
 

“Christ’s ministry, as recounted in the Gospels, and the values he promoted through his 
teachings are fundamental to the life of our school in fulfilling its purpose as a Catholic 

ins;tu;on.” (Mission Statement) 

Educa&onal Visits Policy 

Nature and Aims of Educa&onal Visits at St Aidan’s RC Primary School 

The value of class visits in extending and enriching classroom learning and experience has 
long been recognised. At St Aidan’s RC Primary School, planned educa@onal visits form an 
essen@al part of the learning programme. 

At St Aidan’s RC Primary School, we aim to: 
• Ensure that the children experience a variety of educa@onal trips during their @me at 

St Aidan’s and extend their ac@vi@es and learning experience if revisi@ng. 
• Provide links between the ‘real’ world and the classroom and make learning more 

effec@ve by puGng it in context. 
• Provide first hand experience where this cannot be done in the classroom. 
• Fulfil Na@onal Curriculum requirements for field studies in Science, Geography, 

History and PE. 
• Encourage pupils to give the same standards of behaviour, responsibility and work in 

out-of-school learning as they do in school. 
• Help the children gain and benefit from an increasing measure of independence from 

home by developing a programme of visits throughout the school, which builds a 
progression as to the nature, loca@on and length of @me away. 

Roles and Responsibili&es 

If visits are to take place safely and efficiently all those involved need to take account of their 
responsibili@es. 

Governing Body: 
• Ensure that guidance is available to inform the school policy 
• Ensure that the Headteacher and EVC are supported in maSers rela@ng to 

educa@onal visits. 



The Headteacher: 

No visits should take place without the knowledge of the Headteacher. 
Headteacher’s should: 

• Delegate tasks to the EVC (when/if appointed) 
• Ensure that where necessary, visits have been approved 
• Ensure adequate child protec@on procedures are in place 
• Ensure that visits are inclusive 
• Ensure risk assessments have been completed 
• Allow sufficient @me for induc@on and staff training 
• Ensure that the school has an emergency ac@on plan in place 
• Ensure accident/injury and death are reported as required 
• Help to ensure that serious incidents, accidents and near accidents are inves@gated 
• Ensure that all necessary ac@ons have been completed before the visit takes place 

The Educa@onal Visits Co-ordinator (EVC) – currently the Headteacher- should: 
• Have an overview of all ac@vi@es that take place 
• Provide advice and support for staff 
• Ensure that visits comply with school procedures 
• Organise induc@on and staff training 
• Keep records of visits 
• Review systems regularly 
• Monitor prac@ce and procedures. 

Teachers should: 
• Obtain the Headteacher’s agreement and complete the ‘Ini@al Approval for 

Educa@onal Visits Form’ before any off-site visit takes place. See Appendix 1 
• Have a clear objec@ve for the visit 
• Undertake and complete the planning and prepara@on for the visit 
• Complete risk assessments 
• Provide detailed informa@on for the parents 
• Gain parents wriSen consent 
• Have an alterna@ve plan 
• Ensure that pupils are well prepared for the ac@vi@es they will do 
• Ensure that the ra@o of adults to pupils is appropriate for the needs of the group 
• Ensure that the group supervisors are fully aware of what the visit entails e.g. the 

purpose, the @metable for the day, their role and responsibili@es etc… 
• Ensure group supervisors have a copy of the emergency procedures 
• Ensure that each group supervisors are aware of any special educa@onal/medical 

needs that the pupils may have and know how to deal with them. 
• Consider stopping the visit if the visit becomes unacceptable. 

Adult volunteers should: 
• Be clear of their role and responsibili@es throughout the visit 



• Do their best to ensure the health and safety of everyone in their group 
• Not be le` in sole charge of the pupils except where it has been agreed through risk 

assessment 
• Follow the instruc@ons of the teacher 
• Speak to the teacher if concerned about the health and safety of the pupils. 

The pupils should: 
• Behave sensibly and in a responsible manner 
• Follow the instruc@ons of the teacher and other supervisors including those at the 

venue 
• Not take unnecessary risks 
• Look out for anything that might endanger themselves or others and inform the 

group leader or supervisor 

Parents/Carers should: 
• Complete and return to school the parental consent slip 
• Provide up to date medical/contact details as necessary     
• ASend briefing mee@ngs for high risk/residen@al visits 
• Be aware of addi@onal costs for the trip 
• Make arrangements for dropping off and collec@on from rendezvous points which are 

different to normal school prac@se 

Planning for Educa&onal Visits 

The LA Guidance Procedures for Educa@onal Visits and Health and Safety of Pupils on 
Educa@onal Visits (a good prac@ce guide) DfE, informs us on all aspects of prepara@on and 
implementa@on of school visits. 

Thorough prepara@on for a visit will include a pre-visit by teacher/s to:- 

• Confirm suitability. 
• Confirm its intrinsic interest. 
• Help determine its posi@on in the unit of study. 
• Establish the focus for the trip. 
• Help determine the suitable prepara@on and follow- up, and kind of work to be done 

on the site. 
• Give opportunity for the collec@on and possible purchase of relevant study material, 

both for the immediate use of the class and to augment the school’s resources. 
• Help teachers determine how children are grouped so that they can gain the 

maximum benefit, both educa@onal and social. 
• Carry out risk assessment. 

Educa@onal visits give many and varied opportuni@es for pupils to learn, prac@se and 
develop skills in prac@cal ways, for example in:- 



• Literacy – listening to guides, asking ques@ons, taking notes, reading informa@on, 
wri@ng leSers. 

• Numeracy – following/preparing a @metable, deciding how to spend their money 
(money not encouraged by school but depending on visit and members of staff) 

• Science – ‘hands on’ experience/inves@ga@ons, visits related to topics. 
• ICT – crea@ng guides, studying publishing techniques. 
• DT – looking at designs and making models. 
• History & Geography – studying the local area, enhancing the topics, home region 

and other locali@es, the seaside, finding their way about. 
• Art – studying original works, seeing art not just decora@ve but useful, func@onal, 

enhancing the environment, as an end in itself. 
• Music, Drama, Dance – prac@sing for a concert, aSending live music making, seeing 

professional actors, dancers and musicians suppor@ng our local Brit School in its 
many exhibi@ons and performances. 

• P.E. – taking part in tournaments, being spectators at local events. Par@cipa@ng in 
Outdoor Adventurous Ac@vi@es. 

• R.E. – visits to church, learning about other religions. 

Organisa&on 

Most class trips will take place within the school day and are planned well in advance. 
Children are organised into groups (taking into account adult: pupil ra@os and pupils with 
special needs), which are best suited to the type of work to be carried out and the nature of 
the visit. 

The school is supported with voluntary helpers on the trips. The member of staff, (all who 
have current DBS checks), leading the trip will ensure that a voluntary helper who is not DBS 
checked is not le` alone with the children unsupervised.  

Prior to the visit, children take a leSer home, which contains details of the place, date, @mes 
of departure and return, the reason for, the cost, a suggested amount of spending money (if 
allowed by staff and if appropriate) and any special requirements of the visit. 

Costs are kept to a minimum and cover the price of entry and travel.  

The children in Year 6 have the opportunity to par@cipate in a residen@al visit in the Autumn 
Term. The visit is organised by PGL, a well known ac@vity group, who carry all the required 
safety awards. The prepara@on for the children and parents for this visit commence in the 
Autumn term of Year 5. 

The school does not wish to exclude anyone from educa@onal visits on financial grounds and 
the leSer therefore includes an invita@on to parents to discuss any financial difficul@es.  

A permission slip is aSached to the leSer, which the parent/carer should sign before the 
visit. A list will be kept by the class teacher indica@ng which parents have sent the slip back. 



The school office will contact the parents who have not returned the slip to remind them 
about the trip. 

Where pupils are required to aSend a series of mee@ngs, e.g. rehearsals, sports mee@ngs 
etc. parents/carers will be advised separately. Details of @me, place, method of transport 
and arrangements for mee@ng the children a`erwards will be sent home with the children 
concerned. 

Procedures for Planning off-site visits 

 Careful planning for educa@onal visits is essen@al and a procedure must be followed.  

Approval 
No@ce of an intended visit, with ini@al arrangements and costs, must be approved, other 
than excep@onal circumstances, by the Head Teacher at least five weeks in advance and the 
booking form completed.  

Informa&on and consent 
Informa@on leSers and requests for contribu@ons and consent must be sent to parents/
carers at least four weeks in advance. Sufficient contribu@ons for the visit to go ahead must 
be received no less than one week in advance.  Consent forms must be signed and returned 
to school at least two days ahead of the visit. 

Risk Assessment 
A risk assessment must be carried out before a visit and handed to the Head Teacher for 
checking at least two weeks before the visit.  The venue to be visited will be contacted for its 
own site risk assessment and the school’s assessment will be wriSen in conjunc@on with the 
site assessment. 

The group leader and other supervisors should con@nually reassess the risks throughout the 
visit and take appropriate ac@on if pupils are in danger. 

Safeguarding 
The Group Leader should ensure that all necessary safety checks (DBS) have been obtained 
for the other adults in the group, and that they are aware of Child Protec@on guidelines.  

Exploratory visit 
Wherever possible the group leader should undertake an exploratory visit to:- 

• ensure that the venue is suitable to meet the aims and objec@ves of the school visit; 
• assess poten@al areas and levels of risk; 
• ensure that the venue can cater for the needs of the staff and pupils in the group; 
• ensure that the group leader is familiar with the area before taking a party of pupils. 

If it is not feasible to carry out an exploratory visit, a risk assessment, as a minimum 
measure, should be obtained from the venue, seeking assurances about the venue’s 
appropriateness for the visi@ng group.  

First Aid 



First Aid provision should be considered when assessing the risks of the visit.  
For adventurous ac@vi@es, visits which involve overnight stays, or visits abroad, where 
possible at least one trained first-aider will be included in the group. The group leader 
should have a working knowledge of first aid and all adults in the group should know how to 
contact emergency services.  Suitably stocked first-aid box/bag will be available. 
A person should be appointed to be in charge of first-aid arrangements.  

Residen&al visits 
Considera@on will be given to: 

• appropriate room alloca@on for pupils and adults, with sufficient opportunity for 
supervision  

• the immediate accommoda@on area should be exclusively for the use of the group; 
• access by staff to student rooms must be available at all @mes; 
• ensure the lay-out of the accommoda@on, its fire precau@ons/exits, its regula@ons 

and rou@ng, and key personnel are known by all in the party; 
• appropriate security arrangements should be in place 
• storage of clothes, luggage, equipment etc  
• provision for sick, disabled pupils or those with special educa@onal or medical needs; 
• safety in rooms (electrical connec@ons, secure balconies) 
• recrea@onal accommoda@on/facili@es for the group. 

Contact Details 
On the day of the visit, relevant informa@on must be lodged with the school office:- 

• relevant insurance cover 
• contact details of the venue 
• Names of all pupils on the visit 
• Names of all adults and pupils in the travelling group, plus contact details of their 

next of kin. 
• No@fica@on to school cook of arrangements for the class (this may be an early or late 

lunch). 

Safety Considera&ons 
The safety of the children is given the highest priority and is a prime considera@on in all 
prepara@on. First aid equipment accompanies the children on every visit.   

The staffing ra@o will vary with each ac@vity and the age and ability of the par@cipants.  The 
final ra@o will be iden@fied by the risk assessment and should be recorded.  A basic guide is: 
- 

i. 1 adult to 6 par@cipants for up to, and including, Year 3  
ii. 1 adult to every 10 par@cipants in Years 4 to 6 

Very young children and those with special needs may need a higher staff ra@o. 

Regardless of these suggested ra@os, each visit will be assessed individually through the 
school’s risk assessment procedure for educa@onal visits. 



*These ra@os do not include residen@al visits. 

Adults with appropriate DBS clearance may be used to supplement the supervision ra@o. 
They should be carefully selected and ideally they should be well known to the school and 
the pupil group. 
All adult supervisors, including school staff and parent helpers must understand their roles 
and responsibili@es at all @mes. In par@cular, all supervisors should be aware of any pupils 
who may require closer supervision, such as those with special or medical needs or those 
with behavioural difficul@es. Teachers retain responsibility for the group at all @mes. For the 
protec@on of both adults and pupils, all adult supervisors should ensure that they are not 
alone in a one to one situa@on with a pupil. If the school is leading an adventure ac@vity, the 
Head Teacher and Governing Body must ensure that the group leader and other supervisors 
are suitably qualified to lead and instruct the ac@vity before agreement is given that the visit 
can take place. Qualifica@ons can be checked with the Na@onal Governing Body of each 
spor@ng ac@vity. 

Conclusion 
The purpose of all educa@onal visits is to enhance children’s learning experiences, to give 
opportuni@es for sensi@ve and purposeful interac@on with peers and other adults in a safe 
and suppor@ve framework,. When carefully prepared and sufficiently supervised, they 
provide long las@ng memories for all who took part. 

Background 
This policy was informed by reference to Croydon Council guidance procedures for 
educa@onal visits, the DFES good prac@ce guide, and the Health and safety of pupils on 
educa@onal visits. 
  
Please also see the school’s Charging and Remissions Policy. 

JUNE 2022 



APPENDIX 1 

ST AIDAN’S CATHOLIC PRIMARY SCHOOL 

APPLICATION FOR THE APPROVAL OF EDUCATIONAL VISIT BY HEADTEACHER  

Year Group(s)________________________________________________________________ 

Group Leader and names of accompanying staff: (on any one educa&onal visit - even if  
undertaken by more than one class - there must be one  Group Leader) 

Names and Specific responsibili&es of other adults accompanying the party: 

The group leader will have sought approval for the proposed visit from the Deputy/
Headteacher and will keep her regularly updated on the progress of the prepara&ons. The 
group leader will have already obtained parental consent.* The school mobile telephone 
must be kept by the Group Leader and the number given to all helpers concerned. 
(*This is already obtained for local visits within walking distance, but on such a visit , a list 
of helpers, &mes etc. (and the mobile) s&ll needs to be recorded and a copy given to the 
Deputy/Headteacher and the office.) 

When approval is given, one copy of this form will be retained by the Deputy/Headteacher 
and another by the Group Leader. The Deputy/Headteacher must be informed of any 
changes in planning, organisa&on or staffing. The trip organised will seek authorisa&on 
from the Head Teacher for the visit to go ahead once this has been completed. 

1 Purpose of visit and specific educa&onal objec&ves:- 



2 Places to be visited (please include address and telephone number):- 

3 Dates and &mes: 
Date and &me of departure____________________________________________________ 
Date and &me of return _______________________________________________________ 
Alternate date if 1st choice not available__________________________________________ 

4 Transport arrangements:- Include the name and number of the transport company 

5 Proposed cost and financial arrangements: 
Transport _________________________    Voluntary contribu&on requested ___________ 
Entry costs________________________                           x no of pupils ________________ 
Other resources____________________ (gratui*es/ resources/workshop)             
TOTAL_______________ 

6 Details of the ac&vi&es and approx. &metable: Please use separate sheet if wished for 
I&nerary and Groups. 

7 Details of any poten&al hazards/hazardous ac&vi&es and the associated planning, 
organisa&on and staffing: 



8 Exis&ng knowledge of places to be visited and whether or not an exploratory visit is 
intended: 

9 Informa&on on parental consent: 

Informa&on on whether the group leader has obtained all consent forms duly completed 
and signed. (Parental consent may precede or follow approval). 

Please akach copy of informa&on leker sent to parents, the consent form and a risk 
assessment form. 
. 
10 Names of all pupils with medical or special educa&onal needs. 

11 Details on pupil to adult ra&os. 

12 Addi&onal informa&on 

13 All necessary Risk Assessment has been carried out. Akach necessary forms. 

Number of children: _____________ 
Number of adults needed:____________ 
Ra&os: 
KS1 1:6 
KS2 1:10 Yrs 3 & 4 
1:15 Yrs 5 &6

Uniform required       Yes/No 
Special requirements e g trainers with uniform 
_________________________________________________________________________ 
Packed lunch to be provided      Yes/No 
Snack needed     Yes/No 
Pocket money (named envelope)      Amount  £ 



SIGNED: ___________________________                DATE: ______________________ 

14 Check all details with the Deputy/Headteacher  

15 Obtain ini&al approval for visit from the Deputy/Headteacher. 

SIGNED: ___________________________(Full name of Group Leader) 

DATE: ______________________ 

To be completed by the Deputy/Headteacher. 

To the Group Leader 

1. I have studied this applica&on and I am sa&sfied with all aspects including the planning 
organisa&on and staffing of this visit.  
2. Approval is given. 

a) Please ensure that have all relevant informa&on including a final list of group members 
details on parental consent and a detailed inventory at least 7 days in before the party is 
due to leave. 

b)Your report and evalua&on of the visit including any details of the incident should be 
with me as soon as possible but no later than 14 days aoer the party returns 

A copy of the completed applica&on form and any subsequent changes will be retained by 
the Deputy/Headteacher. A copy will be available for the Governing Body. 

SIGNED:____________________________DATE__________________________ 



For Office Use only: 

Venue Booked/confirmed 

Comments:

Yes/No 

Transport booked 

Payment checked with EB/GM 
Which school account to use? 
Order raised 
Advance payment

Yes/No 
Details: 

Main school a/c or School fund 
Yes/No 
Yes/No

LeSer to parents Yes/No – Date/e-mailed

Disadvantage flyer with leSer to FSM 
pupils

Yes/No – Pupil names: 

Parentpay account set up Yes/No          by:

Risk Assessment prepared Yes/No

Risk Assessment checked/signed by 
Head

Yes/No



Day sheet prepared by Teacher/TA 
To include: MAP of venue 
Lead Teachers name 
School mobile no 
Addi@onal accompanying adults and 
phone numbers 
Names of pupils in groups with 
accompanying adults 
List 99 if required 
Alterna@ve travel arrangements on 
sheet 
Child protec@on sheet for 
accompanying adults

Yes/No          by: 

Copy of above details given to class 
teacher:  
Any other details: 

Yes/No


