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Forward  

At Cyfarthfa High School we would like to take the opportunity to express the support of the 

Governing Body and Senior Leadership Team for the continuation of well-planned and well-organised 

off-site visits to support the high quality teaching and learning which is a feature of the College. 

Good quality educational visits have an immensely important role to play in students’ learning. They 

enrich young peoples’ lives, raise their self-esteem and confidence, increase their motivation and  

 
Workload Impact Assessment 

Policy name: Educational visits and excursions 

Policy  

Date of assessment: September 2020 

Assessed by: Danielle Lewis 

 
The policy complies with and is consistent with the teachers’ contractual 

entitlements. 

 

The policy and any related procedures were introduced following full 

consultation with the each union. 

 

The policy and any related procedures include a specific statement 

regarding workload impact. 

 

The policy has been piloted/trailed/evaluated to enable an assessment 

of workload impact to be made. 

 

The impact of the policy and related procedures is that they have not 

added additional hours of working 

 

The policy does not duplicate any other existing policy.  

All policy has been reviewed in order to access whether any outdated 

and unnecessary. 

 

The College has identified the resources necessary to support the 

policy, including staff time, any additional staffing and appropriate 

equipment. 

 

Implementation of this policy will not result in any additional 

meetings/activities that have not been identified within the College 

calendar, published and revised in consultation with the Unions.  

 

All staff (including the headteacher) have had training to ensure that the 

policy and any related procedures are carried out without increasing 

workload burdens.  

 

The policy and related procedures are reviewed regularly to ensure that 

additional workload burdens have not been added over time. 

 

 

 

 



 

  

Forward  

At Cyfarthfa High School we would like to take the opportunity to express the support of the 

Governing Body and Senior Leadership Team for the continuation of well-planned and well-organised 

off-site visits to support the high quality teaching and learning which is a feature of the school. 

Cyfarthfa High School recognises the importance of school visits in enhancing the range of 

experiences available to students.  The school is proud of its record in promoting an ever increasing 

range of activities but always against a background of ensuring that the health and safety of students 

is of primary importance.   
 

Good quality educational visits have an immensely important role to play in students’ learning. They 

enrich young peoples’ lives, raise their self-esteem and confidence, increase their motivation and 

provide an excellent vehicle for the development of valuable social skills. The governing body believes 

that it is important that students are progressively exposed to carefully managed risks without being 

exposed to danger. 

 

Educational visits can range from a few hours activity at a local site to overseas adventure activities; 

all have their place in enriching students’ learning experiences. Through these visits students develop 

long lasting relationships with staff and other students and the experiences often help to challenge 

their perceptions of the world they live in. The staff organising and engaging in these visits with young 

people show dedication, commitment and enthusiasm. As a school we recognise these qualities and 

would like to take this opportunity to thank staff for their professionalism and dedication.    

 

Summary of policy 

This school / centre follows the LA procedures for educational visit planning, approval and monitoring 
and the National Guidance for Educational Visits published by the Welsh Assembly Government. 

Staff planning an educational visit should ensure that they follow the procedures set out in this policy. 
For further advice on wider aspects of visit planning and organisation, staff should refer to the 
National Guidance for Educational Visits : www.oeapng/ 

This policy is dated by calendar year and is reviewed and updated as necessary annually or following 
any incident on an educational visit. This school/establishment follows the LA procedures for 
educational visit planning, approval and monitoring by using the EVOLVE on line visit planning and 
approval system for all visits run by school/establishment staff or volunteers. 

 

Staff planning an educational visit must ensure that they plan their visit using the EVOLVE system and 

follow the procedures set out in this policy. This policy is reviewed (and updated as necessary) 

annually or following any accident / incident on an educational visit.  

Queries relating to this policy should be directed to the Educational Visits Coordinator (EVC). 

Danielle Lewis: 

lewisd@cyfarthfahigh.merthyr.sch.uk 

 

mailto:lewisd@cyfarthfahigh.merthyr.sch.uk


 

  

Requirements 

 

To that end the school insists that all staff are fully aware of the range of procedures to be adopted when 

organising a visit, at all times conforming to the “All Wales Guidance, Educational Visits - A Safety Guide for 

Learning Outside the Classroom”.  

  

Central to the school’s procedures is that the Evolve online package is used for all visit documentation. This is a 

package approved by Merthyr Tydfil County Borough Council. No students should be taken off school premises 

until permission has been granted through the Evolve package. This is done by Headteacher delegated to the 

EVC. The Evolve package includes an assessment of risk to be carried out prior to departure. Staff are made 

fully aware that they should follow the documentation that they have been granted permission for via the 

Evolve package.  

  

All staff are issued with a username and password for the Evolve package. The Staff Handbook outlines the fact 

that staff should not take students off the premises until permission has been granted via the Evolve package. 

Relevant training is available to staff on how to complete the Evolve package, although it is self-explanatory, 

on request. The Evolve package includes the “All Wales Guidance, Educational Visits - A Safety Guide for 

Learning Outside the Classroom”. The Evolve package asks the visit leader to state the type of visit proposed, 

and then gives the relevant documentation that needs to be completed.  

  

Completion of the Evolve documentation and its approval is sufficient to meet WG guidelines for an 

educational visit. However, there are additional Governing Body / School rules that need to be followed prior 

to an educational visit taking place:  

  

• Staff who intend using the school minibus should be aware of the guidelines laid down by the Governing 

Body “Cyfarthfa High School Minibus – A Guide to Safety”.    

  

• All students are spoken to in a formally arranged meeting where the party leader gives a full explanation 
of the nature of the visit.  Students absent for the meeting must be briefed by the party leader prior to 

departure. This meeting should also include parents for visits abroad.  
  

• Staff accompanying the visit are strongly advised to be present at that meeting and to be fully aware of 

their personal roles and responsibilities.  

  

• Parents should also be made aware that the party leader (primarily) and staff are acting in loco-parentis 

and it may be necessary to make on the spot decisions without reference to them.  

  

• It is strongly advised that party leaders insist on a “contract” being signed by all parents prior to departure.  

This should cover all matters related to the above.  A suggested  

“contract”, can be found within the Evolve package.  

  

• Visit documentation must include a letter to parents outlining the details of the visit. Additionally, the 

documentation must include the correct information about charging students if there is to be a cost. This 

information can be found in the “Charging and Remission Policy”. Further, the sentences “If your 

son/daughter is found to be involved with illegal substances then this will jeopardise his/her place on the 

visit.” and “If your son/daughter exhibits behaviour in school that makes her a potential safety risk, to 

https://evolve.edufocus.co.uk/evco/assets/merthyr/all%20wales%20guidance%20english.doc
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https://evolve.edufocus.co.uk/evco/assets/merthyr/all%20wales%20guidance%20english.doc
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https://evolve.edufocus.co.uk/evco/assets/merthyr/all%20wales%20guidance%20english.doc


 

  

other students or staff on the visit, then this will jeopardise his/her place on the visit. It may not be 

possible to refund any money already paid for the visit.” must be included.  

  

• If the visit is to cost more than £500, then the letter must be sent to parents at least 12 months before the 

visit takes place.  

  

• All visits abroad and / or costing £500 must be approved by the Governing body 12 months before 

departure.  

  

In summary Cyfarthfa High School believes that educational visits provide a valuable experience for students. 

This policy is to ensure that the party leader, and other staff, are aware of their responsibilities and that any 

risks involved are addressed and that visit therefore is carried out safely.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

Educational Trips, events and off site visits Request 

 

Once discussed with your line manager, please complete the forms below if you would like to organise and 

propose an off-site visit and email or hand to Mrs Danielle Lewis to discuss with Leadership for approval. Once 

approved, please send to Louise Evans with finance details included.  

Trips, events and off site visit requests in excess of £50 require at least 2 months’ notice and a payment plan 

will need to be agreed. Please note that a maximum of £50 can be asked per month as part of a payment 

plan. All excursions should also be calendared.  

 

Department / Area : 
 

Lead staff :  
 

Year group :  
 

Number of students :  
 

Lessons affected for pupils:  
 

Purpose of trip (Please provide brief description of purpose and activities):  

 

Date and times of trip :  
 

Location :  
 

Transport arrangements / 

requirements: 

 

Staff attending and cover 

requirements:  

 

Cost per student / department 

(attached sheet MUST also be 

completed in full): 

 

If payment required by students, how will FSM students be catered for and 

considered? :  

 

Once trip has been confirmed please complete the following; 

 Letters 

 Consent forms 

 Evolve 

 Email all staff if students absent from lesson with at least 1 week notice 

 Provide attendance with student list to the attendance office on departure of the trip 

 Inform reception of trip details and liaise with finance if payment is to be collected. 

 Following trip, please share photos and article for website and Facebook 

 Complete evaluation form on Evolve  



 

  

Excursion Financial Planning Form 
 

 

Please complete this form when planning a School excursion to show the financial viability of the excursion.  

This needs to be discussed with the Finance & Administrative Manager. 

 

 

Lead Member of Staff  

Venue  

Date  

Projected Student Numbers  

 

 

Estimated Costs Incurred 

Tickets / Entrance Fee £ 

Transport £ 

 £ 

 £ 

 £ 

 £ 

 £ 

Total Costs Incurred  £ 

Estimated Price per student £ 

Contingency (if applicable)  

 

 

In completing this form, I agree that the costs incurred for this excursion will be covered in total.  Any deficit 

will be deducted from capitation and any surplus will be returned to students. 

 

 

Signed : _______________________________ Date : _____________ 

(Lead Member of Staff) 

 

Signed : _______________________________ Date : _____________ 

(Finance & Administrative Manager.) 

 
 
 
 



 

  

All staff must discuss potential educational visits with their line manager in the first instance and once 
approved then discuss with the College Educational Visits Co-ordinator, Mrs D Lewis, before detailed planning 
takes place.  

 
Table 1 - Visit approval/notification required for different types of visit  

Visit type  
 

Approval/notification 
required 

Supporting documents required for 
schools/centres using on-line visit 
planning system www.eduvisits.co.uk  

Additional supporting 
documents required 
for schools/centres 
not using 
www.eduvisits.co.uk  

All educational visits 
(i.e. away from the 
school/centre site) 
 

approval by Head/EVC (may 
be done on a termly, annual or 
other periodic basis for regular 
visits) 
 
 

 If using an independent provider - 
copy of completed Independent 
provider questionnaire (see model 
form 4) or the provider’s equivalent 
written assurances. 

As left plus 
 Form EV1 

Visits abroad  
(but not including any 
of the elements listed 
in the 3 rows below) 

approval by Head/EVC 
      
 
 
     followed    by 
 
 
 
LA notification at least 28 days 

before visit 

As above As left plus 
 Forms EV1 & EV2 

Visits involving:  
 adventure 

activities and/or;  
 demanding 

environments. 
(see Table 2 & 3 
below for a definition 
of locations & 
adventure activities) 

approval by Head/EVC 
      
 
 
 
     followed    by 
 
 
 
 

LA approval at least 28 days 
before visit 

As above  
plus  
 if leading a journey or expedition - 

copy of route (electronic or hard 
copy)  

 

As left plus 
Forms EV1 & EV2  

Overseas expeditions 
organised through an 
independent provider 

approval by Head/EVC 
      
 
     followed    by 
 
 
 
 
Initial LA approval >12 months 

beforehand 
 
 
     followed    by 

 Contact Outdoor Education Adviser 
to discuss:  

As left plus 
 Forms EV1 & EV2 

http://www.eduvisits.co.uk/
http://www.eduvisits.co.uk/


 

  

 
Final LA approval > 8 weeks 

beforehand 

Duke of Edinburgh 
Award expeditions 

approval by Head/EVC 
 
      
    followed       by 
 

LA approval at least 28 days 
before the expedition for 

expeditions involving 
demanding environments or 

adventuours activities as 
defined in tables 2 and 3 

 copy of route – electronic or hard 

copy 

plus 

 copy of green DofE Wild Country 

Panel notification form if relevant 

 copy of blue DofE form if going 

abroad 

As left plus 
 Forms EV1 & EV2 
 



 

 

Table 2. Definition of locations. 

This table explains the classification of locations detailed in Table 1. 

 

Important note: classification of locations is subjective. Any visit leader unsure of whether or not a location requires LA approval should seek the advice 

of the Outdoor Education Adviser.  

 

Location  Definition Level of approval 

required  

Normal  

countryside  

 

Areas; 

 which are close to vehicle access (i.e. less than 30 minutes walking time for any group member to the 

nearest road from which the group could be easily evacuated) and 

 where the environment does not have any of the features of a ‘demanding environment’ listed 

below. 

Visits here require 

Head/EVC approval but 

do not require LEA 

approval 

 

Demanding  

environments 

 

Areas where there is significant risk to the group from one or more of the following factors; 

 hazardous terrain (e.g. cliffs, very steep slopes etc.); 

 remoteness (i.e. more than 30 minutes walking time from the nearest point from which the group 

could be easily evacuated); 

 difficult escape (i.e. places where the group could be trapped and/or where they would need 

specialist help to escape); 

 exposure to severe weather (i.e. open to the weather and no easily accessible shelter within 30 

minutes walking time for any of the group); 

 open areas without clear paths where technical navigation skills are required in poor visibility: 

 open areas without clear boundaries where the group might stray into hazardous or remote terrain 

in poor visibility; 

 fast flowing water, deep water, or water with strong currents (including tidal flow) where:  

 the group will be close to the water and there is a significant risk of someone falling in; 

or 

 the group will be entering the water. 

Visits here do require LA 

approval in addition to 

Head/EVC approval 



 

 

Table 3. Adventure activities 

 

Important note: This list is not exhaustive. Any visit leader unsure of whether or not an activity should be 

classified as an adventure activity should seek the advice of the Outdoor Education Adviser. 

 

 

Land Based Activities 

 

Water Based Activities 

Rock climbing and abseiling Kayaking and canoeing 

Mountaineering Sailing and windsurfing 

Hill walking White water rafting 

Fell running Waterskiing 

Ice climbing Snorkel and aqualung diving 

Gorge or coastal scrambling/sea cliff 

traversing/coasteering 

All forms of boating (excluding commercial transport) 

Underground exploration – cave or mine Swimming in natural waters e.g. canals, rivers, lakes 

and sea 

Skiing (snow/dry slope) Improvised rafting 

Air activities (except commercial flights) Kite surfing 

Shooting and archery Surfing and body boarding 

Horse riding and pony trekking Dragon boating 

Ropes  courses – high Wave skiing 

Indoor climbing walls Jet skiing/personal water craft 

Quad biking/ATV’s  

Orienteering  

Mountain and off road cycling  

Camping  

Paint balling and war games  

Any activity (including fieldwork and non-adventure activities) taking place in demanding 

environments as defined in Table Pii above 

Other activities (e.g. problem solving exercises) if they involve activities and risks of a similar nature 

to the activities listed above. 

 

Internal approval is needed for all visits  
 
Staff must comply with the procedures outlined in this document.  

 
Series approval - for regular planned and approved activities off site e.g. Community Service 
 

Series approval may be given:  

 

 by Heads/EVCs for regular, repeated visits (e.g. regular PE fixtures, local walks etc.). Specific approval 

should be sought if a particular visit is significantly different to the approved norm; 

 

The visit leader must ensure that their emergency contact(s) has details of the venue, activity, group and 

start/finish times for each visit. A form is provided for visit leaders to adopt or adapt for this purpose. 

 

 

 



 

 

LA leader approval 

 

School/centre employees who wish to lead in any of the environments (detailed in table 2) or activities 

(table 3) for which LA approval is required must first be confirmed as technically competent to lead by the 

Outdoor Education Adviser. The Outdoor Education Adviser will maintain a database of LA approved 

leaders. 

 

Depending on depth of experience and technical skill, leaders may be given written approval to lead either:  

 

- a one-off visit;  

Or:  

- the activity/activities at specific, named venue(s) at any time for the duration of the approval period; 

Or:  

- the activity/activities at all venues that are within the remit of their competence at any time for the 

duration of the approval period.  

 

LA approval will be based on:  
 

 Verification by the Head/EVC of the employee’s general competence (other than technical 

competence) to manage a group of young people involved in this type of activity; 

 

 Evidence of appropriate induction and personal experience of the activity;  

 

Plus either:  

  

 Holding the relevant National Governing Body (NGB) leadership award; 

 

Or:  

 

 A written and signed statement of competence by an appropriate technical adviser verifying that the 

leader has the relevant technical and group management skills in the activity. Technical adviser 

approval may be given when the following conditions are met: 

- The leader has completed a training course in the relevant NGB leadership award where one 
exists (or has undergone other appropriate training) 

- The technical adviser has made a practical assessment of the leader and can confirm that they 
are operating at the standard of the relevant NGB leadership award 

 

Individuals seeking LA leader approval should send a completed Form EV3 to the Outdoor Education 

Adviser.   

 

 

 

 

LA approval/notification: visits other than Duke of Edinburgh’s Award expedition groups 

 

Following approval by the Head/EVC, LA approval/notification must be arranged for any visit that requires 

LA approval or notification (see Table 1 for details). Two options for LA approval/notification exist; 

 

EITHER 

 



 

 

1) Use the on-line planning system www.eduvisits.co.uk. This system guides visit leaders through the 

required planning and approval process. 

 

OR 

 

2) Complete and send:  

 

 Forms EV1 and EV2; 

 

 any other required supporting documents as detailed in form EV2; 

 

to arrive with the Outdoor Education Adviser at least 28 days before the visit/visits. 

 

 

LA approval: Duke of Edinburgh’s Award expedition groups  

 

Following approval by the Head/EVC, LA approval/notification must be arranged. Two options for LA 

approval/notification exist; 

 

 EITHER 

 

1) Use the on-line planning system www.eduvisits.co.uk. This system guides visit leaders through the 

required planning and approval process. 

 

OR 

 

2) Complete and send:  

 

 Forms EV1 and EV2; 

 

 any other required supporting documents as detailed in form EV2; 

 

to arrive with the LA Duke of Edinburgh Award Officer at least 28 days before the visit. 

 

Overseas expeditions organised through an independent provider 

 

Please note that outline approval must be sought from the LA at least 12 months before the visit. 

 

LA approval decisions 

 

Decisions on approval will be based on satisfactory compliance with the LA’s guidance.  

 

Where this is satisfactory, confirmation of approval will be sent to the EVC/Head by e-mail, fax or letter. 

Visits that require LA approval must not proceed until this approval has been given. 

  

Where further information or elements of this guidance have not been applied, approval will be withheld 

until these conditions are met. Confirmation of this decision will be sent to the EVC/Head by e-mail. 

 

Record keeping 

 

http://www.eduvisits.co.uk/
http://www.eduvisits.com/


 

 

The Head or EVC should keep an up to date historical record of all educational visits organised by the 

school/centre This record will automatically be created by those schools/centres/visit leaders using the on-

line visit planning system www.eduvisits.co.uk. For those who are not able to use the on-line system, this 

record must be kept in another manner.  

 

Monitoring 
 

Under their Health and Safety obligations, the Head/EVC must monitor, from time to time, compliance with 

LA guidance by visit leaders within the school/centre and the LA must monitor, from time to time, 

compliance with LA guidance by all educational establishments. Monitoring plays a vital role in determining 

further development needs for visit leaders. 

 

Monitoring should include:  

 

 occasional observation of visit leadership; 

 consideration of visit planning and organisation as part of the visit approval process.  

 

Following any observation of visit leadership it is good practice to provide verbal and written feedback and 

recommendations to the visit leader. Copies of the observation report should be kept on file by the 

school/centre (or LA if appropriate) and given to the visit leader (and their Head/EVC if monitoring has been 

carried out by the Outdoor Education Adviser).  

 

Staff Advice: Access to alcohol 

 

There is ample law to support the view that where employees’ conduct reflects on their employment, or 

may cast doubt upon their suitability for employment, an employer is entitled to act. Teachers may be 

dismissed for conduct outside school whether or not it is illegal. Employees in schools who are not teachers 

may also be liable to the same conditions when their work is directly related to students or their work 

reflects upon the school. 

 

Although the DCSF’s draft guidance on young people and alcohol is aimed primarily at parents, staff should 

be aware that they are not only role models but also have a duty of care for students and that duty of care 

was described in the 19th Century as the ‘care of a wise father’. This may be especially relevant on foreign 

trips when other European countries have more liberal licensing laws than Britain’s. Staff should be aware 

that they are held to the standard of a prudent adult who should not be giving alcohol to under 15’s and 

should seriously restrict it for 15-18 year olds as well as being expected to be a role model under the Code 

of Conduct. Staff undertaking/accompanying students must refrain from alcohol for the duration of the trip 

as they are acting as ‘Locus Parentas’ and may be called on at any time during the trip 

  

Staff Advice: Student illness and injury during Educational Visits   

 

Staff must be aware that in the case of injury or illness it is essential that they do not accept a student’s 

assessment of his/her physical condition. If there is any cause for concern students must be taken to seek 

professional medical help. 

 

Students who suffer injury or illness whilst taking part in a school visit must be asked the following 

questions after visiting a doctor, a hospital or a First Aid post: 

 

 Are you happy with the treatment you received? 

 Are you happy to follow the treatment/advice provided? 

http://www.eduvisits.co.uk/


 

 

 Are you aware that you can request further treatment if you are worried about the injury/illness? 

 Are there any further questions you want to ask either the doctor or the member of staff? 

 

The party leader will need to record the responses to these questions for future reference. 

 

In addition, the party leader is obliged to telephone home and inform parents of illness/injury as soon as 

possible. If he/she is unable to make contact with the parent then the party leader must inform the member 

of staff designated as the school contact for the visit and he/she will make contact with the home as soon as 

possible.  

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

EDUCATIONAL VISITS 

 

FORMS AND PROCEDURES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
All relevant documentation must be submitted to the EVC for approval. 



 

 

 

The documentation is available on Teams under: 

 

 All staff 

 Educational visits and trips 

 Educational visit excursion request planning form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
 

VISIT PLANNING CHECKLIST 
 

This checklist is intended for use as an aide-memoir for the main elements of visit 
organization as set out in the All Wales guidance for Educational Visits. Schools/centres 
are encouraged to modify the list to suit their needs. 
 
Purpose of visit 

 What are the aims of the visit? 

 
Where and when do you intend to go? 

 Are venue, activities and time of year appropriate to aims and age/ability of group? 

 Have you planned alternative activities (plan B) incase you need to abandon your 
planned programme for any reason? 

 Does the visit involve the use of an independent provider? 

 If yes, has this provider satisfactorily completed and returned the Independent 
Provider Questionnaire (Form 5) before you make any booking? 

 
Have you gained approval form your EVC/Head/Governors (and LA if required) 
prior to making any financial commitment? 
 
Risk management 

 Have you carried out an exploratory visit? 

 What are the main hazards (including for any plan B)? 

 Are the main hazards covered by the school/centre risk management procedures for 
this           

type of activity/visit? 

    If there are additional hazards and safety measures above and beyond the risk     
        management procedures, have you recorded these? 

    Have you made other leaders and young people aware of the hazards and safety   
        measures?  
 
Overseas visits 

 Have you notified the LA at least 28 days before the visit using forms 1 and 2? 
 
Does your visit involve: 

 Adventure activities? 

 Visits to demanding environments? 
If so, have you gained LA approval at least 28 days before the visit using forms 1 
and 2? (Except visits to the LA’s own Outdoor Education Centres at Nant BH and 
Pentrellyncymer) 
 
Staffing 

 Are adequate staffing numbers available, taking into account any special needs? 

 Have you checked the advice on typical young person: staff ratios in Annex 2 of the 



 

 

All Wales guidance for Educational Visits?  

 Have other staff/helpers been briefed on their roles on the visit? 

 If establishment staff are planning to lead activities which require LA approval, have 
they obtained LA leader approval? 

 Are voluntary helpers being used? Are they appropriate? Are they insured, by being 
entered on the school/centre list of voluntary helpers? Are they aware of their 
responsibilities? 

 Is a police check necessary for your helpers under the Child Protection Act? 
 
Finance 

 Is a charge or voluntary contribution involved? If so, have you made sure that this 
conforms to the Education Reform Act charging regulations? 

 Are you using a commercial operator or company? Is there financial security e.g. 
ABTA/ATOL? 

 If relevant, does the visit conform to Package Travel regulations? 
 
Insurance 

 Is personal insurance cover for young people/staff provided? 

 Have you checked any cover automatically provided by, say, a tour company? 

 Are parents aware of the level of insurance provided? 
 
Parent/Carer information and consent  

 Have you provided parents/carers with full information regarding the visit and all 
planned activities (including plan B activities) and levels of supervision? 

 Have you met with parents/carers? 

 Have they given appropriate written consent? 

 Have you agreed a code of conduct for the visit with young people and 
parents/carers? 

 Are they aware of the consequences of any misbehaviour by their child? 
 
Special Needs  

 Have you taken account of any special needs of young people/staff? 

 Have you made all staff (including independent providers) aware of these special 
needs if relevant?  

 
Programme 

 Does your programme include alternatives (plan B) in case the original programme 
needs to be abandoned for some reason? 

 Have you planned ‘Down-time’ arrangements? 

 Have you arranged adequate supervision at all times? Duty rota for staff? 
 
Clothing and Equipment 

 Are clothing and equipment appropriate to the activities and location? 

 Has young peoples’ essential clothing been checked? 
 
 Medical arrangements 

 Do you have a record of relevant medical information of all the young people and 
staff? 

 Have you made appropriate medical arrangements, including first aid? 

 Are there any special potential health hazards associated with the site? 

 Are all staff involved aware of the above? 
 



 

 

 Accommodation 

 Suitability? Pre-visit check? 

 Fire precautions and certification? Fire drill? 

 Young people security? 

 Exclusive use or shared? Compatibility of other groups if present? 
Transport 

 Driver suitability? 

 Drivers’ hours? 

 LA minibus regulations? 

 Insurance? 

 Adequate stops, eating and care arrangements en route? 
 

Visit Overseas 

 Passports? 

 Visas? 

 Health/medical arrangements in place? 

 Minibus Regulations (Tachographs)? 

 Exchange visits: child protection procedures? 

 Cultural issues? 
 
 Emergency procedures, contacts and communication 

 Have you planned what to do in the event of an emergency during the visit? 

 Have you established appropriate emergency contacts (24 hrs) with your base 
establishment and parents/carers? 

 Do you know how to contact the LA emergency contact if you need to? 

 Are you aware of establishment/LA emergency procedures? 
 
 Mobile phones 

 Have you agreed a mobile phone use policy with parents and young people? 
 
 Post-visit arrangements 

 Complete evaluation of the visit 

 Review risk management procedures and update if necessary – involve EVC 

 Outstanding invoices paid 

 Borrowed equipment returned 

 Displays 

 Parents’/Carers’ evening 

 Report to Governors 

 Thank you letters 

 Article with photographs to the local media 

 

 

 

 

 

 

 

 
 



 

 

Planning form 1 

Educational Trips, events and off site visits Request 

 

Once discussed with your line manager, please complete the forms below if you would like to organise and 

propose an off-site visit and email or hand to Mrs Danielle Lewis to discuss with Leadership for approval. 

Once approved, please send to Louise Evans with finance details included.  

Trips, events and off site visit requests in excess of £50 require at least 2 months’ notice and a payment 

plan will need to be agreed. Please note that a maximum of £50 can be asked per month as part of a 

payment plan. All excursions should also be calendared.  

 

Department / Area : 
 

Lead staff :  
 

Year group :  
 

Number of students :  
 

Lessons affected for pupils:  
 

Purpose of trip (Please provide brief description of purpose and activities):  

 

Date and times of trip :  
 

Location :  
 

Transport arrangements / 

requirements: 

 

Staff attending and cover 

requirements:  

 

Cost per student / department 

(attached sheet MUST also be 

completed in full): 

 

If payment required by students, how will FSM students be catered for and 

considered? :  

 

Once trip has been confirmed please complete the following; 

 Letters 

 Consent forms 

 Evolve 

 Email all staff if students absent from lesson with at least 1 week notice 

 Provide attendance with student list to the attendance office on departure of the trip 

 Inform reception of trip details and liaise with finance if payment is to be collected. 

 Following trip, please share photos and article for website and Facebook 

 Complete evaluation form on Evolve  

 

 



 

 

Excursion Financial Planning Form 
 

 

Please complete this form when planning a School excursion to show the financial viability of the excursion.  

This needs to be discussed with the Finance & Administrative Manager. 

 

 

Lead Member of Staff  

Venue  

Date  

Projected Student Numbers  

 

 

Estimated Costs Incurred 

Tickets / Entrance Fee £ 

Transport £ 

 £ 

 £ 

 £ 

 £ 

 £ 

Total Costs Incurred  £ 

Estimated Price per student £ 

Contingency (if applicable)  

 

 

In completing this form, I agree that the costs incurred for this excursion will be covered in total.  Any deficit 

will be deducted from capitation and any surplus will be returned to students. 

 

 

Signed : _______________________________ Date : _____________ 

(Lead Member of Staff) 

 

Signed : _______________________________ Date : _____________ 

(Finance & Administrative Manager.) 

 
 
Form 1 

 

Risk assessment 

Is there a school/centre risk assessment(s) for this activity?        Yes/No 

If no, please complete the table below. 



 

 

If yes, does it cover all of the significant hazards you have identified for this activity/visit/group?       Yes/No 

If yes, please attach a copy. If no, please attach a copy and also complete the table overleaf. 

 

EVC/Head approval (visits must not proceed until approval has been given) 

 

I have studied this application and am satisfied with all aspects including the planning, 

organisation, staffing, insurance cover and emergency arrangements for this visit. Approval 

is given. Let me know if any changes are proposed to these arrangements prior to the visit. 

Please ensure that I have all relevant information including a final list of group members, 

copies of all parental consent forms and a detailed itinerary at least seven days before the 

party is due to leave. 

 

Your report and evaluation of the visit including details of any incidents should be with me as 

soon as possible but no later than 14 days after the party returns. 

 

 It is not possible to grant approval for this visit at this stage. I will contact you to discuss 

details. 

 

Signed: ___________________________________________(EVC/Head) Date_______________ 

 

EVC/Head full name: _____________________________________________________________ 

 

N.B. form EV2 must also be completed for visits that require LA approval or notification 

 

 

 

 

 

 

 

 

Hazards and safety measures  

Please list the significant hazards and safety measures (e.g.group/weather etc) above and beyond 

those listed in the school/centre risk assessment for this activity. Continue on separate sheet if 

necessary. If none please write NONE in hazards column. If there is no school/centre risk assessment 

for this activity please list all significant hazards and safety measures for the visit here (and continue on 

separate sheet if required) 

Significant hazards Who might 

be harmed? 

Safety measures that will reduce risk to a tolerable level 

   

   



 

 

 
 

FORM 2 

 
 

 

One-off or occasional visits - LA approval/notification 
This visit requires (delete as appropriate):   
 
 

 Visits that require LA notification are free to proceed after the LA has been notified. 

 Visits that require LA approval must not proceed until LA approval has been given.  

 You will receive confirmation of the LA’s approval decision by e-mail, letter or fax. 

 
Name of Establishment ______________________________________________Tel._________________  

 

Address_______________________________________________________________________________ 

 

_____________________________________E-mail: ___________________________________________ 

 

Name of EVC___________________________________________________________________________ 

 
If the visit requires LA approval, and you intend to use an independent provider(s), please list any 

activities/aspects of the visits to be led by the provider(s) here (continue on separate sheet if necessary):  
 

_______________________________________________________________________________________ 

 

Supporting document checklist:  

 

Visit type Documentation required for approval/notification Enclosed 

All visits which require LA 

approval or notification 

Completed and signed copy of Form EV1  Yes/No 

 

Visits where establishment 

staff will be leading or 

overseeing a 

journey/expedition 

(including  

D of E Award 

expeditions) in 

demanding environments 

as detailed in Table 2   

Routes marked on a 1: 25,000 or 1: 50,000 OS map or similar 

(photocopies acceptable) or an electronic route map  

Yes/No 

 

 

 

Yes/No 

 

Yes/No 

PLUS For D of E expeditions; 

 for expeditions in areas of Wild Country in the UK; a copy of 

the green Wild Country Panel notification form; 

 for ventures abroad; a blue form, available from the Duke of 

Edinburgh’s Award Brecon office 

Activities partly or wholly 

provided by an 

independent provider 

Copy of completed Independent provider questionnaire or equivalent 

 

Yes/No/ 

N.A. 

 

Please send the above to arrive at least 28 days before the visit to:  

All visits other than D of E expeditions 

David Golding 

Email:  

D of E expeditions only 

 D of E Wild Country Panel.  

LA notification LA approval 



 

 

FORM 3A 

 
Parent/Carer information letter for one-off or occasional visits 

 

[Letter of information] 
 

All parents/guardians must receive a letter of information containing the minimum of the following 

details before the event takes place. All consent forms must be received before allowing students to 

attend the trip.  

 

 Trip details: location, dates, times, nature of the trip 

 Staff lead on the trip  

 Cost of the trip 

 Student requirements: food, clothing etc  

 Any further information needed 

 Consent form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

FORM 3B 

 
 

Parent/carer consent for one-off or occasional educational visits 
 

Visit/activity: ____________________________________________________________________________ 

 

Venue: ________________________________________________________________________________ 

 

From: _______________Date/time: ________________To: _________________Date/time: _____________ 

 

Your child’s name_______________________________________ Form/Class (if relevant)______________ 

 

Medical and dietary 

a) Does your child have any physical or psychological condition that may effect him/her during the visit? 

YES/NO 

If YES, please give brief details:_____________________________________________________________ 

 

_______________________________________________________________________________________ 

 

b) Please give details of any allergies (e.g. to food types, dust/pollen, sun cream, medication etc.):  

 

_______________________________________________________________________________________ 

 

c) Please give details of any special dietary requirements of your child:  

 

_______________________________________________________________________________________ 

 

d) Please detail any recent illness or accident suffered by your child that staff should be aware of? 

 

_______________________________________________________________________________________ 

 

e) Please list any type types of pain/flu relief medication your child may not be given if necessary (e.g. 

Calpol, Paracetamol):  

_______________________________________________________________________________________ 

 

f) To the best of your knowledge, has your son/daughter been in contact with any contagious or infectious 

diseases or suffered from anything in the last four weeks that may be contagious or infectious?      YES/NO 

If YES, please give brief details: _____________________________________________________________ 

 

_______________________________________________________________________________________ 

 

g) Is you son/daughter allergic to any medication?        YES/NO 

If YES, please 

specify:________________________________________________________________________________ 

 

h) When did your son/daughter last have a tetanus injection?______________________________________ 

 



 

 

 

 

Water confidence/swimming ability  

 

Please indicate your child’s swimming ability:   Cannot Swim      Able to Swim 10m      Able to Swim 25m  

 

 Is your child water confident in a swimming pool?         YES/NO 

 

Your contact details 

Telephone Home: ___________________ Work: _____________________Mobile: ____________________ 

 

Home 

address________________________________________________________________________________ 

 

_______________________________________________________________________________________ 

 

Alternative emergency contact 

 

Name: ________________________________________ Telephone: _______________________________ 

 

Address: _______________________________________________________________________________ 

 

_______________________________________________________________________________________ 

 

Family doctor 

Name: __________________________________________ Telephone: _____________________________ 

 

Address: _______________________________________________________________________________ 

 

_______________________________________________________________________________________ 

 

Declaration 

Having read the information sheet, and having understood the level of supervision to be provided, I agree to 

my child taking part in the activities described. 

 

I understand that all reasonable care will be taken of my child during the visit/activity and that he/she will be 

under an obligation to obey all directions and instructions given and observe all rules and regulations 

governing the visit/activity. 

 

I understand the code of conduct for the visit and the sanctions that may be used if my child breaks this code 

of conduct. I have discussed the code of conduct and sanctions with my child.  

 

I understand that if my child seriously misbehaves or is a cause of danger to him/herself or to others, then I 

may be asked to collect him/her or he/she may be brought home early from the visit/activity. In such a 

situation there will be no obligation on the school/centre to refund any money.  

 

If in an emergency I can not be contacted, I agree to my son/daughter receiving medication as I have 

instructed in this form and any emergency dental, medical or surgical treatment, including anaesthetic or 

blood transfusion, as considered necessary by the medical authorities present.  I understand the extent and 

limitations of the insurance cover provided. 

 

FULL NAME OF PARENT OR CARER (print please): ___________________________________________ 

 

SIGNED: ________________________________________________DATE: _______________ 

 



 

 

 



  

  

Trip / Visit risk assessment for students with additional learning needs 
 

Hazards / Risks 

identified 

Persons Affected Likelihood 1-5* Severity 1-5* Control Measures 

1.  Preparation of 

Students 
   

Ensure that students and 

parents are aware of the nature 

of the visit well in advance and 

clear guidance as to behaviours 

and activities has been given 

and understood. 

2. Student 

Supervision 
   

 Specific staff allocation 

 Constant supervision of 

named students 

 Staff student ratio may 

needs to be greater that 1:1 

for safe conduct of student. 

3.  Students with 

challenging 

behaviour 

   

 Allocated staff must know 

student 

 Allocated staff must read 

students’ behaviour plans 

 Contingency arrangements 

must be in place 

 

4.  Places of 

particular danger e.g. 

Lakes / rivers, 

crossing roads, cliff 

walks, stair / steps. 

   
Previous assessment visit of 

venue should be undertaken 

5* is high  

 

 



 

 

FORM 4 

 
 

 
 

School/centre:      Visit date(s):    Visit leader:  

Activity/activities:          Venue:  
Risk assessment completed by:        Date risk assessment completed:  
 

Significant hazards 

and harm which 

may occur 

 

Who might 
be harmed? 

 

Safety measures:  

Measures that are in place and/or will be taken to reduce the risk to a tolerable level 

 

 

 

  

 

 

 

  

 

 

 

  

 

 

 

  

 

 

 

  

Risk assessment form 



 

 

Additional notes:  
 



 

 

FORM 5A 

 
 

Parent/Carer consent 

Regular out-of-school/centre visits 
 

 

Your child’s name: 

___________________________________________________________________ 

 

I hereby agree to my child participating in standard visits off the school/centre site, but within the 

County or neighbouring area. These visits might include the following, or similar, activities:  

 

These visits will normally take place at the following, or similar, locations:  

 

I understand that:   

 

 such visits will normally take place within the school/centre normal hours, but that if, 

occasionally, they are likely to extend beyond this, adequate advance notice will be given so 

that I may make appropriate arrangements for my child’s return home; 

 my specific permission will be sought for any visits beyond those listed above or which could 

involve commitment to extended journeys or times, expense or adventure activities; 

 all reasonable care will be taken of my child during the visit; 

 my child will be under an obligation to obey all directions given and to observe all rules and 

regulations governing the visit and will be subject to all normal school/centre discipline 

procedures during the visit; 

 I must inform the school/centre of any medical or psychological condition or physical disabilities 

that may effect them during the visit; 

 all young people are covered by the County Council’s third party public liability insurance in 

respect of any claim arising from an accident caused by a defect in the school premises or 

equipment or attributable to negligence by the Council or one of its employees.  Please note 

that this insurance policy does not include personal accident or personal belongings cover  

 

Full name of parent/carer: 

___________________________________________________________ 

 

Signature of parent/carer: ________________________________________Date: 

______________ 

 

Address: 

_________________________________________________________________________ 

 

__________________________________________________Tel: 

___________________________ 

 



 

 

 

FORM 5B 

 
 

Series visits: daily record sheet  
 

Purpose of visit  

 

Visit leader  Name of 

school/centre 

 

 

Visit location (s)  Start date and 

time 

 

 

Return date and 

time  

 Transport used - 

reg. number(s) 

 

Activity/activities 

(or attach 

programme) 

 Mobile phone 

number(s) 

carried 

 

Other staff/adult 

helpers (or attach 

list to this sheet) 

 

 

 

Emergency 

contacts (name 

and number) 

Name Number 

  

Group members 

(or attach list to 

this sheet) 

Names Special medical/behavioural needs 

  

 

 

Hazards and safety measures  

Please list the significant hazards and safety measures (e.g.group issues/weather etc) above and beyond 

those listed in the risk assessment for this series of visits. Continue on separate sheet if necessary. If none 

please write NONE in hazards column. 

Significant hazards Who might 

be harmed? 

Safety measures that will reduce risk to a tolerable level 

   

   



 

 

 
 

FORM 6 

 
 

CHECKLIST FOR YOUNG PEOPLE GOING ON A RESIDENTIAL VISIT 
 

  

ANSWER 
What are the aims of the visit? 

 

 

 

Who is the visit leader? 

 

 

 

Where am I going to visit? 

 

 

 

What activities will I be taking part in? 

 

 

 

What do I need to do to keep myself safe 

during the visit? 

 

 

What should I do if I get lost or get into 

difficulties during the visit? 

 

 

What is written in the code of conduct for the 

visit? 

 

 

What will happen if I break the code of 

conduct? 

 

 

 

What should I do to keep my money and 

valuables safe? 

 

 

Residential visits only 

What are the address(es) and telephone 

number(s) of the place(s) where I’ll be 

staying? 

 

Visits abroad only 

What local customs/rules of behaviour do I 

 



 

 

need to be particularly aware of? 

Other information important for the visit 

 

 

FORM 7 

 
 

INCIDENT RECORD FORM 
 

NB. This form should be completed by an emergency contact handling an emergency call. 
The EVC should ensure that LA incident reporting procedures are followed as soon as 
possible after the incident.  

 
ABOUT THE INCIDENT 
 
Name (s) of any individual (s) affected by the 
incident____________________________________ 
 

 

 
Time and date of 
incident__________________________________________________________ 
 
Location of 
incident_______________________________________________________________ 
 
Activity taking place (if 
applicable)___________________________________________________ 
 
Name (s) of staff leading the activity (if 
applicable)_______________________________________ 
 
Contact number for visit 
leader______________________________________________________ 
 
Name (s) of key witness 
(es)________________________________________________________ 
 
Description of incident and action taken (continue on separate sheets if 
necessary)_____________ 
 

 

 

 

 
Form completed 
by_____________________________________________Date______________ 



 

 

 
ACTION TAKEN TO AVOID A REPEAT INCIDENT (to be completed by Head or EVC 
following a review of the incident – continue on separate sheets if necessary). 
 

 

 

 

 
Signed (Head or 
EVC)____________________________________________Date_____________ 

 
 
 



 

 

FORM 8 

 
 

Evaluation of the visit 
 

School/centre/youth group:  
 

Visit leader:  

Date(s) of visit:  Purpose(s) of visit:  
 

Venue:  Independent provider (if any):  
 

Number in group:  
Boys:                          Girls:                              Adults/supervisors:  

 
Please comment on the following features (if applicable to the visit):  
 

 Rating out of 
10 (or n/a) 

Comment  

Would you recommend this 
venue/provider to others? 

YES/NO  

Pre-visit planning 
 

  

Travel arrangements 
 

  

Suitability of venue to visit aims and 
group needs 

  

Suitability of activities to visit aims and 
group needs 

  

Accommodation 
 

  

Instruction  
 

 

Equipment  
 

 

Food  
 

 

Evening activities  
 

 

Independent provider staff  
 

 

Other comments and evaluation:  
 
 

 

 

 
 
 



 

 

 
 



 

 

 

 
 

Workload Impact Assessment 

 

Policy name: Educational Visits Policy 

Date of assessment: September 2020 

Assessed by:  

 
The policy complies with and is consistent with the teachers’ contractual 

entitlements. 

 

The policy and any related procedures were introduced following full 

consultation with the each union. 

 

The policy and any related procedures include a specific statement 

regarding workload impact. 

 

The policy has been piloted/trailed/evaluated to enable an assessment 

of workload impact to be made. 

 

The impact of the policy and related procedures is that they have not 

added additional hours of working 

 

The policy does not duplicate any other existing policy.  

All policy has been reviewed in order to access whether any outdated 

and unnecessary. 

 

The College has identified the resources necessary to support the 

policy, including staff time, any additional staffing and appropriate 

equipment. 

 

Implementation of this policy will not result in any additional 

meetings/activities that have not been identified within the College 

calendar, published and revised in consultation with the Unions.  

 

All staff (including the headteacher) have had training to ensure that the 

policy and any related procedures are carried out without increasing 

workload burdens.  

 

The policy and related procedures are reviewed regularly to ensure that 

additional workload burdens have not been added over time. 

 

 

 


