
Last review: Oct 25 
Next review:  Oct 26 

Page 1 of 16 
This is a whole school policy, including EYFS 

Responsibility: Safety Officer 

 

St Faith’s School Policies 
Educational Visits Policy - External 

 
 

 
CONTENTS 
 
Introduction ............................................................................................................................................................ 2 
Aims ......................................................................................................................................................................... 2 
Scope and Application ............................................................................................................................................. 2 
Guidance for Parents .............................................................................................................................................. 3 
Consent ................................................................................................................................................................... 3 
Passport, Visas and Immigration Requirements ..................................................................................................... 4 
Airline Requirements .............................................................................................................................................. 4 
Non-UK Nationals .................................................................................................................................................... 4 
Charging .................................................................................................................................................................. 4 
Responsibilities and Allocation of Tasks ................................................................................................................. 4 

The School Governing Committee ....................................................................................................................................... 5 
The Head .............................................................................................................................................................................. 5 
The Deputy Head.................................................................................................................................................................. 5 
The Educational Visits Co-ordinator (EVC) ........................................................................................................................... 6 
The Bursar/Bursary .............................................................................................................................................................. 6 
The Trip Leader .................................................................................................................................................................... 6 
The Deputy Trip Leader ........................................................................................................................................................ 7 
The Trip Treasurer ................................................................................................................................................................ 7 
The Trip Medical Representative ......................................................................................................................................... 7 
The Photographer/Digital Content Creator ......................................................................................................................... 9 

First Aid and Medical Arrangements....................................................................................................................... 9 
Transport ................................................................................................................................................................. 9 

School Minibuses ................................................................................................................................................................. 9 
Use of Hired Transport ......................................................................................................................................................... 9 
Use of Private Motor Vehicles.............................................................................................................................................. 9 

Personal Liability and Insurance ........................................................................................................................... 10 
Trips and Visits Planning ....................................................................................................................................... 10 
Risk Assessments................................................................................................................................................... 10 
Supervision and Ratios .......................................................................................................................................... 11 
Emergencies .......................................................................................................................................................... 12 
Missing Child ......................................................................................................................................................... 12 
Delayed Return ..................................................................................................................................................... 13 
Educational Visits Procedures for Staff ................................................................................................................. 13 
Appendix 1.  Table of Responsibilities .................................................................................................................. 14 
Appendix 2.  Educational Visits Involving Sports and Competitions ..................................................................... 16 
 
  



Last review: Oct 25 
Next review:  Oct 26 

Page 2 of 16 
This is a whole school policy, including EYFS 

Responsibility: Safety Officer 

 

 
References: 
 
1. DfE guidance, Health & Safety on Educational Trips dated 26/22/18. 
2. Learning Outside the Classroom. 
3. British Standard for Adventurous Activities Outside the United Kingdom. 
4. Health & Safety Policy 
5. Safeguarding Children and Child Protection Policy 
6. Pupil Welfare Risk Assessment Policy 
7. Mobile Phone and Other Smart Devices Policy 
8. DfE Advice on Legal Duties and Powers 
9. Missing Child Policy 

 
Introduction 
 
1. This is the Educational Visits Policy for St Faith’s School which includes educational visits for EYFS and non 

EYFS pupils. 
 
2. The school’s Educational Visits Policy reflects its vision, mission and values of delivering an inspiring, 

rigorous, and innovative day school education for pupils.  Educational visits enrich and broaden students’ 
learning in various curriculum aspects by stimulating academic interest, exposing to diverse opportunities 
in sports, culture and creativity, expanding experiences, helping mental and physical growth and boosting 
confidence. 

 
3. The School should offer trips with different academic and non-academic activities, with a fair cost that 

considers all students’ families’ financial conditions, so most students can benefit from trips.  
 

Aims 
 
4. This policy forms part of the School’s whole-school approach to promoting child safeguarding and well-

being which seeks to ensure that the bests interests of pupils underpin and is at the heart of all decisions, 
systems, processes and policies.  
 

5. The aims of this policy are as follows: 
 

a. To set out the School’s approach to the planning and implementation of educational visits in order 
that everyone involved understands their responsibilities and can participate fully. 

b. To establish a framework for managing risks and challenges to the health, safety and welfare of 
pupils on educational visits that is proportionate. 

c. To actively promote the well-being of pupils. 
d. To ensure that there are contingency plans in place for changes in circumstances during a visit that 

are reasonably foreseeable. 
e. To ensure that visits are well planned, and significant risks are identified and managed accordingly. 

 
Scope and Application 
 
6. This policy applies to all educational visits, including the Early Years Foundation Stage (EYFS), and is 

applicable to all those involved in the organisation of educational visits. This policy shall also apply to 
pupils at all times and places in circumstances where failing to apply this policy may: 

 
a. Affect the health, safety or well-being of a member of the School community or a member of the 

public. 

https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
https://www.lotc.org.uk/providers/lotc-quality-badge-2/
https://www.bsigroup.com/localfiles/en-gb/consumer-guides/resources/bsi-consumer-brochure-adventurous-activities-uk-en.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/279429/DfE_Health_and_Safety_Advice_06_02_14.pdf
https://www.stfaiths.co.uk/why-st-faiths/ethos-values/overview/
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b. Bring the School into disrepute. 
 

7. For the purposes of this policy, educational visits shall apply to: 
 
a. Residential trips in the UK and abroad. 
b. Trips, including sports fixtures, which involve an overnight stay. 
c. Day trips that are more than one hour from the school site. 

 
Guidance for Parents 
 
8. For the purpose of this policy, a “Parent” is a person with parental responsibility. 

 
9. The school calendar and My School Portal (MSP) will list the trips and visits that are due to take place over 

the coming academic year, together with planned home and away sports fixtures. 
 

10. Parents will be notified of: 
 

a. A pupil attending a day out on a trip / visit, including details of any extra charge and details of visit 
duration; 

b. Planned trips and visits for year groups. Parents of pupils, and where appropriate pupils, opting for 
residential trips will attend the school for a full briefing. 
 

11. The Trip Leader will inform parents of the details of the trip, including dates, times of travel, vehicle(s) to 
be used, airlines, routes, timetables or schedules for the trip, the location of planned breaks, places and 
locations to be visited. 
 

12. Parents are expected to support the school in ensuring that pupils follow instructions given by those in 
charge of the trip. Those in charge of the trip may send home early any pupil who declines to follow 
reasonable instructions. 

 
13. Parents will be informed of the arrangements for sending a pupil home early. This is clearly laid out in our 

Code of Conduct which both parents and pupils must sign (for residential trips). 
 
Consent 
 
14. Individual written consent will be obtained where pupils are taken on a trip or visit that: 

 
a. Are more than an hour away from school (by bus); 
b. Involve an overnight stay, including on the school site; 
c. Require collection from a different venue; 
d. Are overseas visits (requires more detailed code of conduct); 
e. Involve extra costs to a parent (exceeding £20). 

 
15. The School requires additional consent for residential trips, e.g. authorisation of emergency medical 

treatment, including an operation or the administration of an anaesthetic and over the counter 
medication. A consent form will be sent to all parents for each residential trip. 
 

16. Parents must ensure that any additional consents required from consulates or embassies for their children 
to travel unaccompanied are obtained. This may include parental consent forms or student travel 
authorizations. Appendix 7 provides a list of common countries’ consulates and embassies contact 
information. 
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Passport, Visas and Immigration Requirements 
 
17. All travel documents, including passports, visas, and health-related documentation, must be provided to 

the school by a specific deadline, which is at least four weeks before the trip date, to allow for processing.  
 
18. Parents are advised to confirm travel requirements with the relevant embassies and/or consulates 

promptly upon receiving trip details. Commonly required documents include: 
 

a. Passport: Must be valid for the entire duration of the trip and for six months thereafter. 
b. Visa: Check the destination country’s visa requirements. 
c. Health Documentation: Obtain any necessary vaccinations and provide vaccination certificates. 

 
19. Parents are required to check for the latest Foreign travel advice and ensure that their children meet all 

the entry requirements of the trip destination. The school encourages the parents to sign up for alerts 
from the Foreign Office for the latest travel advice. 

 
20. Parents will bear any additional costs or losses due to their failure to provide necessary documents on 

time. 
 

Airline Requirements 
 
21. Parents are required to check airline requirements for their children to travel unaccompanied and to 

provide the school with any necessary documentation. 
 
Non-UK Nationals 
 
22. Where pupils are non-UK nationals, parents are required to check their country of nationality consulates 

and/or embassies to check whether there are any additional requirements for their children to travel 
abroad. 

 
23. The Trip leader will act as a point of contact within the school to assist parents of non-UK national pupils 

with information about the trip which may be necessary to obtain documentation from consulates or 
embassies.   

 
24. The school does not accept any responsibility or liability if a pupil cannot travel because they have not 

complied with any passport, visa or immigration requirements or are not in possession of necessary travel 
documentation (including, without limitation, vaccination certificates, testing kits and any other required 
documentation). 

 
Charging 
 
25. The School reserves the right to charge for education visits, transport, accommodation, equipment and 

other associated costs. Such details will be provided to parents via our school trip management portal 
(EVOLVE). 

 
26. If payment is not received in advance (or as required) or School fees are outstanding, the School reserves 

the right to exclude pupils from the educational visit. 
 
Responsibilities and Allocation of Tasks 
 
27. All those involved in educational visits have a responsibility for the safety of students and staff. Roles will 

overlap and therefore will benefit from close liaison.  
 

https://www.gov.uk/foreign-travel-advice
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The School Governing Committee 
 
28. The School Governing Committee jointly shares responsibility with the Head for all matters which are the 

subject of this policy. 
 
29. The Board of Governors will be informed about proposed visits and perform an annual review of this 

policy. Proposed visits will be mentioned by the Head in his termly report to Governors.  
 
30. The Governor responsible for Health & Safety will be updated on residential visits at Health & Safety 

Steering Committee meetings. 
 

The Head 
 

31. The Head will ensure that the educational visits comply with legislation, regulations and guidance issued 
by the Health and Safety Executive, the Department for Education, the Board of Governors and the 
School’s own Health and Safety Policy. 

 
32. The Head has the overall final approval for trips and will verify that these are operating within the 

threshold of acceptable risk. 
 
33. The Head will ensure that the Educational Visits Coordinator (EVC) is sufficiently qualified, experienced 

and competent to arrange, administer and monitor educational visits; and that the EVC is provided with 
up-to-date training, advice and guidance. 

 
The Deputy Head 

 
34. The Deputy Head will ensure that: 

 
a. A Trip Leader is appointed who is competent to plan, undertake, supervise activities and to 

monitor/assess the risks in preparation for and throughout the Educational Visit. 
b. Approval procedures have been followed.  
c. The Trip Leader and additional staff are trained and sufficiently experienced and competent to 

manage the visit. In making this judgement consideration should be given to: 
 

i. Number and age of pupils. 
ii. Safeguarding. 

iii. Knowledge of specialist activities. 
iv. 24-hour supervision on residential visits. 
v. First aid cover;  

vi. Ability to conduct on-going risk assessments.  
vii. Authority to make decisions in emergencies.  

viii. The Governing body are informed of arrangements in a timely manner. 
ix. Lines of communication have been established, including between the school and the visit 

while it is taking place and between parents and the group leader/school for emergencies 
and progress reports. 

x. Emergency procedures have been written down with copies at school and with school 
contacts and all staff on the visit.  

xi. Evaluation of the visit takes place and that this is used to inform future plans. 
xii. Ensure arrangements are in place for pupils not taking part in the visit. 
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The Educational Visits Co-ordinator (EVC) 
 
35. The Safety Officer is designated as the school’s EVC. The EVC is experienced and competent to arrange, 

administer and monitor educational visits. The EVC is provided with up-to-date training, advice and 
guidance. 

 
36. The EVC supports the Deputy Head in the process of approving visits and the overall management and 

oversight of educational visits.   
 
37. The EVC is responsible for: 

 
a. Providing guidelines and a checklist to aid the Trip Leader in organising their visit. 
b. Assisting staff involved with organising educational visits and supporting the preparation of the risk 

assessment prior to the visits. 
c. Collating evaluations of each visit and reporting as appropriate to the SMT. 
d. Keeping records of all visits including details of accidents, incidents and near-misses. 
e. Training all new staff as part of their induction and supporting staff experience on visits and when 

planning their first visit. 
f. Ensuring that educational visits do not take place unless approval has been given by the Head or 

Deputy Head or another suitable member of the senior management team in advance. 
g. There are adequate arrangements in place to ensure the health, safety and welfare of those on the 

educational visit. 
h. Verification of insurance cover. 
 

The Bursar/Bursary 
 
38. The Bursary will ensure that the school’s educational visits are financially sound. They will be responsible 

for: 
 
a. Overall responsibilities for signing off finances; 
b. Arranging up to date insurance with travel provider if possible; 
c. Final figure to parents agreed; 
d. Agreeing quotes; 
e. Managing financial planning of educational visits; 
f. Ensuring that the final figure to parents is agreed and that the trip treasurer submits all expenditure 

and receipts; 
g. Seeking quotes for hotels, air travel, coaches and submitting them to the Deputy Head/Bursar for 

approval. 
h. Preparing and monitoring communication and consent forms regarding the trip. 
i. Ensuring MSP/Evolve is kept up to date with residential trip information. 
j. Checking passport information and liaising with the travel provider. 
k.  

 
The Trip Leader 
 
39. The Trip Leader is in charge of planning, organising and running educational visits, no matter how short. 

They will always have had experience of accompanying school visits before taking on the role of Trip 
Leader. 

 
40. The Trip Leader must follow this policy and other applicable School Policies relevant to educational visits. 

 
41. Should the Trip Leader determine that there is a need to deviate from the original plan, they must contact 

the EVC and/or DH. We understand that there will be some elements of a contingency plan that can be 
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planned in advance, but all other situations must be discussed with the EVC/DH before embarking on a 
different activity. 

 
42. The Trip Leader will hold a valid first aid certificate or ensure that at least one of the accompanying 

teachers does. 
 
43. The Trip Leader is responsible for: 

 
a. Completing a risk assessment in advance of the trip.  
b. Reviewing risk assessments for trip activities provided by third parties. 
c. Undertaking an exploratory visit in advance where possible / appropriate. 
d. Consulting with the EVC, Deputy Head, and Bursar on any aspects relevant to the educational visit. 
e. Overseeing all aspects of trip communication. 
f. Ensuring parental consent for the trip has been obtained. 
g. Liaising with parents if their child requires a Visa for the trip.Performing regular checks of medical 

administration. 
h. Controlling trip expenditure and filing a Financial Declaration at the end of the trip. 
i. Ensuring that trip First Aiders have consulted with the Lead Nurse in advance of the trip so that 

adequate first aid supplies are available and training provided as appropriate. 
j. Holding a parent information evening and ensuring that parents are aware of all aspects of the trip. 
k. Completing the trip evaluation in a timely manner. 

 
The Deputy Trip Leader 
 
44. A Deputy Trip Leader is nominated for all trips. The Deputy Trip Leader will be responsible for: 

 
a. Deputising for the Trip Leader as / if required.  
b. Being primarily responsible to the Trip Leader for Health and Safety. 
c. Supporting the Trip Leader with regular reviews of the risk assessment during the trip. 
d. Completing the trip evaluation in a timely manner, and ensuring accompanying staff on trip also 

complete. 
 
The Trip Treasurer 
 
45. The Trip Treasurer will be responsible for: 

 
a. Accounting for all trip related expenditure. 
b. Completing and submitting the ledger of expenses.  This should be completed within two school 

term weeks of the end of the trip. 
 
The Trip Medical Representative 
 
46. The Trip Medical Representative will be responsible for: 

 
a. Maintaining the trip medical and allergen list for all staff and pupils. 
b. Administering medicines provided by parents. 
c. Ensuring medical paperwork has been completed, including the recording administration of 

medicines and reporting of injuries and incidents using Medical Tracker. 
d. Consulting with the Health Centre to ensure that all medication has been received with the relevant 

consents. 
e. Ensuring that all over the counter medication consent is available. 
f. Assisting the Trip Leader with parental communication related to medical matters. 
g. Completing the trip evaluation in a timely manner. 
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The Photographer/Digital Content Creator 
 
47. For each school trip, a staff member is appointed as the designated Photographer/Digital Content Creator. 

This individual plays a crucial role in documenting the trip and engaging our school community through 
social media. 

 
48. The Photographer/Digital Content Creator’s responsibilities include: 

 
a. Recording the trip details using videos, photographs and text for future reference. 
b. Capturing the highlights of the trip and sharing these moments on our school’s social media 

platforms. 
 
49. The designated staff member must ensure that all shared content complies with our Safeguarding, Social 

Media, Data Protection, Data Retention policies. This is crucial in maintaining the privacy and safety of 
our students and staff. 

 
First Aid and Medical Arrangements 
 
50. The Trip Leader will have regard to the School’s First Aid and Administration of Medicine Policies and, in 

conjunction with the Deputy Head will ensure that there is adequate first aid provision on their trip. This 
must be stated on the risk assessment. For residential trips, two first aiders will be appointed.  

 
51. For EYFS trips, there must be at least one person who has a current paediatric first aid certificate and must 

attend the visit. This must be stated on the risk assessment. 
 
52. The School/Trip Leader will ensure that first aid consent is provided by parents and the correct 

authorisation to administer both prescribed and over the counter medication.  
 
Transport 
 
School Minibuses 
 
53. Staff are not permitted to drive the school minibuses unless they have qualified as a minibus driver and 

have completed MIDAS training. The Events Co-ordinator holds information regarding the qualifications 
of those who have passed their accredited minibus driving test.  The School Minibus Policy should be 
referenced for additional information. 

 
Use of Hired Transport 
 
54. The School has a long-standing relationship with local coach companies, who understand that we require 

all drivers to have current DBS checks and to carry mobile phones.  The Bursary confirms booking 
arrangements with coach companies. 

 
55. The School only books vehicles with front-facing seats that are fitted with seat belts and will hold copies 

of the annual safety documents for the coach service providers. 
 

56. The School will obtain equivalent documentation for all coach operator firms used by the school in the UK 
and abroad. If the documentation is not available, for example coach companies booked by travel 
provider, confirmation that checks have been conducted will be obtained. 

 
Use of Private Motor Vehicles 
 
57. Employees may use private cars for journeys on School business if they clear it with the Bursar first and 

provide evidence of adequate insurance cover. However, they should not carry School pupils in their 
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private vehicle as driving a vehicle for children is a regulated activity. For more information on the use of 
private vehicles for school trips and transport of pupils, please refer to the Staff Handbook. 

 
Personal Liability and Insurance 
 
58. The DfE Guidance currently in use, and which underpins this policy, states “Health and safety: advice on 

legal duties and powers. It explains that their responsibility is “a duty under the common law to take care 
of pupils in the same way that a prudent parent would do so.”  The School will provide full support for the 
Trip Leader in the unfortunate event of an accident, providing necessary assistance to ensure the well-
being of all involved. 
 

59. St Faith’s QBE Combined Policy provides £25M Employers Liability and £25M Public Liability cover.  There 
is a separate School Travel Insurance Policy with Allianz that provides cover for employees and pupils, 
normally resident in the UK, whilst participating in a school arranged trip outside of school boundaries.   
However, it is recommended that insurance is included in the tour provider’s package. 

 
60. Most School visits in the UK and overseas are covered by the School insurance, including skiing holidays, 

but it does not cover all adventurous or hazardous activities.  In the event of a member of staff arranging 
a trip to include such activities, advice should be sought from the Bursary as to whether cover can be 
provided.  

 
61. Regarding musical instruments, the School Travel Insurance Policy provides cover for employees and 

pupils’ personal belongings up to the value of £5,000, with a zero excess. 
 
62. The Trip Leader should take a copy of the school’s travel insurance summary card with them on overseas 

visits and residential trips.  This is available from the EVC. 
 

Trips and Visits Planning  
 
63. For the purposes of planning, the visits are organised in the following categories: 

 
a. 1.  No consent – blanket consent on arrival to school – local trips (extension to the classroom), 

regular fixtures. 
b. 2. Residential (including trips overseas). 
c. 3. Any trips not covered by numbers 1 and 2. 
d. Category 1: Visits within the school day or extended school day and not involving adventurous 

activities. This category is intended to cover swimming and sports fixtures and regular or routine 
visits to local establishments and facilities.  

e. Category 2: Visits more than 1 hour away from school which do not fall into the above category and 
do not involve an overnight stay, travel by sea or air or adventurous activities.  

f. Category 3: Residential visits, overseas visits and visits involving adventurous activities. 
g. Category 4: Sports related visits and competitions. 

 
Risk Assessments 
 
64. The School endeavours to take a proportionate and sensible approach to educational visits and the level 

of planning and preparation will be tailored in each case to the type of trip and the particular risks 
involved. For example, residential trips will need more planning with risk assessments approved by the 
Head.  

 
65. The School will ensure that those who are conducting the risk assessment have the necessary skills, status, 

competence, training and experience to do so.  
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66. The School adopts a common-sense approach to health and safety on educational visits with a focus on 
real risks and not those which are trivial. 

 
67. An assessment of the risks involved in the activity and appropriate steps required to manage them will be 

conducted for every Educational Visit.  
 
68. If any risk is considered to be unacceptable by the Trip Leader or the EVC, the Deputy Head or Bursar shall 

decide if the trip should go ahead. 
 
69. When conducting a risk assessment, the following factors should be included but not restricted to: 

 
a. The type of activity and trip itinerary; 
b. The age, competence, fitness, usual standard of behaviour of the pupils; 
c. Any special educational/medical needs of the pupils; 
d. Any impact of individual needs on the group as a whole, and how this affects ratios; 
e. Adult: pupil ratio; 
f. Competence, experience, qualifications of all adults on the trip; 
g. Modes of transport, journey routes and location(s) of visits; 
h. Emergency procedures; 
i. Public health advice where relevant; 
j. Any other relevant factor in relation to the specific circumstances of the visit. 
k. Contingency planning/consideration 

 
70. The Trip Leader must be prepared to re-evaluate and/or reassess the risks and mitigate such risks during 

the trip. For example, taking account any relevant changes in circumstances or factors such as fatigue or 
changes in the weather. 
 

Supervision and Ratios 
 
Adult/Pupil Ratios 
 
71. These Staff/Pupil ratios are based on external recommendations, such as from the DfE and county council, 

good practice in other schools, and are tempered by experience. They were reviewed in 2018 after advice 
from HSE. All ratios are subject to minor variations at the discretion of the Trip Leader provided that the 
risk assessment reflects the rationale behind the change. Variations of more than 10% must be decided 
in consultation with the Deputy Head and/or the EVC. 

 

72. It is recommended that the adult to pupil ratios for visits and off-site activities are: 
 

Pupil’s Year Group Ratio (DfE recommendations) 
Foundation pupils DfE guidelines request a ratio better than 1:6.  

The ratio will be reviewed on a trip-by-trip basis dependent on the circumstances 
of the trip and the needs of specific pupils. 

Years 1-2 DfE guidelines request a ratio better than 1:6.  
There should be at least one teacher in charge. The ratio will be reviewed on a trip-
by-trip basis dependent on the circumstances of the trip and the needs of specific 
pupils. 

Year 3-8 1:6 for Year 3  
1:10 for years 4-6 
1:15/20 for Years 7 upwards (with a larger ratio permitted for overs 16's) 
There should be at least one teacher in charge. 

Residential visits 1:10 
Visits abroad 1:10 minimum 

There should be at least two teachers present. 
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Emergencies 
 
73. The Trip Leader should be fully conversant with the School’s Emergency Response plan for incidents.  
 
74. The Trip Leader is responsible for ensuring that all staff on the education visit are aware of the action that 

they should take in the event of an emergency, and ensure that appropriate measures are in place for the 
safety of SEND pupils and/or adult members of staff. 

 
75. The Trip Leader (or Deputy Trip Leader in the event of the Trip Leader being unable to conduct this role) 

should summon emergency assistance and/or medical assistance and/or inform the police if relevant. 
 
Missing Child 
 
76. The Trip Leader should be fully conversant with the School’s Missing Child Policy and conduct regular head 

counts throughout out the day, whenever arriving or leaving sites, and during activities as appropriate 
and according to risk assessments carried out for the trip activities. 
 

77. When the pupils arrive at the location for the trip then the Trip Leader should identify an area/place where 
the students should go if they get lost. They must also be given specific times for meeting up (as per Risk 
Assessment).  

 
78. The trip Leader must carry a list of all pupils and adults on the visit, at all times. Pupils should be easily 

identifiable, especially in densely populated areas i.e. bright baseball caps, T-shirts, uniform etc. Pupils 
should NEVER wear name badges as this makes them vulnerable to strangers pretending to know them. 
Badges displaying the school name and its emergency contact number can be useful. 

 
79. If a child is missing and/or does not meet at an arranged time or location the following action will be 

taken: 
 

a. An immediate head count would be carried out in order to ensure that all the other children were 
present  

b. Contact should be made with staff that are onsite to alert them that there is a pupil missing so that 
they are aware and can be prepared for any support they may need to give. 

c. An adult would search the immediate vicinity whilst other methods of trying to contact the pupil 
may be used – ringing their mobile phone, using social media and their peers to try and locate them.  

d. Contact the venue manager and arrange a search. 
e. Pupils should not be sent off to look for another pupil. 

 
80. Following these steps, the trip leader will immediately contact the member of SMT acting as the 

designated home contact who will inform the DSL or, in their absence, a Deputy DSL to discuss the next 
steps for those on the trip, contacting local police, the British Embassy (if overseas) and local hospitals. 
 

81. Following the discussion with the designated home contact, the Trip leader will: 
 

a. Contact the police without delay and pass on a details of the pupil. 
b. Take the remaining children back to school (or accommodation if away or abroad) as agreed with 

the police and the Head. 
c. Ask the designated home contact to communicate with parents as soon as reasonably practicable, 

to explain what has happened, what steps have been taken, and request them to come to the 
school, venue or setting, if possible.  

d. Liaise with local safeguarding partners, including local children’s authority as appropriate. 
 

82. The school will fully cooperate with any police investigation and any safeguarding investigation by the 
local authority, including children’s services. 
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83. The school will inform the Chair of Governors without delay. 
 

84. The Bursar will inform the schools insurers as soon possibly practicable. 
 

85. A member of the Senior Leadership Team will discuss with the Trip Leader: 
 

a. When staff or young people should telephone home. 
b. Advice on how to deal with the press or media.  
c. The importance of keeping all matters related to the incident strictly confidential. 
d. Advice on not allow anyone, apart from medical services, to see any party member without an 

independent witness being present.  
e. Advice on retaining any equipment involved in an unaltered condition and keeping a written record 

of all that happens. 
 

86. If the child is injured and is taken directly from the scene of the accident to hospital for treatment, a report 
would be made under RIDDOR to the Health and Safety Executive (HSE) as soon as reasonably practicable 
and no later than 15 days of the accident. 
 

87. A full record of all activities taken up to the stage at which the child was found will be available for the 
incident report. The school will review its procedures, and, if appropriate, these will be adjusted. 

 
88. Once the child is found:  
 

a. Talk to, take care of and, if necessary, comfort the child. 
b. Speak to the other children to ensure they understand why they should not leave the 

premises/separate from a group on an outing  
c.  The appropriate member of SLT will speak to the parents to discuss events and give an account of 

the incident (having discussed this beforehand with the LADO if necessary)  
d. Media queries should be referred to the Head (after discussion with the LADO if appropriate)  
e. The investigation should involve all concerned providing written statements  
f. The report should be detailed covering: time, place, numbers of staff and children, when the child 

was last seen, what appeared to have happened, [the purpose of the outing], the length of time 
that the child was missing and how s/he appeared to have gone missing, as well as lessons for the 
future. 

 
Delayed Return 
 
89. If a visit is delayed, the Trip Leader should inform the Head and then contact all the parents to alert them 

to the delay and the revised time of arrival. This can be done by using the texting facility on SchoolPost or 
EVOLVE or X (formerly Twitter). 

 
 

Educational Visits Procedures for Staff 
 

Appendix 1 - Residential Visits, table of responsibilities  
Appendix 2 - Educational Visits involving Sports and Competitions  
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Appendix 1 
 

Appendix 1.  Table of Responsibilities 
 
Role Responsibilities 
School Governing Committee  • Jointly shares responsibility with the Head for all matters which are the 

subject of this policy.  
Head  • Ensures that the educational visits comply with legislation and 

regulations.  
• Ensures that the EVC is sufficiently qualified, experienced and 

competent.  
Deputy Head  • Will appoint a Trip Leader who is competent to plan, undertake and lead 

a trip.  
• Ensure a contingency place is in place where relevant.  
• Trip staff are trained and sufficiently experienced and competent to 

manage the visit.  
Educational Visits Co-ordinator  • EVC is responsible for providing guidelines and a checklist to aid the Trip 

Leader.  
• Support the preparation of the risk assessment.  
• Collating evaluations.  
• Keeping records of all visits including details of any accidents, incidents 

and near-misses.  
• Training and supporting new staff on visits and when planning their first 

visit.  
• Ensuring approval has been given by the Head or Deputy Head.  
• Ensure that adequate arrangements are in place to ensure the health, 

safety and welfare of those on the visit.  
• Verification of insurance cover.  

Bursar/Bursary  • Responsible for overall signing off finances.  
• Arranging up to date insurance with travel provider.  
• Final figure to parents agreed.  
• Agreeing quotes.  
• Managing financial planning of educational visits.  
• Ensuring that the final figure to parents is agreed and the trip treasurer 

submits all expenditure and receipts.  
• Seeking quotes for hotels, air travel, coaches and submitting the to the 

Deputy Head/Bursary for approval.  
• Preparing and monitoring communication and consent forms. 
• Checking passport information and liaising with travel provider. 
• Set up trip on EVOLVE.  
• Provide training on EVOLVE.  
• Ensure parent information is up to date on MSP.  

Trip Leader  • Must follow this policy and any other applicable School Policies relevant 
to educational visits.  

• Have experience of accompanying school visits before taking on the role 
of Trip Leader.  

• Ensure that where relevant, a contingency plan is place.  
• Any changes to the itinerary must be discussed with the Deputy Head or 

EVC in advance.  
• Complete a risk assessment in advance of the trip.  
• Review risk assessment for trip activities provided by third parties.  
• Undertake an exploratory visit in advance where possible / appropriate.  
• Liaising with the EVC, Deputy Head and Bursar on any aspects relevant 

to the educational visit.  
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Role Responsibilities 
• Overview all aspects of the trip communication.  
• Ensuring parental consents for the trip are obtained.  
• Liaising with parents over Visa requirements. 
• Controlling the expenditure and filing a Financial Declaration at the end 

of the trip.  
• Completing the trip evaluation in a timely manner.  
• Ensuring the First Aiders have liaised with the Lead Nurse to ensure 

adequate first aid supplies are available.  
• Will hold a parent information evening and ensure that parents are 

aware of all aspects of the trip.  
• Will ensure that risk assessment training is up to date.  
• Ensure they are trained in the use of EVOLVE.  

Deputy Leader  • Deputise for the Trip Leader as /if required.  
• Being primarily responsible to the Trip Leader for Health and Safety.  
• Ensure that regular reviews of the risk assessment are carried out during 

the trip.  
• Completing the trip evaluation in a timely manner.  
• Will ensure that risk assessment training is up to date.  
• Ensure they are trained in the use of EVOLVE.  

Trip Medical Representative  • Maintaining the trip medical and allergen list for all staff and pupils.   
• Administering medicines provided by parents.   
• Ensuring medical paperwork has been completed.  
• Recording the administration of medicines.   
• Completing Medical Tracker documentation.   
• Liaising with the Health Centre to ensure that all medication has been 

received with the relevant consents.   
• Ensuring that all over the counter medication consent is available.   
• Recording the administration of medicines.   
• Completing Medical Tracker documentation.   
• Assisting the Trip Leader with parental communication related to medical 

matters.   
• Completing the trip evaluation in a timely manner.  
• Ensure they are trained in the use of EVOLVE.  
• Ensure that medical awareness training is up to date.  

Trip Treasurer  • Will account for all expenditure.  
• Complete and submit the ledger of expenses.  

Photographer/Digital Content 
Creator  

• Record trip details using videos, photographs and text for future 
reference.  

• Will capture highlights of the trip and share on school’s social media 
platforms.  
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Appendix 2 
 

Appendix 2.  Educational Visits Involving Sports and Competitions 
 
Role Responsibilities 
Trip Leader  • Ensure competition is in the school calendar.  

• Complete Event Planner if required.  
• Liaise with Bursary for any hotel bookings.  
• Book minibus.  
• Ensure all medical/dietary/contact information is available (currently 

trialling EVOLVE).  
• Complete risk assessment.  

Deputy Leader/First Aider  • Ensure first aid provision is sufficient, liaise with Health Centre.  
• Assist with risk assessment.  
• Complete any accident forms via Medical Tracker.  
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