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Rationale  
Well planned and executed educational visits provide our pupils with valuable experiences which 
enhance their learning at school. Providing a variety of ‘reallife’ opportunities for our children enables 
them to achieve a fuller understanding of the world around them through direct experience. 
Educational visits are an essential element of good primary practice.  

Purposes 
Educational Visits can provide stimulus and support to work being covered as part of the school 
curriculum. It may be that a visit provides an effective stimulus at the start of a unit of work; 
alternatively teachers may decide to use an educational visit at any time during a project to enhance 
and support the curriculum. Wherever or whatever the venue, teachers should ensure that the 
educational benefits to the children are maximised.  

Objectives  
• To provide opportunities to broaden all areas of the curriculum for all children and promote 

learning.  
• To set challenges not able to be provided on the school site.  
• To engage in more diverse activities including physical, cultural, environmental and social 

experiences.  
• To develop self-respect, self-discipline and responsibility, to care for others and work co-

operatively.  
• To become more aware of the community in which they live and the wider world.  

 

The role of the LA/Academy  
• To retain overall responsibility for health, safety and welfare.  
• To delegate tasks to school (to be in loco parentis) 
• Provide written guidelines for governors, head teachers and teachers including advice on risk 

assessment. 
• To assess proposals for certain kinds of visit.  
• Provide emergency telephone contact for the duration of the visit where necessary.  
• Ensure that training needs have been addressed.  
• Provide access to named staff for advice.  
• Maintain appropriate insurance cover  

 

The role of the Governing Body 
• To ensure that guidance is available, to inform the school’s policy, practices and procedures 

relating to the health and safety of pupils on school visits.  
• To ensure that the Head Teacher is supported in matters relating to educational visits and that 

they have appropriate expertise to fulfil their responsibilities.  
• Ascertain what governor training is available and relevant.  
• Agree on what types of visits they should be informed about. 
• Ask questions about a visit’s educational objectives.  
• Approve visits as necessary.  
• Ensure that visits are approved, as necessary, by the LA. 
• Ensure that all reasonable and practicable measures have been taken to include pupils with 

special educational needs or medical needs on a visit  
• For Governors to visit children when on Residentials. 



 Role of the Headteacher (Educational Visits co-ordinator) Will 

ensure that:  
• Visits comply with regulations and guidelines provided by the LA and DfE.  
• Parents have signed consent forms if deemed appropriate by the EVC for the visit.  
• The group leader is competent to monitor risks throughout the visit. 
• Adequate safeguarding procedures are in place.  
• All necessary actions have been completed before the visit begins.  
• The risk assessment has been completed and appropriate measures are in place.  
• Training needs have been assessed and the needs of staff and pupils have been considered.  
• The ratio and competency of all supervision is appropriate.  
• The LA or governing body have approved the visit if appropriate.  
• All medical arrangements necessary have been made.  
• Arrangements are in place for any SEN children.  
• Adequate first aid provision is available.  
• The mode of travel is suitable. • All travel arrangements are known.  
• There is adequate and relevant insurance cover.  
• The address and phone number of the visits venue and contact name are available.  
• The contact names and numbers for all the party (children and adults) are available  
• There is a contingency plan for delays, including a late return home.  

Role of the Group Leader  
One teacher will have overall responsibility for the supervision and conduct of the visit and will have 
regard for the health and safety of the group. The group leader will have been appointed or approved 
by the Head teacher or governing body. The group leader will:  

• Obtain the Head teacher’s prior agreement before any off-site visit takes place.  
• Follow LA/governing body guidelines and policies.  
• Appoint a deputy.  
• Clearly define each group supervisor’s role and ensure that all tasks are assigned.  
• Be able to control and lead pupils of the relevant age.  
• Be suitably competent to instruct pupils in an activity.  
• Be aware of safeguarding issues. • Ensure that adequate first aid provision is available.  
• Undertake and complete the planning and preparation of the visit including briefing of group 

members and parents.  
• Undertake and complete a comprehensive risk assessment.  
• Review visits and adjust as necessary.  
• Assess the suitability of the pupils involved.  
• Ensure that the ratio of supervisors to pupils is appropriate for the needs of the group.  
• Consider stopping the visit if risks are unacceptable and have an alternative plan in place.  
• Ensure that group supervisors and the school have a copy of the emergency procedures.  

Role of other staff and helpers  
• To follow all guidelines and policies as directed by the group leader.  
• Be suitably competent to lead and control the group of children in their care.  
• Be fully briefed on all aspects of the visit including:  

• Details of children in their group  
• Travel arrangements  
• Timing of activities  
• First aid arrangements  
• Emergency telephone numbers etc. 



•  Liaise with other members of staff.  

Responsibilities of pupils 
 The group leader should make it clear to pupils that they:  

• Are part of the planning process and contribute towards the Risk Assessment before and on 
return.  

• Must not take unnecessary risks;  
• Must follow the instructions of the leader and other adults;  
• Must dress and behave sensibly and responsibly;  
• Look out for anything that might hurt or threaten anyone in the group and tell the group 

leader about it;  
• Should not undertake any task that they fear or that they think will be dangerous.  

Parents  
The group leader should ensure that parents are given information about the purpose and details of 
the visit and are invited to any briefing sessions for longer visits. The group leader should also tell 
parents how they can help prepare their child for the visit by, for example, reinforcing the visit’s code 
of conduct. Special arrangements may be necessary for parents for whom English is a second 
language; Parents must: 

• Provide the group leader with emergency contact number(s);  
• Sign the consent form;  
• Give the group leader relevant information about their child’s health which might be relevant 

to the visit.  

Risk Assessment 
A risk assessment should always be carried out before setting off on a visit, using Village Primary’s Risk 
Assessment Evaluation Form . The risk assessment will decide the adult: child ratio for each visit. The 
risk assessment should include the following considerations:  

• What are the risks?  
• Who is affected by them? 
• What safety measures need to be in place to reduce risks to an acceptable level?  
• Can the group leader guarantee that these safety measures will be provided?  
• What steps will be taken in an emergency?  
• What is the acceptable ratio of adults to children for this visit? (See section on Supervision.)  
• Children risk assess trips and their comments are noted.  
• The group leader and other supervisors should continually reassess the risks throughout the 

visit and take appropriate action if pupils are in danger.  

The group leader should take the following factors into consideration when assessing the risks:  

• The type of activity and the level at which it is being undertaken;  
• The location;  
• The competence, experience and qualifications of supervisory staff;  
• The group members’ age, competence, fitness and temperament;  
• Pupils with special educational or medical needs;  
• The quality and suitability of available equipment;  
• Seasonal conditions, weather and timing.  



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

• Ensure that the venue is suitable to meet the aims and objectives of the school visit.  
• Assess potential 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 young people. 

If it is not feasible to carry out an exploratory visit, a minimum measure should be to contact 
the venue, seeking assurances about the venue’s appropriateness for the visiting group.  

First Aid  
First Aid provision should be considered when assessing the risks of the visit. The minimum first-aid 
provision is:  

• A suitably stocked first-aid box;  
• A trained first- aider appointed to be in charge of first-aid arrangements.  

First-aid should be available and accessible at all times. If a first-aider is attending to one member of 
the group, there should be adequate first-aid cover for the other pupils. The Headteacher should take 
this into account when assessing what level of first-aid facilities will be needed. The contents of a first-
aid kit will depend on what activities are planned.  

Supervision  
It is important to have a sufficient ratio of adult supervisors to pupils for any off-site visit. The factors 
to take into consideration include:  

• Sex, age and ability of group 
• Special needs pupils  
• Nature of activities  
• Experience of adults in off-site supervision  
• Duration and nature of the journey  
• Type of any accommodation  
• Competence of staff, both general and on specific activities.  

There should always be enough supervisors to cope effectively with an emergency. When visits are to 
remote areas or involved hazardous activities, the risks may be greater and supervision levels should 
be set accordingly.  

As general guidelines, the following ratio of adults to children should be used: Nursery and Early Years, 
visits off-site may be as low as: 1:2 Years 1 to 3 1: 6 Years 4 to 6 1:10 (could be as high as 1:15, 
depending on assessment of risk)  

Regardless of these suggested ratios, each visit will be assessed individually through the school’s risk 
assessment procedure for educational visits. Residential Visits Residential visits must have approval 
from the LA.  

A ‘Residential Educational Visit Guidance & Endorsement Request’ form must be submitted to the LA’s 
Educational Visits Advisor 30 days before the trip.  

Risk assessments relating to any residential centre must be appropriate and a school risk assessment 
also carried out to cover travel to and from the residential venue.  

 


