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1. CONTEXT 
We believe that educational visits are an integral part of the entitlement of every 
pupil to an effective and balanced curriculum. Appropriately planned visits are known 
to enhance learning and improve attainment, and so form a key part of what makes 
Thomas Gainsborough 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. ie. 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.

2. AIMS AND PURPOSE OF EDUCATIONAL VISITS 
The school has a strong commitment to the added value of learning outside the 
classroom and beyond the school premises. It will seek to provide a broad & 
balanced range of Learning Outside the Classroom opportunities for all its students.

Each year the school will arrange a number of activities that take place off the school 
site and out of school hours, which support the aims of the school. The range of 
activities which the Governing Body has given its approval includes:

 Out of hours Clubs (music, drama, art, science, sport, homework etc) 
 School sports teams
 Regular local visits (places of worship, swimming, other local amenities) 
 Day visits for particular groups 



 Residential visits · 
 Overseas visits 
 Adventurous Activities.

3. APPLICATION 
Any visit that leaves the school grounds is covered by this policy, whether as part of 
the curriculum, during school time, or outside the normal school day.

In addition to this Educational Visits Policy, Thomas Gainsborough School: 
1) Adopts the Local Authority’s (LA) document: ‘Guidance for Educational Visits 

and Related Activities with National Guidance & EVOLVE’ (All 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.
See National Guidance www.oeapng.info for more information.
(All appendices can be found on Evolve under ‘Establishment Resources’)

4. TYPES OF VISITS 
There are three types of visit: 

1) Small scale local visits and school PE fixtures (see Appendix 1) 
2) Day visits within the UK that do not involve an adventurous activity. 
3) Visit that are either overseas, residential, and/or involve an adventurous 

activity.

5. 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.

The Educational Visits Coordinator (EVC) will support and challenge colleagues 
over visits and learning outside the classroom (LOtC) activities. 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 Head. 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 and for submitting all 
overseas, residential or adventurous activity visits to the LA for approval, via 
EVOLVE.

The Governing Body’s role is that of a ‘critical friend’. Approval for residential trips 
needs to be sought from governors of which notes will be recorded in full governors 
meeting minutes. Individual governors may request ‘read-only’ access to EVOLVE.

Unity Trust Partnership (formally known as Samuel Ward Trust)  is responsible for 
the final approval (via EVOLVE) of all visits that are either overseas, residential, 
and/or involve an adventurous activity.

6. STAFF COMEPETENCE
The school recognises the key role of accompanying staff in ensuring the highest 
standards of learning, challenge and safety on a school visit.

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:

 An apprenticeship system, where staff new to visits assist and work alongside 
experienced visit leaders before taking on a leadership role.

 Supervision by senior staff on some educational visits. 
 Support for staff to attend training courses relevant to their role, where 

necessary.

In deciding whether a member of staff is competent to be a visit leader, the 
Headteacher 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.

Staffing of school trips should only include members of the school community. The 
school values and recognises the contribution of volunteer adults and parent helpers 
assisting with Educational activities and visits. Any volunteer will be approved by 
both the Headteacher and Visit Leader and is entered on the voluntary helpers list 
kept by the School.  They will be carefully briefed on the scope of their responsibility.  



Where it is appropriate the school will ensure that DBS screening is available for 
volunteers.

The appointed Visit Leader will be fully supported in the tasks required to arrange the 
visit. This will include, as necessary, making time or finances available to conduct an 
exploratory visit, briefing teachers and/or other staff, accessing training courses, 
reviewing and evaluating the visit or identifying time when the leader and EVC might 
work in partnership to undertake planning and risk assessments.

Day visits with both male and female students will ordinarily be accompanied by both 
male and female staff and any decisions regarding this matter will be at the 
discretion of the Headteacher.  All overnight and residential trips but be 
accompanied by both male and female staff.

Staff family members must not accompany trips unless they are part of the school 
community.

Visit staff will not be under the influence of alcohol or other drugs such that their 
ability to recognise hazards or respond to emergencies is in any way restricted.

7. RISK ASSESSMENT 
The Visit Leader will seek to identify any significant risks from any activity that is 
under their control and take appropriate steps to ensure all participants are safe.  
Good practice precautions and safety measures will be taken and this will be 
recorded in a risk assessment.

8. EXTERNAL ACTIVITY PROVIDERS 
Where external contractors are involved in organising all or part of the visit, the 
contract will be made with the school on behalf of the pupils.  All payments for the 
visit will be made through the school accounts.

The Visit Leader will make appropriate checks before committing the school to the 
contract. This will include seeking assurances about health and safety, and any 
accreditation and licensing. Wherever possible the school will seek to use holders of 
the Learning Outside the Classroom Quality Badge for which no Providers Contracts 
or other assurance checks are required.

9. APPROVAL 
Permission to run any trip must be sought from the EVC and Headteacher prior to 
any communication with students and parents / carers.



The approval process is as follows for each type of visit:
1) Local visits follow the ‘Small Scale Local Visits and Sports Fixtures’ policy 

(appendix 1). 2.
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 
7 working days in advance, and then forwarded to the Head for approval. 

3) Visits that are overseas, residential, and/or involve an adventurous activity 
(see LA guidance for definition of ‘adventurous’) must be submitted at least 6 
weeks in advance to the EVC and are then submitted by the Head to the Sam 
Ward Academy Trust (via Evolve) for approval.

10.EMERGENCY PROCEDURES
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 (Appendix 2). All 
staff on visits are familiar with this plan and it is tested at least bi-annually and 
following any major staffing changes.

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 then assistance will be sought from the Unity School Partnership. 

11.EDUCATIONAL VISITS CHECKLIST 
Thomas Gainsborough School’s Educational Visits Checklist forms part of the risk 
management process for visits and off-site activities. This has been adapted from the 
LA’s generic checklist. A visit should only go ahead if the answer to all relevant 
questions is ‘YES’. Thomas Gainsborough School’s Educational Visits Checklist may 
be downloaded from EVOLVE Establishment Resources (Appendix 3)

12.PARENTAL CONSENT 
Specific, (ie. one-off), parental consent must be obtained for all other visits. For 
these visits, sufficient information must be made available to parents (letters, 
meetings, etc), so that consent is given on a ‘fully informed’ basis. As above, through 
a traditional paper consent form (Appendix 4).

13.THE EXPECTATIONS OF PUPILS AND PARENTS 
The school has a clear code of conduct for school visits based on the school 
‘Behaviour Policy’.  This code of conduct will be part of the condition of booking by 
the parents. Students, whose behaviour is such that the Visit Leader is concerned for 
their safety, or for that of others, can be withdrawn from the activity.  The Visit 



Leader will consider whether such pupils should be sent home early and parents will 
be expected to cover any costs of the journey home early.

14. INCLUSION IN ACCORDANCE WITH NATIONAL GUIDANCE 
Please see Appendix 5.

15.CHARGING / FUNDING FOR VISITS 
The school may invite, but not require, parents to make voluntary contributions for 
school activities in order to enhance what is otherwise provided.  There is no 
obligation to contribute and students will not be treated any differently according to 
whether or not their parents have made a contribution.

The school will comply with the law in relation to charges that may be made for the 
cost of activities provided outside school hours, within school hours and for board 
and lodging on residential courses.

The school has a policy on remission of charges.

16.TRANSPORT 
Minibus- The member of staff driving the bus must complete all appropriate checks 
as outlined on the ‘Minibus Check Sheet’ (Appendix 6a, b, c) which can be found in 
the minibus packs. 

The driver must also check that all students are wearing seatbelts prior to departure. 
Each trip must take travel arrangements into account when writing their risk 
assessment.

Use of staff cars to transport pupils – See ‘Transport in Private Cars’ guidance 
(Appendix 7). This is at the discretion of Headteacher.  Insurance is Provided by 
Marsh Travel Insurance.



APPENDIX 1 

SMALL SCALE LOCAL VISITS AND SPORTS FIXTURES 

These are small scale trips and visits that are in a reasonable locality to school and 
take place within the times of the extended school day. These trips are at discretion 
of the Headteacher and staff must seek approval from the EVC and Headteacher 
prior to a trip leaving the school site.  Staff are allowed to lead trips of this kind 
without completing the EVOLVE visit approval process, provided they follow the 
procedures below.

 Seek approval from the EVC and Headteacher at least 48hrs in advance. 
 Complete and edit a ‘Local Area Risk Assessment’ (Appendix 1a) and have 

this approved by EVC before the trip departs (see Evolve Establishment 
Resources). · Issue letters and consent forms to parents / carers. 

 Liaise with trips administrative support regarding trip packs and medical 
buckets.

Sports Fixtures
 Parents / carers of students who represent the school off site must have 

completed a ‘Sports Fixtures Approval Form’ (Appendix 1b).  
 All forms should be copied and left in a folder in alphabetical order in a secure 

place at Student Services at all times. Staff leading school fixtures must either 
take all forms with them or create a ‘Team Sheet’ which details all necessary 
medical and emergency contact information for students. 

 A generic risk assessment must be created by the Head of Physical 
Education and shared with all staff leading school fixtures.  The Head of PE 
must be confident that any members of staff leading fixtures are competent in 
their role. · A team sheet must be left at Main Reception prior to departure.



APPENDIX 2 

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 (during school hours this is the office). 
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) For activities that take place during normal school hours, the visit leadership team will be aware of any relevant medical 

information for all participants, including staff. 
4) For activities that take place outside normal school hours, the visit leadership team and the emergency contact/s will be 

aware of any relevant medical information and emergency contact information for all participants, including staff. 
5) 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. 

6) For visits that take place outside the ‘extended learning locality’, the visit leader will carry either: a) An LA Emergency ‘Card’ 
(see EVOLVE Resources), or b) An OEAP National Guidance Emergency action card (Available via www.oeap.info)

This Emergency Procedure is tested through both desk top exercises and periodic scenario calls from visit leaders. 6. For visits that 
take place outside the ‘extended learning locality’, the visit leader will carry an LA Emergency ‘Card’ (see EVOLVE Resources).

Emergency Planning Documents 
Available on Evolve Establishment Resources 

 Minibus Check Sheet (appendix 6a, b, c) 
 OEAP National Guidance Emergency Action Card (appendix 2b) 
 EAP- Minibus breakdown (appendix 2c) 



 EAP-Minibus / Car Accident (appendix 2d) 
 EAP- Critical Incident- Sudden illness or injury (appendix 2e) 
 Record of events (appendix 2f



PARENT/CARER CONSENT FORM REGULAR SPORT FIXTURES

School/Establishment: THOMAS GAINSBOROUGH SCHOOL

Young person’s name :__________________________Tutor Group: ________

I hereby agree to my child participating in standard sports fixtures on and off the 
school site.

I understand that:
 Such activities will normally take place within the school day, but that if, 

occasionally, they are likely to extend beyond this, adequate advance notice 
will be given so that I may make appropriate arrangements for my child’s 
return home.

 My specific permission will be sought for any out-of-school sport fixture which 
could involve commitment to extended journeys, times or expense.

 All reasonable care will be taken of my child in respect of the sports fixture.
 My child will be under an obligation to obey all directions given and observe 

all rules and regulations governing the sports fixture and will be subject to all 
normal school discipline procedures during the fixture.

 I will inform the school of any medical condition or physical disabilities below, 
and/or as and when they arise.

 I also give photo consent for use on the school website, newsletter and PE 
department twitter page.

Full name of Parent/Carer: ____________________________________________

Tel:     _________________________________ 

Mobile:___________________________________

Medical information__________________________________________________

___________________________________________________________________

___________________________________________________________________

PHOTO CONSENT      Yes                                              No

Signature of Parent/Carer: 

_______________________________Date:_____________________


