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This Policy is set within the context of the whole school aims and mission statement:  
 
 

 
Together with Jesus, 

We will Learn and Grow in Faith 

 
 

1. Introduction  
This Policy is to be read in conjunction with the guidance from the Local Education Authority, which 
is on the shared drive in the Policy folder and also available in the resource section of Evolve. 
 
The school has appointed an Educational Visits Coordinator, Mrs Jones, who will be the liaison 
between the Trip Organiser, the Headteacher, Senior Leadership Team and Local Authority (LA).  
 
Following initial approval outlined below all further administration for Visits and trips will be 
completed using EVOLVE which is an online system for the planning, approval and management of 
educational visits. The list of possible trips is not limited to those listed below if you are unsure if a 
visit is Local or requires approval please contact SLT or School EVC. 
 

Local Visits requiring Head/SLT approval Visits requiring Head/SIL Approval 
Visits/Trips close to school support 
Sports events (Local) arranged by SIL 
Church 
Joseph Lapin 
Non-adventurous day trips or visits 
Museum/Cathedral 
Visits in walking distance non-adventurous 
Local nursing homes 
Walks around the local environment 
Walks to local shops/cinema/bowling  
Local library 

Adventurous Activities Full list, 
(See Liverpool Educational visits Policy 
Visits at a distance form school environment 
Farm Visits 
Residential 
Walking near water including visits to Museum 
of Liverpool Life and Dock areas 
Open country 
Beach 
Fairground/Rides. Ie, Gulliver’s World, 
Blackpool Pleasure Beach 
 

 

2. Aims and objectives of the policy  
The aim of this policy is to:  

• To clarify roles and responsibilities  
• Provide effective guidance for staff planning a trip.  
• Encourage visits and work outside school which enhances the curriculum  
• Ensure pupils are able to enjoy residential outdoor pursuits experiences during their 

schooling in a safe and healthy manner  

3. Educational Trips and Visits Procedure  
Educational trips and out of school activities do much to enrich the experience of our pupils. Where 
these activities take the form of trips away from school, the following procedure should be 
followed:  
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Preliminary Considerations  
In considering activities organisers and leaders should ask themselves  

• What is the aim of the visit?  
• Where does it fit into the student’s needs?  
• Is it being achieved in the most efficient and effective manner?  
• What advice is needed before travelling?  
• What skills or experience are/is required by the leader, or other adults with the party?  
• Does the trip provide value for money?  
• Has the age of the pupils been considered re: the relevance of the activities?  
• Will the participants be safe?  
• Has a Risk Assessment been completed? 

 
See appendix one for trips process. 

4. Approvals  
All trips must be approved by the Senior Leadership Team.  
No letters to be sent to parents before the Trip has been provisionally approved by the Head/SLT.   
A Copy of the Visit letter should be sent to the school office for printing and distribution. 
Approval should be sought for all trips, this must be completed directly in EVOLVE by the Trip 
Leader, which requires a few of the preliminary details. This form must be completed within the 
timescales detailed to enable SLT to make an informed decision. SLT will then decide if the trip is 
viable, if approved the Trip Leader should proceed with the EVOLVE application form, completing 
the full details as required and liaising with staff/pupils/parents.  
 
Timescale for Outline Approval:  

• Day trips –3 weeks’ notice to SLT  
• Local Visits -As much notice as possible. SLT 
• Adventurous Activity- 6 weeks’ notice to SLT for approval by SIL 
• UK Residential Trips – 3 months’ notice to SLT.  

Note: Occasionally opportunities arise at short notice, please still pursue these 
opportunities, contacting the SLT/EVC at the earliest opportunities and we endeavour to 
support these when possible.  

5. Visit Approval Requirements 
Using the EVLOVE system the trip organiser can determine if the trip requires Headteacher approval 
only or Headteacher and Local Authority approval.  
Local Area: EVO / SLT Approval Required.  
Residential: Headteacher and LA Approval Required 
Adventurous (Externally Led): Headteacher and LA Approval Required 
Adventurous (Led by Own Staff): Headteacher and LA Approval Required 
None of the Above: Approval Delegated to Headteacher. 

6. Appropriate Activities  
Prior to a trip or visit taking place, leaders should ensure that activities fulfil an educational or social 
need. Clear aims and objectives, appropriate to the development of the pupils, contribute to the 
benefits and safety of the visit. There should be sufficient activities available to ensure that the 
pupils are fully occupied during the whole time of the trip.  
A full itinerary must be uploaded to EVOLVE 4 weeks prior to departure.  

7. Health and Safety and Risk Assessments  
Activities cannot be entirely risk free. The aim, however, must always be to contain risks to 
acceptable levels, especially by considering the competence of the pupils, the qualifications of the 
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teachers, the appropriateness of the venue, the suitability of the equipment/clothing and the 
weather conditions. All aspects of the visit need to be as safe as is practicable. Formal risk 
assessments should be undertaken for all trips. Risk assessment templates are available on EVOLVE. 
Completed risk assessments should be uploaded to the EVOLVE platform at least two weeks before 
the day-trip taking place or one month before residential trips depart. If a risk assessment is not 
completed, the trip will not take place.  
 
All Health and Safety, First Aid and Medical matters must be considered properly in advance. In 
particular, hazardous/adventurous activities such as canoeing or climbing must have appropriately 
qualified instructors. The leader should ensure that a First Aider and First Aid Kit is always available. 
(Comprehensive list of First Aiders and types of first Aid training is available from the school office)  
 
Pupils need to be advised in advance about appropriate clothing and equipment, especially where 
these are associated with Health and Safety legislation.  
 
All trips will be assigned two emergency contact numbers, usually members of the Senior 
Leadership Team (SLT), see below for contact details to be used in Evolve. It is incumbent on trip 
leaders to keep these emergency contacts informed of incidents or other significant issues 
associated with the trip e.g. delays.  
 

Name Role Emergency Contact 
Donna Hay Headteacher  
Sarah Watson Deputy Headteacher  
Siobhan McBrien Assistant Deputy Headteacher  
Alison Jones Educational Visits Coordinator  
Nicola Horton Local Authority  

 

8. Residential Visits  
Once the destination has been identified, a pre-visit check will be completed by a member of the 
teaching staff. A meeting will be held for parents/carers, detailing the trip, the itinerary, a suggested 
kit list and the cost. The required approval will be requested and all relevant forms completed 
including medical forms and contact forms. 
During the residential trip, the staff leading the event must ensure that they have 

• has good communication with the school and emergency SLT contact at all times  
• has access to emergency funds  
• has adequate insurance cover  
• has an emergency plan  

All relevant paperwork including risk assessments register lists etc must be uploaded to EVOLVE) 
Head counts, registers must be taken throughout the day and the stay. (For both staff and children) 

9. Parental Permissions  
An annual consent form will be sent to parents at the beginning of every academic year requesting 
consent for pupils to attend Educational Local Visits during school time. Where ever possible a 
notification will be sent to parents to advise them of a trip.  
For day trips, letters will be sent to parents/carers with a brief itinerary of the day and parental 
permission slip to be completed for each child. (These slips will be kept in the school office). 
If the trip is outside of the school day and/or adventurous a parental permission form should be 
completed for each student attending the event. For all trips ‘the Code of Conduct’ must be read 
and signed by both student and parent (available in the resource section of EVOLVE). For residential 
trips it is also compulsory to have a parent meeting before the trip leaves. 
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10. In-Loco Parentis  
Staff are reminded (for their own protection) that the ‘loco parentis’ duty of care extends to all out 
of school activities. Arrangements must be made for adequate supervision of pupils at all times and 
especially when the activity could be considered ‘high risk’, e.g. canoeing, swimming, skiing, etc. 

11. Supervision and Staffing Ratios 
The Local Authority adult to student ratio should be considered.   

Activity Maximum Ratios Notes 
Local Visits 
Visits in the local area, close 
to support at school/base 
(Minimum of two adults 
required, safeguarding) 
Headteacher to decide final 
ratio. 

Nursery 
EYFS better than 1:6 
Key Stage 1 1:6 
Key Stage 2 1:10 /15 (By 
agreement) 

A minimum of one qualified and 
competent Group Leader is needed 
for every group or class; they can be 
supported by other responsible 
adults. 
Adults supporting 1:1 children, are in 
addition to the adult ratio. to the 
ratio. (Please note minimum 
requirements) 

Visits Including day trips and 
approval adventurous trips 
Visits further from school 
requiring SLT approval 
and/or SIL Approval 
(Minimum of two adults 
required, safeguarding) 
Headteacher to decide final 
ratio. 

Nursery 
EYFS 
Key Stage 1 1:6 
Key Stage 2 1:10 /15 (By 
agreement) 

A minimum of one qualified and 
competent Group Leader is needed 
for every group or class; they can be 
supported by other responsible 
adults. 
Adults supporting 1:1 children, are in 
addition to the adult ratio. to the 
ratio. (Please note minimum 
requirements) 

Residential Visit, UK or 
abroad 
(Minimum of three 
supervisors required) 

  

Open Country 
Working by water or away 
from a road or building 

 The numbers of qualified leaders will 
depend on the risk assessment. 

12. Volunteers 
Parents and volunteers may be asked to supplement the supervision ratio. They should be carefully 
selected and ideally, they should be well known to the school. They should if possible have a current 
Disclosure and Barring Service DBS check. Parents and volunteers will be asked to complete the 
‘Parents, Carers and Volunteer Guidelines for School Visits form’. (Available from school office) 
Teachers, staff, and other adult-supervisors should ensure that whenever possible they are not 
alone with a child/young person. This provides protection for all parties. The ratios and supervision 
strategies need to be complemented by a clear knowledge of the competence of those supervisors, 
volunteers, and other responsible adults. 

13. Alcohol, Smoking, Vapes 
The consumption of Alcohol, Smoking and the use of Vapes is prohibited on all trips.  

14. Finance  
It is important that parents are given full and complete written details regarding the organisation 
and administration of the visit. Parents must be informed by letter, stating cost, how and when 
payments will be expected, time of departure and likely time of return. Payment for trips is to be 
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made through the on-line payment system ARBOUR or via payment to the School Office. Where 
payment arrangements are quoted it should be made clear that deposit payments are non-
refundable. The value of the non-refundable deposit should be set at a figure which will cover any 
likely non-refundable expenses on account of withdrawal i.e. coach costs.  
 
What can be charged voluntary contribution 
Parents cannot be charged for education during school hours or for education outside of school 
hours that is part of the NC, or part of the syllabus or part of religious education. You can charge for 
optional extras such as board and lodgings on a residential visit. Schools can ask parents for a 
voluntary contribution towards the school activity. This can be asked for in writing, making it clear 
that insufficient funds would mean the trip would be cancelled. 

Surplus/Deficit  
No school visit should intentionally make a significant surplus or deficit. If a trip makes a surplus this 
must be returned to the parents/carers who have contributed in an equal and fair manner as soon 
as possible after the trip’s return.  

15. Letters 
All trip letters are to be approved by the SLT. They must be uploaded onto the EVOLVE platform for 
approval before being sent home.  A copy of all trip letters should be given to the school office for 
printing and distribution. 

16. Insurance  
The school insurance policies (including public liability) cover most out of school activities, check 
with Ian Strom (Business Manager) to determine whether additional insurance is required. All 
existing medical conditions must be declared to the insurers (both staff and pupils). The insurance 
company will reserve the right to withdraw the offer of cover in certain circumstances.  
Trip Leaders should check that contacted providers hold an up-to-date Adventure Activity Licence, 
or a Learning Outside the Classroom (LotC) quality mark as these provide evidence that they comply 
with nationally accepted standards. If the provider does not hold LOtC mark, the trip leader should 
request that the providers complete the “provider form”, available in the resource section of Evolve, 
and upload this to EVOLVE. 

17. Notification  
Organisers of trip should inform the catering manager of the number of pupils will not be in school 
to have lunch on the day.  Also, they will be able to provide packed lunch for pupils in receipt of a 
free school meal 
A list of pupils attending the trip should be given to the Main office so that attendance at school is 
recorded.  
Registers should be taken and head counts repeated throughout the trip. 
A list of staff attending the trip and their next of kin contact should be kept by the school office. 
On return parents should be informed of any minor accidents using agreed lines of communication, 
this could be an accident slip or note. 

18. Emergency Procedure 
The LA has put in place procedures to support all group leaders, teachers during an emergency 
situation. The procedures and guidance are documented in Liverpool City Council’s Schools 
Emergency Planning Guidance and associated documents. 
Group leader/ Staff to notify school as soon as possible, giving details of the incident. (Flow Chart) 
School will then lead the emergency following the relevant procedure. Group leader to follow 
school’s direction. Please do not talk to press. 
On no account should injured persons be left alone or allowed to go to hospital by themselves.  Should 
an ambulance be required, the first aider is to stay with the injured person until it arrives and provide 
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any required details to the ambulance staff.  Where possible the first aider should accompany the 
injured person to the hospital. 
 
A record should be made of every occasion when any employee, participant or other person receives 
first aid treatment whilst on an educational visit as part of a school-related activity.  
 

19. First Aid 
Adequate and appropriate first aid provision must be made available for all out-of-school activities. 
First aid should form part of the educational visit risk assessment. Before undertaking any off-site 
activities, the Head Teacher and Group Leader should assess the level of first aid that may be 
required and agree the appointment of a person to be responsible for first aid arrangements during 
the visit. For a local low risk activity, a person holding an emergency first aid qualification may be 
sufficient. First Aid kits should be taken. (list of First Aiders and training received, held in the school 
office) 

20. Evaluation  
All trips are to be evaluated upon return. (On Evolve) The evaluation will assess whether the trip 
was beneficial to the pupils and value for money. The evaluation will include any accidents or near 
misses and also review the risk assessments. The results from the evaluation will be placed on file 
for future years when assessing the requirement for similar trips. These are completed on Evolve. 
 
 
 
This policy will be the subject of an annual review or when deemed necessary.  
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Appendix 1: 
EDUCATIONAL VISITS PROCESS Updated Mar 2024 
(No letters to be sent to parents before the Trip has been provisionally approved) 
 
1. Start The Outline Approval within Evolve. The required details for outline approval are; 

a. Visit Name 
b. Visit Purpose 
c. Visit Dates 
d. Travel Method 
e. Travel Providers 
f. Staffing 
g. Attendees 
h. Visit Times  

These must be completed as fully or possible or the trip may not be considered.   
The Evolve form should be created by the Group Leader. 
 

2. Before submitting the form. The trip organiser should check with the Designated Safeguard 
Lead (MW/DH/JF/SM) regarding any potential safeguarding issues with pupils.   
 

3. Trip has received approval and is logged with EVOLVE. 
 

4. Send a letter to parents with full information of trip, including cost, how and when payments 
will be expected, time of departure and likely time of return.   This letter must be to be uploaded 
to Evolve before it is sent to parents for approval by SLT.  
A copy of the letter should be given to the school office. There should be a permission slip for 
parents to sign and return. (This must be kept by the school office).  Consent can be via ARBOR .  
 

5. Following interest received from students, an update to be given to the EVC and SLT.   
 

6. Liaise with Finance Department to set up ARBOR for the trip.  
 

7. The school insurance policy covers most out of school activities in the UK, check with the 
Business Manager/EVC to decide whether additional insurance is required. 
 

8. Book transport. Office Staff 
 

9. Complete full risk assessment.  Templates can be found on EVOLVE. Upload the risk assessment 
to EVOLVE for approval by the EVC.  This should be done a minimum of 6 weeks prior to the trip 
for Adventurous Activities allowing time for SIL approval. (28 days before the Trip). 
 

10. Create a group list of pupils attending– this will act as a register. 
 

11. Registers (From ARBOUR) must be taken on the day and frequent head counts to take place. 
 

12. A full itinerary should be uploaded to EVOLVE prior to departure.  
 

13. Mobile phones will be taken to Keep in Touch. Mobile Phone Policy 
 
14. Copies (Log on EVOLVE) of the following should be collated and should be on Evolve 

a) Trip Itinerary 
b) Travel details 
c) Risk Assessment 
d) Pupil Names, Emergency Contacts and Medical Information 
e) Staff emergency contact details  
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The Trip leader should take a copy of the relevant information.  
School Office to have access to Emergency contact details.   
  

15. The catering manager should be informed, at least a week in advance, of the number of pupils 
will not be in school to have lunch on the day.  Also, they will be able to provide packed lunch 
for pupils in receipt of a free school meal 
 

16. Share information with staff attending the trip. 
 

17. On the day of the trip the Main office should be informed immediately of any absentees. 
 
18. An evaluation should be completed on EVOLVE within 5 working days of the trip end. The 

results from the evaluation will be used to inform future trips.  
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