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Educational Visits Policy 

Rationale 

Wootton Community Primary School believes that it has a duty to educate its pupils to 

understand the wider world through offsite and educational visits. These activities enable 

pupils to gain confidence in their own abilities, develop independence, learn new skills and 

widen their experiences. We want out pupils to expand their horizons through a wide range 

of enrichment visits and activities. This policy is designed to help visit Leaders ensure that 

pupils and other adults stay safe and healthy on school visits. 

 All parents will be asked to sign a copy of the EV3 form giving consent for pupils to attend 

trips that are NOT adventurous or residential.  For adventurous or residential trips parents 

will complete consent form EV3 (i) They will also need to sign a consent form if they wish 

staff to administer any prescription medication whilst on a school visit. This is available from 

the school office. 

In EYFS and KS1 pupils will experience a range of local Island based activities and a trip to 

the mainland. In LKS2 pupils will experience off Island trips and an Island based residential 

trip.In UKS2 pupils will have access to an off Island residential trip. 

Successful and safe visits require good planning, clear guidelines and an effective 

assessment of any potential risks involved. At Wootton Community Primary we use the 

EVOLVE Educational Visits tool to plan and record details of every trip and event that takes 

place away from the school site. The school’s EVC (Educational Visits Coordinator) or the 

Headteacher will check and approve all local and non-adventurous visits.  

Approval for adventurous and/or off island visits will be approved by 

It is important that any venue offering adventurous activity is registered with the AALA 

(Adventure Activities Licensing Authority). Forms must be submitted 2 weeks before an 

offsite visit using the EVOLVE system. All risk assessments must be attached for approval. A 

list of required information is outlined in Appendix A 

Staff will be given the training they require to keep themselves and the pupils safe and 

manage risks effectively. Wootton Community Primary school expects that all DfE guidance 

will be followed during the planning and executing of visits. 

Insurance 

All pupils, employees and other authorised adults are insured for activities undertaken away 

from the school’s premises provided that 

 A full risk assessment has been undertaken 

 The trip is an approved school activity 
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 The trip is led by a member of school staff 

 The venue is covered under school insurance ( it is the visit leader’s responsibility to 

check ) 

Roles and Responsibilities 

Governors 

 Monitor compliance with Health and Safety standards 

 Monitor the effectiveness of this policy annually 

 Review this policy every 2 years 

Headteacher 

 Designating a suitably trained member of staff to act as the school’s EVC 

 Ensure adherence to the policy and procedures 

 Report any serious incidents to the Governing Body 

 All staff involved in visits are suitably trained to carry out the requirements of this 

policy 

 Ensure that a competent person checks and approves off Island or adventurous 

activities 

The visit Leader 

 Complete an EVOLVE off site visit form 2 weeks prior to the visit 

 Attach the key documents, itinerary and risk assessments 

 Inform parents in writing and gain parental consent for every child 

 Ensure the cost of the trip is covered by parental contributions or the cost agreed by 

the HT prior to arranging the visit 

 Check the venue and activity are covered under school insurance 

 Make travel arrangements 

 Make arrangements with the school kitchen two weeks in advance if packed lunches 

are required 

 Ensure the staff to pupil ratio is sufficient for the age of the children and the activity 

 Class and school contact numbers must be taken on each trip in case of emergency 

 Ensure medication is taken for pupils who require it 

 Ensure all accompanying staff and volunteers have read any safety instructions and 

risk assessments before the visit begins 

 Ensure pupils are adequately supervised at all times 

 Ensure volunteers are DBS checked or not left alone with pupils 

 Staff must wear ID badges when out  

 Staff  must wear a high visibility jackets when loading and unloading children from 

coaches. 
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The EVC 

 Ensure that Governors and staff are informed of their responsibilities within the 

guidance  

 Ensure planning and preparation meets legal requirements as outlined on EVOLVE 

 Keep written records archived on EVOLVE system 

 Manage staff and volunteer information on the EVOLVE dashboard 

 Scrutinise and approve local and non-adventurous visits and activities 

 Ensure the transport company uses drivers who have had DBS checks 

Supervision 

The adult to child ratios will be determined according to the age of the pupils, the activity 

and the risk assessment: 

1:6 for pupils in Reception 

1:6 for pupils in years 1-4 

1:10 for pupils in years 5-6 

1:10 for hazardous activities or overnight visits in KS2- ratios will be considered in line with 

activity 

Appropriate 1 to 1 for statemented or challenging pupils 

Risk Assessment 
 
Health and Safety law requires the employer to assess the risks to the health and safety of 
staff and others affected by their activities. The term risk assessment and risk management 
are used to the process of thinking about the risks involved in an activity and the steps taken 
to counter them. Sensible management of risk does not mean that a separate risk 
assessment is required for every activity. 
 
Risk assessment should take a common sense approach, remembering that risk 
management are tools to enable pupils to undertake activities safely rather than to prevent 
activities from taking place. 
 
Some activities, especially those happening away from school, can involve higher levels of 
risk. If these are annual or frequent activities a review of an existing risk assessment may be 
all that is needed. If it is a new activity a specific assessment of significant risks must be 
carried out.  
 
Often a venue or offsite provider will provide a specific risk assessment for a particular 
activity. 
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Adventurous Activities 
 
When planning an adventurous activity involving climbing, caving, trekking, skiing or water 
sports the school must check that the provider holds a licence as required by the 
Adventurous Activities Licensing Regulations 2014. These regulations apply to adventurous 
activities that take place in England, Scotland or Wales. 
It is important that any venue offering adventurous activity is registered with the AALA 
(Adventure Activities Licensing Authority). 
 
 
Transporting Pupils 
 
Staff are not specifically required to transport pupils in their own vehicles, unless it is part of 
their job description or they have indicated that they are willing to do so. 
The use of a competent, DBS checked and professional driver should always be considered 
as the preferred option, where reasonable and practicable. Where staff do transport pupils 
in their own vehicles the following guidelines must be followed. 
 

 The driver must hold and provide evidence of an appropriate driving licence. 

 The driver must ensure their vehicle is roadworthy ( MOT Certificate) 

 The driver must ensure their vehicle has valid Road Tax Licence 

 The driver must hold appropriate business insurance 

 The driver must be at least 21 years of age 

 The driver must have held a full licence for at least 1 year 

 The driver must be in good health and physically capable of driving 

 Where volunteer drivers are using their vehicle to transport pupils they must 
complete a “Volunteer Driver’s Form” Appendix B 

 Drivers must be accompanied by another adult when transporting pupils 

 A risk assessment must be completed 

 Parental Consent must be gained before any pupil is transported in a staff member’s 
vehicle. Appendix C 

 If the pupil has a medical condition their school Healthcare Plan should be consulted 
before travelling and appropriate medication must be available. 

 The number of persons travelling in the vehicle must not exceed manufacturer’s 
recommendations or specifications 

 There are the appropriate number of seatbelts 

 Booster seats are used for pupils as appropriate ( pupils below 135cm tall or younger 
than 12 years old) Appendix D 

 All accidents must be reported to the Headteacher and Governors 
 
 
Drivers should be aware that documentation checks will be made periodically by the 
HT/SBM. 
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Equal Opportunities 
 
Every effort will be made to ensure that school visits are available and accessible to all 
pupils who wish to participate, irrespective of special educational needs, medical needs, 
ethnicity, gender, race religion or socio-economic status. The school uses Pupil Premium 
funding to heavily subsidise trips for children who are eligible so that money is not a barrier 
to participating in educational visits. 
 
 
Additional sources of information and guidance: 
 
The Management of Health and Safety Regulations 1999 
http://www.legislation.gov.uk/uksi/1999/3242/contents/made 
 
Information about reporting injuries: 
http://www.hse.gov.uk/riddor/index.htm 
 
Information on transport legislation affecting schools: 
http://dft.gov.uk and http:dft.gov.uk/dvla/ 
 
External Links 
 
Health and Safety Executive, information on a range of Health and Safety issues: 
http://www.hse.gov.uk 
 
Outdoor Education Advisors’ Panel, information on school trips: 
htpp://www.oeap.info 
 
Links to other school policies 
This policy should be read alongside these other school Policies: 

 Child Protection Policy 

 Safeguarding Policy 

 Supporting Pupils in school with Medical Conditions 

 Transporting Children and Young People Policy 

 Behaviour Policy 

 Lost Child Policy 

 Physical Interventions Policy 

 DBS Policy 

 Health and Safety Policy 

 Use of Mobile Phones Policy 

 SEND 

 Single Equalities Scheme 

 First Aid Policy 
 

http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.hse.gov.uk/riddor/index.htm
http://dft.gov.uk/
http://www.hse.gov.uk/
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This school is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff and volunteers to share in this commitment. 

Appendix A 
 
Staff intending to undertake an Educational offsite visit will be expected to supply the 
following information as part of the EVOLVE form 2 weeks before the proposed visit: 
 

 Educational aims and objectives 

 A brief description of the proposed visit and its activities 

 Places to be visited 

 Proposed dates, numbers, staff numbers 

 Visit leader 

 Supporting staff and any other adults 

 Supervision ration 

 Pupil numbers, ages and gender 

 Venue Insurance details 

 Pupil risk assessments for those with medical or behavioural needs 

 Emergency contact details for school and each pupil 

 Medical /First aid arrangements ( including a qualified first aider) 

 Risk assessments for transport mode and activities 

 Transport arrangements 

 Emergency procedures 

 Appropriate clothing or special equipment 

 Briefing arrangements for staff and other adults 

 Letter to parents 

 Consent form 

 Itinerary 

 Payment details 
 
 
Approval of Headteacher/EVC  

 
Additional checks for Adventurous or residential visits: 
 

 Parents written consent 

 Parent emergency contact details 

 Check accommodation meets gender needs in sleeping and sanitary arrangements, 
including staff rooms 

 Check that accommodation meets safety standards and firs safety 

 Check accommodation meets the needs of any SEND pupils 

 Night-time supervision arrangements 

 Refer to “Supporting Pupils in school with medical conditions policy “for advice on 
administering medicines 

 Pupil’s Medical Healthcare Plans 

 List of equipment 
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 Arrangements for amount and storage of any pocket money permitted 
 

 
Appendix B 
 
   Volunteer Driver’s Form 
 
To the Headteacher/School Business Manager of Wootton Community Primary School 
 
 
Name of Volunteer Driver:______________________________ 
 
 
Position in School:_____________________________________ 
 
 
Address:_____________________________________________ 
 
 
 
Postcode:____________________________________________ 
 
 
Vehicle Make:_________________Model:_________________Registration:_____________ 
 
 

 I hereby confirm that I am willing to use my own vehicle for transporting young 
people where it is necessary and approved by the Headteacher 

 
 

 I accept responsibility for ensuring that the vehicle is in a safe, roadworthy condition 
and has appropriate business Insurance cover 

 

 I confirm that I have a full and valid driving Licence 
 

 I confirm that I have read the school’s Transporting Children and Young People Policy 
and guidelines 
 

 I accept that, on request I will supply copies of any relevant documentation (e.g. 
registration document, MOT Certificate, Driving Licence, Insurance Certificate, MOT 
certificate, proof of Vehicle Licence- car tax). 
 

Sinature:______________________________________Date:_________________ 
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Appendix C 
 
Staff Transportation Parental Consent Form 
 
Dear Parent/Carer, 
 
Please sign below to give your permission for your son/daughter to be a passenger in a 
vehicle that is owned, maintained and driven by a member of staff employed by Isle of 
Wight Council ( at Wootton Community Primary School) 
All staff are issued with guidelines for transporting children and young people safely (a copy 
is available on request) 
 
 
Date/s of Journey:_____________________________________________________ 
 
 
Destination:__________________________________________________________ 
 
 
Name of staff member:_________________________________________________ 
 
 
I give permission for my son/daughter (name)_______________________________ 
To travel in a vehicle driven by the above named member of staff employed by IWC on the 
date/s given above and to the destination shown above. 
 
 
Print Name:______________________________signature:____________________ 
 
 
Relationship to child named above:_______________________________________ 
 
 
NOTE: Every effort should be made to obtain written consent but where this is not 
practicable or in case of emergency verbal consent must be given and details recorded 
below. 
 
Name of Person giving permission:_____________________________________ 
 
 
Date permission was given:______________________ Time:________________ 
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Information taken and recorded by:_____________________________________ 
(Wootton Community Primary School and IWC staff member) 
 
Appendix D 
 
Child Restraint Requirements Source:RoSPA http://www.childcarseats.org,uk/the-law/cars-
taxis-private-hire-vehicles-vans-goodsvehicles  
 
The law requires any children travelling in the front or rear seat of any car must use the 
correct child car seat until they are either 135cm in height or are 12 years old (whichever 
they reach first). After this they must use an adult seat belt. 
 
 Front Seat Rear Seat Responsibility 

Driver  
Seat belt must be worn 
 

  
Driver 

Children under 3 years 
old 

Children MUST use the 
correct child seat. 
 
It is illegal to carry a child 
in a rearward-facing child 
seat in the front if there 
is an active front 
passenger airbag. 
 
 

Children must use the 
correct child restraint 
 
EXPECTION 
In a licensed taxi or 
licensed car hire, if a 
child seat is not available, 
the child may travel 
unrestrained in the rear. 

Driver 

Children aged 3 years 
and above, until they are 
EITHER 12 years old OR 
135cm tall 

Children must use the 
correct child restraint 
 

Children must use the 
correct restraint, where 
seat belts are fitted. 
 
EXPECTATIONS 
Licensed taxi or private 
hire vehicle 
 
Short unexpected, 
emergency journey 
 
Two occupied child 
restraints in the rear 
prevent a third being 
fitted 
 
Vehicle is not fitted with 
seat belts 

Driver 

Children over 135cm tall, 
or who are 12 or 13 
years old 

Adult seat belts must be 
worn if available 
 

Adult seat belt must be 
worn if available 

Driver 

 

http://www.childcarseats.org,uk/the-law/cars-taxis-private-hire-vehicles-vans-goodsvehicles
http://www.childcarseats.org,uk/the-law/cars-taxis-private-hire-vehicles-vans-goodsvehicles

