
 

 
 
 
 
 
Statement of Intent 

 
At Rimon, we believe that educational visits are an integral part of the entitlement of every pupil to an effective 
and balanced curriculum. They can be effective ways of motivating pupils, and they can often offer unique 
educational experiences.  Appropriately planned visits are known to enhance learning and improve attainment, 
and so form a key part of what makes Rimon a supportive and effective learning environment.  
 
JCAT, as the employer, is responsible for the health and safety of pupils, members of staff and volunteers and 
aims to protect them from getting hurt while out on educational visits or school trips.  
 
 

1. Application 
 
Any visit that leaves the school grounds is covered by this policy, whether as part of the curriculum, during 
school time, or outside the normal school day. 
 
In addition to this Educational Visits & School Trips Policy, Rimon: 

1. Adopts the Local Authority’s (LA) document: ‘Guidance for Educational Visits and Related Activities 
with National Guidance & EVOLVE’. 

2. Adopts National Guidance www.oeapng.info (as recommended by the LA). 
3. Informs CST when pupils are taken out of the Local Area. 

 
All staff are required to plan and execute visits in line with this school policy, Local Authority policy, and National 
Guidelines. Staff are particularly directed to be familiar with the roles and responsibilities outlined within the 
guidance.  
 
 

2. Types of Visit & Approval 
 

There are three ‘types’ of visit: 
 

1. Visits/activities within the ‘School Learning Area’ that are part of the normal curriculum and 
take place during the normal school day. 
Staff obtain parental consent and inform parents when they are taking place and parents have the 
option to request that their child is withdrawn from the activity. 
 

2. Other non-residential visits within the UK that do not involve an adventurous activity. E.g. visits 
to museums, farms, theme parks, theatres, etc. 
These are entered on EVOLVE by the visit leader and submitted to the Educational Visit Coordinator 
(EVC) for checking. The EVC then submits to the Head for approval.  
 

3. Visits that are overseas, residential, or involve an adventurous activity. 
These follow 2. above, but the head will submit to evolve and ensure that the staff have completed a 
risk assessment and pre visit.  
 

 
 

3. Roles and responsibilities  
 

Visit leaders are responsible for the planning of their visits, and for entering these on EVOLVE (where 
required). They should obtain outline permission for a visit from the Headteacher prior to planning, and before 
making any commitments. Visit leaders have responsibility for ensuring that their visits will comply with all 
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relevant guidance and requirements. Where necessary support will be sought from the SENDco to ensure that 
every child can access the trip.  
 
The Educational Visits Coordinator (EVC) is Sarah Simmons, who will support and challenge colleagues 
over visits and learning outside the classroom (LOtC) activities. The EVC is the first point of contact for advice 
on visit related matters.  
 
The Headteacher has responsibility for authorising all visits.  
 
 
JCAT is responsible for the final approval of all visits that are either overseas, residential, and/or involve an 
adventurous activity. 
 
 

4. Staff Competence 
 

We recognise that staff competence is the single most important factor in the safe management of visits, and 
so we support staff in developing their competence in the following ways: 

• A mentoring system, where staff new to visits assist and work alongside experienced visit leaders before 
taking on a leadership role. 

• Supervision by senior staff on some educational visits. 

• Support for staff to attend training courses relevant to their role, where necessary. 
 

In deciding whether a member of staff is competent to be a visit leader, the Headteacher will take into account 
the following factors: 

• Relevant experience. 

• Previous relevant training. 

• The prospective leader’s ability to make dynamic risk management judgements, and take charge in the 
event of an emergency. 

• Knowledge of the pupils, the venue, and the activities to be undertaken. 
 

 
 

5. Emergency procedures 
 

A critical incident is any incident where events go beyond the normal coping mechanisms and 
experience of the visit leadership team. 
 
The school has an emergency plan in place to deal with a critical incident during a visit (see Appendix 1). All 
staff on visits are familiar with this plan. 
 
When an incident overwhelms the establishment’s emergency response capability, or where it involves serious 
injury or fatality, or where it is likely to attract media attention then assistance will be sought from the local 
authority.  
 
 

6. Missing person procedure  
 

The school places pupil and staff safety as its top priority when participating in school trips, either domestically 
or abroad.  
Before embarking on the trip, extensive risk assessments are undertaken.  
When travelling with a pupil with SEND, the visit is adequately modified to suit the pupil’s needs.  
Everyone on the trip will 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 carry mobile phones with them at all times.  
Upon arriving at every venue, the designated trip leader will identify a meeting point where pupils and adults 
should go if they become separated from the rest of the group. Except on residential trips, pupils will wear 
school branded clothing, in order to make them easily identifiable.  



 

Regular head counts of all pupils will take place throughout the day to ensure all pupils are present at all times. 
In the event of someone goes missing whilst on a school trip domestically or abroad:  

• The designated trip leader will ensure the safety of the remaining pupils and staff by taking a 

register to identify who is missing.  

• The designated trip 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 trip 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 trip is 
taking place abroad, the educational visits coordinator will make arrangements 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 trip 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. 

 

7. Educational Visits Checklist 
Rimon’s educational Visits Checklist forms part of the risk management process for visits and off-site activities. 
This has been adapted from the LA’s generic checklist. A visit should only go ahead if the answer to all relevant 
questions is ‘YES’. 
 
 

8. Parental Consent  
Consent is required for all activities. For these visits, sufficient information must be made available to, so that 
consent is given on a ‘fully informed’ basis. 

 
 

9. Inclusion  
Where possible, activities and visits will be adapted to enable pupils with SEND to take part. 
Where this is not possible, an alternative activity of equal educational value will be arranged for all pupils. Pupils 
with SEND will be accompanied by a responsible adult during the extra-curricular trip or visit.  
 
 
 
 
 
 
 

10. Charging / funding for visits 
The financial procedures outlined in the school’s Charging and Remissions Policy will always be followed when 
arranging trips. 
 
Money for school trips will always be paid directly to the school. Under no circumstances should school trip 
money be processed through personal accounts. 
All letters to parents regarding school trips will include a clause explaining 1) what to do if they are unable to 
meet the costs and 2) what will happen in the event that the trip is cancelled or a pupil cancels their place on 
the trip.   



 

In the event that the trip is cancelled due to unforeseeable circumstances, it is at the headteacher’s discretion 
as to whether a refund is given to parents. The headteacher will consult the governing board on the matter, 
taking into account the cost to the school, including alternative provision costs.  
In the event that a pupil cancels their place on a trip, it is at the headteacher’s discretion as to whether a refund 
is given to parents. The headteacher will consult the governing board on the matter, taking into account the 
pupil’s reasons for cancelling their place, whether the school will be reimbursed for the pupil’s place on the trip, 
and whether the space on the trip can be offered to someone else. Where a pupil has previously cancelled a 
space on a school trip and received a full refund, the school has the right to refuse to allow the pupil to attend 
future trips and visits.  
The school will take a common-sense approach to refunds and cancellations, ensuring that all pupils are treated 
equally.  Any charge made in respect of pupils will not exceed the actual cost of providing the trip divided equally 
by the number of pupils participating.  
Once trip arrangements are booked and confirmed, if contributions to a trip exceed the total cost of the trip, a 
refund will be given where the excess is greater than £1 per pupil. Any excess of expenditure will be subsidised 
by the school fund.  
 
 
 

11. Insurance  
When planning activities of an adventurous nature in the UK, the member of staff booking the trip will check 
that the provider of the activity holds a current licence.  
We have an insurance policy for residential trips. 

 

 

Appendix 1 – Emergency Procedure 

 
The school’s emergency response to an incident is based on the following key factors: 
 
1. There is always a nominated emergency base contact for any visit (during school hours this is the office). 
2. This nominated base contact will either be an experienced member of the senior management team, or 

will be able to contact an experienced senior manager at all times. 
3. For activities that take place during normal school hours, the visit leadership team will be aware of any 

relevant medical information for all participants, including staff.  
4. For activities that take place outside normal school hours, the visit leadership team and the emergency 

contact/s will be aware of any relevant medical information and emergency contact information for all 
participants, including staff. 

5. The visit leader/s and the base contact/s know to request support from the local authority in the event 
that an incident overwhelms the establishment’s emergency response capability, involves serious injury 
or fatality, or where it is likely to attract media attention.  

6. For visits that take place outside the School Learning Area, the visit leader will carry either: 
a) An LA Emergency ‘Card’ or 
b) An OEAP National Guidance Emergency action card (Available via www.oeap.info) 
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