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EDUCATIONAL VISITS POLICY 
 
“Learning outside the classroom contributes significantly to raising standards and 
improving pupils’ personal, social and emotional development”.  
 

 
Principles 
Visits and residential trips are an important part of the curriculum we offer to the students at Castle 
Manor Academy. They should be well planned using OEAP National Guidance, via Evolve as its principal 
reference, to compliment classroom-based teaching and learning by offering practical, real-life 
opportunities for all curriculum subjects.  
 
Our Academy has a dedicated activities week that all students partake in and is fully inclusive. 
 
 
Our Academy has a designated EVC (named in appendix 1).  The Head teacher and Governors are 
accountable for overseeing all duties undertaken by the EVC.  
 
 
Aims 
The Head teacher is responsible for ensuring that all such activities are properly planned and 
appropriately supervised to implement this policy. The Head Teacher will check and approve trip 
proposals after the trip leader submits the trip information on Evolve and it has been checked by the 
EVC. 
 
The main things to consider when planning a trip are that:  

- there is always an aim or clear purpose for the trip,  
- that parents and Partnership staff are fully informed of who is off site, and when, whilst on a trip 

or visit,  
- that trips are fully inclusive and accessible to all students, 
- that opportunities to work with local schools and with the local community are made easier and 

more frequent,  
- that all pupils/students and staff remain safe and enjoy their trip or visit. 

 
Definitions 
Castle Manor Academy has categorised trips in the following ways, in line with Suffolk County Council 
advice: 
TYPE 1 trips and visits include:  
Local off-site visits: including local school visits, regular sporting fixtures and local places of interest 
within the school day.  Supervised and staff led local DOFE walks are Type 1  
 
TYPE 2 trips and visits include:  
Those with greater risk: such as residential visits, overseas visits, adventurous activities (Including 
trampolining) or those that require departing/returning outside of the school day. Residential DOFE 
walks are type 2.  
 
Process for planning and recording a trip 
The process for planning and recording an Academy trip is dependent upon the type of trip.   
Type 1:  Within each school, the admissions document contains a statement seeking prior approval for 
type 1 visits.   Local visits, within walking distance, or those that may be further afield but part of the 
curriculum (type 1), therefore do not require a separate permission slip although parents must be 
notified of the planned off-site visit.  The Governors will receive information on Type 1 visits in the 
termly Head teachers report. They do not require notification in advance for these visits. 
 
The required paperwork for planning a type 1 visit is set out in Appendix 2.  This documentation must be 
completed and saved in the trip folder on the shared Drive it can be seen by EVC and Head Teacher. 
There is also a place for Type 1 trips to be recorded on Evolve now.  
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Permission must be collected if a cost to the trip is involved and this could be digital consent via the 
parent pay payment, if a child is funded FSM/ LAC a permission slip or evidence in an email must be 
collected from parent or carer.  
 
 
All type 1 trip letters to carry the footnote: We reserve the right to refuse or cancel a child’s place on trips and 
educational visit. For example, if there has been serious breach of our behaviour or attendance policy and we feel 
that the safety of the group or individuals would be jeopardise. In this instance where possible, any parent payments 
would be refunded and you will be notified of the reason made by the Head Teacher.  
 

 
Type 2:  Once approved in principle using trip proposal form to Head and EVC letters can be given out to 
students all paper work and details on a Type 2 trip must be uploaded onto Evolve. This can be done by 
trip lead or with support from EVC. This will involve including a copy of a risk assessment, all other 
planning documentation and contacts.  The process for using Evolve for this type of visit is set out in 
Appendix 3.  The Governors will be required to give consent to Academy visits that require an overnight 
stay. (Type 2 visits – as indicated in OEAP National Guidance) and county need to approve the Evolve 
application once the Head has in advance of travel. 
 
All type 2 trip letters to carry the footnote: We reserve the right to refuse or cancel a child’s place on trips and 
educational visit. For example, if there has been serious breach of our behaviour or attendance policy and we feel 
that the safety of the group or individuals would be jeopardise. In this instance where possible, any parent payments 
would be refunded and you will be notified of the reason made by the Head Teacher.  
 
DOFE: See safe Operating Procedures document (To be recorded and actioned as a type 2 visit)  
 
All trips (regardless of type) should: 

• Be on the castle Manor Academy calendar at the earliest possible opportunity, through the Head’s 
PA.   

• Follow the emergency action plan in case of emergency (appendix 4) 
 
Roles for staff 
The EVC should: 

• Provide training for all staff at the Academy on the trip planning procedure and how to log trips 
in the trip folder and EVOLVE. 

• Check that all trips/visits are planned for as indicated in this policy.  

• Check all trips have adequate insurance. 

• Check all trips are financially viable. 

• Check that the visit or activity has specific risk assessments and individual pupils/students 
specific risk assessments (medical and behavioural) That these are undertaken prior to the trip by 
the trip leader and distributed to trip staff as well as being approved by EVC/Head teacher. 

• Ensure each trip has a named Leader and approve the appointment of trip leaders/ assistant staff 

• Verify the competence of trip leaders and assistant staff, taking account of the planned 
arrangements for the visit and the number and nature of the children involved 

• Organise and monitor the training/induction of trip leaders and assistant staff as appropriate 

• Ensure that the trip leader has properly informed parents and gained additional consent where 
appropriate 

• Ensure that all payments are made via Parent Pay and any requirement for this is indicated in the 
parent letter. 

• Ensure those students who have been funded by pupil premium or lac funding have signed 
permission to attend and are aware how their child’s place has been funded.  
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• Check that provision has been made for a member of core leadership to be designated as 
emergency contact for the entirety of the trip be it night or day.  

• Monitor visits, including accident and near miss reporting, and review Academy procedures 
annually. 

• Keep a record of all trips approved by EVC and Head teacher on EVOLVE 

• Keep the Governors informed of the Academies’ programme of educational trips and submit 
proposals for trips in certain categories (residential) for specific approval by Governors. 

• Check that all approved trips are entered onto the Academy calendar/briefing notes. 

• The Head teacher will check the above has been completed by EVC on approval of trips. 
 
 
 
 
 
 
 
 
The Visit Leader: 
The visit leader must recognise that whilst leading the visit he or she is in effect representing the 
Academy. The visit leader must: 

• Ensure the overall maintenance of good order and discipline during the visit 

• Ensure that adequate arrangements are planned and implemented for the safety and well being 
of all participants, staff and pupils/students, whilst on the visit 

• Ensure that all members of staff are fully briefed as to their roles and responsibilities and have 
required resources available to them to ensure all children’s needs are met (registers, learner 
group info)  

• Ensure that group leaders are appointed with proper regard to their experience and competence 
to undertake the tasks assigned to them 

• Ensure parents are informed of any changes to itinerary/travel time via mobiles and social media 
during the visit.  
 

All staff must: 

• Be aware of the expectations placed upon them and should appreciate the nature of their 
relationship to the pupils/students and other staff.  

• Fully understand, and be comfortable with, their role before accepting their place on the visit. 

• Conduct themselves in a matter compatible with their own safety and with the safety and well-
being of the pupils 

• Inform the visit leader if they are unsure of their ability to perform any supervisory function 
requested of them 

• Recognise the limits of their responsibilities and act within these at all times 

• Report to the visit leader any concerns they may have concerned pupils/students’ behaviour or 
well-being during the visit 

 
 
The nominated Group Leaders: 
Group leaders, have a common law duty of care towards the children in their charge.  Group leaders 
must recognise their responsibilities for: 

• Maintaining good order and discipline 

• Ensuring the safety and well-being of the pupils/students in their care 

• Informing the visit leader of any incident involving the pupils in their care which has implications 
for the student’s health and safety, general welfare or the good order of the visit as a whole 
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Staff: student ratios 
 

Depending on setting, time of day, age of students and staff qualifications. For example: residential’s must 
be staffed 1:10 by an adult. DOFE walking groups 1:7. Students visiting London Theatre at night 1:10 . 
Local visit into town in the day 1:15. ( Note: When walking students it is advised staff should be placed at 
the front and at the back . ) When trip leader is also the driver it is advisable to take another member of 
staff on the trip for support. 
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Appendix 1 
 

Educational Visit Coordinator (EVC) 
 
 
Castle Manor Academy:  Becky Baldwin 
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Appendix 2 
 

Type 1:  Planning process and documentation 
 
Pre visit 
Risk assessment form 
Visits checklist 
How to book/collect medication/first aid and attain medical forms 
Education care plans 
Link to cover request 
Transport booking form 
Sample trip letter 
Trip organisation pack 
Travel arrangements 
Code of conduct (needs to be signed) 
Evaluation form 
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Appendix 3 
 

Type 2: Use of Evolve 
 



Professional    Resilient    Optimistic    Understanding    Driven 

 

Appendix 4 
 

Emergency Action Plan for those on the trip 
 

1. Leader to have completed a first aid emergency laminated form to take on trip. 
 

2. In an emergency put action plan into place. 
 
 

3. Establish nature and extent of emergency: use the list of names (staff and pupils/students) to 
identify all are accounted for and safe 
 

4. Gather staff team and allocate roles and responsibilities: ensure pupils/students are supervised; 
clear on what they need to do to remain safe; administer first aid to those who need it; contact 
emergency on call member of staff.  They will advise how parents are to be contacted and 
informed.  Do not, under any circumstances, talk to the media or allow pupils/students to.   

 
5. Get Help: contact the appropriate emergency service, giving: name of group and party leader; 

location; nature of emergency and number of persons injured; action taken so far 
 

6. Help arrives: ensure an appropriate adult attends the receiving hospital with any pupils/students, 
taking with them parent consent forms, EHIC, insurance documents and passports.  The 
remainder of the party need to remain appropriately supervised and returned to base as early as 
possible to receive support and guidance.   

 
7. Complete accident forms 

 

 
Emergency Action Plan for the Emergency On Call member of staff 

 
1. Contact LA, SWAT and Head teacher 

 
2. Set up an incident management room and dedicated phone line to deal with calls from media and 

families.  Castle Manor Academy, Unity Partnership Trust should agree a factual statement to 
give. 

 
3. Contact pupils/students’ emergency contacts 

 
4. Make arrangements to inform other parents 

 
5. Inform teaching and other school staff – include a caution about talking to the media.  They’ll 

also need guidance on how to offer support to other staff and children.   
 

6. Inform pupils 

 

 
 
 
 
 
 
 


