
 

 

 

 

 

Educational Visits Policy 

Introduction 

This policy applies to situations where Swansea College have responsibility for their pupils who are 

taking part in learning activities in an environment that is outside of the school site. It supports the 

principal of inclusion. 

This document was designed to comply with the Welsh Assembly Govt. Guidance.  

The law places a duty on Swansea College as employers to supply our employees with the 

information necessary for them to carry out their duties safely.  

All staff at Swansea College are required to: 

 Take reasonable care for the health and safety of themselves and others who may be 
affected by their acts and omissions at work (including pupils); 

 Cooperate with their employers; 

 Carry out activities in accordance with training and instructions; and  

 Follow Swansea College’s policy and guidance. 
 

College visits are an integral part of college life, furthering the education of the pupils. Educational 

outdoor activities support the social and academic needs of our pupils. The visit should be well 

organised and stimulating for pupils. 

It is not permissible for any visit to proceed unless: 

 The correct  procedure has been followed as outlined in this document; 

 The correct risk assessments are in place and have been shared with all adults 
accompanying the visit; 

 The details of the visits have been logged (where required) 

 The Principal has given documented permission for the visit to take place; and 

 The group leader takes the appropriate paperwork, records and equipment with them on 
the visit. 

 

https://gov.wales/sites/default/files/publications/2018-03/guidance-for-governing-bodies-on-charging-for-school-activities-revised-november-2013.pdf


 

Underpinning Principles 
Teachers who plan a trip or visit are classed as the ‘Group Leader’ and, as such, have responsibility 

to make sure the visit is properly organised to ensure the well-being and safety of the group. 

Group leaders will ensure that staff who supervise trips will be effectively deployed to ensure their 

own safety as well as the safety and welfare of pupils. 

There is an Educational Visits Coordinator is the Principal to support planning and execution of 

trips (see Appendix 1 for details of the EVC role). The EVC is suitably trained and keeps up to date 

with changing policy, guidance and practice nationally and locally.  

The EVC holds ultimate responsibility for learning outside the classroom; all staff must liaise with 

the EVC concerning the arrangements for the trip and adhere to this policy, taking account of 

relevant guidance. 

We ensure the health, safety and welfare of all employees, volunteers and our pupils.   

Staff receive adequate training, including the provision of suitably certificated first aid training. A 

risk assessment is carried out prior to any school visit, in part to determine the levels of first aid 

provision that may be required. At least one first aider must accompany each trip.  

All activities will be undertaken in accordance with a thorough risk assessment prepared by the 

EVC. These may incorporate formal externally produced generic risk assessments where these are 

made available by external providers. The risk assessment for a residential trip must include 

supervision arrangements for the entire duration of the period absence from school; including safe 

handover of care of parent/carer(s). 

Risk assessments should focus on identifying and managing the risks safely rather than producing 

paperwork. The Group Leader should continue to monitor risk whilst on the trip and if necessary, 

change plans to accommodate any additional or differing risk (for example posed by the weather). 

 

Staff to student ratios 

It is advisable that all off-site visits should have two adults in attendance. Where this is not 

feasible, the EVC should risk assess and provide authorisation for alternative arrangements. On 

any visit consisting of boys and girls, there must be accompanying adults of both genders.  

It is the responsibility of the EVC to ensure that the ratio of adults (of each gender) to pupil is 

appropriate for the visit. When considering this the EVC should take account of: 

 Gender, age and ability of the group 

 Pupils with special educational needs and/or medical conditions 

 Nature of activities 

 Experience of adults accompanying the visit in off-site supervision 

 Duration and nature of journey 

 Type of any accommodation 



 

 Competence of staff, both general and on specific activities 

 Requirements of the organisation/location to be visited 

 Competence and behaviour of pupils 

 First aid cover 

 Whether the visit includes water based or other adventure activities 
 

A rough guide to staff to student numbers: 

  
Year 10-13  1 staff member to 15-20 students 

 

In the event that pupils stay in residential accommodation, particular care is taken to ensure that 

there are appropriate supervision arrangements and safe facilities for sleeping. 

All accompanying adults have a duty of care in relation to the pupils they are supervising. Teachers 

should remember that they are in loco parentis  at all times on the visit and thus are therefore 

responsible for the well-being and safety of pupils until such time as the pupils are handed over 

safely to their parent(s) or carer(s).  For further guidance see Appendix 4 Staff to student ratios 

3. Categories of visit 
 

Category Description Authorisation Notice period 

Category A Daytime visits in the locality  By Principal Authorisation should be 
granted at least 2 college 
days before visit. 

Category B Daytime activities outside the 
local area but within the UK 

By Principal Authorisation should be 
granted at least 2 college 
days before visit. 

Category C Include: 
Trips abroad 
Residential trips, and/or 
Adventure activities 
 

 
By Principal 

Approval will not be 
granted if less than one 
month’s notice before 
planned departure is given. 

 

Early planning is essential for any visit. Plans for residential visits should ideally be formulated at 

least 3 months in advance and at least one week ahead for day trips. (It is accepted that there are 

times when it is not possible to plan with a clear week for some events, e.g. qualifying for finals of 

a sporting event. In these instances, the same detail of planning is required, despite the shorter 

period available for planning). 

 



 

When a group visits any outdoor activity centre in England, Scotland and Wales, it must be 

licensed under adventure licensing regulations, where the activities involve caving, climbing, 

trekking, skiing, and/or water sports. Any outdoor/adventure activity should be within the ability 

of the students participating and the accompanying staff. 

Preliminary planning 
 

For all Category A & B visits the school is responsible for setting its own planning schedule but that 

must allow sufficient time for all associated planning and risk assessments to be put in place. 

For Category C trips, an exploratory visit is compulsory for the Group Leader and or Principal; 

except where the same trip has been carried out by the same Group Leader within the last three 

years, a travel company conducts an inspection visit or where there is a tour guide or outdoor 

activity centre involved. 

Preliminary visits enable the group leader to acquire knowledge at first hand: 

 That the venue and any accommodation are suitable 

 That the venue can cater for the needs of pupils and staff 

 To assess potential areas and levels of risk and ways in which any risks might be managed 
(which must be included in the Risk Assessment to be given to the EVC) 

 To become familiar with the area before taking the pupils 

 To obtain information concerning any external staff qualifications, vetting and licenses 

 To ensure any activity centre is licensed in accordance with adventure licensing 
requirements 

 

Supervision 
The Group Leader will ensure that it is always clear who is responsible for what and when; there 

must be no ‘grey areas’. For example, there are clear handover arrangements between the Group 

Leader and specialist instructors. 

Should the visiting college staff supervise pupils alongside specialist instructors, there will always 

be clarity about who has responsibility for which aspects of the session and for which pupils. 

On trips overseas, each child will be provided with an identity card, they must keep the identity 

card on them at all times.  The identity card contains details of their name, address, any medical 

needs, the college address and contact numbers, the group’s temporary residence address, and 

staff mobile number(s). Students will be encouraged to carry mobile phones. 

Lists of pupils’ names, parents’ names and contact numbers, medical needs and any other 

necessary information are prepared of the groups for all staff and helpers. These lists are held by 

each adult on the trip and available at all times when on the visit. Copies are given to the office 

staff and EVC before the visit. 



 

Pupils are never on their own, but always remain in a group or otherwise supervised, for example 

by activity organiser and /or host families. Group leaders must put systems in place to enable 

them regularly to check pupils’ whereabouts. 

Close supervision of the pupils in any hostel, centre during the night on residential visits is 

maintained. Adults sleep in close proximity to the pupil’s rooms. Staff retain access to students’ 

rooms in case of an emergency. Pupils and staff occupy separate rooms/tents on residential visits, 

according to gender. On camping expeditions, staff tents are sited close to pupils’ tents. 

Suitability checks 

All staff and volunteers are subject to appropriate vetting checks (including for criminal records 

and entries on the barred list), reference checks when they are recruited. The EVC must arrange 

for the school’s single central register to be checked to ensure that appropriate vetting is in place 

before a staff member accompanies a trip.  

Any adult who accompanies a visit such as a parent without being vetted must never be given 

unsupervised access to pupil in any circumstances. 

Where overseas students stay in the UK with a host family by arrangement of Swansea College, a 

criminal record check with a barred list check on the host family members may be needed. Where 

Swansea College pupils stay with a host family in other countries, the college should work with the 

partner school/college/university to seek assurances as to the families’ vetting and/or contact the 

embassy or High Commission of the relevant country in this connection. 

Liaison with parents, pupils and staff 

Parents, students and accompanying adults should be sent written information about the 

proposed trip. For some trips which requiring planning over several months, it may be appropriate 

to contact parents more than once as detailed information on some of the bullet points below 

may not be available early in the planning stages. Parents should be provided with the following 

details: 

 

 Dates, times and proposed itinerary. This should include precise departure and return 
arrangements (as soon as these are finalised) and provision for notifying parents of any 
deviation to scheduled return times.  

 Details of Flight numbers, Channel crossing numbers, Travel Company etc. should be 
provided when available. 

 Details of planned activities and how the assessed risks will be managed. 

 Cost, including details of extras, guidance on pocket money etc. If pupils are to look after 
their own pocket money then advice should be given about any necessary arrangements 
for currency exchange. Parents should be advised not to provide pupils with large numbers 
of pocket money since this can create security and insurance problems. 



 

 Details of group size, staffing and level of supervisions including ratios and vetting checks 
(for example DBS checks for volunteers on overnight strays). Agreement of parents is 
needed if there are going to be times when remote supervision appertains. 

 The person to contact about concerns over pupils’ medical conditions. Parents need 
emergency contact telephone numbers of staff on the trip and the responsible adult who is 
acting as emergency contact at home. 

 Details of accommodation with security and supervisory arrangements on site. 

 Where relevant, information about insurance. For overseas trips, the College holds a travel 
insurance policy which covers pupils and staff for accidents and loss of belongings. A 
European Health Insurance Card (EHIC) should be completed for trips to EU countries. 
Whilst it is necessary to ensure that insurance for foreign trips contains medical cover, 
public liability etc. It should be pointed out to parents that most policies carry an excess 
and that in any case losses through theft can be recovered only if they are reported to the 
local police and appropriate documentation completed at all time. Parents and pupils 
should be made aware that no insurer could be expected to indemnify parents against 
pupils simply leaving something behind. Parents may be advised to check household 
insurance for cover of items such as contact lenses, dental appliances etc. 

 Payment arrangements including dates of instalments and terms of cancellation.  

 The code of conduct for students a copy of which parents should sign and return. 

 A consent form. For any trip involving an overnight stay this should include consent for a 
member of staff to act in loco parentis in terms of agreeing to medical treatment in an 
emergency. Parents should also provide emergency contact numbers and a medical report 
detailing any known medical conditions or allergies their pupil have. 

 Guidance about the type of clothing needed preparing pupils, including those with 
particular learning needs and medical needs. 

 If may be appropriate for one or more parents’ meetings to be held as the planning of the 
trip develops in order to explain the above points. 

 

Again, where appropriate, near the date of the visit, a meeting should be held for all parents, their 

pupil, the staff and any voluntary helpers concerned with the visit. The information above is 

reiterated and the emergency procedure explained. There is an opportunity for questions and 

discussion at the meeting. 

A written parental consent form must be completed for each pupil to take part in any activity off 

site where these are not covered by existing signed parental consent. Parents are told in advance 

and given the opportunity to withdraw their child from any particular college trip or activity. 

Emergencies 

In the event of an emergency, while still controlling and supervising the rest of the group, the 

Group Leader should contact the appropriate emergency/rescue service immediately. Thereafter, 

the Group Leader should contact the EVC as soon as possible. 

 



 

The designated person, the EVC and other staff at the school, follow a set procedure for Critical 

Incidents –Dealing with a Crisis. Any communication with the press/media must be approved in 

advance with the Principal at the college. 

The EVC is responsible for ensuring that: (i) the Group Leader is provided with alternative contact 

details for key staff in the school for the duration of the visit; and (ii) key members of staff have 

copies of pupil emergency contact details for the duration of the visit. 

Reporting 

All Group Leaders must complete a post trip evaluation -including accidents, incidents, near 

misses, medications dispensed, changes to accommodation or sleeping arrangements and 

unsupervised access to pupil by adults. Following residential trips, two additional members of staff 

should complete and log trip evaluations also.   

The standard procedure for reporting accidents and incidents must be followed, as stated in the 

Accident Reporting Book, including the completion of relevant accident form. The First Aider on 

the trip has a responsibility to ensure that appropriate recording and reporting takes place 

including to the Principal. 

Any serious injuries to a member of staff or a child must be recorded and reported in accordance 

with legal requirements. (See RIDDOR http://www.hse.gov.uk/riddor/) 

Prevent 

The aim of Prevent is to: tackle the causes of radicalisation and respond to the ideological 

challenge of terrorism.   Safeguard and support those most at risk of radicalisation through early 

intervention. 

All staff and volunteers should  

 Complete the prevent training 

 challenge extremism and support your colleagues in challenging extremism 

 know that there is a clear point of contact for anyone who has a concern about an 
individual vulnerable to exploitation by extremists in your organisation 

 be aware of the relevant policies and procedures, see our prevent policy 

 exemplify British values yourself and support your colleagues in exemplifying British values 
 

Transporting pupils and practicalities 

Where parents or other volunteers transport pupils other than their own pupil to sports or other 

events in their cars: 

 A letter from the insurance company certifying that such passengers will be covered by 
their insurance policy is required 

 Only cars that hold a current MOT certificate or less than three years old may be used  

http://www.hse.gov.uk/riddor/


 

 The parents/volunteers must either by supervised by a member of staff or have an 
enhanced criminal record and barred list check 

 Pupils should wear seatbelts at all times 

 The school should have written consent from parents 
 

Where coaches and other types of transport are used, the school should seek assurances from the 

provider that the vehicle is roadworthy and the driver is qualified. Seat belts must always be used, 

discipline must be maintained and pupils will be supervised at all times. 

Where more than one vehicle is being used to transport the part the Group Leader is responsible 

for leaving a list with the Principal of which adults and pupils will travel on each vehicle, before 

departing. In the case of, for example, air travel and trains, details of the times and carriers that 

the group will used must be given to the Principal so that the group could be traced in the event of 

delay or emergency. 

During the visit 

 

It is essential that all pupils on the trip be supervised with the degree of care that be expected 

from a responsible parent in similar circumstances. All staff must understand their roles and 

responsibilities at all times. Regular roll-calls or head-counts of pupils should take place, 

particularly before leaving any venue. 

 

The general code of conduct for the trip should include: 

 The importance of good conduct and courtesy at all times to all, 

 If older pupils are to be allowed to consume alcohol then written permission should be 
obtained from parents are clear guidelines established 

 Unnecessary valuables should not be taken on a school trip, 

 Reminders about litter, 

 Reminders about road safety, 

 Information and cautions about the countryside and wildlife, 

 Any other specific health and safety problems pertaining to the areas being visited, 

 Forbidding the purchase of knives, lighters and other dangerous items, 

 Rules about remote supervision arrangements, pupils leaving and returning to the 
base/hotel, 

 Conduct expected during mixed-gender trips, in particular students not being permitted to 
visit rooms of students of the opposite gender, 

 Any other matters relevant to the given circumstances. 
 



 

Mobile phones 

 
It is important to remember that in all incidents (and even when there has been no incident at all) 

pupils can contact their parents using a mobile telephone before the College has had an 

opportunity to do so. Although this direct contact can be extremely useful, when the party has 

experienced a difficulty it can be damaging to effective communications with parents and can give 

quite unnecessary cause for concern when inaccurate information is given. It is vital that the group 

leaders do their utmost to pre-empt misunderstandings being generated by the pupils’ use of 

telephones. Clear explanations, reassurances and descriptions of the measures being taken with 

periodic up-dates of the situation and decisions made will help messages being given to parents to 

be accurate. Indeed, it may be best for the staff to take charge from the outset by instructing all 

pupils to communicate to parents via mobile phone, a given message, pre-agreed between the 

members of staff and (if possible) the College. It is sensible for the staff accompanying visits to 

have mobile telephones themselves.  

Serious incidents 

In the case of a serious incident on a College trip every effort should be made to contact the 

Principal. A responsible person (normally the group leader) should take charge until the Principal 

can be reached. 

After the visit 

Any unexpected expenses occurred must be reported and receipts provided to the Principal.  

A brief written report on the visit should be provided to the Principal.   

 

 

 

 

 

 

 

 

 

 

 



 

Appendix 1 

Roles and Responsibilities 

Group Leader: 

 Complete the visit planning and risk assessment process. 

 Log all details and risk assessments on the Swansea College system. 

 Ensure that the visit complies with the requirements of this policy. 

 Only proceed with the visit following express authorisation from the Principal. 

 Ensure that adults assisting with the visit are briefed and provided with other relevant 
information. 

 Have responsibility for the pupils for the duration of the visit and handover of pupils to 
parents/carers. 

 Review the visit to advise the Principal of learning points for future visits and complete an 
evaluation form. 

EVC (Educational Visit Coordinator) The current EVC is: Aisha Rasul  

The EVC should be specifically competent. Evidence of competence may be through qualification, 

but more usually will be through the experience of practical trip leadership over many years. The 

EVC should have sufficient status within the school to guide the working practice of colleagues 

leading visits but may be given additional administrative support. 

 Attend EVC training and keep up-to-date with changes to guidance and best practice. 

 Ensure that all activities and visits meet policy and guidance requirements. 

 Ensure that the Principal and Group Leaders have access to training at an appropriate level 
in relation to trips and organise it. 

 Support the Principal with approval of visits and other decisions. 

 Support the Principal in ensuring that all Group Leaders are competent. 

 Monitor trip planning. 

 Ensuring that medical and first aid issues are addressed both on a general level and for 
specific needs. 

 Ensuring that emergency arrangements are in place and that in an emergency a designated 
person can access all relevant records, including medical and next of kin information for all 
members of the group, including staff. 

 Ensuring that visits are evaluated and that this process includes recording and reporting of 
accidents and incidents, where necessary to outside agencies such as the Health and Safety 
Executive. 

 Ensuring that there is procedure for recording “near accidents/near misses”,  including 
medications dispensed, changes to accommodation or sleeping arrangements and 
unsupervised access to pupil by adults and any resulting learning points and action.  

 

 

 

 

 



 

Principal is: 

 Responsible for establishment, review and implementation of this policy. 

 Authorises all visits and trips. 

 Ensures that no visit proceeds without explicit and documented authorisation 

 Responsible for adhering to planning and approval timescales in this policy. 

 Responsible for appointing and supervising EVC or performing the EVC role. 

 Must check that all adults accompanying a trip are appropriately vetted. 

 Spot checks on compliance with the policy. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Appendix 2  

Education Visits Planning, Application and Approval Form 

 

The visit organiser or group leader should complete this form as soon as possible once the 

preparations are complete. The visit organiser or group leader should have already received 

approval from the Principal of the proposed visit in question. The visit organiser or group leader 

should obtain parental consent (See Consent Form for Educational Visits). 

When approval is given, one copy should be kept in the College visits file in the office and 

another by the visit organiser or group leader. The Principal should be informed of any 

subsequent changes in planning, organisation or staff.  

 

Not all sections will be relevant to every proposed visit. Please attach any extra information not 

covered by these sections. 

 

Class/Group:  _____________________________ 

 

Visit Organiser: _____________________________ 

 

1. Purpose of visit and specific educational objectives: 
________________________________________________________________________ 

 

 

2. Places to be visited: 

________________________________________________________________________ 

 

 

3. Dates and times of Departure/return from/to College 

________________________________________________________________________ 

 



 

 

4. Transport arrangements: Include the name of the transport company 

________________________________________________________________________ 

 

 

5. Organising company/agency (if any): Include licence reference number if the body is 

registered with the Adventure Activities Licensing Authority. 

 

Name:  _____________________________ 

 

      Address:   _________________________________________________________ 

 

Tel:   _____________________________ 

 

Licence No if registered:  _____________________________ 

 

6. Proposed cost and financial arrangements: 

________________________________________________________________________ 

 

 

7. Details of the programme of activities: 

________________________________________________________________________ 

 

 

8. Details of any hazardous activity and the associated planning, organisation and staff: 

(Please attach a copy of the full risk assessment) 

________________________________________________________________________ 



 

 

 

9. Names, relevant experience, qualifications and specific responsibilities of staff 

accompanying the party: 

________________________________________________________________________ 

 

 

10. Names, relevant experience, qualifications and specific responsibilities of other adults 

accompanying the party: 

________________________________________________________________________ 

 

 

11. Confirmation that appropriate vetting checks have been carried out (e.g. CRB checks for 

volunteers on overnight stays):  

________________________________________________________________________ 

 

 

12. Existing knowledge of places to be visited and whether an exploratory visit is intended: 

________________________________________________________________________ 

 

 

13. Size and composition of the group 

 

Age range:     _____________________________ 

 

      Number of boys: Number of girls:  _____________________________ 

 



 

Adult to pupil ratio: Leader/participant ration:________________________ 

 

 

14. Information on parental consent: 

Information on whether the group leader has received all consent forms duly completed and 

signed (parental consent may precede or follow approval): 

Please attached copy of information sheet sent to parents, the parental consent form, and any 

risk assessment forms. 

 

15. Name of pupils with particular learning needs and/or medical needs: 

________________________________________________________________________ 

 

 

 

16. Attach a full list of pupils and staff attending. 

 

Signed:   _____________________________ 

 

       Dated:   _____________________________ 

 

Visit organiser of group leader’s full name: 

 

_______________________________________________ 

 

 
 
 
 
 
 
 



 

Appendix 3  

Education Visit Confirmation 

 

To be completed by the Principal 

 

To the visit organiser: 

 

I have studied this application and am satisfied with all aspects including the planning, 

organisation and staff of this visit. Approval is given. 

 

Please ensure that I have seen all relevant information including a final list of group members, 

details on parental consent and a detailed itinerary at least seven days before the party is due to 

leave. 

 

 

 

 

Signed:   _____________________________ 

 

       Date:   _____________________________ 

 

Education Visit  

Coordinator’s full name: ______________________________ 

 
 
 
 
 
 
 
 
 
 



 

Appendix 4 Staff to student ratios 
Leader competence and typical staff: young person ratios 

 

1. Staff: young person ratio ranges given here are intended only as a starting point for visit leaders when 

planning their visit. They are not intended for professional outdoor activity providers. Actual ratios for any 

visit must be determined through a process of risk assessment by the visit leader or other competent staff. 

The EVC should enquire if numbers fall significantly outside these ranges. 

2. Competent leaders will recognise when the number of young people per leader should be reduced (e.g. if 

group members have particular behavioural or physical needs or if weather conditions are not favourable on 

the day) or, occasionally, when they can be safely increased. If the visit leader deems it safe to exceed the 

number of young people per leader given in the table below, this decision should be agreed with the EVC. 

 

3. Where leaders operate alone, the group should be trained/briefed in action to take in the event of leader 

incapacitation. An assistant leader, able to look after the group and raise the alarm, should be present if the 

group would be at significant risk were the leader incapacitated. 

 

General off-site visits 

 

Activity Age of 

young 
people 

Staff: young person 

ratios- typical range   

NB actual ratios must be 

determined by a process of 
risk assessment – see notes 
1&2 above 

Leader competence  

Local visits  Year 10-13  onwards 

1: 15-20 

Previous experience 

and approved by EVC   

Residential visits 

and visits abroad 

Year 10-13 onwards 

1: 10-15 (but 1:10 with 2 staff minimum for 
visits abroad) 

Previous experience 

and approved by EVC   

Swimming in 

public pools 
(with lifeguard) 

Year 10-13  onwards 

1: 15-20  

Previous experience 

and approved by EVC   

Swimming 

elsewhere 
(without 

lifeguard) 

All years 1: 5-10 (but 2 staff minimum) As above & lifeguard 

qualification 

 



 

4. In all circumstances at least 50% of the adult numbers should be employees of the school (eg teachers, 

youth leaders or learning support assistants).  

5. Group leaders should be aware that small groups with minimum staffing are vulnerable if staff are ill or 

have an accident during the visit.  This eventuality needs consideration at the early planning stage, 

especially for extended visits. 

 

6. Group leaders should bear in mind that the longer a visit lasts, the more important it is to consider the 

need for additional staffing. The constant duty of care can be very demanding and coupled with other 

functions such as minibus driving may reduce the necessary degree of concentration and alertness. 

 

 


