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1. Introduction   
  
Students at UTCN will be given every opportunity to participate in educational visits, residential 
trips and exchanges in order to expand their personal and social development and to extend 
curricular experience beyond the environment of UTCN.  
  
However, many activities that take place beyond UTCN come with an increased level of risk. This 
Policy exists to control that risk. It is written with regard to the DCSF guidance document; 
‘Health and Safety of Pupils on Educational Visits’ (HASPEV) and ‘Health and Safety, Department 
for Education Advice on Legal Duties and Powers for Local Authorities, Head teachers, Staff and 
Governing Bodies (2011)’.  
  

  

2. Definition of Educational Visit  
  
For the purposes of this policy, Educational Visits will comprise any of the following types of off-
site activity:   

• Short visits close to UTCN (e.g. Library, place of worship, local factory, field study);   

• Visiting a place of educational interest some distance from UTCN (museum, company, 
sites of historical or geographical interest)  

• Charity activities and sponsored events  
• Evening visits to theatre or cinema  
• Visits to residential field centres and study courses  
• Visits to outdoor activity centres  
• Camping or adventure holidays   
• Work experience visits  
• Holidays and exchange visits abroad  

  

  

3. Key Roles  
  
Visit Leader: for every educational visit, a Visit Leader will be appointed and the composition of 
accompanying staff group planned to ensure an appropriate level of supervision and expertise. 
The Visit Leader will be responsible for all aspects of the educational visit, although the Visit 
Leader may delegate tasks to other members of staff or volunteers accompanying the trip.  
  
Educational Visits Co-ordinator (EVC): gives advice on the planning of educational visits and 
risk assessments and will make a recommendation to the Headteacher as to whether the visit 
can take place.  The Headteacher must give final approval before the educational visit takes 
place.  
  

 

4. Responsibilities  
  
The Visit Leader must ensure that:   

• Appropriate safeguarding procedures are in place. The risk assessment must include a 
statement that appropriate vetting checks (for example DBS checks for volunteers on 
overnight stays) have been carried out.  

• Appropriate risk assessments have been carried out.  
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• The ratio of adults to students is appropriate  
• The expectations of acceptable behaviour for students are understood by students, staff 

and parents.  

• Parents have signed the consent forms  
• Arrangements have been made for the medical and educational needs of all students on 

the educational visit  

• Adequate first-aid provision will be available  
• There is adequate and relevant insurance cover and that the insurance cover 

arrangements have been approved.  

• All travel arrangements and timings are known.  
• Training needs have been assessed and met and the needs of staff and pupils considered.  

• A UTCN contact has been organised and all the accompanying staff have details.  
• All those who need to, have names and contact details of everyone in the group, as well as 

full details of the arrangement.  

• All the staff on the visit, the school contact and the EVC have a copy of the following: 
agreed emergency procedures, the names of all the adults and students travelling in the 
group, thee contact details of parents and the teachers’ and other supervisors’ next of kin, 
risk assessment documents, a contingency plan for any delays including a late return 
home.  

• The group leader will draft the guidelines and code of conduct for the pupils taking part in 
the visit are clear and ensure that it is explained to pupils. The group leader will organise 
the group effectively, preparing pupils including those with particular learning needs and 
medical needs  

   
 

5. Planning  
  

• Outline approval by the Headteacher must obtained before any other planning takes 
place: a Permission to Plan a Visit Form – see Appendix I – must be completed  

• Dates, times, costings and staffing arrangements of the proposed trip should be checked 
with the Educational Visits Coordinator  

• Transport and other arrangements should then be made and confirmed in writing.  
• A full risk assessment for the whole visit, including each significant activity, must be made 

and appropriate planning undertaken as a result of this. The risk assessment must include 
first aid arrangements and vetting checks  

• Where possible, an exploratory visit should, as appropriate, be considered and carried out 
prior to the event, the better to assess risks.  

• The staff to student ratio should not only reflect the nature of the trip but also the gender 
balance and ages of those students going. The EVC can advise on appropriate staff-student 
ratios. All personnel to be included in these calculations must be authorised by the 
Headteacher.  

   
 

6. Contact with Parents/Carers   
 

For some visits, one or more parents’ meetings may be held as the planning of the trip 
progresses. Regardless of whether a parents’ meeting is held, parents should be sent details of 
the proposed trip, which should include the following;  
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• Dates, times and the proposed itinerary.  
• Transport arrangements.  
• Preparing students, including those with particular learning needs and medical needs  
• Cost and payment arrangements, including the payment of refundable or non-refundable 

deposits and details of extra costs, guidance on pocket money etc.  

• Details of staffing: supervision including ratios and vetting checks.  
• Insurance.  
• Details of the code of conduct for students going on the trip and the clause: ‘In line with 

our policy on school visits, only students with an excellent work and behavioural record will 
be permitted to attend.’  

• Details of any equipment, clothing etc. students need to take.  
• Emergency procedures including contact details and permission for emergency medical 

treatment if the parents/guardians cannot be contacted.  
  
Parents will be asked to sign a consent form. Students will not be permitted to take part in the 
school trip if a consent form is not completed. For any trip involving an overnight stay this 
should involve consent for a member of staff to act in loco parentis in terms of agreeing to 
medical treatment in an emergency. Parents should be asked to provide emergency contact 
numbers and a medical report detailing any known medical conditions or allergies their children 
have. Once these are known, if the Visit Leader has any doubts as to whether or not a given 
student should attend (s)he should discuss this with the EVC.  
  
  
7. Student Behaviour  
  
The health & safety of all participants on an educational visit is paramount and, therefore, 
students who have exhibited poor and/or defiant behaviour will not be taken on trips. 
Additionally, in the case of reward trips, it is particularly important that students who have 
displayed poor behaviour in school are not seen to be rewarded. Therefore, all trip letters for 
KS4 trip must incorporate a line which states: ‘only students with an excellent work and 
behavioural record will be permitted to attend.’  
   
 

8. Further Arrangements  
  
Whenever possible, school trips should be shown on the UTCN Calendar.  
  
A responsible person must be appointed to act as a school contact and a relevant telephone 
number circulated to parents.   
  
A full list of members of the party along with the detailed arrangements, to include consent 
forms and risk assessments, must be provided for Reception.  
  
Parents should be provided with details of the trip including the estimated return time and 
emergency procedures for informing them of late or early arrivals.  
  
Where students will miss lessons then a list of those going should be posted on the Staffroom 
Notice Board.  
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9. During the School Visit  
  
It is essential that all students be supervised with the degree of care that would be expected from 
a responsible parent in similar circumstances. The Visit Leader should be prepared to modify 
plans in the light of circumstances and in the interests of the party’s welfare.  
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PERMISSION TO PLAN A VISIT FORM 

Please use this form before commencing any activity to plan a visit for students.  
 

All visits MUST be approved using this form AND BEFORE letters to parents are sent out 
or the visit is put on Evolve.  
All visits MUST be uploaded onto the Wisepay system so parents can pay using this 
method, this must be done BEFORE letters are sent out. 
 

VISIT LEADER  EPL   LHE      AHA     LHE    VISIT LEADER 

 

Visit Leader 
 

 Signature of Line Manager 

Destination of visit 
 

 

Date(s) and times of visit 
 

 

Brief itinerary of visit 
 
 

 

Educational purpose of visit  

Approx. no. of students and 
Year group involved 
 

 

Name of first aider 
 
 

 Signature of Line Manager  

Other staff involved, additional 
to Visit Leader 

 Signature of Line Manager  

Approx. cost per student. Please complete financial projection overleaf if there will be any costs involved 

 
Cover Manager Comment:      Comments on Finance 

     (if trip incurs costs): 

 
 
 
 
 
 
++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++ 
 
Approved    Not Approved 
in principle        
 
Signed ………………………………………………………………….. 
Alex Hayes, Headteacher 

  

AHA comment if applicable: 

 



 

TRIP BUDGET  

Trip name   

Trip date (s)   

Number of places available for students   

Student group that the trip is open to   

Is this a compulsory curriculum trip?   

Are there any external funds or contributions available to subsidise this trip?  

     

EXPECTED INCOME FROM STUDENTS  COST OF TRIP 
 

NUMBER OF PLACES COST PER STUDENT 
TOTAL INCOME 
(NUMBER OF 
PLACES X COST)  

TOTAL COST OF TRAVEL £ 

 £ £  
TOTAL COST OF TICKETS £ 

DEPOSIT REQUIRED  £   

OTHER COSTS- PLEASE 
SPECIFY 

£ 

(please note this should be at least 33% of 
the total cost of the trip)      

   

    TOTAL EXPENDITURE £ 

        
ANY OTHER INFORMATION?  
 
IF A DEPARTMENTAL BUDGET IS SUBSIDISING THIS TRIP, PLEASE PROVIDE DETAILS HERE 
PLEASE NOTE THAT ANY OVERSPEND WILL COME OUT OF THE DEPARTMENT BUDGET 

Once permission is given, Purchase Orders will need to be raised for all items of expenditure 



 

 


