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1. INTRODUCTION 
 
1.1 This Policy complies with the latest DfE advice on Health and Safety of staff and students on 

Educational Visits. 
1.2 Educational visits provide a valuable opportunity for students to encounter experiences which 

are not available to them in the classroom. This can enable them to develop their initiative, 
resourcefulness, and independence. It is essential that all such visits are conducted with the 
highest regard for health and safety for all those taking part.    

 
2. LEGAL FRAMWORK 

 
This policy has due regard to all relevant legislation and statutory guidance including, but not 

limited to, the following: 

• The Health and Safety at Work etc. Act 1974 

• DfE (2018) ‘Charging for school activities’ 

• DfE (2018) ‘Health and safety on educational visits’ 

• HSE (2011) ‘School visits and outdoor learning activities’ 

• DfE (2013) ‘Driving school minibuses’ 
 

This policy operates in conjunction with the following existing policies and guidance: 
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• TLT Complaints Policy and Procedures 

• Behaviour Policy 

• TLT Supporting Students with a Medical Condition Policy 

• TLT First Aid Policy including Allergens and Anaphylaxis Policy and Administration of Medicines 
Policy  

•  TLT Health and Safety Policy 

• TLT Charging Policy 

• TLT Returns and Refunds Policy  

•  TLT Equality Policy and Procedures 

•  TLT DBS Policy 

• TLT Data Protection Policy 

• Safeguarding and Child Protection Policy 

• Mobile Phone Policy (CHS) 

• Terrorism (Protection of Premises) Act 2025 

• Relationships and Health Education Policy (BPS) 

 
3. RESPONSIBILITIES 
  
3.1 The Trustee Board 
 
The Trustees have a responsibility for health and safety of students and staff and including whilst 

on Educational and Recreational School visits.  This responsibility is delegated to the role 
holders outlined in this policy: Headteachers, Educational Visit Co-ordinators, CFO and Visit 
Leaders. 

 
3.2 Headteacher 
 
The Headteacher and delegated SLT member will apply this policy for educational visits on behalf of 

the Trustees. They and the delegated SLT member is also responsible for the authorisation of 
visits and for 

• Acting as or appointing an appropriately experienced Educational Visits Co-ordinator (EVC)  
• Planning, organisation, and event timetabling, including responsibility of the annual visit plan. 
• Regularly reviewing the need of each visit to ensure that it meets the need of the curriculum, 

being mindful of limited resources 
• Allocation of places in line with needs and priorities 
•  Competence, experience, and suitability of leaders 
• Capabilities and suitability of accompanying staff and other helpers 
• Leaders’ knowledge of local circumstances to be experienced 
• Party size, age, aptitude, and experience of students 
• Safeguarding and child protection consideration  

• Employee Rights 
• Medical needs of members of the party and first aid provision 
• Supervisory ratios 
• Assessment of health and safety risks inherent in the project 
• Foreseeable emergency action and contingency plans, including the existence of a   

designated Deputy Visit Leader 
• Financial and travel arrangements including ensuring adequate lead times to allow 

parent/carers fair time to pay 
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• Informing parents of risks and safeguards and obtaining their approval 
• Effective communication arrangements between responsible persons not on the visit, Visit 

Leaders, and parent(s)/carer(s) 

• Affordability and value for money 
 

 
3.3 Chief Finance Officer (CFO) & Finance Team  
 
See Appendix 1 School Visit Responsibilities - Leader/Finance/EVC 
 
The CFO and finance team will ensure that 
•  adequate insurance is in place for all school visits. 
• The Finance Team consults and advises the EVC and Visit Leader to ensure that Value for 

money is achieved with public funds  
• Ensuring the educational visits operate in accordance with this policy 
• Co-ordinate and control the financial aspects of educational visits 
• Ensure parent(s)/carer(s) of students who are in receipt of Pupil Premium are aware of the 

support available 
• Put in place the practical arrangements including achievable notice of parental payment 

deadlines to allow reasonable time for parent(s)/carer(s) to pay, (4-week minimum for visits 
costing more than £40.00). 

• Deadlines for parental payment, consent and/or confirmation of attending are set and 
adhered to allow adequate time for specific arrangement for: supplier payments; transport; 
addressing issues raised by risk assessments; SEND and first aid provision.  

• Late admission to visits will only be permitted in exceptional circumstances and with the 
agreement of the visit leader, SENDCO, EVC, CFO & delegated SLT and, if the aspects of 
planning listed in the previous point can be amended in time. 

• Communication with parents/carers takes place to ensure all permissions and payments 
received are collated appropriately in a timely manner 

• Reports on the financial viability of the visits to SLT and the visit leader, highlighting any 
shortfalls in income 

• Records progress on visit administration on Evolve systems where in use 
 
3.4 Educational Visits Coordinator (EVC) 
 
See Appendix 1 School Visit Responsibilities - Leader/Finance/EVC 
 
The EVC is the focus for necessary information and advice for visit leaders. An EVC should have 

suitable experience, training, knowledge of legislation and skills to perform the role with sound 
judgement. The role includes: 

• Ensuring that educational visits are run in accordance with this policy and within required 
timescales. 

• Supporting the Headteacher/Principal, SLT and visit leaders with approval and other decisions. 
• Ensuring that Visit Leaders are competent to lead the planned activities & identify training 

needs 
• Ensuring that parent(s)/Carer(s) are fully informed and that appropriate consent is in place 
• Comply with monitoring and review of the visit activities by SLT, leadership or other 

appropriate inspection teams 
 



Page 4 of 17 
 

• Supporting the visit leader to ensure risk assessments are in place  
• Ensuring External organisations involved in the visit comply with applicable safety standards 

either by ensuring that they hold the Learning Outside the Classroom Quality Badge or 
checking the details listed in section 4.5 

• Ensure that all Staff/accompanying adults are DBS checked, appropriately trained, competent 
in their roles and are aware of their responsibilities. 

 
• Ensuring itineraries are in place where appropriate 
• Ensuring that sufficient emergency arrangements have been made. 
• Maintaining records of all visits on Evolve  
• Recording Visit Leader training on Evolve (where in use)  
• Ensures out of hours contacts are available for staff to contact whilst on the visit 
• Ensuring that once complete incidents and feedback are recorded 
• Review systems and, on occasion, monitoring practice. 
• Liaising between all appropriate parties including Outdoor Education Advisor (Evolve) 
 
3.5 The Visit Leader 
 
See Appendix 1 School Visit Responsibilities - Leader/Finance/EVC 
 
The Visit Leader has a legal duty of care and overall responsibility for the supervision and conduct 

of the visit and hence for the health and safety of the group.  In this regard, the visit leader will 
be representing the Trust, School, and Headteacher/Principal during the visit.  

They must therefore undertake the following: 
 
• Ensure the educational visit runs in accordance with this policy and DfE guidance; all current 

legislation and DfE guidance including but not limited to equal opportunities, safe use of 
minibuses, safeguarding and Foreign and Commonwealth Office guidance. Current guidance 
and resources can be found on https://oeapng.info 

 
• Visits should be part of the school’s outline annual school visits plan to ensure the curriculum 

is covered and resources are utilised to attain value for public and parental funds 
• Seek internal authorisation for the visit from the appointed SLT member. Where Evolve is in 

use, authorisation is sought by completing the Outline approval sections. 
• Ensure that any third-party activity providers are appropriately qualified, DBSed and approved 
• Visit leaders should not publicise visits until the appropriate approvals have been recorded  
• All financial commitments must be agreed by the relevant budget holder and recorded via the 

Finance systems 
 
• Ensure that sufficient notice is in place to allow time for approval and to allow the following 

minimum number of term time weeks/months between approval of the visit and the date of 
departure: 

o One day Visit: 6 weeks  
o Adventurous Visits: 8 weeks 
o UK Residential: 12 school weeks 
o International Visit: 14 months 
o  
N.B. some travel operators may require earlier deposits to secure places that may require longer 

timescales  
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• Liaise with the Finance Team to action and approve communications to parents via Evolve 

(where in use) with the visit details, including the purpose of the visit and the deadline(s) for 
required parental response, kit lists, parental meetings and itineraries.  

• Where beneficial Visit leads should arrange parent/carer information meetings either in 
person on online (for adventurous & residential visits) These should be recorded on Evolve 
(where in use) 

• Ensure that consent is recorded for each student attending the visit NB Schools must have the 
permission of everyone with parental responsibility for a child or from a court before taking 
the child abroad. 

 
• Consider requests for late admission to visits in exceptional circumstances and only permit if 

the specific arrangement for: supplier payments; transport; addressing issues raised by risk 
assessments; SEND and first aid provision can be addressed in time and confirming the 
agreement of the relevant staff: SENDCO, EVC, CFO & delegated SLT  

• Ensuring itineraries are in place where appropriate 
• Ensuring all essential documentation is completed including risk assessments, Evolve records 

and safeguarding measures. 
• Ensure that contact is made with both pastoral and SEND staff to identify and mitigate 

safeguarding concerns 
• Where possible, activities and visits will be adapted to enable pupils with SEND to take part, 

any adaptations should be details on an Event specific plan and the Evolve risk assessment 
• Ensure that all Staff/accompanying adults are DBS checked, appropriately trained, competent 

in their roles and are aware of their responsibilities. 
• If staff are to drive a school minibus, ensure that they have the correct licence 
• Enlist adult staff and helpers to ensure sufficient adult/student ratios 
• Designate and fully brief a suitably qualified deputy visit lead 
• Arrange First Aid cover to accommodate all the medical conditions listed for students, all 

residentials need a first aid trained member of staff to accompany the students. 
• If records show that students have complex needs or require medication that students should 

not carry, the Visit Leader needs to ensure that an appropriately trained member of staff 
accompanies the students to administer and record medication taken. The visit leader should 
also make other staff on the visit aware of the students' specific needs 

• Identify the educational purpose of the visit and benefits to students. 
• Ensure that the parents of students for whom the school is in receipt of Pupil Premium, or 

bursary funding are aware of the support available for curriculum visits.  
• Make appropriate and adequate preparations for emergencies and ensure that all 

accompanying leaders are familiar with these procedures. 
• Make adequate arrangements for the safety and well-being of all students at all times, 

including time when no activities are planned 
• Include planning to ensure hygiene, handwashing, hydration and sun exposure risks are 

appropriately managed 
• Arrange for routine contingencies, including first aid, and arrange for clearly understood 

delegation in his/her absence and appropriate supervision when the group is sub-divided. 
• Ensure that all required student lists, emergency contact details, documentation, cameras, 

phones, equipment, petty cash, keys, tickets are obtained and prepared to be transported 
securely 

• Emergency contact details should be communicated to Parents/Carers prior to Residential 
visits 

https://www.gov.uk/parental-rights-responsibilities
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• Agree allocation of places considering the advice of the Finance Team, ensuring that 
applications from Pupil Premium students are prioritised within any ballots that may be 
required.  

 
During the visit: 
• Take all required Risk assessment documents; student lists, emergency contact details 

documentation, cameras, phones, equipment, petty cash, keys, tickets, having due regard to 
the protection of sensitive data and using the EvolveGo app if available. 

• Register the students regularly, reporting any absences to attendance before departure 
• Report students’ and staff attendance to the school attendance officer (HR for staff absences) 

prior to commencement of the visit 
• Comply with monitoring and review of the visit activities by SLT, leadership or other 

appropriate inspection teams 
 
• Meet the objectives of the visit. 
• The Risk assessment mitigations are in place including but not limited to headcounts and 

established meeting points 
• Monitor the local conditions in respect of weather, travel issues or circumstances that may 

cause harm or require plans to be reviewed 
• All staff and volunteers are following direction and supervising the students 
• Ensure the overall maintenance of order and discipline. 
• Behave in a manner which follows the ethos and policy of the School and Trust 
• Obtain VAT receipts for any expenditure incurred 
• Record and report any incidents that occur with the First Aider and SLT as appropriate 
• Encourage feedback and photography of the experience (on school devices only) 
• Consider stopping the visit if the risk to the health or safety of the students is unacceptable 

and have in place procedures for such an eventuality. 
• Ensure that the group leaders have details of the school contacts and the students in their 

care. 
• Enact the Accidents and Incidents procedure as required see Appendix 3 Accidents, incidents, 

and missing person procedure guidance 
 
After the visit: 
• Advise attendance and/or out of hours contact of safe return 
• Review the visit and submit feedback on Evolve when prompted 
• Report any incidents and/or accidents that took place on the visit to SLT and/or First aid as 

appropriate 
• Safely return confidential information and documents 
• Return keys, camera, phone, petty cash, receipts, and vehicles 
• Submit an article for publicity purposes. 
• Note planning points for repeat visits and begin planning process for subsequent visits by 

discussing with SLT visit contact in your school 
 
 
3.6 Out of hours designated Contacts Responsibilities 
3.6.1 All visits that take place out of school hours/days need to have named SLT out of hours 

emergency contact and be available to take calls for the duration of the visit 
3.6.2 Emergency contacts should be in possession of and be familiar with staff and parental 

contact details; itineraries and risk assessments 
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3.6.3 Contact should be made with the Visit Leader before, during and after the visit to ensure that 
Visit Leaders are supported at each stage of the visit and that safe return of all students and 
staff is facilitated 

 
3.7 Parent/Carer Responsibilities 
Those with parental responsibility are required to  
- Give relevant consent 
- Supply relevant medical, allergies and dietary information prior to the visit 
- Supply Contact information changes prior to the visit 
Meet payment deadlines or advise if having difficulty paying before the deadline 
Submit applications on time 
  
 

3.8 Student Responsibilities 

 

Students are required to  
Meet any specified behaviour requirements,  
Be appropriately Equipped 
Where Health & safety is a concern or imperative, behaviour contracts, signed by parents/carers 

and students may be put in place.  
 
 
4. PLANNING A VISIT 
 
 
4.1 The majority of visits should be planned well in advance and included in the school’s annual plan 

for approval in the prior academic year.  However, it is appreciated that some shorter notice 
opportunities may arise.   

4.2 Notice is in place to allow time for approval and to allow the following minimum number of term 
time weeks/months between approval of the visit and the date of departure: 

o One day Visit: 6 weeks  
o Adventurous Visits: 8 weeks 
o UK Residential: 12 school weeks 
o International Visit: 14 months 
 
4.3 Staff should initially discuss the outline of the visit details with SLT and department leads and 

formally obtain permission, via the Evolve where in use or where Evolve is not in use, in 
writing from the designated SLT member in respect of curriculum suitability and to ensure 
that it does not clash with any other activities. 

4.4 Once approval for the visit to go ahead has been confirmed, all bookings and deposits must be 
actioned by the Finance team and progress, documentation and risk assessments recorded on 
Evolve where in use. 
 

4.5 Educational Visits Planning Guidance 
 
A Checklist has been prepared to assist Group Leaders in organising visits (Appendix 2).  

Additionally, extensive up to date guidance is available at https://oeapng.info/search-

results/?download_search=checklist as well as on the Evolve system. 

 

https://oeapng.info/search-results/?download_search=checklist
https://oeapng.info/search-results/?download_search=checklist
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4.6 Allocation of Visit places for limited space visits 

 

Where possible visits should be available for all groups of students that may wish to attend.  

For a variety of reasons e.g. staff availability, it may be impractical to offer places to all. In such 

circumstances allocation of places should be done in a fair and appropriate manner that must 

be communicated at the initial launch of the visit. 

 

• Use of random number ballots to be carried out after the application deadline should be 

utilised  

 

• The Trust takes every opportunity to support Pupil Premium students. For example, it is 
possible that, in allocating places for educational visits, the number of applicants may exceed 
the number of places available. In such instances, in line with national priorities, the Trust will 
positively prioritise applications from Pupil Premium students within any ballots that may be 
required. 

• Consideration should be given to allocation of remaining places after Pupil premium places 
have been decided that may include but not limited to:   

o prioritising certain year groups;  
o prioritising students who have previously been unsuccessful in visits ballots 
 
 
4.7 Health and Safety Categories 
 
Guidelines are categorised according to the potential hazards.  If in doubt, assume a higher 

category and seek advice from the EVC. 
 
• Category 1 - Day visits to non-remote areas, sports activities, or activities in approved LA 

Centres.  These risk assessments may be approved by the EVC. 
 
Category 2 - Visits involving overnight stays and visits abroad.   
 
• Category 3 - Visits to remote areas, near water, involving hazardous activities and visits 

abroad to rural areas.  
 
For Category 2 & 3 Visits: Completed Risk assessments must be reviewed and approved by the 

Headteacher/Principal and/or EVC 

 
4.8 Risk Assessments and Management 
 
Visit leaders must complete Risk Assessments for each visit on Evolve (where in use), with guidance 

from the EVC. For categories 2 & 3 in 4.7, risk assessments need to be submitted for review to 
the EVC and with the Evolve Team. This should be used as a working document shared with 
other staff on the visit, SLT and designated Out of Hours contacts not on the visit. 

The Risk Assessment process and documents must identify potential hazards, assess the risk and 
identify the planned measures to monitor and control the risks 

Plans must include printed Emergency procedures to be shared with all the staff on the visit to enact 
if something goes wrong on the visit, to include as a minimum 

1. Emergency contact details 
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2. Details of remote supervision of student 
3. Meeting points 

The following should be included in the risk assessment where applicable 
• First Aid provision (always applicable) 
• Supervision ratios, these should be appropriate for the group characteristics; age of students, 

location of visits, length of stay and risk of the activity 

• A minimum of 2 staff should be on every visit 

• SEND staffing and needs 
• Specific medical needs 
• Missing child procedure 
• Transport 
• Minibus safety 
• Accidents and incidents procedure (see Appendix 
• A specific terrorism threat response plan is included for the visit (including RUN, HIDE, TELL 

protocols) 
• Safety briefing for staff and students 
• Use of uniform or distinctive clothing to identify students 
• Use of outside organisations (see 4.9) 
 
If the visit includes significant risks, such as challenging terrain, going to remote places or extreme 

climates, follow the guide to the British Standard for adventurous activities outside the United 
Kingdom  

 
4.9 Use of Outside Organisations 
Schools using an outside organisation to provide an activity must check they have appropriate 

safety standards, licences, and liability insurance. 
The Council for Learning Outside the Classroom (LOtC) awards the Learning Outside the Classroom 

Quality Badge to organisations who meet nationally recognised standards, where possible 
holders of the LOtC badge should be the preferred assurance 

If an organisation does not hold the badge, the school must check that they are an appropriate 
organisation to use. This would include checking: 

• their insurance 
• that they meet legal requirements 
• their health and safety and emergency policies 
• their risk assessments and if not already done so, obtain a completed Edsential’s Provider 

Form available at https://evolve.edufocus.co.uk/evco10/docs.asp 
• control measures 
• their use of vehicles 
• staff competence 
• safeguarding 
• accommodation 
• any sub-contracting arrangements they have 
• that they have a licence where needed – checks should be made with the licence issuers to 

ensure that they are current and legitimate 
 
4.10 Parental/Carer information and consent 

 
• Consent is required to take a student off site. Consent can be obtained as part of the 

admissions process and held on file. Additional consent may need to be obtained if the 

https://www.bsigroup.com/en-GB/about-bsi/uk-national-standards-body/what-is-the-national-standards-body/why-standards-matter-for-consumers/consumer-resources/
https://www.bsigroup.com/en-GB/about-bsi/uk-national-standards-body/what-is-the-national-standards-body/why-standards-matter-for-consumers/consumer-resources/
http://lotcqualitybadge.org.uk/
http://lotcqualitybadge.org.uk/


Page 10 of 17 
 

planned activities are outside of the scope of the consent on record. Regardless of the consent 
in place, parent(s)/carer(s) should be informed if students are to leave school.  

 
• Requests for consent and/ or payment and details of visits are sent by the Finance Team, in 

consultation with the visit leaders, who will ensure that it complies with the latest DfE Guidance 

for Charging for school activities.   

• The Visit Leader can opt to collect expressions of interest and allocate places for a visit prior to 

requesting a deposit, if possible, within the constraints of booking deadline timings 

 

 
4.11 Emergency contact numbers 

 
• The school office is the focal point of contact for parents when children are away; therefore, 

the designated staff must be made aware of departure and return times and be kept informed 
of any incidents or changes in the time of return.   

 
4.12 Educational Visit Information 

 
• The Group Leader, Out of Hours Contact and the designated administration staff must have 

the following information for each visit 
o List of Students  
o Emergency Contact Information Form (Includes Staff NOK details) 
o Risk Assessment 
o Medical and Dietary information  
o Consent for students to travel abroad where applicable 
o Insurance Contact details. 
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Appendix 1 School Visit Responsibilities for Schools in which Evolve Visit Planning is in use - Leader/Finance/EVC 
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Appendix 2 Educational Visit Checklist 

Arrangements to check  Done  

BEFORE THE VISIT  

Evolve application completed and approved by SLT (where in use)  

Student and staff names are recorded on Evolve & shared with 
attendance 

  

The visit has been arranged in line with the school’s policies and 
procedures  

  
  

There are clear links to curriculum areas and activities are beneficial 
to Students’ social and academic development  

  

Information about the visit and possible risk factors has been shared 
with EVC and SLT  

  

Check Parent/carer consent for each Student has been received as 
part of the application procedure 

  

Advise all parents/carers with parental responsibility of the visit   

A site visit has been undertaken to check suitability and has been 
verified that the site is accessible to all those attending the visit, 
including those in wheelchairs  

  

Suitable food and drink have been organised, meeting the 
requirements of all Students and staff  

  

Food and drink supplied is in line with statutory requirements, using 
a reliable service  

  

The need for specific provision, such as for those with SEND, has 
been assessed and is in place  

  

Any necessary provision to meet specific needs has been arranged in 
line with statutory guidance and the school’s policies  

  

Students, parent/carers and staff members have been made aware 
of any equipment or clothing that they may need and is checked for 
appropriateness prior to leaving school 

  

It has been ensured that an appropriate staff to Student ratio is met 
at all times, considering Students with SEND and any other 
additional needs  

  

The need for first aiders has been assessed and an appropriate first 
aider to Student ratio is met  

  

Any volunteers accompanying the activity have undergone a DBS 
check and signed a privacy policy 

  

Staff members and volunteers are appropriately trained for 
undertaking the activities involved  

  

Arrangements for covering missed lessons and setting work have 
been discussed with SLT and approved  

  

A member of staff not attending the visit has been appointed as the 
emergency contact   

  

An experienced member of staff who is on the visit has been 
nominated to coordinate any safeguarding issues  

  

Emergency contact arrangements have been checked and necessary 
phone numbers distributed to staff members and volunteers  
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All staff members have been made aware of any requirements or 
needs of those with SEND or medical conditions  

  

All staff have been made aware of their responsibilities    

All necessary health and safety, safeguarding and child protection 
measures have been implemented  

  

A fully stocked first aid kit is always easily accessible    

The main hazards of the visit have been identified and appropriate 
control measures put in place to reduce these risks  

  

Risk assessments have been obtained from the venue where 
appropriate 

  

At least 2 class lists and emergency contact numbers, medical and 
dietary needs have been distributed securely to staff on the school 
visit  

  

At least one staff member for each group has a charged phone with 
them which can be used in the event of an emergency  

  

The weather forecast has been assessed, and conditions have been 
considered  

  

Supervisors have been informed to conduct frequent head counts at 
appropriate times, such as when arriving at and leaving areas  

  

   

ON DEPARTURE & DURING THE VISIT ü 

Inform the attendance officer and Emergency Contacts (if out of 
hours) of the students and staff leaving the building 

  

Report absent students to attendance & Emergency contacts and 
absent staff /additional to HR  

  

Conduct frequent head counts at appropriate times, such as when 
arriving at and leaving areas 
 

 

Students are reminded of behaviour requirements and meeting 
points and times 

  

AFTER THE VISIT ü 

Inform the attendance officer and Emergency Contacts (if out of 
hours) of the students and staff returning to the building 

  

Report any first aid or behavioural incidents   

 Provide feedback   
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Appendix 3 Accidents, incidents, and missing person procedure guidance  

Accidents and incidents 

In the case of accidents and injuries while on a school visit in the UK, the school’s accident reporting 
process will begin, as detailed in the Health and Safety Policy. In the case of accidents and injuries 
while on a school visit abroad: 

· Organisers will cooperate fully with local emergency services and understand that any injury or 
death of a member of staff or student outside of Great Britain may be subject to the law of the land 
where the accident occurred. 

· The first point of contact within the UK will be the headteacher who will contact the family of the 
injured person. 

· Students will be asked not to contact friends or parents in the UK until the family of the injured 
person can be contacted. 

· The British Embassy/Consulate will be informed. 

· The insurer will be notified. 

The headteacher will keep written records of any incidents, accidents and near misses. 

Media enquiries will be referred to the headteacher or, if they are not available, the deputy 
headteacher or the clerk to governors. 

Staff will use guidance as set out in the Business Continuity Plan, in particular the ‘initial response’ 
section, to ensure the safety of students and staff should anything happen, e.g. a terrorist attack. 
Staff will be briefed on how to react and respond should an emergency situation occur. Relevant risk 
assessments will be undertaken before the visit, including for points of interests such as museums 
and hotels. Students and staff are informed of an evacuation plan before entering visit venues; this 
should include an agreed rendezvous point, to ensure everyone knows what to do in an emergency. 

To ensure students are easily identifiable, they must wear the school polo shirts. Failing this, students 
will be given a cap, badge or similar with the school logo on, which must be always worn. 

Missing person procedure 

The school places student and staff safety as its top priority when participating in school visits, either 
domestically or abroad. 

Before embarking on the visit, extensive risk assessments are undertaken in accordance with this 
policy. The educational visits coordinator will communicate with the venues of the school visits to 
ensure the correct group sizes are planned for each setting. 

When travelling with a student with SEND, the educational visits coordinator will ensure an adult is 
always with them and that the visit is adequately modified to suit the student’s needs in accordance 
with this policy. 
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Staff on the visit should be provided with a contact sheet for all members of staff; in the event they 
are unable to locate their group. All staff members will be required to always carry mobile phones 
with them.  
Use of mobile phones by students during sporting fixtures, school trips and or educational visits is allowable if 
considered by the visit leader and EVC that this is a decision that will mitigate the risks of the visit. This 
decision must be communicated by the trip leader to parent/carers noting that mobile phones are not covered 
by the school's insurance policy. 

Upon arriving at every venue, the designated visit leader will identify a rendezvous point where 
students and adults should go if they become separated from the rest of the group. Students and 
staff will wear school branded clothing, to make them easily identifiable. 

Regular head counts of all students and staff will take place throughout the day to ensure all persons 
are present at all times. 

In the event someone goes missing whilst on a school visit domestically or abroad: 

· The designated visit leader will ensure the safety of the remaining students and staff by taking a 
register to identify who is missing. 

· The designated visit leader will immediately identify at least one adult to start looking for the person 
and another adult to contact them via phone, these people will look for the person until, where 
necessary, the police arrive. 

· Where possible, the venue will be notified of the missing person to help ensure the person is found 
quickly. 

· If the person cannot be contacted or located within 10 minutes, the local police, or relevant 
authorities, e.g. the British Embassy, will be contacted. 

· If the police are called, the visit leader will contact the headteacher, or other available person, back 
at the school and inform them of what has happened. 

If the police, or another authority, is called to an incident where someone is missing, they will 
oversee locating the person and will advise on factors including, but not limited to, when to contact 
next of kin. 

If the missing person cannot be found, the group will return to school. If this is not possible, e.g. 
when a visit is taking place abroad, the educational visits coordinator will plan to ensure the group’s 
safety, e.g. by changing venues or cancelling visits. 

If a member of the party has gone missing and is subsequently found, the visit leader will: 

· Review the group sizes and staffing ratios to ensure no one becomes separated from their group. 

· Review whether more registers should be conducted throughout the day. 

· Assess which venues they attend to ensure they are suitable for the group. 

· Make recommendations to the educational visits coordinator to ensure similar incidents can be 
avoided in the future. 


