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Offsite Activities and Educational Visits Policy   
  

  

The Academy Trust has adopted the following policy which is a reflection of Torfield School’s 
procedures and processes for planning and approving offsite trips and educational visits.  This policy 
is written with close reference to the East Sussex Offsite Activities and Educational Visits Policy 
2016 which is found on the website: eastsussex.exeant.co.uk. This policy has been reviewed and 
updated based on revised guidance from the Outdoor Education Advisors Panel (OEAP) and 
changes from ESCC.  These documents help employers carry out their duty under the health and 
safety at work act 1974  
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1. Introduction  

  

This policy applies to most situations where adults acting in the course of their employment take 

responsibility for children and young people taking part in offsite activities and visits, as well as 

when taking part in on-site outdoor activities.  

  

1. Torfield School, provides a number of offsite activities and educational visit  

opportunities for all young people within the establishment. These include residential 

trips to local residential settings as well as day trips to sporting tournaments, local and 

London based theatres, art galleries, local leisure establishments and places in the 

local community.  

  

2. The benefits of Learning outside the classroom are fully understood by  

Torfield School and each visit will set out a clear purpose and learning objectives, which 

will be reviewed at the end of each visit to see if they have been achieved.   

  

3. The safety of pupils and staff on offsite visits is paramount and Torfield School, will 

follow the requirements and guidance from ESCC offsite activities and educational visits 

policy 2016 and also refer to National Guidance produced by the Offsite Education 

Advisors Panel.  

  

A formal review of this policy will occur annually. The East Sussex Offsite Activities and 

Educational Visits Policy 2016 and OEAP National Guidance inform this policy and therefore 

changes to either of these documents may result in changes to this policy outside of this cycle.   

  

  

  



2   Roles and Responsibilities   

  

The Health and Safety at Work etc. Act 1974 places overall responsibility for health and safety with 

the employer who in this case is the Torfield and Saxon Mount Academy Trust.                                    

Employers, have duties to ensure, so far as is reasonably practicable:  

  

• the health, safety and welfare of all employees and volunteers  

• the health and safety for all young people for whom the Director of Children’s Services is 

responsible under the Children Act 2004.  

  

The establishment needs to ensure that roles and responsibilities are clearly set out.  There should 

be a named Governor or Trustee to monitor provision for Offsite Activities and Educational Visits. 

This will be the Director with responsibility for Safeguarding, Child Protection and Health and 

Safety.    The Educational Visits Coordinator (EVC) should be named and have received training 

to ensure they can fulfil their role.   

  

Below is a generic set of roles and responsibilities which the establishment needs to ensure it 

fulfils and add to as necessary. Refer to National Guidance for additional responsibilities 

referenced in brackets.   

  

Role   Responsibilities  

Governors (3.4f)  • Knowledge of who the employer is.  

• Ensure there is a policy in place for offsite activities and 
educational visits.  

• Ensure there is a trained EVC in place for the 
establishment.  

• Ensure there are training opportunities provided.  

• Ensure the establishment has a visit approval procedure in 
place and follows adopted Academy Trust policy for 
approving visits.  

• Ensure there is a monitoring system in place.  

• Ensure visits support the principles of inclusion.  

  

  

Head of School (3.4g)  

John Anderson  

• Ensure offsite activities comply with Academy Trust 
adopted policy and National Guidance produced by the 
OEAP.  

• Ensure visits receive appropriate approval before they take 
place.  

• Ascertain that all staff involved in offsite visits are 
competent to carry out their role.  

• Ensure that there is a designated EVC that meets 
employer requirements and has undertaken training.  

• Ensure suitable child protection procedures are in place, 
including vetting at an appropriate level of all voluntary 
helpers.  

• Ensure that the EVC, Visit Leaders, assisting staff and 
voluntary helpers are appropriately trained and competent 
to carry out such tasks as they are allocated.  

• Ensure visits support the principles of inclusion.   



Educational Visits Co-ordinator  

(3.4j)   

Alison Love  

• Should have experience of leading visits, qualifications or 
leadership experience. They should be an experienced 
visits leader.   

• Should have received and maintained EVC training and 
maintain this training  

• Support staff to ensure visits are planned and prepared 

appropriately following adopted Academy Trust Offsite 

Activities and Educational Visits Policy 2017.  

   Ensures staff have access to training to support their role 

in Offsite Activities and Educational Visits.  

   Approve visits that comply with the Academy Trust’s 

policy.   

   Check that all visits have an emergency contact and the 

emergency contact is an appropriate person.   

   Ensure staff evaluate visits that have taken place and 

report accidents and near misses appropriately.   

Visit Leader (3.4k)    Must have experience of leading offsite visits.  

   Must be inducted by the establishment and have 

knowledge of the establishment’s policy and procedures 

for offsite visits and crisis management.  

   Be approved as competent by the establishment.  

   Liaise with the EVC.  

   Plan and prepare for the visit, including the risk 

assessment, ensure it is in line with the Academy Trust’s 

policy and ensure all staff have read it. 

   Define the roles and responsibilities for other staff on the 

visit.  

   Evaluate the visit and report and record any accidents and 

near misses.   

Assistant Visit Leader (if 

appropriate) (3.4l)  
  Be specifically competent and knowledgeable about 

establishment and employer policies/procedures, in so far 

as they affect the responsibilities that have been 

assigned.  

   Ensure that you have been sufficiently involved in the 

planning and preparation for the activity/visit, including 

contributing to the organisation of risk management.  

   Ensure that you understand the role and responsibilities 

that you have been assigned and how these integrate with 

other staff and especially that of the activity/visit leader.  

   Contribute to the visit evaluation, and reporting and 

recording of accidents and near misses.  

  

3   Establishment Specific Requirements  

  

All offsite activities and educational visits must be recorded using the Exeant format for risk 

assessments. Visits extending beyond the school day must be recorded on the Exeant website.   

Pupils are not allowed offsite without adult supervision.   

Where possible a minimum of two staff members should be present for any offsite activity and 

educational visit.  Ideally this should be male and female staff.  



  

For residential activities there should be a minimum of one male and one female member of staff 

and the staffing should reflect the make-up of the group.  

  

All off site activities and educational visits must include a First Aid trained member of staff who is 

responsible for carrying the first aid kit and arranging first aid for the duration of the visit.  

  

Staff ratios for non-hazardous day off site visits are to be agreed with SLT and the EVC prior to 

approval, and must not exceed 1:10.  The minimum staff ratio for hazardous day offsite activities 

and residential visits is 1:10.  Additional staff above these ratios may be required to support 

students with particular needs.  

  

At the start of each academic year parents will complete a consent form (Appendix A) for all non-

hazardous day activities and educational visits.  For these visits group leaders must inform parents 

in writing of the arrangements of the activity.  Parents have the right to withdraw their child from 

any off site visit.  An example of a letter to parents showing the information that must be included 

may be found in Appendix B.  

For residential and hazardous offsite activities and visits a separate consent and medical form 

must be completed. (Appendix C) A letter must also be sent to parents an example of which may 

be found in Appendix D.    

  

All non-hazardous offsite activities and educational visits require sufficient planning time.  It is 

expected that the EVC will receive the completed forms via Exeant at least 2 weeks prior to the 

date of the visit.   For hazardous and residential activities, a minimum of 6 weeks is required by the 

EVC and 4 weeks is required by ESCC.  

  

4  Risk Assessment   

  

Risk assessments (Appendix E) must be submitted as part of the approval process. These must 

be specific and relevant to the young people, staff, environment and activity.  The risk assessment 

should be completed by the visit leader with support from other staff attending the visit.   

Foreseeable hazards should be listed with reasonable control measures put in place and a risk 

rating generated.    

  

After a visit, the risk assessment should be reviewed if there were any issues, incidents or near 

misses.  If a risk assessment is covering the same group, with the same staff carrying out the 

same activity it can remain in place for 3 months and then reviewed.    

  

5  General Emergency Procedures  

  

Each group leader must assess the emergency procedures and ensure they are workable and 

practical for their visit.  Please consult with ESCC Offsite Activities and Educational Visits Policy 

2016 and the OEAP National Guidance on planning for emergencies.  Group leaders must carry 

emergency contact information at all times during the visit.  

  

In the event of an emergency the group leader should:  

  

• Ensure the safety of all members of the group  

• Contact the EVC or designated contact if out of hours providing as much detail about the 

nature of the emergency as possible.  

  



The EVC will make contact with the Head of School and after consultation where necessary 

contact will be made with ESCC.  

  

In the unlikely event that the group leader cannot contact the EVC or Head of School and the 

emergency is of a serious nature, e.g. death or serious injury, ESCC must be contacted on Office 

Hours 01273 481316/ 01273 336528 or Out of Office Hours 01273 819179.  

  

6  Establishment Templates   

  

Appendix A  Annual Consent From for non-hazardous visits during school hours  

Appendix B  Parents letter template for non-hazardous visits during school hours  

Appendix C  Consent and medical form for hazardous, residential and out of hours visits  

Appendix D  Parents letter template for hazardous, residential and out of hours visits  

Appendix E  Risk assessment template  

  

  

 


