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Rationale 
At Blessed Dominic Catholic Primary School we believe that first-hand experience is a highly valuable 
part of the curriculum in consolidating learning in the classroom and experiencing new opportunities, 
and we endeavor to provide opportunities to foster these.]] 
 
All educational visits at this school are prepared and submitted for approval through EVOLVE which 
can be found at www.barnetvisits.org. All class teachers are responsible for completing the 
appropriate paperwork to be uploaded to EVOLVE. All Class teachers will be issued with an individual 
username and password for the website.  
 
Before any trip is planned it is essential for the visit leader to speak to the Educational Visits 
Coordinator (EVC). Risk assessments must be completed for all visits. 
 
Local Visits 
Use of the local area for environmental, historical and geographical work is encouraged. This includes 
traffic counts, visits to the local shops, Church etc. No transport will be needed but safety issues and 
staffing ratios must be considered and kept to. 
 
a) As a guide, staffing ratios should be at least 1:10 for Key Stage 2; 1:6 for Key Stage 1 and 1:4 for 
Reception. However, these ratios are not definitive and will vary according to the nature and challenges 
that some children may present. The nature of the activity and the level of experience of accompanying 
adults should also be taken into consideration. 
b) For local visits parents will be asked to sign a general reply slip of consent for participation in these 
activities when their son/daughter enters the school. Parents will be given a letter with details of the 
activities that pupils are involved in and will be informed by letter, phone call or message through their 
son/daughter if an activity has been cancelled. 
c) The visit leader must take a mobile phone and first aid kit in case of emergencies. 
d) Complete a risk assessment and EVOLVE entry at least a week before the visit. 
 
Day or half day trips 
Once a member of staff has decided on a visit location which needs transport the following schedule 
should be followed: 
1) Ask the school’s Administrative Assistant to contact the approved coach companies to get quotes 
2) Complete a basic costing of the visit – including transport, entrance fees to establish the financial 
feasibility. 
3) At least 2 weeks before the visit date, complete the EVOLVE entry and submit it to the EVC for 
approval. 
4) Once approval has been given by the EVC and Headteacher, confirm coach and venue bookings. 
Check disabled facilities if necessary. Liaise with the school’s Administrator regarding payment for the 
venue. 
5) Calculate any financial contributions to be requested from parents, referring to the school’s Charging 
and Remissions Policy. 
6) Send out parental information letters; there is a template letter in the Educational Visits folder on the 
Resources drive. The Headteacher must approve this letter before it is sent out to parents.  

http://www.barnetvisits.org/
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7) One week before the visit the office staff should inform the kitchen of the date of the visit and 
arrange for the required packed lunches for those children on school dinners (if necessary) and re-
confirm bookings. 
8) On the day before the visit, ensure that the pupils know of the lunch, travel, equipment and grouping 
arrangements. Emphasise the behaviour expected while representing our school. 
9) On the day of the visit, please have a briefing with all other adults who are participating in the visit 
with you, to make sure they are clear about all the arrangements that are in your risk assessment. 
10) Also on the day of the visit, collect the first aid kit, sick bags, wipes, etc. for the journey. Make sure 
that you have all the necessary inhalers, etc. Take a mobile phone in case of emergencies. Collect signed 
cheques for fees payment if needed. 
11) Prior to leaving ensure that a full pupil and staff list is left with the base contact. 
 
Please bear in mind: 
a) Child / adult ratio should be at least 1:10 for Key Stage 2; 1:6 for Key Stage 1 and 1:4 for Reception. 
The actual number of adults needed will depend upon the nature of the visit and the particular 
challenges that some children may present. If a pupil has 1:1 support as part of their educational 
provision, this adult must not be counted into the over-all child / adult ratio. 
b) When costing the visit, remember to include any fees for additional adult helpers. 
c) Where a parent has particular difficulty in meeting the cost, the school can contribute. However, if a 
significant number of parents do not make a contribution, the visit may need to be cancelled (see 
Charging & Remissions Policy). 
d) We normally expect full school uniform to be worn when out on a visit. This looks smart and aids easy 
identification. 
e) It is the visit leader’s responsibility to check for possible safety hazards and to ensure that all pupils 
are well supervised at all times. 
f) Pocket money – only allowed on residential trips 
g) Please ask a senior member of staff about anything which concerns you. 
h) If you are an NQT a senior member of staff must attend visits as well. 
i) ALWAYS ensure that you have a Plan B. If the Plan A risk assessed trip option is unavailable be 
prepared with Plan B. Most accidents occur when no Plan B has been devised. (e.g. what happens when 
it rains?) 
 
Adults joining trips will follow the schools Safeguarding Guidance 
 
Group Leader 
One teacher, the group leader, is responsible overall for the supervision and conduct of the visit, and 
should have been appointed by the EVC. The Group Leader should: 

 appoint a deputy; 

 be able to control and lead pupils of the relevant age range; 

 be suitably qualified if instructing an activity and be conversant in the good practice for that 
activity if not; 

 undertake and complete the planning and preparation of the visit including the briefing of group 
members and parents; 

 undertake and complete a comprehensive risk assessment; 

 have regard to the health and safety of the group at all times; 
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 know all the pupils proposed for the visit to assess their suitability; 

 observe the guidance set out for teachers and other adults below; 

 ensure that pupils understand their responsibilities (see responsibilities of pupils below). 
 
Other teachers and adults involved in a visit 
Teacher and other adults on the visit must: 

 do their best to ensure the health and safety of everyone in the group; 

 care for each individual pupil as any reasonable parent would; 

 follow the instructions of the leader and help with control and discipline. Non-teachers should 
generally not have sole charge of pupils except where risks to health and safety are minimal; 

 consider stopping the visit or the activity if they think the risk to the health or safety of the pupils 
in their charge is unacceptable. 
 

The expectations of Pupils and Parents/Carers 
Pupils should have a clear understanding about what is expected of them and what the visit will entail. 
The group leader should make it clear to pupils that they must: 

 not take unnecessary risks; 

 follow the instructions of the leader and other adults; 

 dress and behave sensibly and responsibly; 

 look out for anything that might hurt or threaten anyone in the group and tell the group leader 
about it; 

 should not undertake any task that they fear or that they think will be dangerous. 

  
Pupils should be involved in planning, implementing and evaluating their own curricular work and have 
opportunities to take different roles within an activity. This could include considering any health and 
safety issues.  
The school has a clear code of conduct for school visits based on the schools’ Behaviour Policy. This code 
of conduct will be part of the condition of booking by the parents, and include the potential of 
withdrawal of a pupil prior to and during the visit if such conduct would have led to a temporary 
exclusion from school. In this instance collection/removal of the child from the activity will be at the 
parents’ expense and all monies paid or due for the activity will be forfeit. 
 
Pupils with special educational and medical needs 
The EVC will not exclude pupils with special educational or medical needs from school visits. Every effort 
should be made to accommodate them whilst maintaining the safety of everyone on the visit. Special 
attention should be given to appropriate supervision ratios and additional safety measures may need to 
be addressed at the planning stage. 
 
Residential Visits 
All residential visits undertaken by the school follow Barnet Council guidelines. Planning for such visits 
will be undertaken at least 9 to 12 months in advance. 
 
The Headteacher and / or Senior Leadership Team of the school will have overall responsibility for the 
planning, organisation, costing and informing for parents. This includes: 
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 Safety issues 

 Itineraries 

 Supervision and safety of pupils and especially ‘down time’ 

 Insurance arrangements 

 Medical and emergency arrangements 

 Consent forms and parent contacts 

 Medical and dietary arrangements 

 Pocket money 

 Use of “spare time” 
 
It is the school policy that when pupils are on residential visits, no direct contact is made between the 
pupils and home. This is to avoid homesickness and under no circumstances should mobile phones be 
taken by children (See Mobile Phone Policy) 
 
For residential visits, the base contact must hold the trip manifest which must include all medical 
information as well as signed consent forms for emergency medical treatment. 
 
The visit leader must have at least two contact numbers for the school, one of which should be for the 
base contact and one of which should be the school. The base contact should be available 24/7. 
 
Any adult joining a Residential trip will be required to have DBS clearance prior to the trip. 
 
Final Check 
The EVC has to agree that the following steps are in place and therefore it makes sense for residential 
visit leaders to be aware of them prior to final submission in EVOLVE. 

 Have you shared risk management plans with all supervising adults on the visit? 

 Has a list of attendees including accompanying adults, and their next of kin contact details been 
left with the base contact(s) and carried by the visit leader at all times? 

 Have all consent forms been collected prior to the trip and any participants with outstanding 
paperwork been told that this will prevent them from joining the visit? 

 Have you checked with our school business manager that all staff and volunteers on the visit 
have undergone the appropriate DBS? 

 
 
 
 
 
 
 

Headteacher:  
 

Date: Sept’19 

Chair of Governing Body:  
 

Date:  
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Appendix 1 
 
Follow the link for Barnet Council Guidelines 
 
https://wwc.barnet.gov.uk/sites/default/files/assets/workingwithchildren/Informationforschools/Healthand

safetyinschools/Educationalandrecreationalvisits/01RequirementsForEducationalandRecreationalVisits.P

DF 

 

https://wwc.barnet.gov.uk/sites/default/files/assets/workingwithchildren/Informationforschools/Healthandsafetyinschools/Educationalandrecreationalvisits/01RequirementsForEducationalandRecreationalVisits.PDF
https://wwc.barnet.gov.uk/sites/default/files/assets/workingwithchildren/Informationforschools/Healthandsafetyinschools/Educationalandrecreationalvisits/01RequirementsForEducationalandRecreationalVisits.PDF
https://wwc.barnet.gov.uk/sites/default/files/assets/workingwithchildren/Informationforschools/Healthandsafetyinschools/Educationalandrecreationalvisits/01RequirementsForEducationalandRecreationalVisits.PDF

