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Introduction 
 
From September 2003 all schools are now required to have a trained Educational Visits Co-
ordinator to approve `normal risk out of school activity’ and to seek approval from the County 
Outdoor Education Service for all `additional and high risk activities`.  This is in line with 
Staffordshire County Council’s new policy on the conduct of educational visits – “Educational 
Visits: Policy, Procedures and Guidance” – taking into account the new Government requirements. 
 
 

Summary 

The risks of partial or non-compliance with approval and monitoring arrangements are self-evident 
with potentially damaging consequences.  There is, for example, every possibility of a serious 
incident occurring and, where policy is not followed, education professionals and governors being 
involved in litigation and criminal prosecution.  The new guidelines recognise the educational 
value of out of school activities and will help to ensure that sufficiently robust monitoring systems 
are in place so that pupils can continue to benefit from safe and stimulating educational 
experiences:- 
 
 
Particular focus is given to the following two types of activity:- 
 

 Normal Risk Out of School Activity 
 
     Approval for `normal risk’ out of school activities has been delegated to the school,  
     provided that a trained Educational Visits Co-ordinator (EVC) has been appointed, and  
     the arrangements for such visits adhere to the County policy. 
 
     For schools who do not have a trained EVC in place the County Council’s Education  
     Service will have no option other than withdrawing the delegation for approving any  
     activity that takes place out of school.  The consequences of this will mean that no  
     activity `beyond the school gate’ can be sanctioned. 
 
 

 Additional and High Risk Out of School Activity 
 
    The new procedures require schools to apply for approval for four different types of visit: 
 

1. Visits where an outside county organisation (a provider) is running high risk activities  
      for pupils. 

2. Visit involving one or more overnight stay in residential accommodation, either within  
      the UK or abroad, and any day visit abroad. 
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3. Visit where a member of staff will be leading additional risk activities, such as  
      Fieldwork in the Peak district or orienteering in an area with natural terrain hazards. 

4. Visits where a member of staff will be leading high risk activities, such as climbing,  
      walking in hills or open moorland, and open water activities such as canoeing. 
 
 
The mechanism for the approval of such activities is as follows: 
 

 An application for approval, accompanied by assessments of any activity or  
       residential providers, along with risk assessments for any additional or high risk 
       activities led by school staff, to be sent to the County Educational Visits Adviser. 

 The experience and qualifications of the members of staff are also assessed and  
       appropriate staff are places on the List of Approved Leaders. 

 For additional risk activities, listed leaders do not have to apply for future visits but 
       approval must always be obtained for high risk visits. 

 A sample of visits is monitored during progress 
 
 

Madeley High School Educational Visit Procedures  
Permission to take pupils out of class for an educational visit should be obtained from the 
Headteacher well in advance.  It will obviously be advantageous to discuss proposals at a very 
early stage to avoid clashes with other school activities.  Once permission has been given the 
following procedure should be followed. 
 

All trips have to be authorised through the electronic EVOLVE system, located at 
www.staffordshirevisits.org.uk  For your user name and password please speak to the 
Educational Visits Co-ordinator. 
  
Forms, risk assessments for all trips including overseas residential trips are located on the 
EVOLVE system. 
 

 Costings for the trip must include cover for any member of staff attending the trip. In most 
cases this can be done in house, see the Educational Visits Co-ordinator for help and 
coordination with Cover Supervisor.  

 

 Parents should be notified and consent forms or indemnity forms completed.  It will be  
    necessary to advise parents of all activities that are to take place outside the school.  
    It will be necessary to have the appropriate forms completed where the visit is of long  
    duration and where potentially dangerous activities may be involved.   
    The Headteacher will advise on the appropriate requirements. 

 

   The school Charging Policy should be adhered to.  If hired transport is required, as 
     opposed to the use of own minibus, the Educational Visits Co-ordinator will book 
     transport and liaise with the School Bursar regarding payment from department or  
     pupil payments. 

 

   If the visit involves a change to meal arrangements the kitchen staff must be warned in 

http://www.staffordshirevisits.org.uk/
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    advance.  It if means that pupils may be late for their meal, then notice should be given 
    the previous day, but if it means pupils will not be taking meals at all, then the cook 
    needs at least one week’s notice because orders will need to be changed.    

 

   A list of pupils should be posted in the office on the day of the visit. This should be a 
    detailed list taking account of absences on the day so that we have an accurate picture 
    of the position in case of emergencies such as fire or sudden illness. 

 

   A list of pupils who will be absent from school should be placed on the staff notice  
    board as early as possible for the information of other teachers.  This list can be in a  
    much more general way i.e. “all 7P and 7A” would be quite acceptable. 

 

   If pupils are due back from visits after 3.30pm adequate provision must have been 
     made for their journey home. 

 

   If small numbers of pupils from varied groups are involved it will be the pupils’  
    responsibility, as a matter of courtesy, to request permission to miss lessons from their 
    usual teachers. 

 

   Teachers absent on the visit should leave work for classes/pupils left behind, and 
     exchange any duties if necessary. 
 

   Any staff participating on a trip must accompany the group on the transport provided. 
 

   Whenever possible all the pupils in a form/set should be involved in the visit. It is 
    recognised that the make-up of sets varies from subject to subject so that this is not 
    always possible when the visit lasts over several lessons. 

 

   It should be made clear to pupils involved in a visit that they have the responsibility to 
    make up any work they have missed as a result of their absence from normal lessons. 
 

 Pupils may be withdrawn from the visit if their behaviour is unacceptable, this is at the 
discretion of the Head of Year. 

 

 
 
ON THE VISIT 
 
Responsibility 
 
The Group leader is responsible overall for the group at all times.  In delegating supervisory roles 
to other adults in the group, it is good practice for the group leader to: 
 

  allocate supervisory responsibility to each adult for named pupils; 

 ensure that each adult knows which pupils they are responsible for;  

 ensure that each pupil knows which adult is responsible for them; 

 ensure that all adults understand that they are responsible to the group leader for the 
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supervision of the pupils assigned to them; 

 ensure that all adults and pupils are aware of the expected standards of behaviour. 

 
It is good practice for each supervisor to: 
 

 have a reasonable prior knowledge of the pupils including any special educational 

needs, medical needs or disabilities; 

 carry a list/register of all group members; 

 directly supervise the pupils (except during remote supervision) - particularly 

important when they are mingling with the public and may not be easily identified;   

 regularly check that the entire group is present; 

 have a clear plan of the activity to be undertaken and its educational objectives; 

 have the means to contact the group leader/other supervisors if needing help; 

 have prior knowledge of the venue – the group leader should normally have made an 

exploratory visit, see Standards for LEAs in Overseeing Educational Visits; 

 anticipate a potential risk by recognising a hazard, by arriving, where necessary, at the 

point of hazard before the pupils do, and acting promptly where necessary; 

 continuously monitor the appropriateness of the activity, the physical and mental 

condition and abilities of the group members and the suitability of the prevailing 

conditions; 

 be competent to exercise appropriate control of the group, and to ensure that pupils 

abide by the agreed standards of behaviour; 

 clearly understand the emergency procedures and be able to carry them out; 

 have appropriate access to First Aid; 

Each pupil should: 
 

 know who their supervisor is at any given time and how to contact him or her; 

 have been given clear, understandable and appropriate instructions; 

 rarely if ever be on their own; 

 alert the supervisor if someone is missing or in difficulties; 

 have a meeting place to return to, or an instruction to remain where they are, if 

separated; 

 understand and accept the expected standards of behaviour. 
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Recent tragedies have re-emphasised the need for adequate supervision, clear instructions and 
thorough checking at all times on visits.  Organisers have a responsibility for the safety of pupils in 
their charge and are expected to make careful preparation beforehand. 
 
In simple terms the teacher’s responsibility is identical to that within the school itself.  Questions 
of insurance liability and negligence are inevitably complicated. All teachers on an education visit 
are covered by the Authority’s insurance which is very wide ranging.  Thus, for example, “where it 
is suggested that a pupil has been injured on the games field as a result of inadequate supervision 
it is immaterial whether the injury took place inside or outside school hours and whether as part 
of an ordinary lesson or as part of some voluntary extra-curricular activity”. 
 
 
If school non-teaching staff, parents, husbands or wives etc. take part in a school educational visit 
they have exactly the same status as teachers and also need to be CRB checked. 
 
Pupils on educational visits are representatives of the school wherever they may be and their 
behaviour should be monitored accordingly. 
 
Pupils should wear school uniform on visits unless the activity makes this impractical. 
 
 

OVERSEAS VISITS 
There are many special considerations which apply to visits outside the country and full discussion 
with the Headteacher at an early date is essential. 
 
 

RESIDENTIAL VISITS 
There are special considerations which apply to these visits.  Full discussion with the Headteacher 
at an early date is essential.  The County has to be informed of the visit at least 3 weeks in 
advance.  Their permission has to be given for the visit to take place. 
 
 

ACCIDENTS / INCIDENTS 
 
Relevant forms should be completed and passed to the Headteacher at the earliest opportunity.  
Medical advice should be sought in relation to any accidents that occur whilst the party is away. 
These forms are located on the EVOLVE system. 
 
Full details should be given to the parents on the return. 
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