Emmanuel Church of England School

Trips and Outdoor Visits Policy
1. Mission statement
At Emmanuel Church of England School, broad opportunities are provided for individuals to
develop their full potential and allow them to be healthy, happy and secure.
Building on our Christian ethos and in partnership with the whole school community, we provide a
stimulating and caring environment where individuals are valued and nurtured morally, spiritually
and academically. We stress the fundamental principle;
“Always treat others as you would like them to treat you” Matthew 7:12

2. Context
We believe that educational visits are an integral part of the entitlement of every pupil to an
effective and balanced curriculum. Appropriately planned visits are known to enhance learning and
improve attainment, and so form a key part of what makes Emmanuel Church of England School a
supportive and effective learning environment. The benefits to pupils of taking part in visits and
learning outside the classroom include, but are not limited to:
 Improvements in their ability to cope with change.
 Increased critical curiosity and resilience.
 Opportunities for meaning making, creativity, developing learning relationships and practising
strategic awareness.
 Increased levels of trust and opportunities to examine the concept of trust (us in them, them in
us, them in themselves, them in each other).
 Improved achievement and attainment across a range of curricular subjects. Pupils are active
participants, not passive consumers, and a wide range of learning styles can flourish.
 Enhanced opportunities for ‘real world’ ‘learning in context’ and the development of the social
and emotional aspects of intelligence.
 Increased risk management skills through opportunities for involvement in practical risk-benefit
decisions in a range of contexts i.e. encouraging pupils to become more risk aware as opposed to
risk averse.
 Greater sense of personal responsibility.
 Possibilities for genuine team working, including enhanced communication skills.
 Improved environmental appreciation, knowledge, awareness and understanding of a variety of
environments.
 Improved awareness and knowledge of the importance and practices of sustainability.
 Physical skill acquisition and the development of a fit and healthy lifestyle.

3. Application
Any visit that leaves the school grounds is covered by this policy, whether as part of the
curriculum, during school time, or outside the normal school day.
In addition to this Educational Visits Policy, Emmanuel Church of England School:
1. Adopts the Local Authority’s (LA) document: ‘Guidance for Educational Visits and Related
Activities with National Guidance & EVOLVE’ (All staff has access to this via EVOLVE).
2. Adopts National Guidance www.oeapng.info (as recommended by the LA).
3. Uses EVOLVE, the web-based planning, notification, approval, monitoring and
communication system for off-site activities.
All staff are required to plan and execute visits in line with this school policy, Local Authority
policy, and National Guidelines. Staff are particularly directed to be familiar with the roles and
responsibilities outlined within the guidance.

4. Types of Visit & Approval
There are three ‘types’ of visit:
1. Visits/activities within the ‘School Learning Area’ that are part of the normal curriculum and
take place during the normal school day. These follow the ‘School Learning Area’ Operating
Procedure (Appendix 1)
2. Other non-residential visits within the UK that do not involve an adventurous activity e.g.
visits to museums, farms, theme parks, theatres, etc. These are entered on EVOLVE by the
visit leader and submitted to the Educational Visits Coordinator for checking. The EVC then
submits to the Head for approval.
3. Visits that are overseas, residential, or involve an adventurous activity.
above, but the Head then submits the visit to the LA for approval.

These follow 2.

5. Roles and responsibilities
Visit leaders are responsible for the planning of their visits, and for entering these on EVOLVE. Visit
leaders have responsibility for ensuring that their visits will comply with all relevant guidance and
requirements, and should seek advice from the EVC where necessary.
Before the visit:
 Identify the educational aims and objectives of the visit at an early stage.
 Check with the Head teacher the proposed date for the visit to ensure it does not clash with
other events. Once agreed, enter the date onto the school diary.
 Familiarise yourself with the Educational Trips and Off-Sites Visits Handbook for Group
Leaders.
 Visit the venue.
 Decide on the best mode of transport. If a coach is required, the office staff will retrieve
quotations and let you know the best company to travel with. This will then determine the level of
contribution per child you request from the parent. The contribution should not be over £5.00.
 If using public transport, book the tickets online at least 2 weeks before the visit.
 Inform kitchen staff 2 weeks before the visit if your class does not need lunch prepared.
 Inform office staff and music co-ordinator of the trip so they can contact volunteers and
peripatetic music teachers.
 Allow a period of 2 weeks to inform parents in writing of the visit. Parental approval of trips
involving a higher level of contribution, e.g. residential trips, should be sought two terms before
the trip takes place.
 Letters are to be approved by line manager before being sent out.

 If parents have been asked to volunteer on the visit, their details should be given to the office at
least 1 week before the visit so a ‘List 99’ check can be completed.
 The Visit Form should be completed via Evolve, which asks the Visit Leader to consider the
overall ‘risk management’ of visits by taking all aspects of visit planning and management into
account.
 Visit planning includes consideration of the question: ‘What are the really important things that
we need to do to keep us safe?’ It should focus on those issues that are individual to the
specific event, taking into account the needs of the group (including special and medical needs),
the experience and competency of the staff team, and the leader in the context of the event.
Significant issues should be recorded on EVOLVE, using the online Event Specific Notes
facility. See Appendix 2
 Alternative arrangements (Plan B) should be included within the planning process where
appropriate, for example, where weather conditions or water levels might be critical, or where an
overcrowded venue might necessitate an alternative option.
 These forms should be completed via EVOLVE and sent to the Head Teacher for confirmation
at least one week before the trip.
 A detailed itinerary for the trip should be completed and should include:
Times of trains / buses that are being travelled on;
Route which children are walking;
Name, address, phone number and map of nearest primary school, police station and hospital.
 Special medical requirements of the children should be known and catered for. Check that First
Aid provision is ready and available. Bring class First Aid bag on visit with children’s medication
in it as well as large green First Aid bag from medical room.
 All adults accompanying the party must be made fully aware of the purpose and itinerary of the
trip and of their own area of responsibility. Each helper should have the school mobile number
that the group leader is contactable on, the number of the school, a list of all the children on the
trip and a list of the children in their group. A short preliminary meeting should take place to
inform parents of these issues and to address any other concerns.
 In the case of a residential trip, a preliminary meeting for parents must be arranged to explain
the purpose and organisation of the trip, go through any rules and answer any questions or
concerns.
 Children should wear high-visibility vests on visits.

On the visit
 The Visit Leader should ensure that wherever possible, access to a coach should be directly
from the pavement. Children should wear seatbelts whenever the coach is moving. Whilst
travelling in a coach children should behave in a sensible and controlled manner.

-

Leading a party on a train:
Stand back from the platform
All children should stand with their group leader
Don’t get on the train until everyone is ready
The teacher should be the last to board the train, and only release the door once everyone is
aboard
Stand on the right on escalators
Children must be aware of what to do if they are left alone on a platform, or if they are on a train
and separated from the party.

 Children must be accompanied to the toilet by one staff member of staff.
 Children must walk along the pavement, towards the inside, with adults on the outside keeping
the children away from traffic. There must also be one adult leading at the front, and another
following at the rear.
 When crossing a road, 2 adults must block the traffic on each side of the road and indicate to
children when it is safe to cross.
 Visit Leader to do ‘head counts’ before you leave school, getting on and off transport and when
you leave a venue

Parent Volunteers








Parents are expected to read and follow the ‘Guidelines for Helpers on Educational
Visits’. See Appendix 3
Parents are there to support the Visit Leader on visits and are expected to act in an
appropriate manner at all times.
The Visit Leader will meet with the parent volunteers to share the itinerary of the visit
with them.
Parent volunteers will have a group of children to oversee, which will not include their
own child. Parents are to ensure that children follow instructions and inform the Visit
Leader of any behaviour concerns or child protection concerns.
Parents are not to use personal mobile phones on visits.
Parents are not to smoke in front of children on visits.
Parents are not to buy souvenirs, sweets etc. for their child or any other children.

The Educational Visits Coordinator (EVC) is Claire Burns, who will support and challenge colleagues
over visits and learning outside the classroom (LOtC) activities. The EVC is the first point of contact for
advice on visit related matters, and will check final visit plans on EVOLVE before submitting them to the
Head. The EVC sets up and manages the staff accounts on EVOLVE, and uploads generic school
documents, etc.
The Head Teacher has responsibility for authorising all visits, and for submitting those that are
overseas, residential or adventurous to the LA for approval.
The Local Authority is responsible for the final approval (via EVOLVE) of all visits that are either
overseas, residential, and/or involve an adventurous activity.

6. Staff Competence and ratios
On all visits there must be an ‘effective level of supervision’ that has been approved by the EVC and
Head Teacher.
The Statutory Framework for the Early Years Foundation Stage (available on EVOLVE) no longer
differentiates between outings and on-site settings as regards minimum specified ratios.
For all other visits the visit leader, EVC and Head Teacher must make a professional judgement
regarding the number and suitability of staffing on an individual visit basis, after consideration of the
following factors:
- The type, level, and duration of activity.
- The nature / requirements of individuals within the group, including those with additional needs.
- The experience and competence of staff and other adults.
- The venue, time of year and prevailing/predicted conditions, if applicable.
- The contingency, or ‘Plan B’ options.
A visit must not go ahead where either the visit leader, EVC, or Head Teacher is not satisfied that an
appropriate level of supervision exists.
Staff who are assigned to support the special needs of an individual cannot be included in the overall
staffing ratio. Their responsibility should not include the wider group.

We recognise that staff competence is the single most important factor in the safe management of visits,
and so we support staff in developing their competence in the following ways:
 An apprenticeship system, where staff new to visits assist and work alongside experienced visit
leaders before taking on a leadership role.
 Supervision by senior staff on some educational visits.

 Support for staff to attend training courses relevant to their role, where necessary.
In deciding whether a member of staff is competent to be a visit leader, the Head Teacher will take into
account the following factors:
 Relevant experience.
 Previous relevant training.
 The prospective leader’s ability to make dynamic risk management judgements, and take charge
in the event of an emergency.
 Knowledge of the pupils, the venue, and the activities to be undertaken.

7. First Aid
For all visits there should be a responsible adult with a good working knowledge of first aid appropriate
to the environment.
General ‘life experience’, or a 3 hour non-assessed ‘Basic Skills’ course is suitable for routine urban
visits. However the nature of the visit may indicate that a higher level qualification is appropriate,
especially in circumstances where it is likely that access by the emergency services may be delayed.
Based on the nature of the particular visit, the EVC should make a professional judgement regarding the
level of first aid required.
For EYFS outings, there must always be at least one member of staff present who holds a current
Paediatric First Aid certificate.
8. Emergency procedures
A critical incident is any incident where events go beyond the normal coping mechanisms and
experience of the visit leadership team.
The school has an emergency plan in place to deal with a critical incident during a visit (see Appendix 4).
All staff on visits are familiar with this plan.
When an incident overwhelms the establishment’s emergency response capability, or where it involves
serious injury or fatality, or where it is likely to attract media attention then assistance will be sought from
the local authority.

9. Educational Visits Checklist
Emmanuel Church of England’s Educational Visits Checklist forms part of the risk management process
for visits and off-site activities, and may be downloaded from EVOLVE Resources. A visit should only go
ahead if the answer to all relevant questions is ‘YES’. See Appendix 5.
10. Parental Consent
Consent is not required for activities within the School Learning Area that are part of the normal
curriculum during normal school time.
Specific parental consent must be obtained for all other visits. For these visits, sufficient information
must be made available to parents via letter so that consent is given on a ‘fully informed’ basis.
11. Inclusion
We comply with the Equality Act 2010 and as such, make reasonable adjustments for SEN/D children
where necessary. Before the visit, the venue is contacted by the class teacher or Inclusion Leader to
explain any SEN/D and to ensure that reasonable adjustments can be made to any workshops or tours.
In addition, children will be prepared for any trip in advance through the use of a visual plan of the day.
The adult to child is ratio is planned for carefully to ensure the safety of all children is paramount.

12. Insurance
In most circumstances, off-site activities will be regarded as ‘usual activities’ so schools will not be
required to make additional insurance arrangements for public and employer’s liability.
Camden does not provide school journey travel insurance. School/Centres are responsible for arranging
this. Schools/centres should contact the SJA (School Journey Association) at http://sjatours.org/ to
purchase the applicable insurance. This is obligatory for overseas visits and for visits involving
adventurous or high risk activities. It is also advisable for visits where cover is needed for loss or
damage to personal effects, cancellation or delay, or loss of prepaid accommodation or transportation.
The policy should include cover such as:
• Cancellation, delays, other expenses e.g. loss of deposits, additional travel and accommodation costs
• Medical and Associated Expenses
• Personal Effects and Money
Insurance is not usually required for visits that are NOT:
(a) Overseas
(b) Residential
(c) Involving an adventurous activity as defined in Section 17

13. Spending Money
It is school policy that children do not take money on trips, with the exception of the residential
weeks. However, class teachers can buy relevant souvenirs for the class.

14. Legal Context and Duty of Care
It is the governors’ responsibility to establish policies and procedures and to monitor their
implementation. It is the responsibility of the Head teacher to ensure the proper management of all
school journeys and off-site activities in accordance with these policies and procedures.
The legal liability of an individual teacher or Head teacher for an injury which is sustained by a pupil
on an outing, depends whether or not the injury is a direct result of some proven negligence or
failure to fulfil duty of care on the part of the teacher or Head teacher.
The standard of care required of a teacher is that which can be reasonably expected from teachers
generally applying skill and awareness of children’s ages, needs and abilities. The law expects that
a teacher will do that which a parent with care and concern for the safety and welfare of their own
child would do, bearing in mind responsibility for a group of pupils.
The duty of care includes a duty to anticipate risks and to manage these risks having regard to their
own safety and that of those in their care. To this end all teachers are expected to visit the
site/museum beforehand and to undertake a risk assessment, which is uploaded via EVOLVE.
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Appendix 1 – School Learning Area
General
Visits/activities within the ‘School Learning Area’ that are part of the normal curriculum and take place
during the normal school day follow the Operating Procedure below.
These visits/activities:
 Do not require parental consent
 Do not normally need additional risk assessments (other than following the Operating
Procedure below).
 should be recorded on EVOLVE if regular, eg swimming lessons
 do not need to be recorded on EVOLVE if these are ad-hoc activities

Boundaries
The boundaries of the School Learning Area includes, but is not limited to, the following frequently used
venues:
 Travelling between Alpha and Omega Buildings
 The site area behind the MUGA
 Emmanuel Church of England Church
 West Hampstead Library
 West Hampstead Thameslink, Overground and Tube Station
 Beckford Primary School
 Fortune Green Play Area
 O2 Centre, Finchley Road
 Swiss Cottage Swimming Pool

Operating Procedure for School Learning Area
The following are potentially significant issues/hazards within our School Learning Area:
 Road traffic.
 Other people / members of the public / animals.
 Losing a pupil.
 Uneven surfaces and slips, trips, and falls.

 Weather conditions.
 Activity specific issues when doing environmental fieldwork (nettles, brambles, rubbish, etc).
These are managed by a combination of the following:
 Only staff judged competent to supervise groups in this environment are approved.
 The concept and Operating Procedure of the ‘School Learning Area’ is explained to all new
parents when their child joins the school, and a synopsis is in the School Prospectus.
 There will normally be a minimum of two adults.
 Staff are familiar with the area, including any ‘no go areas’, and have practiced appropriate group
management techniques.
 Pupils have been trained and have practiced standard techniques for road crossings in a group.
 Where appropriate, pupils are fully briefed on what to do if they become separated from the group.
 All remotely supervised work in the School Learning Area is done in ‘buddy’ pairs as a minimum.
 Pupils’ clothing and footwear is checked for appropriateness prior to leaving school.
 Staff are aware of any relevant pupil medical information and ensure that any required medication
is available.
 Staff will deposit in the office a list of all pupils and staff, a proposed route, and an estimated time
of return.
 A school mobile is taken with each group and the office have a note of the number.
 Appropriate personal protective equipment is taken when needed (e.g. gloves, goggles)

Appendix 2

Appendix 3

Appendix 4
Emergency Procedure
The school’s emergency response to an incident is based on the following key factors:
1.

There is always a nominated emergency base contact for any visit (during school hours this is the office).

2. This nominated base contact will either be an experienced member of the senior management team, or will be
able to contact an experienced senior manager at all times.
3. For activities that take place during normal school hours, the visit leadership team will be aware of any relevant
medical information for all participants, including staff.
4. For activities that take place outside normal school hours, the visit leadership team and the emergency contact/s
will be aware of any relevant medical information and emergency contact information for all participants, including
staff.
5. The visit leader/s and the base contact/s know to request support from the local authority in the event that an
incident overwhelms the establishment’s emergency response capability, involves serious injury or fatality, or where it
is likely to attract media attention.
6.
a)
b)

For visits that take place outside the School Learning Area, the visit leader will carry either:
An LA Emergency ‘Card’ (see EVOLVE Resources), or
An OEAP National Guidance Emergency action card (Available via www.oeap.info)

Appendix 5

