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EDUCATIONAL VISITS POLICY 
 
 
Introduction: 
 
1. The policy is applied to a wide range of trips and visits within and outside the school day, off 

site from local to elsewhere in the world. 
2. Schools provide students and staff with opportunities for trips and visits as they play an 

integral part in their life, culture and ethos.  South West Essex Community Education Trust 
believes that participation in these activities not only encourages healthy lifestyles, it develops 
the personal attributes and social skills that are vital for achievement, social inclusion, 
responsible citizenship, enterprise and employment and it helps young people to learn and 
manage risk. 

 
Policies and Links to other Schemes 
 
3. Please also refer to the Trust’s: 

 
a. Health & Safety Policy and local school policies  
b. Charging & Remissions Policy 
c. Trust Safeguarding Policy 
d. Behaviour Statement and local behaviour policies 
e. Equality Policy 

 
4. The Trust adopts the OEAP National Guidance (http://oeapng.info/) but all employees must 

follow this guidance as well as the requirements of this policy. 
 
5. If there appears to be any conflict between policies and OEAP National Guidance, then the 

Trust policies must be followed and take precedence.  Also seek clarification from the 
Education Visits Co-ordinator (EVC) or senior management.  At South West Essex Community 
Education Trust, the school EVC roles are carried out by senior staff who are also experienced 
Visit Leaders. 

 
Clarification of roles: 
 
6. The OEAP National Guidance describes the normal responsibilities of various roles including: 

 
a. Trustees/Chief Executive Officer/Chief Operating Officer 

i. Trustees fulfil their duties in terms of challenging and supporting visits. The 
Chief Executive and Chief Operating Officers should challenge the school 
leadership team by inspecting papers as part of a monitoring responsibility. 

ii. The Chief Executive Officer will review and approve or otherwise, any 
residential visit. 

iii. The Chief Operating Officer is the administrator for the Evolve site 
b. Headteachers 

i. Have responsibility for monitoring and final approval of all visits, other than 
those requiring approval for residential. 

ii. This can be delegated to a deputy if required. 
iii. The Headteacher may also act as Outline Approver or may delegate this to 

another member of senior staff. 
c. Educational Visits Co-ordinator (EVC) 

i. Will support and challenge colleagues over visits and learning outside the 
classroom. They are the first point of call for advice on visit related matters. The 
EVC will check final visit plans on EVOLVE before submitting them to the 
Headteacher or senior member of staff as delegated. 

http://oeapng.info/
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ii. The EVC is not the visit leader and must not complete the application for the 
visit.  This is the responsibility of the visit leader. 

d. Visit Leaders 
i. Guidance on how to use EVOLVE is available before and after log in and via 

this link: 
https://evolve.edufocus.co.uk/evco10/helpfiles/staff%20starter%20guide%20-
%20final.pdf  

ii. Responsible for the planning of visits but should involve both accompanying 
colleagues and the children in this process. Staff must make appropriate 
checks of any third party providers. Staff will obtain outline permission for a 
visit, from the head teacher or the senior member of staff as delegated, before 
beginning to plan and certainly before making any commitments.  Where 
accompanying staff are requested to attend a trip, the Visit leader must check 
with the relevant department leader before an application is made. 

iii. The application for a visit must include a costed budget for the Outline Approver 
to consider. 

 
Procedural requirements: 
 
7. The School requires all staff leading trips to follow all procedures relating to: 
 

a. Risk assessment; 
b. Approval of staff to lead activities and visits; 
c. Evaluation of external providers; 
d. Parental consent; 
e. Information about participants’ medical conditions, special needs, behaviour, etc.; 
f. Prior notification and approval of visit plans 
g. ‘checking out’ and ‘checking in’ before, during and after a visit with senior contacts; 
h. What to do in emergencies; 
i. Monitoring & evaluation; 

 
8. Where relevant, copies of the suitable, helpful forms and checklist are attached to the 

resources section of the EVOLVE system.  Visit leaders should take advantage of any national 
schemes that provide assurances of safety and quality of provision. 

 
9. It is an expectation that all visit leaders complete the evaluation exercise on return.  A visit is 

not considered to be ended until this is done.  Visit leaders may not carry out further visits 
unless an evaluation is completed of the previous visit or that it is decided that the evaluation 
is not required in that instance. 

 

10. The Trust encourages this evaluation to be completed during the visit as well as on return and 
will positively promote the involvement of students in this evaluation exercise. 

 
Monitoring: 
 
11. The Trust will monitor the implementation of guidance, whether in OEAP National Guidance 

applied to South West Essex Community Education Trust’s trips, or within this policy or other 
policies. 

 
12. Monitoring will ensure that: 

 

a. The policy is reviewed regularly and updated to remain current and in line with good 
practice; 

b. All staff have easy access to the policy and OEAP guidance; 

https://evolve.edufocus.co.uk/evco10/helpfiles/staff%20starter%20guide%20-%20final.pdf
https://evolve.edufocus.co.uk/evco10/helpfiles/staff%20starter%20guide%20-%20final.pdf
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c. Staff have access to relevant training that supports them in implementation of this 
guidance (e.g. EVC role or Trip Leader); 

d. The Trust maintains its access to current advice and the opportunity to clarify any 
issue; 

e. Schools will appoint a suitably trained and experienced EVC and support him/her in 
their role; 

f. Systems used to implement policy comply with national guidance; 
g. The EVC keeps suitable and proper records; 

 
13. The Health and Safety Trust representative will undertake regular monitoring checks to ensure 

that the policy is followed as set out in his/her role. 
 
Induction, training and succession planning: 
 
14. The Trust will provide all necessary training, including induction training, to the following: 
 

a. Educational Visits Co-ordinator (EVC) via a recognised third party, specialising in EVC 
training 

b. Visit Leaders, initially via recognised third party, specialising in Visit Leader training.  
Subsequent training to be provided by experienced Visit Leaders and the EVC 

c. Other staff attending school trips provided by Visit Leaders and the EVC 
 

15. Schools should appoint a deputy EVC to oversee the management of school trips in the 
absence of the EVC and will plan ahead to ensure a smooth transition between the EVC and 
his/her replacement in the case of a sudden or planned transition.  The EVCs are supported 
for a period of 6 months, where possible, by the outgoing EVC.  EVC contact details will be 
posted on the EVOLVE site. 

 
Staff Competence: 
 
16. The School realises that staff competence is the single most important aspect of safe trip 

management and so we support staff in developing this competence in the following ways: 
 

a. An apprenticeship system, where staff new to trips assist and work alongside 
experienced visit leaders before being considered for a Visit Leader role; 

b. Supervision by Senior staff of some educational visits based on need; 
c. Support for staff to attend training courses relevant to the role of visit leader. 

 
17. In deciding whether any member of staff is competent to be a visit leader the Headteacher will 

take into account the following factors: 
 

a. Level of relevant experience – have they lead a trip before or shadowed a Visit Leader 
at least once; 

b. Any relevant training undertaken as set out above; 
c. The emotional and leadership ability of any prospective visit leader to make dynamic 

risk management judgements and take charge of any emergencies that may arise; 
d. Knowledge of the children, the venue and the activities to be undertaken. 

 
18. The Headteacher retains the right to appoint staff as Visit Leaders and to revoke this position. 
 
Visit Planning and Approval: 
 
19. The approval process is as follows for each type of visit: 
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a. Single day visits within the UK excluding adventure activities – these are put on 
EVOLVE (http://www.swecetvisits.org.uk) and approved by Headteacher or his/her 
deputy. Visits should be submitted to the EVC via EVOLVE at least 4 weeks in 
advance; 

b. Visits involving an overnight stay must be put on EVOLVE and submitted to the EVC at 
least 12 weeks in advance.  

c. Visits involving adventure activities must be put on EVOLVE and submitted to the EVC 
at least 12 weeks in advance.  

d. Visit leaders must check if an activity provider holds either an AALA licence: 
(http://www.aals.org.uk/aals/provider_search.php) and/or an LOTC quality badge 
(http://www.lotcqualitybadge.org.uk/search).  If they don’t hold the LOTC Quality Badge 
then they must complete a Provider Questionnaire available through the OEAP website 
(http://oeapng.info/downloads/model-forms-mind-maps-and-checklists/).  

e. Visits abroad require detailed planning to commence well in advance and the 
Headteacher must be kept up to date with progress. Checks must be made on any 
third party providers and permission from the Headteacher to use them be obtained 
before any deposits are paid.  Third party providers who hold the LOTC quality badge 
(see above) do not require further checks.  Those who do not hold this accreditation 
should complete and return a Provider Questionnaire, which visit leaders should 
scrutinise.  Trustees will want to see evidence of these checks when undertaking 
monitoring visits.   

f. No letters may be issued for trips unless approval has been granted and trip letters 
must always be approved in the set way per school. 

 
Risk management and risk-benefit assessment: 

 
20. Effective risk management is key to managing successful trips and visits.  The Trust provides 

thorough risk assessment templates for regular activities and support to undertake specific 
risk assessments before any trip is authorised.  These must be seen to have been read by 
each trip staff member and noted on the trip application. 
 

21. Schools will ensure all staff that wish to lead adventurous activities have the appropriate valid 
training to do so.  Where certificates cannot be provided, the headteacher will not permit 
leadership by said staff member of the activity. 
 

22. The Trust will identify good practice through available networks and share this as a matter of 
course with all EVCs. 

 

23. Dependent on the scale of trip as set out above, the level of risk assessment clearly also 
varies, but this in no way reduces a professional’s responsibility to ensure risk assessments 
are carried out.  Indeed, all trips must be risk assessed to some level before authorisation can 
be granted.   

 
Assessing venues and providers: 
 
24. Typically school trips take place at the same venues each time and have therefore been 

assessed by a member of staff previously.  That said, venues change and develop and so a 
risk assessment but be completed as new each time to ensure nothing is overlooked.   
 

25. The EVC must decide whether the venue is suitably risk assessed before submitting the trip 
form for approval.   

 

26. This does not mean that the trip leader must complete a recce before a formal trip application 
as the risk-benefit assessment may lead to that being consider unnecessary.  However, the 

http://www.swecetvisits.org.uk/
http://www.aals.org.uk/aals/provider_search.php
http://www.lotcqualitybadge.org.uk/search
http://oeapng.info/downloads/model-forms-mind-maps-and-checklists/
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trip leader must demonstrate sufficient risk assessments have been completed to assure 
confidence in the venue and tour providers in all cases. 

 

27. The EVC must be satisfied that checks have been completed as outline in points 19 d-e and 
23-25. 

 
Volunteering adults: 
 
28. Schools may, from time to time, allow volunteers to attend trips and visits and this is permitted 

alongside the normal rules for vetting adults who work with children. 
 

29. In each case, the Headteacher will write to the adult and set out the parameters for the trip 
and the volunteer’s role and the limitation to their involvement.   

 

30. No volunteer may escort a trip without the written approval of the Headteacher. 
 
Emergency procedures and incident reporting: 
 
31. Emergency procedures are set out and available on the Trust’s EVOLVE website.  The Visit 

Leader must be familiar with these and always have a copy on hand for every trip. 
 
Behaviour & Code of Conduct: 
 
32. Schools reserves the right to withdraw from a school trip any student before or during in the 

case or repeated misbehaviour or serious misbehaviour.  This is to ensure the health and 
safety of all concerned. 
 

33. The policy of the school is not to withdraw students unless absolutely necessary for the health 
and well-being of all. 

34. All persons leading or assisting a trip and all students on a trip must sign a code of conduct 
outlining what is expected of them and what isn’t.  This information is readily available to all 
trip leaders (via http://oeapng.info/) to produce in advance of a trip.  Copies of the staff forms 
must be uploaded on the trip software used by the School.  The trip application form must note 
that all staff have read and understood the codes. 

Safeguarding: 

35. The school’s Safeguarding Policy extends and applies to all Educational Trips and Visits  

36. All persons leading or assisting a trip must be fully aware of the school’s Safeguarding Policy 
and the procedures for responding to and referring all safeguarding and child protection 
concerns  

37. It is also important that the Visit Leader confers with the Designated Lead Safeguarding 
Officer before a trip or visit to ensure they are aware of any applicable safeguarding concerns 
which may require increased support or monitoring in certain situations.  

 
Supervision of Students 
 
38. The level of supervision is decided following risk assessment.  Guidance on direct and indirect 

supervision is provided by National Guidance.  Guidance documents are available on the 
EVOLVE site. 

 
Inclusion: 

http://oeapng.info/


7 

 

 
39. The school must never discriminate against a member of the public, student or staff member 

by refusing access to a trip (subject to good behaviour) and will always work hard to ensure 
inclusivity at all times.  The school may exclude pupils on the basis of behaviour as outlined 
above. 

 
Insurance: 
 
40. All visits are covered by the school’s insurance policy.  However, parents should take out 

insurance for their own costs and should take advice separately to the School. 
 

41. In more complex trips, schools may offer insurance via the Tour Operator, i.e. Ski Trips, etc. 
 
Finance: 
 
42. The Trust sets out its arrangement for charging for Trips in the Charging & Remissions Policy. 

 
43. All arrangements for accounting, banking and reporting of finance relating to trips and visits 

can be found in the Charging & Remissions Policy. 
 

44. All payments for trips will be made by the online payment system if available. 
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APPENDIX 1: 
 
Recommended Timelines for Schools in planning Visits 
 
All timeline dates are the minimum in which each task is expected to be completed. 
 

Task to be completed One day UK 
visit 

Residential or 
adventurous 
visit 

Discuss visit with EVC and understand requirements.  Check 
school’s calendar. 

10 weeks prior 
to visit 

20 weeks prior 
to visit 

   

Submit outline approval application. 
 
Must include: 
 

 Details of the visit/provider 

 Dates/times and implications for cover 

 Detailed costs 

8 weeks prior 
to visit 

16 weeks prior 
to visit 

   

Once outline approval granted ensure other colleagues are 
made aware of the visit including: 
 

 Person responsible for school calendar 

 Minibus booked 

 School catering manager advised 

 Attendance officer advised 

7 weeks prior 
to visit 

15 weeks prior 
to visit 

   

Letters to be sent to be to parents with details of the visit, if 
outline approval granted 

6 weeks prior 
to visit 

14 weeks prior 
to visit 

   

Visit submitted to EVC for checking.  All final documents to 
be uploaded to Evolve by Visit Leader as part of full 
application including: 
 

 Risk assessments 

 Insurances 

 Registers 

4 weeks prior 
to visit 

12 weeks prior 
to visit 

   

EVC submits visit to Headteacher or his/her designated 
senior colleague for approval 

3 weeks prior 
to visit 

10 weeks prior 
to visit 

   

Approval granted by Headteacher or is/her designated 
colleague 

3 weeks prior 
to visit 

10 weeks prior 
to visit 

   

Visit takes place - - 

   

Evaluation takes place Within 1 week 
after visit 

Within 1 week 
after visit 

 
Schools are expected to follow this timeline and should discuss an alternative timeline with the 
Chief Operating Officer if necessary. 


