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Educational Visits Policy 

Mission Statement 

 

Following Jesus and His way, we  

Aim to be the best we can be and to respect everyone. We 

Inspire each other to learn, play and pray  

Together as children, staff, home and Parish. We grow in  

Holiness by  putting Love into Action every day. 

 

 

Context 

 

We believe that educational visits are an integral part of the entitlement of every pupil 

to an effective and balanced curriculum. Appropriately planned visits are known to 

enhance learning and improve attainment, and so form a key part of what makes St 

George’s Catholic Primary School a supportive and effective learning environment. 

The benefits to pupils of taking part in visits and learning outside the classroom 

include, but are not limited to:  

• Improvements in their ability to cope with change. 

• Increased critical curiosity and resilience. 

• Opportunities for meaning making, creativity, developing learning relationships 

and practicing strategic awareness. 

• Opportunities for developing the children’s faith life in relevant and meaningful 

contexts. 

• Increased levels of trust and opportunities to examine the concept of trust (us 

in them, them in us, them in themselves, them in each other).  

• Improved achievement and attainment across a range of curricular subjects. 

Pupils are active participants not passive consumers, and a wide range of learning 

styles can flourish. 

• Enhanced opportunities for ‘real world’ ‘learning in context’ and the 

development of the social and emotional aspects of intelligence.  
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• Increased levels of trust and opportunities to examine the concept of trust (us 

in them, them in us, them in themselves, them in each other).  

• Increased risk management skills through opportunities for involvement in 

practical risk-benefit decisions in a range of contexts. i.e. encouraging pupils to 

become more risk aware as opposed to risk averse. 

• Greater sense of personal responsibility. 

• Possibilities for genuine team working including enhanced communication 

skills. 

• Improved environmental appreciation, knowledge, awareness and 

understanding of a variety of environments. 

• Improved awareness and knowledge of the importance and practices of 

sustainability. 

• Physical skill acquisition and the development of a fit and healthy lifestyle. 

 

 

Application 

 

Any visit that leaves the school grounds is covered by this policy, whether as part of 

the curriculum, during school time, or outside the normal school day. 

 

In addition to this Educational Visits Policy, St George’s Catholic Primary School: 

1. Adopts the Local Authority’s (LA) document: ‘Guidance for Educational Visits 

and Related Activities with National Guidance & EVOLVE’  

2. Adopts National Guidance www.oeapng.info (as recommended by the LA). 

3. Uses EVOLVE, the web-based planning, notification, approval, monitoring and 

communication system for off-site activities.  

 

All staff are required to plan and execute visits in line with this school policy, Local 

Authority policy, and National Guidelines. Staff are particularly directed to be familiar 

with the roles and responsibilities outlined within the guidance. 

 

  

 

 



Educational Visits Policy 2018  

3 | P a g e  
 

Types of Visit & Approval 

 

There are three ‘types’ of visit: 

 

1. Visits/activities within the ‘School Learning Area’ that are part of the normal 

curriculum and take place during the normal school day. 

These follow the ‘School Learning Area’ Operating Procedure (Appendix 1). 

 

2. Other non-residential visits within the UK that do not involve an adventurous 

activity. E.g. visits to museums, farms, theme parks, theatres, etc. 

These are entered on EVOLVE by the DHT and submitted to the EVC (Head Teacher) 

for checking and approval.  

3. Visits that are overseas, residential, or involve an adventurous activity. 

These follow 2. above, but the Head Teacher then submits the visit to the LA for 

approval. 

 

 

Roles and responsibilities  

 

Visit leaders are responsible for the planning of their visits, and for completing the 

associated risk assessment paperwork. They should obtain outline permission for a 

visit from the Head Teacher or DHT prior to planning, and before making any 

commitments or bookings. Visit leaders have responsibility for ensuring that their visits 

will comply with all relevant guidance and requirements, and should seek advice where 

necessary. 

 

The Educational Visits Coordinator (EVC) is Mr O’Rourke who will support and 

challenge colleagues over visits and learning outside the classroom (LOtC) activities. 

The EVC is the first point of contact for advice on visit related matters. The EVC will 

check final visit plans before asking the DHT to submit them on EVOLVE.  

 

The Deputy Head Teacher sets up and manages the staff accounts on EVOLVE, and 

uploads generic school documents, etc. The DHT will upload completed risk 

assessments on EVOLVE before they are approved by the Head teacher 
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The Head Teacher has responsibility for authorising all visits and for submitting those 

that are overseas, residential or adventurous to the LA for approval. 

 

The Governing Body’s role is that of a ‘critical friend’ and they are responsible for 

reviewing this policy.  Individual governors may be ask to see copies of completed risk 

assessments.  

 

The Local Authority is responsible for the final approval (via EVOLVE) of all visits that 

are either overseas, residential, and/or involve an adventurous activity. 

 

 

Staff Competence 

 

We recognise that staff competence is the single most important factor in the safe 

management of visits, and so we support staff in developing their competence in the 

following ways: 

• An apprenticeship system, where staff new to visits assist and work alongside 

experienced visit leaders before taking on a leadership role. 

• Supervision by senior staff on some educational visits. 

• Support for staff to attend training courses relevant to their role, where 

necessary. 

 

In deciding whether a member of staff is competent to be a visit leader, the Head 

Teacher will take into account the following factors: 

• Relevant experience. 

• Previous relevant training. 

• The prospective leader’s ability to make dynamic risk management 

judgements, and take charge in the event of an emergency. 

• Knowledge of the pupils, the venue, and the activities to be undertaken. 
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Emergency procedures 

 

A critical incident is any incident where events go beyond the normal coping 

mechanisms and experience of the visit leadership team. 

 

The school has an emergency plan in place to deal with a critical incident during a visit 

(see Appendix 2). 

 

When an incident overwhelms the establishment’s emergency response capability, or 

where it involves serious injury or fatality, or where it is likely to attract media attention 

then assistance will be sought from the local authority.  

 

 

Educational Visits Checklist 

 

St George’s Catholic Primary School’s Educational Visits Checklist forms part of the 

risk management process for visits and off-site activities, and may be found on the 

school server (teacher resources > educational visits). This has been adapted from 

the LA’s generic checklist. A visit should only go ahead if all relevant questions are 

met. 

 

In addition, the LA’s generic checklist is in EVOLVE Resources / Forms.  

 

The checklist can be used as a tool or aide-memoire to assist the visit leader in the 

planning process; however, alternative approaches to considering the relevant issues 

are equally as valid. 

 

 

Parental Consent  

 

Consent is not required for activities within the School Learning Area that are part of 

the normal curriculum during normal school time (see appendix 1) 
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The school obtains blanket consent on child’s entry into school for certain other routine 

activities, eg. after school fixtures,  local walks etc.  

 

Specific, (ie. one-off), parental consent must be obtained for all other visits. For these 

visits, sufficient information must be made available to parents at least two weeks in 

advance, so that consent is given on a ‘fully informed’ basis.  

 

Parents have the option of consenting online via the school website or through a 

traditional paper consent form. 

 

Inclusion 

The school complies with the Equality Act 2010 and makes every effort to ensure that 

all visits are fully inclusive. 

 

 

Charging / funding for visits 

Charging for visits is decided on a case-by-case basis and the school follows the 

guidance set out in the DfE ‘Charging for School Activities’ (May 2018) and the OEAP 

national guidance. (www.oeap.info). 

 

 

Transport 

For visits where the mode of transport is coach, the school will only use known, 

reputable bus companies and arrangements for getting the children onto and off the 

coaches in specific locations are risk assessed.  

 

Two public bus routes run close to the school (W8/191). Enfield Town station is also 

a short walk from the school. Where public transport is used, a full risk assessment is 

carried out and additional supervision must be provided. The EVC/ headteacher MUST 

be consulted and permission granted before a final decision to use public transport is 

made. 

 

Where the children are to be transported by self-drive minibus, only members of staff 

with the relevant licence and MIDAS certificate will be permitted to drive. 
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Where children are to walk to a venue, a map of the proposed route must be provided 

to the EVC/ headteacher at the consultation stage. The EVC must know the exact 

route that the children will be taking before the group leaves the school premises.  

 

If members of staff are required to transport children by car, they must have the 

relevant ‘business use’ insurance and provide the EVC with written evidence of this.  

 

In all of the above cases, the duty of care lies with the school. 

 

If parents are being asked to transport children, they must have completed and 

submitted to the EVC, a ‘use of private car’ form. This is a self-certification form and 

will be submitted to the EVC. Children who are to be transported must have been given 

permission by their parents.   

 

If parents transport their own children, no additional documentation is required.  

In the above two cases, the duty of care lies with the parents until the children are 

handed over to school staff. 

 

Insurance  

Public liability  

The London Borough of Enfield arranges public liability insurance with an appropriate 

insurance provider and offers this to schools as part of a service level agreement 

(SLA). This insurance covers all activities in, and off site whilst in the care of school or 

council staff.  

 

School journey insurance 

The London Borough of Enfield has also arranged comprehensive insurance for any 

school journey. Under the policy, school journey is defined as any trip or excursion 

(including exchange visits and work experience placements) not exceeding 31 days, 

which is specifically authorised by the Council or school and involves travel 

outside the school boundaries. 
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Dismissal of Children after Evening Activities 

Children are dismissed from the school premises via the ‘side exit near the music 

room’ and Gordon Road gate (see site plan – appendix 3). This enables the school 

site to remain locked for safeguarding purposes.  
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Appendix 1 – School Learning Area 

 

General 

 

Visits/activities within the ‘School Learning Area’ that are part of the normal curriculum 

and take place during the normal school day follow the Operating Procedure below. 

 

These visits/activities: 

• do not require parental consent although if these are off-site, parents must be 

informed in advance. 

• do not normally need additional risk assessments / notes (other than following 

the Operating Procedure below). 

• should be recorded on EVOLVE if regular, eg swimming lessons.  

• do not need to be recorded on EVOLVE if these are ad-hoc activities  

 

 

Boundaries 

 

The boundaries of the School Learning Area are shown on the attached map. This 

area includes, but is not limited to, the following frequently used venues:  

• Our Lady of Mount Carmel and St George Church (EN2 6DS) 

• Enfield Library (EN2 6AX) 

• Enfield Town Park  

• The Dugdale 

 

 

Operating Procedure for School Learning Area 

This is to support a generic risk assessment for routine activities. 

 

The following are potentially significant issues/hazards within our School Learning 

Area: 

• Road traffic. 

• Other people / members of the public / animals. 

• Losing a pupil. 
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• Uneven surfaces and slips, trips, and falls. 

• Weather conditions. 

• Activity specific issues when doing environmental fieldwork (nettles, brambles, 

rubbish, etc). 

• Water (if walking alongside the New River) 

 

These are managed by a combination of the following: 

• The EVC must give verbal approval before a group leaves. Not strictly 

necessary if you have clearly identified competent staff, and are confident in your 

operating procedure, and the fact that staff will follow it. 

• Only staff judged competent to supervise groups in this environment are 

approved.  

• The concept and Operating Procedure of the ‘School Learning Area’ is 

explained to all new parents when their child joins the school, and a synopsis is in the 

School Prospectus. 

• There will normally be a minimum of two adults. Decisions will be based on the 

area and the age / maturity of the pupils. 

• Staff are familiar with the area, including any ‘no go areas’, and have practised 

appropriate group management techniques. 

• Road crossings are always carefully risk assessed and fully explained to the 

children.  

• Where appropriate, pupils are fully briefed on what to do if they become 

separated from the group.  

• Pupils’ clothing and footwear is checked for appropriateness prior to leaving 

school. 

• Staff are aware of any relevant pupil medical information and ensure that any 

required medication is available.  

• Staff will deposit in the office a list of all pupils and staff, a proposed route, and 

an estimated time of return.  

• A mobile phone is taken with each group and the office have a note of the 

number.  
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Appendix 1- School Learning Area 

 

 

 

 

 

St George’s Catholic 

Primary School 
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Appendix 2 – Emergency Procedure 

 

The school’s emergency response to an incident is based on the following key factors: 

 

1. There is always a nominated emergency base contact for any visit (during 

school hours this is the office). 

2. This nominated base contact will either be an experienced member of the 

senior management team, or will be able to contact an experienced senior manager 

at all times. 

3. For activities that take place during normal school hours, the visit leadership 

team will be aware of any relevant medical information for all participants, including 

staff.  

4. For activities that take place outside normal school hours, the visit leadership 

team and the emergency contact/s will be aware of any relevant medical information 

and emergency contact information for all participants, including staff. 

5. The visit leader/s and the base contact/s know to request support from the local 

authority in the event that an incident overwhelms the establishment’s emergency 

response capability, involves serious injury or fatality, or where it is likely to attract 

media attention.  

6. For visits that take place outside the School Learning Area, the visit leader will 

carry an LA Emergency ‘Card. 

7. This Emergency Procedure is tested through both desk top exercises and 

periodic scenario calls from visit leaders.               
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Emergency Card (Home Contacts) 
For visits that take place outside normal establishment hours. 
 

This ‘card’ or equivalent must remain with the establishment emergency 
contact(s) at all times. 
 

The establishment’s Emergency Home Contact(s) should have all visit information, including 
itinerary, venue details, names, medical information and emergency contact details for all 
participants including staff. 

 

In the event of being contacted by the Visit Leader (or other member of staff involved in a visit), you 
should: 
 

 Confirm the phone number at which the caller can be contacted back on; 

 Note their location; 

 Determine the nature of the emergency; 

 Determine the type of help required. 
 

If the incident does not involve serious injury or fatality, and/or is not likely to attract media 
attention:  
 

 Provide the required assistance if possible; 

 Seek further advice or pass on details to other establishment contacts who may be able to 
assist. 

 

If the incident does involve serious injury or fatality, and/or is likely to attract media attention:  
 

 Inform the Visit Leader that someone will phone him/her back as soon as possible; 
 

It is the responsibility of the Visit Leader to contact the LA. However circumstances may 
prevent this. If you are not 100% positive that the LA has been contacted, please contact 
London Borough of Enfield 020 8379 2222 and state that you require immediate assistance 
from the Emergency Response Team.   Give brief details of the incident. 

 Your details will be taken and you will be phoned back as soon as possible; 

 You should also contact the Head of Establishment (if this is not you);  

 A Response Team will be brought into action to support the party, the establishment, and the 
parents. Teams of senior officers are briefed for this role and will provide continuous support 
from the moment the emergency occurs. The team would operate from the Emergency Control 
Centre and the Head of Establishment or a senior member of staff may be asked to join the 
team immediately;  

 The Head of Establishment should consider the appropriate time to contact the parents of the 
participants involved on the visit. Advice and support can be sought from the LA in dealing with 
this. 

 The Response Team will form a continuous link with the affected group, and depending on the 
level of emergency will send a senior officer to the incident location. The Response Team will 
direct all actions; provide links with the media, rescue agencies, tour operators, insurance 
companies, etc. As appropriate the Response Team would arrange for the return of the party 
or arrange other transport where required; 

 You will be provided with a dedicated number to refer all press, media, parental, or other 
enquiries to the LA and for continuing contact with the LA during the incident. 

 The LA will give accurate and periodic information through press releases, will arrange 
interviews, and will attempt to reduce media pressure from the incident, establishment, and 
parents. If appropriate, support and counselling will be arranged for families, participants and 
staff. 

 
 
 
 
 
 

EMERGENCY CARD (HOME CONTACTS) 
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Name Home Mobile 

Head of Establishment   

Deputy Head of Establishment   

LB Enfield Emergency Call Centre  
(for initial contact during an emergency only 

020 379 2222 - 

   

Chair of Governing Body (optional)   

Other/EVC   
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Emergency Card (Visit Leader) 
 

This ‘card’ must remain with the Visit Leader at all times on a visit 
 

In the event of a significant incident or accident that does not involve serious injury or fatality, 
and/or is not likely to attract media attention, the Visit Leader should seek advice from their 
establishment emergency contact(s). This should normally include a member Senior Management of 
the establishment. 
 
 

In the event of an incident that does involve serious injury or fatality, and/or is likely to attract 
media attention, the Visit Leader should adopt the following protocol: 
 

1. Assess the situation; 
2. Safeguard uninjured members of the group (including self); 
3. Attend to any casualties; 
4. Call emergency services, if appropriate.  

(999 or appropriate local number if abroad, Europe 112, North America 911) 
5. Contact the LA Emergency Contact Number to report the incident and request assistance. 
 

London Borough of Enfield Emergency Contact 020 8379 2222 
                                                         or if abroad:  +44 208 379 2222 
Be prepared to give: Your name and Establishment/Group 
 Phone number & back up phone numbers 
 Exact Location 
 Nature of Incident 
 Number in the Group 
You will be called back as soon as possible so try not to make outgoing calls until 
contact is made. You will be given advice and asked what the LA can do to support 
you. 
Then: 

 Contact your establishment, EVC or Home Contact (see below) and seek further advice. If you 
are unable to do this, the LA will contact your establishment on your behalf. 

 If practicable, delegate party leadership to the Deputy Leader, in order that you can be 
contactable at all times, and to enable you to coordinate all necessary actions; 

 You will be provided with a dedicated number to refer all press, media, parental, or other 
enquiries to the LA and for continuing contact with the LA during the incident. 

 Wherever possible, prevent group members from using telephones or mobiles, or going on-line 
until such time as this has been agreed by the LA;  

 Do not allow any member of the group to discuss liability with any other party. 
When the incident is under control: 

 Seek further and full details of the incident, how and why it happened so far as can be 
established at this stage; 

 Maintain a detailed written log of all actions taken and conversations held, together with a 
timescale – It may be appropriate to ask someone else to do this; 

 Contact the British Consulate / Embassy if abroad. 
 
 
 
 
 
 
 
 
 
 
 
 

EMERGENCY CARD (VISIT LEADER) 
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Name Home Mobile 

Establishment   

LB Enfield Emergency Call Centre  
(for initial contact during an emergency only) 

020 8379 2222 - 

If the visit will be outside normal establishment hours:   

Establishment ‘Home’ Contact   

Head of Establishment / 
Chair of Governing Body (optional) 

  

Other/EVC   
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Appendix 3               

Side entrance  

 


