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CONTEXT 

We believe educational visits are essential to every child’s right to a broad, balanced and 
effective curriculum. Appropriately planned visits are known to enhance learning and improve 
attainment, and so form a key part of what makes Hatfield Peverel Infant and Nursery 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 practicing 
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. 

 

APPLICATION 
 

Any visit that leaves the school grounds is covered by this policy.  
 

In addition to this Educational Visits Policy, Hatfield Peverel Infant and Nursery School 
1. Adopts the Local Authority’s (LA) document: ‘Guidance for Educational Visits and Related 

Activities with National Guidance & EVOLVE’ (Staff have 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 school policy (ie this document), Local 
Authority policy, and National Guidelines. Staff are particularly directed to be familiar with the roles 
and responsibilities outlined within the guidance. 

 

TYPES OF VISIT 
 

There are two types of visit: 
1. Local visits  
2. Day visits within the UK that do not involve an adventurous activity.  

 

ROLES AND RESPONSIBILITIES  
 

Visit leaders are responsible for the planning of their visits, and for entering these on EVOLVE (where 
required). They should obtain outline permission for a visit from the Head Teacher or EVC prior to 
planning, and certainly before making any commitments. Visit leaders have responsibility for ensuring 
that their visits will comply with all relevant guidance and requirements. 

http://www.oeapng.info/
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The Educational Visits Coordinator (EVC) is Claire Springall, Deputy Headteacher, Hatfield Peverel 
Infant and Nursery School, who will support and challenge colleagues over visits. 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 Headteacher. 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 via EVOLVE. 
 
The Governing Body’s role is that of a ‘critical friend’. Individual governors may request ‘read-only’ 
access to EVOLVE. Governors often act as volunteers to accompany school trips throughout the year. 

 

STAFF COMPETENCE 
 

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: 

• Supervision by senior staff on some educational visits. 

• Support for staff to attend training courses relevant to their role, where necessary, including First 
Aid training. 

 

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. 

 

APPROVAL 
 

The approval process is as follows for each type of visit: 
 

1. Local visits. These are entered on EVOLVE, and must be submitted to the EVC for checking 
at least 7 days in advance.  

2. Day visits within the UK that do not involve an adventurous activity. These are entered on 
EVOLVE and must be submitted to the EVC for checking at least 14 days in advance and 
then forwarded to the Head for approval.  

 

INCIDENTS OCCURRING DURING THE TRIP 
 

However well planned a trip is, incidents can occur which require action. Most of these will be minor 
e.g. a child falls over, travel sickness, nettle stings. Staff follow the usual protocol for dealing with such 
occurrences. First aid equipment, spare clothing, cleaning resources, water and prescribed 
medication will always be taken. Staff complete an incident/accident form from our ‘School Accident 
Report Duplicate Book’, with a copy of the entry given to a child’s parent/carer after the trip. If a child 
has sustained an injury that although does not require further professional medical treatment, but 
would normally warrant a phone call home, the school office will be contacted and that call made 
during the trip to parents/carers. This includes head bumps. Any child who has sustained a bump to 
the head (however minor) will be closely monitored throughout the day, as they would be in school.  
The visit leader needs to ensure that there are adequate numbers of qualified First Aiders 
accompanying the trip and all staff are aware of who these are. This is particularly important if and 
when the main group separates into smaller groups. 
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EMERGENCY PROCEDURES AND CRITICAL INCIDENTS 
 

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 ‘Critical Incident 
Action Plan’ (see Appendix 2). All staff on visits are familiar with this plan. Copies of this plan are taken 
on each trip for all key staff to share with adults.  The trip leader (or staff assisting) keeps the school 
informed of events. 
 

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, the step-by-step 
guidance on the plan is followed and contact is made with emergency services by the trip leader.  
 

The school establishment will contact other outside professionals, if necessary e.g. legal teams, 
insurance, LEA. 

 

EDUCATIONAL VISITS CHECKLIST 
 

Hatfield Peverel Infant and Nursery School’s Educational Visits Checklist forms part of the risk 
management process for visits and off-site activities (see Appendix 3). This has been adapted from 
the Local Authority generic checklist. A visit should only go ahead if the answer to all relevant 
questions is ‘YES’. Hatfield Peverel Infant and Nursery School’s Educational Visits Checklist may be 
downloaded from EVOLVE Resources.  
A visit booking form is completed before each trip (Appendix 4). 

 

PARENTAL CONSENT 
 

The school obtains blanket consent at the start of Reception Year for activities that fall within the local 
area. This is included in the School Admissions Form, which is completed by parents when a child 
joins the school. 
 

Specific parental consent must be obtained for all other visits. For these visits, sufficient information 
must be made available to parents via a letter, so that consent is given on a ‘fully informed’ basis. A 
pupil can only take part in a school visit/trip if consent is received. 

 

INCLUSION 
 

The Equality Act 2010 requires schools to ensure they look at ways to ensure pupils with SEND and 
medical needs are given the same opportunities to participate in school trips as other pupils. Hatfield 
Peverel Infant and Nursery School work closely with the parents of those children with SEND or 
specific medical needs to ensure any necessary adaptations are made to ensure they can take part 
in trips and visits.  If appropriate, an individual risk assessment will be made.  On occasion, it may 
be agreed that a child’s parent will accompany the child on the trip or collect their child part way 
through the visit. 

 

LOCAL AREA VISITS 
 

Visits taking place within the agreed local area and recorded as such on EVOLVE. Specific 
information and guidance regarding local area visits for Hatfield Peverel Infant and Nursery School 
is provided in the ‘Local Learning Area Policy’ EVOLVE document. 

 

CHARGING/FUNDING FOR VISITS 
 

Parent/Carers are informed of the cost of the trip/visit well in advance of the date it takes place. Hatfield 
Peverel Infant and Nursery School ask for a voluntary contribution from Parents/Carers to be received 
before the date of the trip.  At this point, the school can ensure enough contributions have been 



6 

 

received to cover the cost of the trip. If this is not the case, the Headteacher will consider if the trip 
can go ahead. Financial support can be offered to children in receipt of PPG. 
 

TRANSPORT 
  

A separate coach risk assessment is included in all trip plans (see Appendix 6). 

 
C. Springall April 26 
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APPENDIX 1 – 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, this will be the Headteacher’s 

mobile phone number and the main school office number. 
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. The visit leadership team will be aware of any relevant medical information for all participants, 

including staff.  
4. 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.  

5. For visits, staff will carry a ‘Critical Incident Action Plan’ and follow its step-by-step guidance 
(Appendix 2) 
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APPENDIX 3 
 
 
CHECKLIST FOR OFF-SITE VISIT 
 
1. HPINS Visit organisation form completed and held at the Office  

 
2. Pre visit to the venue completed (or previously visited) 

 
3. HPINS Visit Consent slip for each child checked and held at the Office 

 
4. On Line Risk Assessment completed 2 weeks prior to the visit (ECC 

website)  
 

5. On Line Risk Assessment signed off by the EVC  
 

6. Minimum adult supervision ratio confirmed 
 

7. Educational Visits Register completed of all supervisor names and pupil  
groupings  

 
8. Educational Visits Register passed to Headteacher 
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APPENDIX 4 
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APPENDIX 5 

HPINS Visit Booking Form 
1. VISIT LEADER: Please confirm availability dates and make a provisional booking. 

Visit Location & 
Contact Details 

 

Visit Leader  
2. VISIT LEADER: Please complete numbers and dates before passing to the School 

Office 
Preferred Date/s: 1st choice 2nd choice 3rd choice 

Year Group: No of Pupils: No of Adults: Total: 

3. OFFICE: Please seek 3 quotes for coach transport and confirm transport cost per 
pupil. 

 Company Coaches/Seats Date 
available 

Total cost 

Quote 1  
 

   

Quote 2  
 

   

Quote 3  
 

   

Chosen Company:  
 

  

Times: 
 

Depart:                        Return: Coach 
cost/No. 
pupils: 
 
 

(A) Cost 
per pupil 
transport 

4. VISIT LEADER: Please work out cost per head 

Entrance fee per 
child x no. of 
children 

Entrance fee 
per adult x no. 
of adults 

Total entry cost 
for adults & 
children 

Total entry 
cost/ no. of 
children 

(B)Cost per 
pupil entry 
fee 

£ 
 

£ £ £   £ 

= 
 

= 

Any other comments/discounts for parties/fee adults: 
 
 
 
 

(A) + (B) = 
TOTALCOST 
PER CHILD 

5. VISIT LEADER: Please confirm the booking as soon as the coach is booked by the 
school office. 

6. Complete your risk assessment online on Evolve. 

7. Print and copy risk assessment when approved on day of trip. 

8. Hand office a list of the groupings before you leave for the trip. 

9. VISIT LEADER CHECKLIST 
Provisional venue booking  
Cost agreed 
Coach booked 
Venue booking confirmed 
Risk assessment completed online via Evolve 
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APPENDIX 6  
 


