance; 

 

 check that the further requirements for residential or foreign travel 
and additional or high risk activities have been undertaken;  

 

 liaise with the County Council on any visit involving residential or 
foreign travel and additional or high risk activities; 

 

 grant final permission for a visit when all organisation and planning 
are complete. 

 
 (Any tasks not indicated in the above list remain those of the 

Headteacher). 
 

9. The designated visit leader is in overall charge of the group and remains responsible 
throughout the visit and must present a financial account for the visit to the Business 
Manager. 

 
10. The school has high expectations regarding students’ behaviour and attitude to learning. 

If a student makes poor choices regarding behaviour and/or attitude, and/or if their 
attendance is poor, they may not be allocated a place on a visit or their place may be 
withdrawn. A code of conduct may be put in place for specific visits. If a student’s place 
has to be withdrawn there would be no reimbursement of any payments made. 
 

 
 
EMERGENCY PROCEDURES 
 

11. The risk assessment for each visit will identify the relevant emergency procedures during 
the visit.  For visits extending beyond the school day, the procedures include designating 
two emergency home contacts from the school, whenever possible from the Senior 
Leadership Team, who may be needed as a link between the party, the parents, the 
school and the County Council in the event of an emergency.  
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12. A list of staff and students participating in the visit should be left in reception and if the 
visit extends beyond the school day, emergency contact details of all staff and students 
should be left with the two emergency contacts.  

 
13. The visit leader will take with them a copy of the Gloucestershire Emergency Procedure 

available at staff shared/educational visits and copies will be held by the two emergency 
contacts. They will also take a school mobile phone and where appropriate, share this 
emergency contact with students on the visit to use in case of separation.  

 
14. In the event of a delay (of more than one hour), or of an incident resulting in harm to any 

attending participant, staff member or volunteer, then the school must be contacted as 
soon as possible to inform the Headteacher or designated deputy so that they can decide: 

 
i. if the incident is of a less serious nature, then the next of kin or parents of 

those affected will be informed about what has happened (e.g. that the party 
will be returning late or that an incident has befallen a party member) and the 
action that has been taken so far.  In appropriate circumstances the visit leader 
will be designated to undertake this task. 

 
i. however, if the incident is more serious (e.g. involves a disabling or life 

threatening accident, or a fatality) then the Headteacher, Deputy or the home 
contacts will inform the designated senior officer of the Education Service 
(director or deputy director).  Officers of the authority will be allocated to 
support the school with the immediate incident and any necessary follow up or 
inquiry. 

 
15. In the event of a party being overdue and without contact by more than one hour, the 

school, or the home contact, must investigate the reason and may, where appropriate, 
need to involve the police. 

 
 

1. THE GOVERNING BODY 
 

16. The governing body should be informed about the following categories of visit prior to 
their taking place :- residential visits and visits outside the UK. 

 
17. The governors’ Quality & Standards Committee will receive reports from the EVC detailing 

the school visits that have taken place. 
 

 

 

June 2019 


