
 
 
 
Introduction  
Bonus Pastor Catholic College believes that carefully planned and well prepared 
educational visits play an important role in significantly broadening and enhancing both 
the learning and social experiences of children. The benefits of taking learning outside of 
the classroom are immeasurable. All visits will support the work in the classroom.  

 
Rationale and statutory requirements  
Bonus Pastor Catholic College complies with the London Borough of Lewisham’s 
guidance in its Handbook “There and Back Again” and with the DfE’s guidance “Health 
and Safety of Children on Educational Visits”.  
The Educational Visits Leader (EVL) will ensure that the planning and supervision of all 
visits and adventurous activities meet the DfES Requirements and LA guidelines. Bonus 
Pastor Catholic College has had the (EVL) attend the LA training.  
The role of the EVL is detailed in the publication ‘There and Back Again’. This has been 
compiled by the LA’s Outdoor Education Adviser.  
Any member of staff leading a visit will need to have their ‘competence to lead’ assessed 
before approval for the visit is given. For the majority of visits this will be assessed by the 
EVL. In assessing competence to lead, the EVL will take account of the factors stated in 
the Lewisham Off-Site Visits Policies and Procedure document and consider the Bonus 
Pastor Checklist document.  

 
Our Vision and Values:  
At Bonus Pastor Catholic College Equal Opportunities play an integral part in all aspects 
of teaching and learning. We believe that educational visits should be made available to 
all children, including those with educational, physical or behavioural needs. Where 
possible, reasonable adjustments will be made to accommodate all needs. Specific and 
stringent control measures will be put in place, via the risk assessment process, to 
minimise any potential risks posed by individuals and ensure that the visit is a safe and 
enjoyable experience for all.  
Clear boundaries and high expectations will be set for the standards of children’s 
behaviour. Children are reminded that they are representing the College when they are 
out on visits. Children are reminded that they should respond appropriately to all adults 
on the trip.  
However, should an incident of unacceptable behaviour occur during the visit, and the 
Group Leader perceives it as putting the individual, other children or adult helpers at a 
high level of risk, the parents/ guardians will be contacted to arrange collection of their 
child. Should the parents/guardians be uncontactable or unable to collect their child, 
school will be contacted and an alternative arrangement will be made.  
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Our strategic aims and objectives  
The aim of educational visits arranged at Bonus Pastor Catholic College is that they are 
enjoyable, educational and safe. Educational Visits will have a clearly defined 
educational purpose and can provide stimulus and support to work being covered as 
part of the school curriculum. It may be that a visit provides an effective stimulus at the 
start of a unit of work; alternatively teachers may decide to use an educational visit at 
any time during a scheme of work to enhance and support the curriculum. Wherever or 
whatever the venue, teachers should ensure that the educational benefits to the children 
are maximised.  

 
Our practice  
The organisation of an educational visit is crucial to its success. With rigorous planning, 
organisation and control, a visit should provide a rich, learning experience for the 
children. There is extensive guidance in the Staff Handbook regarding the planning 
steps.  
Whether the visit is to a local park, museum, swimming pool, or includes a residential 
stay, it is essential that careful planning takes place. This involves considering the 
dangers and difficulties which may arise and making plans to avoid them.  
Children in London are entitled to free travel for school outings. All necessary forms 
should be completed and submitted at least three weeks in advance of your journey. If 
necessary, we have access to minibuses, which are booked via the School Office.  
 

Parents – information and consent:  
Parents should be given information about the purpose and details of the visit at least 
two weeks in advance.  
Parents need to be aware that the teachers on the visit will be acting in their place – ‘in 
loco parentis’ – and will be exercising the same care that a prudent parent would.  
For residential trips, parents will be invited to a briefing session. Special arrangements 
may be necessary for parents for whom English is a second language.  
 

Parental consent:  
Routine visits in the locality of the school are covered by the parental consent on the 
Admissions Form. However, we expect teachers to inform parents of trips. The College 
will seek consent for all other visits. A parental consent form must be returned for each 
child in the group. If consent is withheld or not given, the pupil will not be taken on the 
visit but the curricular aims of the visit will be delivered to the pupil in some other way, 
wherever possible.  
 

Risk Assessments:  
A risk assessment will be carried out at least one week in advance of the visit to identify 
hazards, who may be affected by them and the steps needed to reduce the risks to an 
acceptable level.  
Despite the most detailed and meticulous pre-visit planning, things can go wrong on the 
day, cancellation of a trip venue, member of staff is ill, transport fails to arrive, museum 
have lost booking, etc. To avoid having to make important decisions under pressure, it is 
important that some advanced thinking is done to cater for any foreseeable eventuality.  
Risk Assessment forms and the Educational Visits Checklist are available from the 
(EVL)  



The Risk Assessment should be discussed with and authorised by the EVL. It should be 
signed by all the adults attending the trip and in the Educational Visits Folder in the 
School Office.  
 
The Risk assessment is a careful examination of what could cause harm to 
Children/Participants, staff or others, together with an identification of the control 
measures necessary in order to reduce risks to a level which, in the professional 
judgement of the assessor, is deemed to be acceptable (ie low). In considering risk, 
there are three levels of which visit leaders should be mindful:  

– normal risks attached to any activity out of school.  

– any significant hazard or risk relating to the specific activity and 
outside the scope of item 1 above. These should be recorded on the Risk Assessment.  

– the monitoring of risks throughout the actual visit as 
circumstances change. This is why Leader competence is a critical factor.  
 

First Aid:  
First Aid provision should be considered when assessing the risks of the visit. First aid 
kits should be taken on all visits. If the visit involves splitting into groups, a kit should be 
taken for each group.  
 

Staffing Ratios:  
It is important to have a sufficient ratio of adult supervisors to children. The following 
ratio of adults to children is recommended:  
 
Non Residential Trip: 1:15 
Residential: 1:10 
 
In practice, the ratio should be determined by factors such as type of activity, any SEN 
or medical needs, experience of the staff, venue, transport and weather conditions.  
Whatever the length and nature of the visit, regular head counting of children should 
take place. The Visit Leader should establish rendezvous points and tell adults and 
children what to do if they become separated from the party.  
 

Preparing Children: 
Providing information and guidance to children is an important part of preparing for a 
school visit. Children should have a clear understanding about what is expected of them 
and what the visit will entail. Children must understand what standard of behaviour is 
expected and why rules must be followed. Lack of control and discipline can be a major 
contributory factor when accidents occur. Children should also be told about any 
potential dangers and how they should act to ensure their own and others’ safety. 
Children 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.  
 
 
 

Emergency Procedures:  
All staff involved in a visit should be aware of what action to take in the event of an 
emergency. Ensure the rest of the group are safe, decide if you need specialist help and 
either; contact the school, emergency services and/or parents (liaise with onsite First 



Aiders). For visits that take place outside of school hours the school mobile phone must 
be with the leader at all times.  

 
After the Visit: 
It is important that after each visit a proper debrief takes place. This should take place 
within a week of the visit date, and should involve the Visit Leader, accompanying staff 
and. The purpose of the debrief is to identify what went well and what could have been 
done better, in order to inform future planning.  
 

At least two weeks before the trip:  

trip. It is good practice to have planned your trip as part of your medium term planning.  

sible make a 
preliminary visit or consult with colleagues.  

dteacher that the date, venue and cost are 
acceptable.  

that any necessary packed lunches are booked a minimum of 2 weeks in advance.  

Headteacher if non-payment is a concern.  

 

 or arrange for cover if necessary.  
Consent slips should have been received for everyone. The School Office can phone 

to chase consents but this must not be left until the morning of the trip as this is too late.  

 

must be carried out before your trip.  
 

On the day:  
 and packed lunches from the kitchen.  

individual children that have their own medicines, have adequate supplies etc (pumps 
etc).  

nts. These 
must be kept on the Trip Leader’s person at all times and disposed of securely on your 
return.  

 

 

 

k assessment form left in (EVL)’s office to show which children and 
adults are going, where you are going, when you expect to be back and a contact mobile 
number.  

where they are).  

anise the children into groups if necessary. 

etc. Make sure everyone knows the pickup point and leaving time.  

 in emergency.  



of any delays as soon as possible and updated regularly so they can update waiting 
parents etc.  

 

On the bus/coach:  
o Children and adults must wear seat belts.  

o Adults must be well spread out - one should sit near the back to keep an overall view.  

o Adults should sit on the outer seat.  

o Children should not change seats, kneel up, eat, or be allowed to open windows.  
o When getting off the bus, an adult should get off first. The children should go to that 
adult as they get off. The last person off should be an adult, checking that nothing has 
been left behind. Count them off the bus.  

o The class teacher should lead and another staff member should be at the rear. Any 
other adults should stay with the children in the middle.  
 

Monitoring  
As EVL, the Headteacher will use the debrief sessions after each trip to inform sections 
in the Headteacher’s report to Governors.  
 

Availability of policy  
This policy is available via the school office or on request and is on the school website.  
 

Policies  
This policy links to other school policies on:  
Health and Safety  
Curriculum policies  



Types of Visits  
Adventurous Activities  
If the school is leading an adventure activity, such as canoeing, the LA (via the EV3 
form) must ensure that the group leader and other supervisors are suitably qualified to 
lead and instruct the activity before they agree that the visit can take place. 
Qualifications can be checked with the National Governing Body of each sporting 
activity.  
Children should be assessed to ensure that they are capable of undertaking the 
proposed activities. During the visit, they should not be coerced into activities they fear. 
Children whose behaviour is such that the Visit Leader is concerned for their or others’ 
safety, should be withdrawn from the activity.  
 
Residential Trips  
Residential trips will be planned well in advance and arrangements will be overseen by 
the Health and Safety Manager. Parents will be invited to a briefing session to discuss 
the details of the trip and to meet the staff attending.  
The Visit Leader should be an experienced, senior member of staff.  
Residential trips must be approved by the Governing Body and by the LA. Approval will 
be arranged by the Health and Safety Manager.  
 
Coastal visits  
Group leaders and other teachers should be aware that many of the incidents affecting 
school children have occurred by or in the sea. There are dangers on the coast quite 
apart from those incurred in swimming.  
Swimming and paddling in the sea or other natural waters are potentially dangerous 
activities for a school group. Swimming in the sea on a coastal visit will not be allowed. 
Children should always be in sight of their teachers. One teacher should always stay out 
of the water for better surveillance.  
 
Water Margin Activities  
Where children might participate in learning activities near or in water, such as a walk 
along the riverbank, collecting samples in ponds or stream or paddling in shallow water, 
then the guidance contained in the DCFS ‘Group Safety at Water Margins’ will be 
followed.  

 


