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EDUCATIONAL VISITS POLICY 

It is recommended that, in addition to this policy, all Visit Leaders read the National Guidance from 

the Outdoor Educators Advisers Panel that is linked to from the Home page of Evolve. 

 

NO VISIT MAY BE UNDERTAKEN WITHOUT FOLLOWING THIS POLICY 

AIMS AND OBJECTIVES 
 

Dulwich Prep London is committed to organising educational visits of all kinds. They will range from 

local visits, through visits to places of interest further afield and on to adventure holidays and trips 

abroad. Visits organised during curriculum time should be inclusive and developmental across the age 

and ability range. Any educational visit must have a clear aim and purpose which is in line with the 

school’s aims and ethos. This should be made clear in the proposal of a visit. 

 

LEGAL RESPONSIBILITIES 

 

The governing body retains overall responsibility for the health and safety of all pupils, staff and 

visitors at Dulwich Prep London and consequently during all school visits. It is expected to ensure 

that the Head Master and other staff are supported and monitored in matters connected with 

educational visits.  

 

The Head Master also has extensive responsibilities to ensure the health and safety of pupils on 

visits, even when tasks have been delegated to other members of staff.  

Visit Leaders have responsibility for the group at all times during the visit, including the pupils’ 

behaviour. 

All staff supervising a pupil on a visit are said to act ‘in loco parentis’ and as such are expected to 

apply the same standards of care as would a ‘reasonable parent’ acting within a range of reasonable 

responses. 

The courts do not rush to find schools and teachers negligent – they accept that accidents do 

happen. However, schools must be able to show that they have taken reasonable steps to plan visits 

thoroughly and assess and manage risks. Individual teachers must be able to demonstrate that they 

have followed the school’s policy and that their responses to an incident were within the range of 

the reasonable responses of a parent. 

 

THE ROLE OF THE EVC 

 

The role of the EVC is to assist Visit Leaders in the planning and organisation of visits and the use of 

Evolve. Visit leaders should involve the EVC from an early stage. The EVC will help ensure that the 

visit meets the school’s requirements in terms of following this policy, educational objectives and 

risk assessment and submit a visit leader’s plans to the Head Master via Evolve. The EVC will also 

review systems and monitor practice. See Appendix 1 for a more detailed description of the Evolve 

system. 
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PRE-PLANNING 

A proposal must be prepared by the Visit Leader. This proposal must have the support of the Head 

of Department or Section concerned and, in the case of more complex trips be submitted to the 

Head Master before any trip can be organised.   This planning MUST include a comprehensive 

breakdown of the budget for the trip submitted at least one month prior to the trip’s departure.  

The EVC should be involved from the beginning.  

Once a proposed trip has been approved an exploratory visit would normally be carried out. If a 

visit is not possible information must be gathered from as many other sources as possible. 

PLANNING 

Planning should be a collaborative process involving the Visit Leader, EVC and other relevant staff 

members. Trips should be planned with the Zonal Model in mind. The EVC will advise but, in short, 

this states that uncomplicated trips during the school day should run along the lines of a sports 

fixture and require little more than a ‘teamsheet’ detailing arrangements, whilst more complicated 

trips require specific consent, risk assessments and the like. See Appendix 2 for a more detailed 

explanation of the Zonal Approach. This is akin to the Radar outlined in the National Guidance.  

RISK ASSESSMENT 

Risk assessment is not only a legal requirement but also forms the basis for much of the planning 

required for a successful visit. It does not need to be complex but it must be comprehensive; safety 

must remain the number one priority of any visit. 

Risk assessment for educational visits can be usefully considered as having three levels  

Generic activity risk assessments, which are likely to apply to the activity wherever and 

whenever it takes place. These are often available from the specialist provider. 

Visit/site specific risk assessments which will differ from place to place and group to group. 

Venues that are regularly visited by school groups will usually provide a copy of their own risk 

assessment. 

Ongoing risk assessments that take account of, for example, illness of staff or pupils, changes of 

weather, availability of preferred activity. 

The EVC will advise if a Visit Risk Assessment Sheet is required. Generally trips that require the use 

of Evolve will require a risk assessment. The form must be uploaded to Evolve. 

The EVC will assist in the completion of any risk assessment. 

When a trip is repeated the assessment may be re-used but it is essential that a meeting takes place 

at which the assessment is reviewed by the Visit Leader and the accompanying staff. 

Full explanation of risk assessment procedures, Risk Assessment Sheets and sample risk assessments 

can be provided by the EVC and are available on the Evolve resources section. 

TYPES OF VISIT 

https://oeapng.info/downloads/download-info/1d-the-radar-introduction/
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Dulwich Prep London pupils undertake local day visits, residential trips in the UK and residential 

trips abroad. The type of visit needs to be taken into account when planning, staffing and risk 

assessing any visit. Trips abroad need careful attention to duties under health and safety law; civil law 

and overseas law could be invoked in cases of negligence. 

STAFFING 

The visit must not take place unless suitably experienced Visit Leaders are available. The Head 

Master, in consultation with the EVC, will make the final decision. 

There are no legal requirements for supervision ratios on educational visits beyond EYFS.  

The supervision needed on a particular visit will be largely influenced by the educational objectives 

and the results of the risk assessment.  

Other factors that need to be taken into account are the nature of the visit and activity, the 

experience of the supervisors, the needs, including any special educational or medical needs, and age 

of the group, the environment and conditions in which the visit will take place and the nature of the 

venue. 

Staff accompanying residential trips must be aware of and adhere to the points laid out in the Staff 

Handbook. 

Current guidance suggests that for activities such as visits to local historical sites and museums or 

for local walks, the following ratios are accepted starting points: 

● Visits involving Early Years children no longer have additional statutory staffing requirements 

but are required to follow those detailed in EYFS Framework for on-site activities. 

● 1 adult for every 6 pupils in years 1 to 3 

● 1 adult for every 10 – 15 pupils in years 4 to 6 

● 1 adult for every 15 – 20 pupils in year 7 onwards 

 

The minimum number of teachers on any visit will normally be 2.  

Supervisors may include other school staff, activity provider’s staff or parent volunteers. Visit leaders 

should not use volunteers to “make up the numbers” and must ensure that those who have not had 

a DBS check do not have unsupervised access to the children; volunteers on overnight trips must 

have had DBS checks whether or not they have unsupervised access. Supervisors should be 

thoroughly briefed before the visit. Parent volunteers should be briefed that they are not responsible 

for solely their own child. They must be aware that in the event of an emergency they will be 

expected to follow the visit leader’s instructions.  

All Visit Leaders must take account of possible emergencies when planning their staffing. It must 

always be possible to release one member of staff to deal with an incident without compromising the 

supervision of the remainder of the group.  

All staff must be clearly briefed on all aspects of the visit. They must also be clear of any special 

responsibilities that they have been assigned. 

 

FIRST AID PROVISION* 

https://oeapng.info/downloads/download-info/4-3b-ratios-and-effective-supervision
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It is advisable but not required that a qualified first aider accompanies a visit. The requirements 

must be considered in the light of the visit risk assessment. Similarly, the decision to take a member 

of the school’s medical staff on any residential trip should be looked at on an individual basis taking 

in to account any special needs or requirements. 

PRESCRIBED MEDICATION*  

Prescription drugs supplied by the parent may be administered to the named pupil only. All drugs 

should be supplied in original packaging and with full instructions accompanied by a signed letter 

from the parent or guardian. In the case of illness during residential, parents will be contacted should 

a child be prescribed drugs following a doctor’s consultation.  

NON PRESCRIPTION MEDICATION* 

Teachers are only permitted to administer non-prescription drugs on school visits if they are taken 

regularly for a specific or diagnosed condition such as hay fever or travel sickness. Occasional 

medication such as Calpol or Ibuprofen must not be taken on trips. See Appendix 3 for more details.  

* Special arrangements apply to EYFS and are contained in the EYFS Educational Visits Document 

REMOTE SUPERVISION 

Supervision can be close or remote, for example, on a fieldwork trip or during ‘shopping time’ but it 

is always constant.  

Children must never be unsupervised. The staff continue to be in charge.  

It is essential that when supervision is remote, that: 

● pupils are set clear boundaries both physically and in terms of the behaviour expected 

● pupils are familiar with and have details of rendezvous points 

● pupils carry ‘lost and lonely cards’ giving contact details of their supervisors 

● supervisors remain in the area and are readily on hand 

 

Down time before, during or after activities should be treated in the same way as times of remote 

supervision; it is not time off. 

 

SMOKING, DRUGS AND ALCOHOL ON TRIPS 

Staff on trips must continue to adhere to the terms laid out in the Smoking, Alcohol and Drugs 

Policy that forms part of the Contract of Employment. The most pertinent sentences related to trips 

are: 

SMOKING It is forbidden to smoke in a room, or outside play area, when pupils are present or 

about to be present.   

DRUGS It is strictly forbidden to come to work or to remain at work under the influence of any 

drug.   

ALCOHOL It is strictly forbidden to come to work or to remain at work under the influence of 

alcohol.  
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It should therefore be noted that it is a potential disciplinary offence for a teacher to be at work (as 

they are when accompanying a school trip) when affected by drink (even if not ‘drunk’ in the 

everyday sense of the word) or indeed by other substances which may affect their judgement and 

behaviour (other than those medically prescribed and of which the school is aware) because being in 

such a state potentially puts pupils and colleagues at risk and may also undermine discipline and good 

order and perhaps bring the school into disrepute. 

Dulwich Prep London’s policy on the consumption of alcohol on school trips ensures that staff 

behaviour is consistent, safe and promotes the health and well-being of the school community. All 

staff are required to support this policy which recognises that:  

● The excessive consumption of alcohol by staff during trips is inconsistent with the standard 

of professional conduct necessary to maintain community confidence in these activities 

● Staff have the responsibility to act “in loco parentis” and this takes priority over all other 

considerations. They must at all times be able to fulfil their duties and obligations as laid out 

in the contract of employment. 

● It is not acceptable for staff to be under the influence of alcohol when professionally active 

and responsible for either pupils, parents, other colleagues and /or school property  

There is a strict no drinking or smoking policy whilst staff are “on duty”.  On residential trips, this 

timescale incorporates the time from wake up through to lights out and encompasses time where 

children may have been handed over to a third party for activities.  Staff must be aware that they 

could be called upon at any time within this period to assist with illness, accidents or evacuations 
and need to be in the correct frame of mind to fulfil their duties responsibly and effectively. 

Visit leaders need to ensure that at any given time over the course of a residential trip that there are 

always a minimum of TWO staff completely free of alcohol.  In this situation, care should be taken 

to ensure that staff regarded as 'on duty' understand that they are not permitted to consume alcohol 

during this time since they have a duty of care over the pupils attending the visit, and may be 

required to take professional decisions or actions.  It is advised that one of these staff should be first 

aid trained.  The duty rota should not unfairly penalise any leaders/staff who choose not to drink. 

Where sufficient staff are available on a trip, a visit leader may decide to allow staff to take some 

'free time'.  During this time these staff may consume alcohol (again within reason) but should 

during this period under no circumstances be given any responsibilities around caring for the 

children on the trip.  For staff not considered to be on duty alcohol consumption must be within 

limits ensuring that they are completely free of the effects of this by the start of the next working 
day. 

 

INFORMING PARENTS AND PARENTAL CONSENT 

Legally specific consent is not required for a low risk visit that takes place during the hours covered 

by a normal school day. For this purpose the normal school day is related to our wrap around care 

system and runs from 7:30am until 7:00pm including Saturdays. Parents must, however, be informed, 

in writing or at a meeting, in advance, of departure and return times, all the activities to be included 

in a visit, transport arrangements, staffing levels and any additional costs. These trips are deemed to 

be Zone1. 

Specific consent must be obtained for activities that take place beyond the normal school day or that 

presents a heightened risk. A holiday ski trip and a school day out rock climbing both fall in this 

category. Booking a place on a theatre trip for example is deemed to be giving consent.  
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Methods for obtaining consent for specific visits and template consent forms are available from the 

EVC. 

 

DATA RETENTION 

All data collected and collated in relation to a trip should be deleted as soon as the deletion is 

approved at the trip evaluation meeting. This includes both hard and electronic copies of all personal 

data collected for the purposes of the trip. Data may need to be retained if the evaluation meeting 

identifies a possible future need; proof of consent may be needed in relation to an inquiry arising 

from an accident or injury, for example. This advice is in line with GDPR requirements. 

PREPARING PUPILS 

Providing information and guidance to pupils is an important part of preparing for a school visit. 

Pupils must understand what standard of behaviour is expected of them and why rules must be 

followed. Teachers must ensure that the pupils understand key safety information.  

TRANSPORT 

Parents and pupils must be made aware of all transport arrangements including what to do if return 

travel is delayed. Clarioncall must be used. Parents should also know what to do if they miss the 

scheduled departure time. 

CONTACT DETAILS  

Contact numbers, addresses, transport arrangements and an itinerary must be provided for all visits. 

These details must be left with the main school office. Next of kin contact details of staff and 

volunteer supervisors are required as well as those of the pupils. During the normal school day it 

may be assumed that the school office has all staff and pupil contact details and a list will be 

sufficient. 

A ‘School Based Contact’ must be arranged for all visits that take place outside the normal 

school day and that person must also be provided with full details of the visit. The Contact should be 

a member of SLT as it is possible that they could be called upon to make decisions and take action 

on behalf of the school without additional support. A member of SMT may be used as the contact if 

no member of SLT is available.  

PHONES 

School phones are available for use on trips of any duration. This is the number that should be 

included on the ‘Lost and Lonely’ card and given to parents. They should be booked out from the 

Bursary and are logged in automatically to out @dpltrips twitter account. Personal phones should 

not be used for photography and personal numbers should not be given to parents. Pupils are not 

allowed phones on trips. 

EMERGENCY PROCEDURE 
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It is vital that an emergency procedure is in place for each trip. All Visit Leaders and accompanying 

staff must read and complete the Emergency Procedure Action Plan card before embarking upon a 

trip. The card must be carried at all times. See Appendix 4 for an example of the card. 

In the event of an emergency contact must be made with a member of SLT as soon as possible. 

During school hours this may be via the main school office but outside school hours it may need to 

be via the Agreed School Based Contact.  

Visit leaders must confirm the emergency contact and record it on the Risk Assessment Sheet and 

the Card. It also must be possible for school to contact Visit Leaders at all times. 

The Home contact must be in possession of all necessary contact details. 

The Dulwich Prep London emergency number 020 8935 5415 is set to divert to the member of 

SLT on duty. 

EVALUATION 

An evaluation meeting must be held after all major trips and visits. This should be chaired by 

the Head of Section or the Head Master with the EVC and visit leader in attendance.  

FINANCE 

Visits during curriculum time are usually funded by the school and must be budgeted for accordingly. 

Major year group residential will have their own budget whilst smaller trips will be itemised within a 

departments on budget. All trip expenditure must be approved by the budget holder.  

Out of hours visits, holiday trips and invitational tours are expected to be self-funding with all costs 

passed on to the parents of those attending. Visit leaders are expected to prepare a budget for the 

trip in advance and keep detailed records of all expenditure. Pre-paid ATM cards are available from 

the bursary for foreign trips and Visit Leaders are not to use their own bank accounts for trip funds 

such as pupil pocket money, entrance fees other than in the case of an emergency. Expenses must be 

itemised, authorised and presented to the bursary along with receipts and invoices. 

Subsistence allowances are to be budgeted for in the pre-planning phase of the trip.  Please contact 

the bursary prior to your trip in order to get up to date information on what the current allowances 

are.  Wherever possible the trip leader should purchase food and drink on the pre-paid ATM cards 

so that funds can be tracked.   Where cash is given or if staff purchase their own food and drink for 

which they will claim later, the bursary will expect itemised receipts for these purchases.   These 

allowances are not to be used for the purchase of alcohol.     

 

 

INSURANCE 

Dulwich Prep London carries significant insurance cover but it is the visit leader’s responsibility to 

check that a specific visit or activity will be covered on the policy. Details should be obtained from 

the Bursary.  It is advised that trip leaders seek advice from the bursary as to whether all activities 
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planned on trips are covered by the school insurance or if additional insurance needs to be budgeted 

for and purchased. 

There is no specific “ban”, as far as we are able to determine, in the general insurance policies that the 

school has.  However, there may be some clauses in insurances which may have been arranged at local level 

or by external agencies.  Some countries and certain organisations also prohibit the possession and 

consumption of alcohol, whether by minors or adults.  In these instances overseas agencies my refuse to 

honour the terms of our insurance policy. 

Appendix 1 

Evolve 

EVOLVE is an online system for the planning, approval and management of educational visits. 

It is proven to reduce paperwork, simplify procedures, produce self-review and inspection 

preparation data, and improve staff confidence in that they automatically follow both employer, and 

National Guidelines. 

EVOLVE has been designed and developed by a team with extensive experience of implementing and 

managing IT systems in schools, and planning and co-ordinating educational visits. It is modular, 

flexible and designed to promote efficiency and confidence in those that use it... teachers. 

Staff members log in to the system via a link on the desktop or at and work through clear stages in 

their trip planning.  

https://evolve.edufocus.co.uk/evco10/evchome_public.asp?domain=cccpccvisits.org.uk 

Planned trips are submitted to the EVC electronically for initial approval and then passed on to the 

Head Master for authorisation. In the case of overseas or adventurous the final stage is approval by a 

Local Authority Outdoor Advisor.  Our partnership is with Cambridgeshire County Council. 

 

  

https://evolve.edufocus.co.uk/evco10/evchome_public.asp?domain=cccpccvisits.org.uk
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Appendix 2 

This is taken adapted from the National Guidance Radar 

 

 

 

 

 

 

 

 

 

 

https://oeapng.info/downloads/download-info/1d-the-radar-introduction/
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Appendix 3 

A letter sent to parents with regard to Medication on Trips 

Please note this information applies only to medication for a specific condition such as 

hay fever/allergy, travel sickness or a diagnosed condition where the medication is taken 

regularly. Occasional medication such as Calpol or Ibuprofen must not be taken on trips. 

Dear Parents 

Inhalers 

Could you please ensure that your son carries his labelled inhaler(s) in his backpack/hand luggage so 

that it is always readily available. 

He will be responsible for his inhaler(s) for the duration of the trip and we would be most grateful if 

you could remind him of the importance of this before he goes. Please note that if he does not have 

his inhaler he will not be able to take part in the activities. 

Antihistamines (for hay fever and allergies) 

If your son requires antihistamine medication whilst on the trip, please take advice from your local 

pharmacist who will advise you of the appropriate over the counter medication for your son. Please 

attach a label to the box of the medication clearly stating your son’s name. The original box must be 

supplied with the pharmaceutical leaflet inside. Staff will give the medication in accordance with the 

dispensing instructions on the box and the pharmaceutical leaflet.    

It would be very helpful if the antihistamine could be supplied in tablet form, making it much easier 

and safer to transport. The tablets are generally very small so should be easy to swallow if the need 

arises. 

Travel sickness medication 

If your son requires medication for travel sickness, please take advice from your local pharmacist who 

will advise you of the appropriate over the counter medication for your son. Please attach a label to 

the box of the medication clearly stating your son’s name. The original box must be supplied containing 

the pharmaceutical leaflet. Staff will give the medication in accordance with the dispensing instructions 

on the box and the pharmaceutical leaflet.     

Prescribed medication 

If your son is currently taking any prescribed medication such as antibiotics or medicines for a 

diagnosed condition please ensure that the medication is brought in the original box/bottle as 

dispensed by the pharmacist with the prescription label attached, with your son’s name and dosage 

instructions clearly printed.  

 

 

Emergency medication 
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If your son has a prescribed Adrenaline Auto Injector, antihistamines and/or inhalers for an allergy, 

these together with the management plan will be transferred from the school ‘yellow bag’ in to a ‘bum 

bag’ for your son to carry. It will be given to him at the start of the trip and staff will ensure that it is 

with him at all times for the duration of the trip. 

Appendix 4 

 

 

 

 


