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Boreham Primary School 

Educational & Residential Visits Policy 

 

Introduction 

In this policy we seek to establish a clear and coherent structure for the planning and evaluation of 

our off-site visits, and to ensure that any risks are managed and kept to a minimum, for the safety 

and health of all pupils at all times. Within these limits we seek to make our visits available to all 

pupils, and wherever possible to make them accessible to those pupils with disabilities. The visits 

usually take place within the school day. 

 

The Headteacher (also the Educational Visits Co-ordinator), supported by the Deputy Headteacher 

and Educational Visits team at ECC, has the responsibility of providing guidance for off-site school 

visits. It is essential that any staff member of Boreham Primary School reads this policy before 

contemplating or organising any educational trip or visit to be made by children from this school. 

 

Reasons for visits 

Off-site visits are activities arranged by or on behalf of the school, and which take place outside the 

school grounds. The governors and teaching staff believe that off-site activities can supplement and 

enrich the curriculum of the school by providing experiences which would otherwise be impossible. All 

off-site activities must serve an educational purpose, and enhance and enrich our children’s learning 

experiences. There are also a number of people who visit the school to support our work. Some visits 

relate directly to areas of learning for individual classes, whilst others relate to all our children.  

The school views the health and safety of its pupils as being the most important factor when 

organising educational visits, and every step is taken to ensure that the planning and execution of 

visits is undertaken with this in mind. In the unlikely event of a serious incident occurring however, 

the school has measures in-place for how it would respond in the event of such an emergency. These 

can be found in the school’s Emergency Action Plan which details the school’s emergency procedures 

and numbers of the school’s Critical Incident Team. 

 

Aims 

The aims of our off-site visits are to: 

 enhance curricular and recreational opportunities for our pupils; 

 provide a wider range of experiences for our pupils than could be provided on the school site 

alone; 

 promote the independence of our children as learners, and enable them to grow and develop in 

new learning environments. 

 

It will also be the responsibility of the Educational Visits Coordinator, often in-liaison with the visit 

leader, to also look for the following when selecting and booking a visit provider: 

 appropriate activities and services to meet the visit aims 

 reliability (asking others) 

 acceptable booking conditions – scrutinise any limitation of liability, the cancellation terms and 

the insurance package on offer 

 suitable safety procedures – independent accreditation 

 the right price, reflecting value for money in comparison with other offerings 

 an interesting and relevant programme 

 appropriate supporting literature and liaison  



 

These visits begin with short excursions into the local area in the Early Years Foundation Stage (e.g. 

walks in the local village), and progress to two residential experiences during Upper Key Stage 2. 

 

Curriculum Links 

All educational visits and activities support and enrich the work we do in school.  There are also a 

number of people who visit the school to support our work. Some visits relate directly to areas of 

learning for individual classes, whilst others relate to all our children. 

 

For each subject in the curriculum there is a corresponding programme of activities, which includes 

visits by specialists. All these activities are in line with guidance published by the LEA:  e.g.  

 

 English – theatre visits, visits by authors, poets and theatre groups 

 Science – use of the school grounds, visits to local woods and parks 

 Mathematics – use of shape and number trails in the local environment 

 History – castle visits, study of local housing patterns, museums 

 Geography – use of the locality for fieldwork, field work further away 

 Art and design – art gallery visits, use of the locality 

 PE – range of sporting fixtures, extra-curricular activities 

 Music – range of specialist music teaching, extra-curricular activities, concerts for 

parents and children to hear 

 Design and technology – work with local secondary schools 

 ICT – its use in local shops/libraries/secondary schools etc. 

 RE – visits to centres of worship, visits by local clergy. 

 

Residential Activities 

Children in Year 5 and 6 have the opportunity to take part in two residential visits which both take 

place in school time. Both providers hold the LOtC Quality Badge.  

 

We do make a charge for board and lodging, transport, insurance and specialist instruction for 

certain activities – to support inclusion however, the school uses the Pupil Premium to provide 

financial support for families who may otherwise not be able to afford to pay for their child to enjoy 

these experiences. 

 

The residential visit enables children to take part in outdoor and adventure activities as part of the 

PE and PSHE curriculum. We undertake this visit only after completing a thorough risk assessment, 

via the Evolve website, which is then approved by the Headteacher before being ratified by our full 

governing body. The providers of the residential visit have qualified instructors for all specialist 

activities that our pupils undertake. 

 

On residential visits, the following rules apply: 

 Pupils are not allowed to take mobile phones. Only in very special circumstances (such as a 

special birthday) and with the prior consent of the Headteacher might a mobile phone 

belonging to a pupil be taken on a residential visit, however the pupil will only have pre-

arranged access to the phone and it will be kept for a safe-keeping by another adult who is 

supervising the trip.   



 

 Adults supervising the trip are not allowed to leave the group unattended at any time. For the 

residential visit Year 5 trip to Flatford Mill and the Year 6 OAAA trip to Mersea the provider 

has constant 24-hour surveillance and staff are on-duty, meaning the site is supervised 

throughout the night. On these residential visits any adult employed or affiliated to the school 

is not permitted to drink alcohol at any time. 

 

Gaining approval for a trip 

As part of their responsibility for the general conduct for the school, the Governing Body has 

adopted this policy for the effective and safe management of educational visits.  

 

The Governors must approve any visit involving an Overnight stay or Overseas Visit. The Governors 

delegate the Headteacher/EVC the responsibility to approve all other visits including Local Area 

Visits. 

 

The Governors have adopted a charging and remissions policy.  

The Headteacher will appoint a party leader to be responsible for running the activity, who will 

normally be a teacher employed at the school – in some cases a class teacher will instigate the visit 

and then plan it with the support of our Pastoral Care and Administration Officer. The relevant 

booking form is then passed to the Senior Leadership Team for approval. For residential trips the 

Headteacher and school’s Educational Visits Coordinator (EVC) would be involved in planning and 

booking. 

 

The Headteacher/EVC will be involved in the planning and management of off-site visits by: 

 is responsible for ensuring that all school activities are properly planned and appropriately 

supervised and that this policy is implemented. 

 should ensure that the aims of the visit are commensurate with the needs of the pupils, 

including those with special educational needs for whom additional, appropriate arrangements 

may need to be made. For additional guidance refer to the  Equality Act 2010 

 should ensure the suitability of all staff appointed to the visit. 

 should ensure that the visit leader fully understands his/her responsibilities. 

 should implement effective emergency contact arrangements. 

 should ensure that financial and insurance matters, staff ratios and parental consent are dealt 

with appropriately. 

 should have a system in place to record, audit and monitor school off-site visits. 

 

Where staff are proposing to arrange an off-site activity, they must seek and obtain the approval of 

the Headteacher before any commitment is made on behalf of the school. An Educational Visits form 

(APPENDIX B) should be completed by the member of staff a minimum of four weeks ahead the 

activity to enable an informed decision to be made, i.e. whether the activity will be sanctioned or not. 

 

EVOLVE 

Staff will complete EVOLVE online and attach a Risk Assessment (APPENDIX C) to it along with any 

other relevant paperwork. This will need to be submitted at least two weeks in advance of the visit 

date. This will be signed off by the EVC and/or the Headteacher.  

 



 

It may be a requirement that staff complete a Local Area Visit form on EVOLVE for an education 

visit in the local environment. Please see the attached ‘Local Area Visit Operating Procedure’. 

(APPENDIX A)  

 

This local area visit form visit form also includes sporting events at other local schools where 

transport has been organised. 

 

It is our policy that all children should be able to participate in educational visits, and the school will 

make every effort to ensure that any child with a disability that is eligible for a trip is included and 

able to participate in it as fully as possible. We may seek guidance from parents to help us adapt our 

programme, and we will try and make any reasonable adjustments to our itinerary to include a child 

with disabilities; any such adjustments will be included in risk assessments. 

 

Risk Assessment 

A comprehensive risk assessment is carried out by the activity leader before the proposed visit. It 

will assess the risks which might be encountered on the visit, and will indicate the measures to 

prevent or reduce them. This will be added to EVOLVE online. The risk assessment should be based 

on the following considerations: 

 What are the hazards? 

 Who might be affected by them? 

 What safety measures are needed to reduce risks to an acceptable level? 

 Can the group leader put the safety measures in place? 

 What steps will be taken in an emergency? 

 

Staff planning an off-site activity should ideally make a preliminary visit to the venue, in order to 

carry out an on-site risk assessment. It is important to take into account the probable weather 

conditions at the time of year proposed for the trip, and the activity leader should take careful 

account of the facilities available, with due regard to the proposed size of the group. The group 

leader should also assess the site’s suitability with regard to the age and any particular needs of the 

children. They will also consider the venue’s own approach to security and to health and safety. 

Venues providing instructor-led activities will have their own risk assessments for particular sessions, 

and these assessments may be adopted if it is impractical for the group leader to experience the 

activity beforehand. The SLT will not have given its approval for the visit unless it is satisfied with 

the venue, its instructors and their risk assessment procedures. 

 

It is important to assess and record any health, safety or security issues that are identified during 

the preliminary visit. Any such issues will be taken into account when the final decision is taken on 

whether the visit should proceed, and the visit plan must state both the extent of any risks involved, 

and the measures that will be taken to reduce or eliminate them. If there is a cost of these 

preliminary visits it will be borne by the school, and should be built into the overall financial 

arrangements for the visit itself. 

In accordance with advice from the Essex Educational Visits Advisory Team, the school will align with 

the view that ‘the law expects effective supervision of educational visits.’ The school will take the 

following factors into account when working out adult-pupil ratios for trips; 

 

 the Staff (all adults on the visit) 

 the Transport 

 the Activity 



 

 the Group (including pupils with specific needs) 

 the Environment 

 the Distance away from base (and transport) 

 

A risk assessment must also cover transport to and from the venue (this will be referenced on 

EVOLVE). 

 

Further copies will be distributed by the visit leader to all adults attending the trip to see. 

 

Visits and staffing 

The visit leader must recognise that whilst leading the visit, he or she is in effect representing the 

Headteacher and holds delegated responsibility for Health & Safety and Duty of Care. 

It is the responsibility of the Visit Leader to carry out Risk Assessment / Risk management for the 

visit. For Risk Assessment guidance see www.oeapng.info 4.3g Risk Management. 

 

Key Requirements for Leaders 

The key requirements for leaders are that they must be competent to lead, confident and 

accountable. Being competent means that the leader has demonstrated the ability to lead to the level 

demanded by the visit or activities that they are to lead, and has sufficient relevant experience and 

knowledge of the activities, the group, and the environments they will operate in.  Competence is a 

combination of skills, knowledge, awareness, judgement, training and experience.  It is not necessarily 

related to age or position within the establishment. 

 

Visit Leader Training 

Should be offered to all leader staff and can be delivered by the trained EVC or by the Educational 

Visits Adviser. A Juniper Education online learning module is available for schools allowing cost 

effective CPD opportunity for all their staff engaged in anyway on out of school activity. (See 

EVOLVE Homepage for more details) This is strongly recommended to ensure all staff are clear on 

their roles and responsibilities when engaged in off-site activity. 

 

Transport 

The costing of off-site activities may include any/all of the following: 

 transport; 

 entrance fees; 

 insurance; 

 provision of any special resources or equipment; 

 costs related to adult helpers; 

 any refreshments the school has opted to pay for. 

When transport is organised it must be appropriate transport booked through reputable local 

companies. Transport arrangements will allow a seat for each member of the party. It is our policy 

only to use coaches fitted with seat or lap belts, and to insist that they be worn by all those 

participating in the visit. 

 

 

 

http://www.oeapng.info/
https://junipereducation.org/educational-visits/


 

The visit 

 

On the day 

Leave in the school office: 

 an amended list of children attending and going on visit. 

 full list of escorts and staff and groups of children for which they are responsible (see 

Appendix A). 

 the itinerary for the entire day. 

 a copy of the written briefing notes for the escorts. 

 check children out of classroom to ensure bags, lunchboxes and clipboards are taken 

 take First Aid Kit, sick bucket, inhalers and other medication e.g. epipen and mobile phone. 

 Copies of Emergency / Critical Incident cards given to all leaders. 

 

During the visit 

 Young children must be kept in escort’s group at all times. With older children close, or even 

remote supervision, is acceptable with suitable checks and contingencies in place. (e.g. Yr 11 

working in groups of 4 minimum – responsibility to support each-other may be suitable and 

sufficient for a delimited area in a town centre).  

 There should be a system in place to safeguard young people at all times. (e.g. If toileting 

issues arise, an approach could be not to send young children into the toilets on their own but 

in small groups).  

 Courtesy to the public must be shown at all times, care taken not to block pathways, etc. 

 Escorts should ensure the safety and well-being of the pupils in their care and inform the visit 

leader or another member of staff of any relevant incident involving pupils in their care as 

soon as possible. 

 Every escort must be given an emergency procedures card. This will have the school’s contact 

and action plan in case of an emergency.  

 

On return 

 Check all children off the coach and a member of staff must lead the class either into school 

or to area of playground where children can be collected by parent and teacher can check 

them off, thus ensuring that each child departs with known parent or neighbour. 

 A teacher must remain with uncollected children until all parents have arrived and all children 

have departed. 

 

Financing the visit 

When stating the cost for each individual: 

 explain where this cost has come from and that the school would like a voluntary donation 

from parents to fund the visit. Stipulate the County/School’s policy concerning parents who 

are unable to offer a voluntary contribution – which is that, no child will miss a trip if parents 

do not make a voluntary contribution.  Stress, however, that if sufficient financial support is 

not forthcoming that the visit may have to be cancelled. State when and how you would like to 

receive payment.  Cheques may be made payable to Boreham Primary School [unless otherwise 

specified]. 

 

A formal approval from the Headteacher/School Finance Manager must be sought before deposits 

are paid. 

 



 

Insurance 

Insurance is an area where misconceptions abound.  It is too important to be left to chance and those 

involved with schools [teachers, pupils and parents] need to be sure of the nature and level of cover 

which is provided, both according to statutory requirements and that which may be additionally 

obtained on a voluntary basis through premium payments. 

 

The following advice will help clarify some of the many queries which are raised, though it does not 

replace the need for individuals to seek information on insurance from their LEA, school or 

professional association which is pertinent to their own circumstances. 

 

Personal 

The teacher, in common with all other employed persons, is covered against industrial injuries by the 

weekly contribution which must be paid during employment.  In addition, all employed persons have a 

possible claim against their employer if they sustain any bodily injury by accident arising out of, or in 

the course of, their employment.  Such claims can only be substantiated where injury can be proved 

to be through negligence of the employer or another employee [Employers Liability]. 

 

In respect of pupils, schools have a legal duty to take care of the wellbeing and safety of young 

people.  Where there is a breach of this responsibility a claim for compensation may be brought. 

There is no requirement for schools to make provision for loss through personal injury as the result 

of an accident where no blame may be attached.  Personal accident insurance cover for pupils is a 

matter for the parents to arrange. 

 

Insurance Provision 

Teachers should be aware of the school provision for insurance.   

Copy of insurance certificate is kept in the Trips folder in the Office.  

 

Emergency / Critical Incident Procedures 

See OEAP National Guidance document: 

http://oeapng.info   1a-Critical-Incident-Management-Employer 

 

 All leaders must carry the school’s ‘Critical Incident form’ (z Cards) with Emergency 

Telephone contacts and action plan should an incident happen.   

 On return, the visit leader must comply with the school’s normal accident reporting 

procedures. 

DfE guidance : Health & Safety on Educational Visits  (Nov 2018 Section 6) 

 

Communication with Parents 

We use our immediate surroundings on a regular basis. For example; local walks around the village and 

trips to St. Andrew’s Church. Permission for local walks is covered by our consent form in our school 

admission pack. 

The parents of children taking part in an off-site activity should be provided with all appropriate 

information about the intended visit. With the exception of a local walk, parents must give their 

permission in writing before a child can be involved in any off-site activities; in extreme 

circumstances the school may seek verbal permission from a parent / guardian to include their child 

on an off-site activity.  

 

http://oeapng.info/
https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits


 

Funding for off-site activities is provided mainly by parental contributions (which are voluntary 

except in the case of residential visits); subsidies from the parent teacher association (PTA) are also 

used to pay for certain off-site activities. Specific information about costings for trips must be 

made clear to parents in all correspondence about an educational visit. 

 

No child may be excluded from an activity because of the unwillingness or inability of the parent to 

make a contribution. Parents will be informed of this principle through communications sent home 

about intended educational visits. 

 

The timetable for the payment of contributions should allow for the Headteacher to make a decision 

about the financial viability of the activity in reasonable time, and whether it needs to be supported 

further financially by the school or cancelled. 

 

Further Health and Safety Considerations 

All adults accompanying a party must be made aware, by the party leader, of the emergency 

procedures which will apply. Each adult should be provided with an emergency telephone number. This 

will normally be the school number and the school’s mobile number, but where an activity extends 

beyond the normal school day, the home telephone number of a designated emergency contact should 

be provided (member of the senior leadership team). 

 

Before a party leaves school the school office should be made aware of everyone (children and 

adults) who is travelling with the party; this information is indicated on the Educational Visits form. 

 

The safety of the party, and especially the children, is of paramount importance. During the activity 

the party leader must take whatever steps are necessary to ensure that safety. This involves taking 

note of any medical information about those present on the trip, and ensuring that children are both 

safe and well-looked after at all times. 

 

Prior to an activity, if it is felt that the behaviour of an individual child is likely to compromise the 

safety of others, the party leader should discuss with the Headteacher what measures may be taken 

to include the child whilst not compromising the safety of those present on the trip - this may include 

an individual risk assessment. 

 

More detailed guidance on procedures and requirements can be obtained through discussions with the 

school’s EVC/Headteacher.  

 

Monitoring and Evaluation 

After any visit, it is good practice to ensure a system of feedback, review and rigorous evaluation. 

This process is available on the EVOLVE website. In the case of overnight residentials, there is a 

particularly strong case for ensuring this takes place and includes the consultation of the young 

people concerned, the parents, the leaders and partner organisations. Such a process will help in the 

celebration of success as well as feeding in to the general planning and risk management for future 

visits. Any significant issues should be shared with the Headteacher / EVC and the LA advisory team. 

 

Policy Review 

This policy will be reviewed by the school’s Governing Body every two years. 

 

 



Local Area Visit Operating Procedure 

General 

Visits/activities within the ‘Local 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: 

 must be recorded on EVOLVE via the ‘Local Area Visit’ module.  

 do not require parental consent.  

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

Procedure below). 

 

Boundaries 

The boundaries of the locality includes the following frequently used venues: 

 Boreham Village including St Andrews Church 

 Boreham Shops 

 Boreham Recreation Ground 

 Boreham Village Hall  

We use this extended area on a regular basis for a variety of learning activities, and approved staff are 

allowed to operate in this area without completing the full EVOLVE visit approval process, provided they 

follow the below Operating Procedure. 

This extended area may stretch to venues in the local area where sports events are taking place and 

suitable transport has been organised. 

Operating Procedure for Extended Learning Locality 

The following are potentially significant issues/hazards within our extended locality: 

 Road traffic. 

 Other people / members of the public / animals. 

 Losing a pupil. 

 Uneven surfaces and slips, trips, and falls. 

 Weather conditions. 

 Activity specific issues when doing environmental fieldwork (nettles, brambles, rubbish, etc). 

 Safety on any method of transport used during sporting events. 

 

These are managed by a combination of the following: 

 The Head or Deputy (EVC) must give verbal approval before a group leaves. 

 Only staff judged competent to supervise groups in this environment are approved. A current list 

of approved staff is maintained by the EVC online on EVOLVE. 

 The concept and Operating Procedure of the ‘Extended learning locality’ is explained to all new 

parents when their child joins the school. 

 There will normally be a minimum of two adults. 

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

management techniques. 

 Pupils have been trained and have practiced standard techniques for road crossings in a group. 

 Pupils are reminded of their behaviour when being transported to and from a venue for a sporting 

event. 

 Where appropriate, pupils are fully briefed on what to do if they become separated from the 

group. This will depend on the area the children are in – return to school, wait where they are, go 

to x and ask for help, etc. 

APPENDIX A 
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 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 record the activity on EVOLVE (Local Area Visit module). 

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

time of return. 

 A school mobile is taken with each group and the office have a note of the number.  

 Appropriate personal protective equipment is taken when needed (eg gloves, goggles) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 12 

 

Appendix B 

Trip Booking Form 

 

Trip: ________________________________________________________________ 

Date: __________________________________   Time: _______________________ 

Venue address: _______________________________________________________ 

Year Group: ______________    Number of children attending: _________________ 

Number of staff attending: ____________    First aiders:  Y  /  N   ________________ 

Accompanying staff: ____________________________________________________ 

Cost of trip: ____________      Booking confirmed:  Y  /  N      Date: _______________ 

Deposit req’d:   Y  /  N    Cost: _______________    PPG children:  ________________ 

Transport: ____________________________________________________________ 

Cost: _______________     Booking confimed:    Y  /  N      Date: _________________ 

Costs: 

Trip: 

Coach: 

Staffing: 

Additional costs:  

Total:  ________________________        divided by  ______________   (children) 

Cost per child: __________________ 

Authorised by: ____________________________________     Head Teacher  

      _____________________________________    Business Manager 

Added to Evolve:  Y  /  N   Date:  ______________  By: _______________________ 



Appendix C 
Generic and Site/Person specific risk assessment 

 
 

Generic Risk Assessment for Off-site Visit 
 
This generic risk assessment is designed to prompt the Specific Risk Assessment carried out by the school/establishment.  
 

 

  

 

 
1. Significant Hazards and Identification of 
Risks:  
Those hazards and risks that may result in 
serious harm or affect several people  

 
2. Control Measures:  
Controls, including relevant sources of guidance  
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Appendix D 
Critical Incident Procedure  ACTION PLAN 

  

                        Please follow the steps below to help manage emergencies effectively  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

Action by Establishment 
 

                                             Is this a Critical Incident? 
  

 
 
 
 
 

 

Action by Visit Leader 

 

Establish nature and extent of 

emergency. 

 

Identify people involved and any 

casualties. 

 

Are emergency services required? 

 

Any Casualties? 

 

Member of staff to accompany them to hospital with relevant medical 

details. 

 

Staff name and contact number? ....................................................... 

 

Who has gone and where? .……………………………………………. 

Check your group 

 

Are the group safe? 

 

Are all group members accounted for? 

 

Are all leaders present? 

 

 

Notify Establishment Base Your establishment emergency contacts 

 

Name:……………………….Tel………………….. Mobile…………………. 

 

Name:……………………….Tel………………….. Mobile…………………. 

 

Information needed: 

 

What happened? When – date & time? Where – location? 

 

Who was involved? Names of all involved Action taken thus far 

 

  

Agree contact numbers to use and pattern of future contact. 

Ongoing 

Record of incident.  Follow up 

paperwork 

 

Actions taken  Review 

incident 

Agree actions with Visit Leader, e.g. 

Contact with parents? 

 

Seek advice from Education 

Officers? 

 

Seek advice from OE Advisors? 

 

Media management by 

establishment? 

 

Insurance? 

Launch the critical 

incident plan 

 

Follow and adapt if 

necessary. 

 

Involve outside support 

if required 

 YES No 


