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EDUCATIONAL VISITS POLICY 
 
Introduction 
 
Kelvin Grove is committed to providing its pupils with safe and valuable off-site educational 
experiences which cannot be presented within the school environment.  Outdoor education provides 
memorable opportunities to investigate and experience the environment at first hand. In the process 
young people develop independence, self-confidence and responsibility that combine with new 
knowledge to impact positively on standards achieved in the classroom.  
 

The purpose of this policy, including its links and appendices, is to provide organisers and leaders 
with the best possible support to meet their responsibilities. By following the procedures and 
guidelines, risks will be minimised and the values of outdoor environmental education will be 
sustained.  
 

The main purpose of Educational Visits is to: 
 

 Raise achievement by enhancing self esteem 

 Develop key skills 

 Develop social education and citizenship 

 Promote education for sustainable development  

 Promote healthy and active lifestyles 
 

This policy promotes and follows the best practice contained within Lewisham Authority’s outdoor 
education handbook ‘There and Back Again’ (link below) and the Health and Safety at Work Act 
1974.   
 

www.kelvingrove.lewisham.sch.uk/Mainfolder/Content/07-parent-zone/Document-Zone/TABA.pdf 
 

Scheme of Delegation 
 
The Role of the Governors 

 Endorse the procedures and amendments to ‘There and Back Again’ The Lewisham 
Outdoor Education handbook. 

 Endorse the residential trips 

 Monitor off-site visits through the completion of the Health and Safety self assessment 
 
The Role of the Headteacher 

 Appoint and ensure training for the EVC  

 Support staff development of leadership competence through CPD 

 Appoint party leaders and additional staff who are sufficiently experienced and 
competent to assess and manage the risks with regard to the group and planned 
activity 

 Ensure that risk assessments are in place for each visit and that all staff understand 
and comply 

 The final planning checklist is complete and all supporting documents are complete 
before the trip takes place 

 Formal approval is given to each visit by them or delegated to the EVC 

 Comply with LEA monitoring arrangements and agree with the EVC a programme for 
monitoring off-site visits 

www.kelvingrove.lewisham.sch.uk/Mainfolder/Content/07-parent-zone/Document-Zone/TABA.pdf


The Role of the Educational Visits Co-ordinator (EVC) 

 Suzanne Deadman is the designated EVC – approved Lewisham training 

 Support the Head with approval 

 Assign competent people to lead a visit  

 Support the party leader with advice and guidance on generic risk assessments 

 Review and approve the risk assessment produced by the party leader for each visit 

 Organise the emergency arrangements and ensure there is an emergency contact for 
each visit 

 Keep records on visits including reports of accidents or ‘near-misses’ 

 Review systems and monitor practice  

 Ensure DBS checks are current for all accompanying staff and an appropriate CP risk 
assessment is in place when parents/ volunteers accompany visits 

 
Approved Leaders 

 Leaders will be permanent members of staff who have qualified teacher status or 
members of staff who have been agreed by the headteacher and received the 
appropriate training, i.e. the PE teacher. 

 
School Approval System 

 Risk assessments for regular off-site activities such as swimming, walking to the local 
park will be completed by the EVC and re-written if changes occur or monitored 
annually. 

 Residential visits will be approved by the governors 

 Day visits will be approved by the Head or the EVC 

 Visits will only be approved once the risk assessments and forms have been 
completed and reviewed. 

 
School Charging Policy Accounts 

 School journeys – Parents/carers in receipt of eligible benefits can apply for a grant 
equivalent to the amount charged for board and lodging for the journey 

 Visits – voluntary contributions are sought from parents/carers to cover the costs of 
admission and travel.  Contributions are not compulsory and children will not be 
stopped from participating in visits if a contribution is not made. However, visits may 
have to be cancelled if the school does not collect enough contributions to cover the 
cost of the visit. 

 
Training  

 Staff are trained with procedures for planning school trips on INSET days.  All training 
notes and helpful check lists are available in the school’s electronic staff handbook in 
the section entitled ‘Planning a trip?’.  These can be used if a member of staff has 
missed the training or needs a refresher. 

 
Trip Definitions 
 
Local Trips/Visits  
 
This relates to ‘walking distance trips’ which may be organised throughout the year to complement a 
curriculum topic.  They include swimming lessons, a study of the local housing (history), a visit to 
Forest Hill library (literacy), a visit to Wells Park (science/ sports day) or to St Bartholomew’s Church 
(RE) etc. These trips are usually short, do not affect playtime or lunchtime arrangements and have 



no costing implications. Permission is not required since has already been acquired during the 
induction period although parents/carers must be notified out of courtesy.  
 
Educational Visits/Outings 
 
These are trips taken further away from the school premises, often to introduce a topic or to bring it 
to a satisfactory end and sometimes as culmination to the school year.  In the past, these trips have 
been by coach or train to places such as The British Museum (history), Chislehurst Caves (science), 
The London Eye (geography) and Horton Kirby (geography). Arrangements may need to be made to 
cover playtimes, lunchtimes and PPA cover. Parental permission is necessary and there is some 
financial involvement. 
 
Residential Visits 
 
These are visits involving an overnight stay.  It is important that the procedures for Educational Visits 
are applied but there are considerable additional points.  Approval from the Governors must be 
sought as well as parental permission. There is a financial commitment on the part of the parents 
although there are measures that can been taken if there is financial hardship.   

 
The Procedures 
 
Procedures for Local Visits 

 

Add alternative route/terrorism 
Add hyperlinks to appendices 
Before leading a local visit from the school, it is essential that: 

 

 A trip leader has been nominated after consultation between year partners.  This should 
ideally be an experienced member of staff but an NQT should be encouraged to lead a visit 
during the first year of teaching if fully supported by an experienced member of staff or a 
member of the SMT.   

 Guidance be sought from members of staff who are familiar with the venue. 

 A preliminary visit has been made to the proposed venue by the Trip Leader to ensure 
familiarity. 

 A Trip Proposal has been submitted to the EVC in good time to make adequate preparations.  
The form EV1 – Local Trip Proposal should be used.  (see Appendices) 

 An accurate Risk Assessment of the proposed visit has been made taking advice from other 
members of staff and previous RAs found on the server.  The form EV4 – Risk Assessment 
should be used and submitted with the Trip Proposal. The RA must include details of 
individual children in terms of behaviour and medical requirements and how these will be 
addressed. 

 Adult support is arranged well in advance of the visit.  Volunteers must be fully briefed about 
the rules and systems of the school and remain under the supervision of staff at all times.  

 Some form of communication is made so that parents/carers are informed of the visit.  This is 
out of courtesy and to ensure appropriate clothing since general consent for local visits has 
been given upon admission to school.  

 The visit is entered into the shared calendar after it has been agreed by the EVC. 

 An appropriate adult/child ratio has been arranged depending entirely on the hazards 
identified in the RA, including the age of the children and the proximity of traffic etc.  

 A fully equipped first aider is appointed to accompany the visit. 



 A list of the children and adult leaders has been completed and that all adults are familiar with 
rules and systems. 

 Pupils are wearing school uniform for ease of identification. 

 Pupils are reminded about rules and systems so that behaviour is exemplary.  

 Pupils have the appropriate medication with them. 

 The office is notified as the children leave the premises and again upon their return.   
 

Whilst on a local visit, it is essential that:                         
 

 The instructions of the Trip Leader are followed.   

 Each adult remains with the designated group at all times and monitors behaviour.  The adult 
must accompany walking parties on the road side of the pavement.  

 The Trip Leader leads the party with the year partner following the last children.  Other adults 
will position themselves evenly between class-teachers.  

 Parent volunteers are supervised by a member of staff at all times. 

 Regular head counts take place, regardless of the length and nature of the visit and 
particularly before leaving a venue.    

 

Procedures for Educational Visits/Trips             
 

Before leading an educational visit it is essential, in addition to the points made for local visits, 
that: 

 

 The visit is of an educational nature and has been fully researched by the Trip Leader who is 
an experienced member of staff or working alongside an experienced member of staff or 
member of the SMT. 

 A detailed costing of the visit has been made, including transport.  Advice from the Office Staff 
is available.  Only one trip requiring payment should be arranged each term with a ceiling 
price of £15 per trip.  Exceptions to this ruling are if previous trips have been considerably 
cheaper than £15 and the parents are warned about the price so that payment can be made in 
instalments if necessary.  

 Sufficient time has been given for parents and carers to pay for the trip.  Payment should be 
made via SIMS Agora, the schools electronic payment system.  Where this is not possible and 
cash has been received, it must be taken immediately to the office for safe keeping and under 
no circumstances be left in the classroom.    

 The Visit has been approved by the EVC in consultation with the SMT as appropriate.  The 
Educational Visit Proposal form EV2 should be used. (see Appendices)    

 The parents are informed of all the trip details including the expected time of the return to 
school and a signed permission slip has been obtained.  

 Contingency plans have been made for any delays, including a late return home.  

 An alternative route back to school has been planned in the event of an incident that may 
affect public transport. 

 Duplicate copies of all documents have been left with the office, including all mobile numbers 
of accompanying adults and a Summary of Information EV5 which includes details about the 
children’s medical and behavioural needs. (see Appendices).  

 A code of conduct (EV6) is agreed with the children, either verbally or in writing (see 
Appendices). 

 Pupils do not wear name badges but may wear a high vis jacket or have a school contact 
number on a badge at the discretion of the trip leader.   

 Packed lunches are ordered from the kitchen two weeks prior to the visit.  



 The correct ratio of adult to child has been organised according to the needs of the children, 
the nature of the visit and the mode of transport. At least one adult should be first aid trained. 

 An appropriate mode of transport is chosen.  

 Appropriate equipment has been organised for the trip, particularly if it is by coach – sick 
buckets, rubber gloves etc.  

 Pupils have the appropriate medication. 

 All duties, including fire warden duty, have been re-arranged.  

 An arrangement has been made with link teachers for leaving children who are not taking part 
in the visit and the office is informed. 

 

Whilst on an educational visit, it is essential that the procedures are followed as for local trips.  In 
addition:         

                                                                                     

 The Trip Leader remains in contact with the office staff to up-date on the progress of the 
return journey.  Office staff will contact parents and carers about delays by text if necessary. 

 The instructions of the Trip Leader are followed. 

 Each adult remains with the designated group and retains a list of children, carrying out 
regular head counts. 

 Parent volunteers are supervised by a member of school at all times especially during toilet 
visits.  

 Seat belts are secured before the coach leaves and children are discouraged from eating 
sweets. 

 Packed lunches do not include sweets, bottles or fizzy drinks.  

 The H&S regulations of the venue are adhered to. 

 The children return to the school building for dismissal and remains together until collected by 
a parent or carer.  Written permission must be given for a child to walk home alone. 

 The class-teacher contacts parents/carers about uncollected children. 

 An evaluation of  the visit is completed (see Appendices)   
 

Procedures for Residential Trips      
 

Before organising a residential visit, it is essential that: 

 Agreement has been sought from the governing body 

 That an exploratory visit is made by the trip leader. 

 A residential visit proposal is completed and signed EV3. 

 That a current Risk Assessment from the venue is studied carefully by the trip leader and 
information made known to other parties as appropriate. 

 The trip has been agreed by the Headteacher and the governors. 

 Permission slips and agreements of the Code of Conduct have been signed by the 
parents/carers and kept by the trip leader with duplicate copies retained by the school office. 

 The school has each pupil’s medical details, including doctor’s contact number and notification 
about bed-wetting, and any supplies of medication with full administration details. 

 Parents’/carers’ full contact details are held by the trip leader with duplicates in the school 
office. 

 Parent’s/carer’s understand that they must be available for the duration of the trip in case 
there is a need to collect their child should the need arise. 

 Parents make explicit their child’s dietary requirements.   

 Parents/carers understand that children’s mobile phones will not be allowed on the trip. 



 Parents/carers are made aware of the ‘Charging Policy’ and that the trip can be paid for by 
instalments. 

 Parents/carers are aware of the clothing required for the trip and the need for clear labelling 
inside all items. 

 Careful consideration is given to sleeping arrangements. 

 Parents/carers and children meet with members of staff to become fully aware of information 
pertaining to the trip, including safety rules. 

 
Monitoring 
 
The school business manager is the designated Educational Visits Co-ordinator (EVC) and ensures 
that the school is following current good practice procedures.  The EVC will liaise with the Governors 
to monitor and review the policy on a three-yearly cycle, approving off-site visits where an overnight 
stay is planned.  
 

The preparation for an off-site visit is always overseen by the EVC and a member of the SMT.  
Residential visits must be authorised by the Head-teacher. It is the EVC’s responsibility to ensure 
that the appropriate risk assessments and procedures are completed.  All participants must be fully 
briefed on safety aspects before the trip and all roles and responsibilities clearly outlined.  Where 
there are training needs, these must be met before the trip. 
 

A nominated person responsible for first aid will be made for every visit.  Any safety concerns that 
become evident during a visit must be reported immediately to the EVC for future appropriate action.  
If an emergency arises during any off-site visit, all leaders will put into operation the procedures 
outlined in the Emergency Response Plan.   
 



APPENDICES 
 

 
Local Trip Proposal – EV1 

 
Educational Visit Proposal – EV2 

 
Residential Visit Proposal – EV3 

 
Risk Assessment – EV4 

 
Summary of Information – EV5 

 
Code of Conduct – EV6 
 
Trip Planning Check List – EV7 
 
Volunteer Guidelines – EV8 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



LOCAL TRIP PROPOSAL – EV1 
 

Date of proposed trip   

Trip leader   

Class/es  

Venue  

Purpose of visit  
 

Number of pupils  

Total number of adults  

Names of adults 
 
 
 
 

 

First aider  

Risk assessment completed and attached? Yes/No 

Departure time  

Return time  

Booking confirmed Yes/No 

Signed 
 
(group leader) 

 

Visit approved Yes/No 

Additional comments 
 
 
 

 

Signed 
 
(Headteacher/EVC) 

Date 
 

 
 
 



EDUCATIONAL VISIT PROPOSAL – FORM EV2 
 

Date of proposed visit   

Group leader   

Class/es  

Venue  

Entrance costs  

Purpose of visit  
 

Number of pupils  

Total number of adults  

Names of adults 
 
 

First aider  

Risk assessment completed and attached? Yes/No 

Mode of transport  

Transport costs  

Departure time  

Return time  

Total cost of visit per pupil  

Booking confirmed Yes/No 

Signed 
 
(group leader) 

 

Visit approved Yes/No 

Additional comments 
 
 

Signed 
 
(Headteacher/EVC) 

Date 
 

 
 
 



RESIDENTIAL VISIT PROPOSAL – EV3 
 

Date of proposed trip   

Trip leader   

Class/es  

Venue  

Purpose of visit  
 

Number of pupils  

Total number of adults  

Names of adults 
 
 
 
 

 

First aider  

Risk assessment completed and attached? Yes/No 

Departure time  

Return time  

Booking confirmed Yes/No 

Signed 
 
(group leader) 

 

Visit approved Yes/No 

Additional comments 
 
 
 

 

Signed 
 
(Headteacher/EVC) 

Date 
 



EV4 – Risk Analysis 
 

General  
On the day 
 
 
At the museum 
 

 

Risks Strategy 

Walking on Pavement 
 
 
 
 

  

Crossing Roads 
 
 
 

  

Museum  
 
 

  

  

Weather 
 

  

  

Medical 
 
 
 

  

  



KELVIN GROVE SCHOOL 
SUMMARY OF INFORMATION ABOUT PUPILS AND ADULTS PARTICIPATING IN VISIT/TRIP – EV5 

 
DATE:                               VENUE:                                                 GROUP LEADER:                          YEAR/CLASS 
 

SURNAME FORENAME CONSENT 
FORM  √ 

BEHAVIOUR RISK 
ASSESSMENT  

PAID   
√ 

RELEVANT MEDICAL 
INFORMATION  

PAID 
√ 

PACKED 
LUNCH √ 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 



 

SURNAME FORENAME CONSENT 
FORM  √ 

BEHAVIOUR RISK 
ASSESSMENT  

PAID   
√ 

RELEVANT MEDICAL 
INFORMATION  

PAID 
√ 

PACKED 
LUNCH √ 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 
 
 
 



Kelvin Grove School    EV6                 Our trip to _______________________________      Date/s_______________ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How could we be hurt? 
 

 

Who could be hurt? 
 

Is an accident likely? 
No  x 
Yes  √ 
Danger ! 

What shall we do about it? 
 

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  



KELVIN GROVE SCHOOL 
 

EDUCATIONAL VISIT EVALUATION FORM – EV7  
 

 
DATE: 
 
 
VENUE: 
 
 
PURPOSE: 
 
 
HIGHLIGHTS OF THE TRIP: 
 

  
 

  
 
POINTS TO CONSIDER: 
 

  
 

  
 
ANY PROBLEMS THAT AROSE: 
 

  
 

  
 
ADVICE FOR FUTURE REFERENCE: 
 

  
 

  
 



Trip volunteer guidelines – EV8 
 
 

Educational visits aren’t possible without volunteers so thank you for helping 
us today. 
 
Here are some guidelines that will ensure we all have a safe and happy trip. 
 

1. The class teacher will give you a group of children to supervise. Please 

ensure they walk in their set pairs (holding hands if needed) and stay 

with you throughout the day. 

 

2. When walking on the pavement, please keep them away from the road 

and encourage them to face forward when walking (if they aren’t 

already). 

 

3. Please inform the teacher or TA if a child requires the loo. 

 

4. Please be aware of any children in your group with medical needs (see 

risk assessment). 

 

5. We may need you to stand in the road and prevent traffic through the 

road when we reach a road to cross to ensure all children move across 

safely (see risk assessment).  

 
6. Please refrain from using your phone (unless contacting the teacher or 

school in an emergency). This helps to keep our children safe. 

 

7. Inside exhibitions, please encourage the children to engage with the 

exhibits through questioning and careful observation and feel free to 

complete tasks set in the trail as a team. 

 


