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1.0 Philosophy 
We believe that all pupils should have the opportunity to access trips, visits and learning off-site 
as this comprises an essential part of the school curriculum and further support them to achieve 
our aspirations for learners. 
Successful trips provide memorable learning experiences and enhance the pupils’ education by 
taking those skills learnt in the classroom and developing/generalising them in different contexts. 
Pond Meadow school is committed to providing visits as a positive tool to develop pupils’ self-
help, independence, prepare them for adulthood and explore the local and wider world. 

 
2.0  Aims 
Classes attend regular offsite visits on a weekly basis. There trips are planned to support and 
broaden the pupils’ understanding of the current topic and in line with our aspirations for 
learners, vision and values. We aim to provide a range of opportunities for pupils to build on their 
functional skills in different contexts. This gives greater meaning to the learning that is taking 
place. Class teachers may arrange additional visits throughout the year following authorisation 
from senior leaders, providing the cost for the school year are not excessive. All children will 
have the opportunity to participate in offsite visits irrespective of their needs, ethnicity, gender, or 
religion. Trips will be tailored to the pupils so that all can access the learning experience. 

 
3.0 Definitions 
An Educational visit means any educational, cultural, or sporting activity that requires the pupils 
to leave the school premises having been authorised to do so by the Headteacher. This includes 
the following: 

• Visits to places of interest in the local community 

• Day visits to museums, shops, and places of educational interest 

• Sporting activities including swimming sessions 

• Adventurous activities 

• Work Experience 

• Volunteering 

• Duke of Edinburgh/linked to accreditation or qualifications 

• Activities offsite to develop functional and meaningful skills 
 

4.0 Risk assessments 
A full risk assessment must be completed two weeks prior to the trip, which must be approved 
by the school’s EVC (if deemed adventurous) or SLT (if not deemed adventurous) using the 
school’s risk assessment template. To support the process, existing risk assessments can be 
used, evaluated, and updated, including generic risk assessments provided by the centre to be 
visited.  
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The risk assessment must include details of any specific medical issues, additional support for 
individual children. Classes are to keep a record of their Risk Assessments in class and hand a 
copy into the office.  

 
5.0 Roles and Responsibilities 

  Educational Visits Coordinator (EVC) 
Pond Meadow school has an Educational Visits Coordinator (EVC) in post. The role of the EVC 
is described in the OEAP National Guidance as a member of Establishment staff appointed to 
co-ordinate all visits and with the status to effect change and be the focus of good practice. The 
EVC will undertake an EVC training course and a refresher/revalidation course every three 
years, both of which are provided by the Surrey Education Services to fully comply. The course 
includes training on visits planning, risk assessments, leader competence, required procedures 
and EVOLVE system. The EVC is responsible for uploading risk assessments to EVOLVE in the 
establishment for activities that are considered as adventurous. All adventurous offsite trips 
MUST be approved by the EVC and Headteacher then uploaded to EVOLVE at least two weeks 
prior to the proposed date of the trip. As agreed by SLT, Pond Meadow EVC will carry out their 
duties with adventurous activities and support individuals around other non-adventurous 
activities as and when needed.  

 
Adventure activities are defined as including: 
• Abseiling 
• Air activities (excluding commercial flights) 
• Camping (except 'official' campsites) 
• Caving, potholing, mine exploration 
• Climbing (including indoor climbing walls)3 
• Coasteering, coastal scrambling, sea-level traversing 
• Fishing in hazardous environments (e.g. sea, fast rivers, on deep water) 
• High level ropes activities • Horse riding & equestrian sports 
• Motor sport – all forms 
• Mountain Biking 
• River/gorge/ghyll walking or scrambling, canyoning 
• Shooting, Archery, Paintballing 
• Skiing (including Indoor or Dry Slope) 
• Snorkel and aqualung activities 
• Snowboarding (including Indoor or Dry Slope) 
• Swimming (all forms, excluding UK public pools with lifeguards) 
• Walking (hills, mountains, open country) 
• Watersports - powered craft, waterskiing (excluding commercial transport) 
• Watersports - Canoeing/Kayaking 
• Watersports - Rafting or improvised rafting 
• Watersports - Rowing 
• Watersports - Sailing / windsurfing / kite surfing 
• Watersports – Surfing 

Remote or hazardous locations include: areas more than 30 minute walk from a road or 
refuge, coastal areas with significant tidal hazards, hazardous quarries, steep terrain 



 

 

 

These lists are not exhaustive: if in doubt advice should be obtained from the External 
Visits Advisory Service. 

 
Senior Leadership Team (SLT) / Senior Management Team (SMT) 
SLT and SMT have a duty to check all other offsite visits that are not deemed as adventurous. 
Teachers must complete and give their risk assessments to be checked and approved by their 
phase manager two weeks prior to the trip, once checked by the phase manager, they are to 
gain approval by a member of SLT. These risk assessments are not to be uploaded to EVOLVE 
as they are not deemed adventurous. Teachers are to seek advice around whether the trip is 
adventurous from the EVC. 

 
Governing Body 
The Governing body are made aware of trips that consist of overnight stays. The Headteacher 
has to authorise trips at least four weeks prior to the visit (will be way in advance of this), this is 
to provide time to share the relevant information with the body and to provide any issues arising 
to be dealt with and the risk assessment to be uploaded to EVOLVE. 

 
6.0 Parental consent 
In accordance with the Home School Agreement, parents give blanket permission for their child 
to attend school’s trips. However, permission is still requested from parents/careers for all trips 
taking place during the school day. A letter along with a permission slip will be sent out detailing 
the learning during the trip, departure, and arrival time to and from school, if lunch is provided 
and if payments are required. 

 
7.0 Ratios 
All trips are individually risk assessed to identify the safe level of adult supervision required. Due 
to the needs of the students that attend Pond Meadow this is discussed with the Phase 
Manager, if further discussions are needed this will be with SLT along with the EVC, if 
necessary. Ratios on trips are 5 staff with 8 pupils, this may vary depending on the pupils needs 
and behaviours where a higher staff ration is needed.  

 
8.0 Leader competence and approval 
This is the role of the EVC in relation to any adventurous activities. SLT/SMT will give approval 
for those trips that are not highlighted as adventurous in the OERP guidance. The group leader 
is responsible for the group during the visit. The EVC has the right to withdraw the trip from the 
curriculum if he/she does not deem the group leader to have the appropriate knowledge for the 
group to attend the trip. This will then be discussed further with the Headteacher. 

 
9.0 Mobile Phones 
There is a requirement in school that we never take a photo/video/image of a pupil on 
our/personal mobile phones or devices. All staff are required to take their personal phones on 
trips in case of an emergency during the trip so they can contact duty at school, if they are 
separated from the main group or if they are to use the Operation Duke Protocol – which is 
highlighted below in 8.0. Staff are to keep their personal phones in their pockets or bags 
throughout the trip unless needed to contact group leader, duty or instructed otherwise by group 



 

 

 

leader. If support is required during personal care, the supporting staff is to hand their phone to 
another member of staff not supporting, if leave their bag with the group. If the student can show 
challenging behaviours, another member of staff is allocated to wait outside in case further 
support is needed – this member of staff will have their phone on them to contact group leader, if 
necessary. Their phone will not be used unless absolute necessary. 

 
10.0 Operation Duke Protocol 
Classes are to always carry the emergency reference card within their going out bag – this is 
provided by the EVC and followed up at the beginning of every academic year. The EVC will 
discuss the protocol with the staff so that all are aware of the actions needed in case of an 
emergency. Party leader is to carry out Operation Duke, if party leader is unable to carry out 
protocol, another member of staff is to carry this out, this is highlighted in the Risk Assessment. 

 
11.0 First Aid 
Qualified first-aiders may not be necessary for all off-site activities and visits. However, a basic 
level of first aid support should always be available. This will require that one or more of the staff 
leading the activity: 

• Has a working knowledge of simple first aid and is competent to use the first aid materials carried with 
the group; 

• Knows how to access, and is able access, qualified first aid support. 

For children in the Early Years Foundation Stage, there is a statutory requirement that at least one person 
who has a current paediatric first aid certificate and sufficient understanding and use of English to summon 
help in an emergency must accompany children on outings. 

12.0 Medication  
Leader to be aware of all medical needs during trip. A member of staff MUST be trained to 
administer medication. Student/s red file is to be taken on the trip and referred to, if necessary. 
Medication trained staff are responsible to sign out/in all medication that is required for the trip. 
The member is to be in proximity of the student if carrying emergency medication, such as 
Buccal midazolam. For further information on medication protocols please refer to ‘Supporting 
pupils with medical conditions’ policy.  
 
13.0 Monitoring and Review of trips  
Group leaders are encouraged to review all visits, considering the successful and less 
successful parts. They are to consider ways in which the visit could have been improved. 
Informal conversations may take place between the group leader and a member of the 
management team/EVC regarding the outcome of the visit.  
 
14.0 References 
OAEP guidance 
First Aid National Guidance Document 
Offsite Visits Emergencies: Guidance for Leaders 
Operation Duke guidance 



 

 

 

Mobiles and Devices Policy 
Supporting pupils with medical conditions Policy 
Safeguarding and Child Protection Policy 
Understanding Behaviour Policy 
Staff Code of Conduct 

 
 

 

 

 


