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POLICY FOR OFF-SITE ACTIVITIES 
 
Aims 
 
The aim of the policy is to ensure off-site curriculum activities are safe and accessible to all 
students.  
 
Definitions 
 
An ‘Educational Visit’ is any organised, off-site visit involving students that requires the 
permission and approval of the Headteacher, the Educational Visits Coordinator (EVC) and 
the parent of students attending.  
Other off-site activities include Duke of Edinburgh Award, work experience and some 
sporting activities. 
‘Work Experience’ is any vocational education activity organised by the school that involves 
a student working in a business environment out of school, including work shadow days, 
visits to local companies and organised placements with organisations. 
For the purpose of this policy, ‘sporting activities’ are sporting fixtures taking place at 
another venue.  These will require liaison with the EVC if they are taking place outside the 
local area. 
 
Statutory duty of school 
 
Under the Health and Safety at Work Act 1974 employers are responsible for the health and 
safety of their employees and anyone else on the premises. The management of Health and 
Safety at Work Regulations 1992 made under the 1974 Act require employers to:-  
 

• Make an assessment of the risks of activities  
 
• Introduce measures to control those risks 
 
• Tell their employees about these measures  
 
• Record any findings and any action taken or required 

 
This duty extends to staff taking young people on off-site visits. It is important that we do 
not expose others to risk by our activities. 
 
The policy and procedures for off-site activities follow guidelines provided by:  

• Outdoor Education Advisors’ Panel (OEAP) National Guidance for the management 
of Outdoor learning, off-site visits & learning outside the classroom (Nov 2017) 

• Hampshire County Council Outdoor Education Service Supplementary Advice and 
Guidance  (Dec 2017) 

 
 
 
 



 

 

Rationale 
 
Visits and off-site activities support, enrich and extend the curriculum in many subject areas. 
They encourage cooperation, team work and the application of key skills including problem 
solving skills and developing independence, self-confidence and maturity. 
 
Inclusion 
 
All students are entitled to participate in off-site activities irrespective of social background, 
race, ethnicity, religion, belief, special educational need or disability. 
If a visit is part of the curriculum every student has the same entitlement to take part.   
If an activity is linked to the work of specific groups (e.g. a theatre trip to see a play being 
studied), then only the students in those groups have that entitlement, though others may 
be invited.   
Where curriculum-related visits take place during school hours, all students have an 
entitlement to the full curriculum and so must have access to the activity.   
However, at the discretion of the Headteacher, the School reserves the right to withdraw a 
student from any activity where he/she may pose a health and safety risk to themselves or 
others. 
 
In cases where the family financial circumstances may prevent a student participating in a 
curriculum visit the Charging and Remission Policy is to be followed. 
 
Recreational trips which, although invaluable to students' personal and social development, 
do not relate directly to the curriculum, may only take place (largely or entirely) out of 
school hours. 
 
Roles and Responsibilities 
 
The Governing Body will: 
1.  Ensure the Headteacher and the EVC are given support in relation to Educational 

Visits including the resources to enable them to fulfil their obligations. 
2.  Monitor the effectiveness of the school’s arrangements for offsite activities.  
3.  Consider for approval all activities that are either: Hazardous, residential, abroad or 

of an unusual nature. (If such an activity is occurring for the first time, the visit will 
need to be approved by the SLT in the first instance, prior to being submitted to the 
Governing Body.  The Chair will consult with other governors as appropriate, 
normally by taking the request for approval to the next meeting of the Full 
Governing Body). 

 
The Headteacher will: 
1. Liaise with the EVC in considering approval for any initial request for a visit. 
2.  In the case of residential, overseas and potentially hazardous visits, refer the 

request to HCC for approval via the Evolve system. 
3.  Ensure that the EVC has had appropriate training which needs to be revalidated 

every 3 years 
 



 

 

The Educational Visits Coordinator (EVC) will: 
1. Liaise with the Headteacher and Governing Body as requested. 
2.  Promote educational visits and take a lead in policy development, including those 

related to Educational Visits. 
3. Liaise with staff, offering advice and support regarding educational visits. 
4.   Assess the competency of staff and volunteers involved in educational visits, 

ensuring appropriate checks are in place. Approve all staff attending the visit. 
5.  Advise on the arrangements for visits, including staff to student ratios and risk 

management. 
6.  Ensure that approved visits are added to the school calendar. 
7.  Advise on liaison with parents including letters to be sent and parent information as 

appropriate.   
8.  Confirm the insurance policy covers the planned activities. 
9.  Ensure approval, notification forms, checklists etc. are completed accurately and on 

time. 
10.  Ensure records are kept and checks are made on relevant staff qualifications and 

driving details (car insurance with business use if transporting students in own cars). 
11.  Attend relevant EVC training. 
12.  Help organise necessary Offsite Visits training for staff, including First Aid. 
 
The Visit Leader will: 
1.  Ensure there are clear educational aims for the visit. 
2.  Take overall responsibility for the organisation, supervision and conduct of the visit 

and have an up to date knowledge of the Educational Visits Policy and Procedures.  
3.  Liaise with the EVC for permission to organise the visit in terms of educational value, 

cover requirements and the school calendar.  
4.  Research the visit costs. Confirm any costs being passed onto students and arrange 

payment details with the Finance Office. 
5.  Draft the letter to parents and pass to the EVC for approval. 
6.  Check parental consent forms, medical and behaviour concerns of students 

attending the visit. 
7.  Arrange a fair draw for selection, witnessed by another member of staff, if the visit is 

oversubscribed.  (Where possible, those students who have been unsuccessful in 
gaining a place on an over-subscribed activity should be given priority for a similar 
trip in the future). 

8.  Arrange for two members of staff, to be named contacts in case of emergency, for 
visits outside school hours. 

9.  Complete a comprehensive risk assessment using the agreed template and pass to 
the EVC. The Visit Leader must have sufficient competence and confidence to assess 
risks as they change throughout the visit and make decisions to stop activities if the 
risks become unacceptable. 

10.  Complete an Evolve form for the visit, if it is off-site, residential, hazardous, in 
another country or if it is a new trip. 

11.  Consider whether any student participating in the visit may need a permission letter 
from their doctor in order to be covered by the insurance policy. (A clear risk 
assessment must be made for any named student with known behavioural or 
medical issues). 



 

 

12.  Ensure parents, accompanying staff and students are kept fully informed of visit 
arrangements and itinerary (and in the case of residential and overseas visits hold an 
information evening for parents and a separate meeting for students and staff). 

13.  Ensure that all accompanying staff have a clear understanding of 
accident/emergency procedures – provide them with a visit information pack 
include: itinerary, photos of students, all emergency contact details and procedures. 
Ensure that all accompanying staff are fully briefed and clear about their specific 
duties, responsibilities and act in the same way as a careful parent ‘in loco parentis’. 
For overseas visits hold a staff briefing to make clear expectations of supervision at 
each point of the visit using the itinerary. 

14.  Ensure adequate first aid has been considered and that first aid kits and individual 
students’ medical kits have been taken along as appropriate. Inform all staff on the 
visit should be aware of who is responsible for first aid. 

16.  At least one week before the visit is due to take place, publish the names of students 
to other teaching staff. 

17.  Carry copies of all supporting documentation on the visit, e.g. itinerary, consent 
forms, emergency contacts, special medical and/or dietary requirements and ensure 
that copies of the details are left with the school office and with the emergency 
contacts where the visit is outside school hours, residential or overseas. 

18.   Take a charged mobile phone on the visit. 
19.  Register the students before leaving school and contact the school office to confirm 

attendance and report any absentees. 
20.  Report any accidents and incidents that occur during the visits in accordance with 

the school health and safety policy. 
21.  Ensure they understand child protection and safeguarding issues. 
22.  For overseas visits, ensure that all students have the correct travel documents to be 

able to enter the country being visited and to be able to re-enter the UK. Students 
who hold non EU passports must have full residency stamps or visas that allow them 
re-entry on their own passports not their parents. 

23.  Ensure that visa waivers for non EU passport holders have been obtained for entry 
into countries that have a visa requirement and that the Headteacher has signed this 
before the visit leaves. 

24.  Complete an evaluation of the visit. 
 
Additional members of staff and other adults taking part in educational visits will: 
1.  Assist the Visit leader to ensure the health, safety, welfare, pastoral care and 

supervision of the students on the visit. 
2.  Be clear about their roles and responsibilities whilst taking part in a visit. 
3.  Ensure they understand child protection and safeguarding issues. 
4.  Take care of their own Health and Safety and that of others on offsite visits. 
5.  Bring to the visit leader’s attention any deficiencies in the arrangements that create 

hazards. 
 
 
 
 
 



 

 

Parents/Carers/Guardians should: 
1.  Understand that they have an important role in deciding whether any visit or off-site 

activity is suitable for their son/daughter. 
2.  Inform the Visit Leader about any medical, psychological or physical condition 

relevant to the visit. This should include any sickness or contagious illness in the 48 
hours prior to the visit. 

3.  Provide an emergency contact number on which you will be available at all 
times. 

4.  Sign the consent form. 
5.  Be responsible for ensuring that their son/daughter has the correct travel 

documentation for overseas visits and re-entry into the UK. 
 
Students should: 
1.  Follow the schools behaviour policy as this still applies on a school visit. 
2.  Understand that they have a responsibility to avoid unnecessary risks. 
3.  Follow the instructions of the Visit Leader and other members of staff. 
4.  Behave sensibly at all times, keeping to any agreed visit code of conduct. 
5. Inform a member of staff if they become aware of any significant hazards or if there 

is anything that they are concerned about. 
6.  Report any concerns regarding the conduct and safety of students 
 
 
Work Experience 
 
All work experience activities will be checked by the EVC to ensure that adequate risk 
assessments have been undertaken in line with the guidance issued by the Health And 
Safety Executive (HSE).  
 
This will include necessary site visits, interviews with employers and written consent from 
parents. 
 
By it’s very nature, work experience will mean that students will not be directly supervised 
by teaching staff. Therefore the school will take all possible steps to ensure there are 
adequate safeguarding procedures within the placement and during non-supervised time 
such as lunch breaks. 
 
http://www.hse.gov.uk/youngpeople/workexperience/index.htm 
 
Related Policies 
Safeguarding Policy, Procedure & Guidance 
Behaviour Policy 
Charging and Remissions Policy 
 
Monitoring and Review 
 
The school will review this policy every three years and assess its implementation and 
effectiveness. 


