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Overview  

  

The Governors and staff of Dorothy Barley Infant School acknowledge the great value of 

Educational Visits in broadening and enhancing both the learning and social experience of pupils.  

Under statutory guidance which came into effect on 1st March 2004, all schools are required to 

have a named Educational Visits Co-ordinator (EVC), who will ensure that the planning and 

supervision of all visits and adventurous activities meet DfES requirements and LEA guidelines.  

Our current EVC is _________________________   

  

To enable children and staff to gain a full and enjoyable educational visit it is essential that the 

following guidelines and policies are adhered to. These guidelines are to be read in conjunction 

with the regularly updated information provided by the Local Authority. School visits benefit young 

people in many ways, including:  

- being able to apply a different range of skills than those used in the classroom  

- enabling, supporting and complementing the work of the curriculum, experimental (first hand) 

and memorable learning  

- assessing and managing risks (safety)  

- developing latent talents, abilities and interests, which can be motivational and have lifelong 

relevance.  

  

Approval for Visits  

All matters regarding each visit outside school – feasibility, planning, safety, organisation etc – 

will require the prior approval of the EVC. Approval of day visits will usually be at the discretion 

of the EVC (in consultation with the Headteacher if necessary). However, visits which are either:  

• overseas  

• residential  

• involving an adventurous activity  

• go anywhere near water e.g. pond dipping or river investigations. will require the additional 

approval of the LEA; Barking and Dagenham Council request the forms ‘at least a month prior to 

the residential visit and 2 months for overseas visits’. Approval of the Governing Body is also 

required for visits of this type. It is the responsibility of the Group Leader to complete the 

necessary online forms and the accompanying risk assessment paperwork in conjunction with 

the school office. It is the EVC’s responsibility to check that all the necessary paperwork has 

been completed before submitting the online forms to the Headteacher for approval. The 

Headteacher then forwards the forms to LA for final approval.  

  

 

Planning a Visit Firstly,  

1. Make provisional bookings for your trip – place, transport etc through the school office  

3. Complete the necessary paper risk assessments and give to the EVC. THE EVC CANNOT 

APPROVE A TRIP UNTIL THESE RISK ASSESSMENTS HAVE BEEN RECEIVED AND 

SIGNED.  

4. Confirm your provisional bookings.  

5. Obtain parental permissions for the visit (including medical permissions for residential visits)  

  

On the Day of the Visit  

1. Collect first aid kit(s) and accident forms.  

2. Collect asthma inhalers  

3. Brief supervising adults  

4. Give supervising adults their group list (if not previously done)  
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5. Ensure that at least one supervising adult is contactable by mobile phone and that the school 

office has the number.  

6. Count pupils before you leave school and at regular intervals during the day. Mobile phone(s) 

should be switched on during the entire visit, including outward and homeward journeys.  

  

After the Visit  

It is important that after each visit an evaluation takes place which should include any last-minute 

changes that were made to staffing or the itinerary. This should happen within a week of the visit 

date and should involve the Group Leader, accompanying staff and, if appropriate the other 

supervising adults. The purpose of the evaluation is to identify what went well and what could be 

improved or changed in order to inform future planning.  

  

Teachers, volunteers, pupils and parents all have responsibilities during the course of any off-site 

activity in which they are participating.  

  

Governing Body  

The Governing body needs  

• To ensure that the Executive Headteacher and the EVC have adhered to the LEA guidelines.  

• To ensure that residential and overseas visits are approved as necessary by the LEA.  

• To agree to all residential visits, trips abroad and those involving outdoor and adventurous 

activities. In these instances, to ensure that bookings are not completed until external providers 

have met all the necessary assurances.  

• To ensure that that all aspects of risk management have been considered and that risk 

assessments for travel, accommodation and activities have been carried out prior to departure. It 

is not expected that Governors should become directly involved in risk assessment and related 

matters unless they have an appropriate competence.  

• Ask questions about a visit’s educational objectives and how they will be met. Are the objectives 

appropriate to the age and abilities of the pupil group? Why is a particular venue being used? Is 

the visit inclusive for all students? Is the visit value for money?  

• To ensure measures exist to obtain parental consent on a basis of full information, to investigate 

parental complaints.  

• To review annually the EV policy and procedures including incident and emergency management 

systems.  

  

Headteacher should ensure that:  

• To ensure that the Educational Visit Co-ordinator (EVC) is competent to oversee the coordination 

of all off-site education, and support the EVC in attending relevant training courses.  

• Visits comply with regulations and guidelines provided by the LEA, schools governing body and 

the schools own health and safety policy 

• The group leader is competent to monitor risks and supervise the trip throughout the visit  

• Adequate child protection procedures are in place  

• All necessary actions have been completed before the visit takes place  

• The risk assessment has been completed and appropriate safety measures are in place  

• Group leaders are allowed sufficient time to organise visits properly  

• Non-teacher helpers on the visit are appropriate to supervise children  

• Ratios of staff to pupils are appropriate  

• The LEA or governing body has approved the visit if necessary  

• Parents have signed consent forms  

• Arrangements have been made for the medical and special educational needs of the pupils  

• Adequate first aid provision will be in place  
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• The mode of transport is appropriate  

• Travel times out and back are known in school  

• There is adequate and relevant insurance cover  

• They have the address and phone number of the visits venue and have a contact name  

• A school contact has been nominated and the group leader has the details  

• The group leader, helpers and nominated contact have a copy of the agreed emergency 

procedures  

• The group leader, helpers and nominated school contact have the names of all the adults and 

pupils travelling in the group, and the contact details of parents and the teachers and other 

helpers next of kin.  

• There is a contingency plan for any delays including a late return home.  

  

Risk Assessment  

Risk assessments for school visits have three levels:  

1. Generic activity risk assessments, which are likely to apply to the activity whenever it takes 

place.  

2. Visit/site specific risk assessments, which will differ from place to place and group to group.  

3. Ongoing risk assessments that take account of e.g. illness of staff or pupils, changes of 

weather, availability of preferred activities. If staff need any support completing the risk 

assessments, they should arrange a meeting with the EVC.  

  

Pre-Visits  

In order to undertake a full and comprehensive assessment of risks, it will be preferable in most 

cases to undertake a pre-visit, even when the visit is made regularly, risks should be reassessed 

from time to time. When undertaking risk assessment, a number of variables need to be taken into 

account.  

- the number of pupils involved  

- the age of the pupils, their sex, ability and general behaviour  

- the previous experience of the group undertaking off-site visits  

- the time of day and time of year  

- the travel arrangements  

- the hazards at the environment being visited  

- the numbers, experience and quality of staff and volunteers  

- the nature of the activities  

- the special educational or medical needs of the pupils  

- the quality and suitability of available equipment  

- seasonal weather conditions  

- emergency procedures  

- how to cope when a pupil becomes unable or unwilling to carry on  

- the need to monitor the risks throughout the visit  

  

Duties and Responsibilities All staff must:  

- conduct themselves in a manner compatible with their own safety and the safety and well-being 

of the pupils.  

- inform the visit leader if they are unsure of their ability to perform any supervisory function 

requested of them  

- recognise the limits of their responsibilities and act within those at all times.  

- report to the visit leader any concerns they may have regarding pupil behaviour and well-being 

during the visit. Greater levels of responsibilities will normally be assigned to teachers than to 

adult helpers and a higher standard of care is expected of them.  
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Responsibilities of Nominated Group Leader  

Group leaders, who must be a member of the teaching staff, but not an NQT, have a common law 

duty of care towards the pupils in their charge. Group leaders must recognise their responsibilities:  

• Obtain the EVC’s prior agreement before any off-site visit  

• Follow LEA and governing body guidelines  

• Appoint a deputy (preferably another teacher, but definitely another member of school staff)  

• Have ownership of the risk assessments  

• Pre-visit the site if possible  

• Evaluate the trip after the event and forward all paperwork to the EVC to be kept on file.  

• Clearly define each helpers role and ensure all tasks have been assigned  

• Be able to control and lead pupils of the relevant age group  

• Be suitably competent to instruct pupils in an activity and be familiar with the location/centre 

where the activity takes place  

• Be aware of child protection issues  

• Ensure adequate first aid provision is in place  

• Undertake and complete the planning and preparation of the visit including the briefing of group 

members and parents  

• Undertake and complete a comprehensive risk assessment  

• Review all undertaken visits/activities  

• Ensure that teachers and helpers are fully aware of what the proposed visit entails  

• Have enough information on the pupils proposed for the visit to assess their suitability or be 

satisfied that their suitability has been assessed and confirmed  

• Ensure staff pupil ratio is appropriate for the group  

• Consider stopping the visit if the risk to the health or safety of the pupil is unacceptable and have 

in place procedures for such an emergency  

• Ensure all helpers have details of the school contact  

• Ensure that all helpers have details of the medical or special needs of the pupils  

• Observe the guidance set out for teachers  

  

IF THE TRIP INVOLVES PUPILS FROM RECEPTION, YEAR ONE OR YEAR TWO, STAFF 

SHOULD ALWAYS BRING A SPARE SET OF CLOTHING IN CASE OF WETTING.   

  

Teachers  

Teachers must do their best to ensure the health and safety of everyone in the group and act as 

any reasonable parent would in the same circumstances.  

They should  

• Follow the instructions of the group leader and help with control and discipline  

• Consider stopping the visit or the activity, notifying the group leader if they think the risk to 

the health and safety of the pupils in their charge is too great  

  

Adult Volunteers  

Additional adults on the visit should be clear about their roles and responsibilities during the visit.  

They must  

• Do their best to ensure the health and safety of everyone in the group • Not be left in sole 

charge of pupils except where it has been previously agreed as part of the risk assessment  

• Follow the instructions of the group leader and teacher supervisor and help with the 

control and discipline  
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• Speak to the group leader or teachers if concerned about the health and safety of the 

pupils at any time.  

Pupils  

The group leader must make it clear to pupils that they must:  

• Not take unnecessary risks  

• Follow the instructions of the leader and other helpers including those at the venue  

• Dress and behave sensibly and responsibly  

• Look out for anything that might threaten themselves or anyone in the group and tell the leader 

or helpers about it  

Any pupil whose behaviour may be considered to be a danger to themselves or to the 

group may be stopped from going on the visit. If the group leader feels that such action may 

be necessary, first speak to the school EVC or the Headteacher. They can contact Nigel Sagar 

(Educational Visits coordinator) at Civic Centre  on nigel.sagar@lbbd.gov.uk for further advice 

and support.  

  

Parents  

Parents should be able to make an informed decision on whether their child should go on a 

visit. The group leader should ensure that parents are given sufficient information in writing and 

invited to any briefing sessions. The group leader should also tell parents how they could help 

prepare their child for the visit, e.g. reinforcing the visit’s code of conduct.  

Parents should also be asked to agree the arrangements for sending a pupil home early and need 

to understand that they would expected to pay any costs involved.  

Parents will need to:  

• Provide the group leader with emergency contact numbers  

• Sign the consent form  

• Give the group leader information about their child’s emotional, psychological and physical 

health, which might be relevant to the visit.  

  

Records and Communications  

Records of a visit can provide a very useful and informative way of demonstrating the 

accountability of the school towards its pupils.  

Pre-visit risk assessments and after visit reports should be given to the EVC to keep on file. 

Reports of any accidents or incidents should also be kept on file by the EVC. It is the responsibility 

of the staff to give such documentation to the EVC. Parents should always be made aware when 

their children are leaving the school  

premises. Even for a local walk, which is theoretically covered under the consent form parents sign 

when their child starts school, parents should be sent a brief note explaining the offsite activity. 

Parents may exercise their right not to allow their children to take part in a visit. Under these 

circumstances the school must make alternative arrangements to educate that child. The refusal 

of the parent not to allow the pupil to go on the visit does not offer the opportunity for the 

child to be kept off school for the day.  

  

First Aid  

There should be a qualified first aider on every visit.  

A first aid kit should be taken on every visit.  
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Staff/Pupil Ratios  

There are no legal requirements relating to staff/pupil ratios, however the following guidelines on 

staff pupil ratio should be followed school visits.  

These are currently:  

Foundation Stage = higher than 1 adult for every 6 pupils  

Key Stage One = 1 adult to every 6pupils  

  

These ratios should take into account  

• Sex, age and ability of the group  

• Pupils with special educational or medical needs  

• Nature of activities  

• Experience of adults in off-site supervision  

• Duration and nature of the journey  

• Competence of staff, both general and on specific activities  

• Requirements of the organisation/location to be visited  

• Competence and behaviour of pupils  

• First aid cover Where there is more than one teacher on the visit a group leader should be 

appointed who has the authority over the whole group. When parents are taken on visits they 

should be carefully selected. They must be fully briefed before the visit. It should also be noted 

that for the protection of both adults and pupils. All adults should ensure that they are not alone 

with a pupil whenever possible. All adults on a visit should clearly understand their roles and 

responsibilities at all times. It should always be clear that the teacher is responsible for the group 

at all times.  

  

Head counts  

Whatever the length of the visit, regular head counts should be taken of the children, particularly 

before leaving any venue.  

All adults should carry a list of all the pupils and adults involved in the visit.  

Pupils should be easily identifiable.  

The group leader should identify rendezvous points and tell pupils what to do if they get separated 

from the group.  

  

Emergency Procedures Contact Numbers:   

School Office Number: 0208 2704655 LBBD Emergency Number: 0208 594 8356  

Teachers in charge of visits have a duty of care to make sure that their pupils are safe and 

healthy. They also have a common law duty to act as a reasonably prudent parent would. 

Teachers should not hesitate to act in an emergency and to take lifesaving action in an extreme 

situation.  

If an accident happens the priorities are:  

• To assess the situation  

• Safeguard the uninjured members of the group  

• Attend to the casualty  

• Inform the emergency services  

• Inform school or the home contact  

• Ensure that a teacher accompanies any casualties to hospital if necessary and the rest of the 

group are supervised.  

• Notify the police if needed  

• Ascertain telephone numbers for any future calls  

• Write down accurately all relevant facts and witness details and preserve all vital evidence  

• Keep a written account of all events, times and contacts after the incident  
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• Complete an accident report form as soon as possible  

• No one in the group should speak to the media and no names should be provided  

• No one in the group should discuss any legal liability with other parties  

• In an emergency the group leader would usually take control of the situation. 

• The home contact‘s main responsibility is to link the group with the school and to provide 

assistance as necessary. This named person should have all the information about the visit.  

  

Transport  

The group leader should consider  

• Passenger safety  

• Type of journey  

• Traffic conditions  

• Insurance cover  

• Weather  

• Journey time and distance  

• Stopping points on longer journeys  

• Supervision  

If public transport is to be used, all pupils and supervisors must be fully briefed as to procedures 

on platforms, at bus stops, on busy streets etc.  

 

PLEASE SEE THE FINAL SECTION ON PROCEDURES FOLLOWING A BREAKDOWN OF 

COACH OR MINIBUS  

  

Use of cars  

This should generally be discouraged but if used, the following should be adhered to  

• the car should be roadworthy  

• the driver has the appropriate licence  

• the driver has the appropriate insurance  

• drivers ensure pupils wear seat belts and sit in booster seats if necessary. • parents or any other 

adults should never be in a position where they are left alone in a car with a child and a central 

dropping off place is arranged.  

  

 

 ‘Plan B’  

Despite the most detailed pre-visit planning, things can go wrong on the day, eg parent helper is 

unavailable, member of staff is ill, weather is unsuitable, transport fails to arrive, museum have lost 

booking etc. To avoid having to make important decisions under pressure, it is important that 

some thinking is done in advance, in order to cater for any foreseeable eventuality. This comprises 

‘Plan B’  

  

On the Day of the Visit  

5. Collect first aid kit(s) and accident forms.  

6. Collect asthma inhalers  

7. Brief supervising adults  

8. Give supervising adults their group list (if not previously done)  

9. Ensure that at least one supervising adult is contactable by mobile phone and that the school 

office has the number.  

10.Count pupils before you leave school and at regular intervals during the day.  
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Evaluate the visit  

Complete the risk assessments and forward to the EVC along with any accident forms  

1. Make provisional bookings for the trip.  

2. Send letter home (this should be done asap before the planned date of the visit to allow for 

payment plans).  

  

THE EVC CANNOT APPROVE A TRIP ONLINE UNTIL THESE RISK ASSESSMENTS HAVE 

BEEN RECEIVED AND SIGNED.  

3.Confirm your provisional bookings.  

4. Obtain parental and medical permissions for the visit  

  

Prior to the visit:  

1. The Group Leader should hold a parents’ meeting to inform them of the trip itinerary and 

emergency procedures and to issue medical consent forms for medication etc. All other 

accompanying adults and the EVC should be present if possible.  

2. The Group Leader should ensure they have all the necessary emergency contact lists and 

telephone cascade.  

  

COACH/MINIBUS BREAKDOWN/ACCIDENT GUIDANCE Motorways  

  
These are the safest roads in the country but cause the most problems when it comes to knowing what to 

do in the event of a breakdown or an accident.  

  
1 Breakdown – the coach is on the hard shoulder, it is daylight, the coach hazard lights are working, 

immediately contact the police either by roadside SOS telephone or mobile phone, give location 

from the nearest marker post, or sign.  Keep the party on the coach unless professional judgement 

indicates that it is unsafe to do so.  However, evacuation should be considered as a last resort.  

  
2 As above, but it is dark and the lights on coach have failed.  In this situation staff should consider 

evacuating the coach.  One adult should be deployed to find a suitable place behind the crash 

barrier, where the party can be kept together and closely watched.  Pupils should be evacuated in 

small groups under the supervision of an adult.  
 3    
(a) An accident occurs involving the coach.  Immediately contact the police.  Keep the children calm 

and check for injuries.  

  
(b) Where has the coach stopped?  Is it on the hard shoulder or on the carriageway?  

  
(c) If it is on the hard shoulder then as point 1 above.  

  
(d) If the vehicle is still on the carriageway ensure that all traffic has come to a stop on the motorway 

before even attempting to get the children off the coach, especially if it is necessary to use the 

emergency exit on the offside of the coach.  Ensure that an adult is the first off the coach so that 

the children can be taken onto the hard shoulder in small groups and away from the carriageway.  

  
(e) In the event of an accident on the motorway try to be aware of what other  

vehicles are involved – especially goods vehicles.  If a vehicle is carrying hazardous materials, 

they will be displaying a HAZCHEM marker board.  If there is a possibility that one of these is 

involved, then when the adult gets off the coach to find the safest place for the pupils, be aware of 

which way the wind is blowing, and try to keep up wind of the lorry.  If it is necessary to evacuate 

the coach staff should be aware of the wind direction and assemble the party up-wind of the lorry.  

However, it may be wiser to keep pupils on the coach.  
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(f) In the unlikely event that the accident involves the coach actually leaving the carriageway onto the 

grass verge or even down a banking it is important to try and make a rapid assessment of the 

situation.  If the coach driver is unconscious it may be necessary to stop the engine.  There should 

be an emergency stop button both in the coach, and outside, they should be clearly marked, and 

will only need pressing.  

  
(g) Call the police.  It is not necessary to call all three emergency services.  If you are not sure of the 

location, ask the driver, or find the nearest marker post at the side of the motorway.  

  
(h) Assess what injuries there are.  If it is safe to do so evacuate the party.  This should only be done 

when someone has identified the safest exit from the vehicle, and to assess where the pupils are 

going to be assembled.  If it is not safe to get the pupils off the coach then leave them in position 

until the emergency services arrive.  There may be diesel fuel leaking from the coach.  This will 

not be a fire hazard but will make the grass or road surface very slippery.  If this is the case a 

further call to the police should be made to inform them of the leaking diesel.  

  
(i) In the highly unlikely event that a fire starts on a coach it will almost certainly  

start at the rear of the coach or underneath in the centre.  If the fire is at the rear get the pupils off 

the coach by the front exit starting with pupils at the back.  If the fire is in the centre then both front 

and rear exists will have to be used.  Remember when using the rear offside exit to check that it is 

safe to exit and be aware of other traffic.  There will be a fire extinguisher on the coach easily 

visible.  

  
(j) In all the above situations the driver should be trained and be aware of what action is necessary in 

an emergency.  

  

“A” Class Roads/Non-Motorway Roads  

    
(a) In the event of any of the above happening off the motorway all of the above applies.  When trying 

to find a safe place for the pupils care should be taken in selecting a site.  It may be necessary to 

enlist the help of the occupiers of premises at the roadside so the pupils are completely clear of 

the carriageway.  

  
(b) If it is only a breakdown and the coach is in a built-up area and vehicle speeds are relatively slow, 

it will always be safer for the children to remain on a coach and for them to remain seated with 

their seatbelts still fastened.  
(c) Obviously if the accident or breakdown is on a country road or dual carriageway then the same 

care must be taken as on the motorway, the children will need extra attention particularly after an 

accident, so everyone needs to be extra vigilant  

  


