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Offsite Visits and Learning Outside the Classroom (LOtC) Policy 
 
 
Holy Redeemer Catholic Primary School adopts the Worcestershire County Council Policy 
document:  
 
'The Management of Visits and Learning Outside the Classroom Activities Policy' 
 
The Establishments Arrangements section for this school is linked to the above Policy. 
 
 

1. Policy Scope 
• This policy applies to all persons attending an offsite activity or visit.  This will include: the 

Visit Leader, other accompanying adults, all children attending the visit. 
• The policy applies to any school-organised activity that involves children being 

accompanied offsite (including walks in the locality; sporting activities; swimming) and for 
some onsite activities (for example: camping in the school grounds; overnight sleepovers) 

• Holy Redeemer school provide offsite visits and learning outside the classroom (LOtC) with 
the aim of: 

o Enhancing children’s learning across a range of curriculum areas. 
o Providing opportunities for children to gain a broad range of experiences.  
o Developing team, independence and leadership skills within each child. 
o Maximising children’s learning and improving the existing skills of all children. 
o Providing opportunities for children to take part in competitive sporting activities. 

This policy applies to all visits and LOtC activities whether or not they occur during: 
• normal working hours 
• weekends  
• during holidays 

 
 

2. Guidance being adopted 

Holy Redeemer Catholic Primary School adopts the Outdoor Education Advisers Panel (OEAP) 
National Guidance as sited within the WCC Corporate Policy document.  This guidance can 
be found following this link: http://oeapng.info/ 

All staff involved in Offsite visits and LOtC activities must follow this guidance unless WCC has 
provided alternative guidance either as a whole or in parts of the OEAP National Guidance. 
Clarification of the schools guidance must be sought from the Education Visits Coordinator. 

WCC has facilitated visits and LOtC activities by the provision of an Off-site Visits Advisor (a 
panel member of the OEAP), the electronic management system EVOLVE and OEAP 
accredited training provision. 
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3. Clarification of the roles. 

Governors  

The Governing Body has the responsibility to ensure that there are effective health and safety 
policies in place which meet statutory requirements, council and national guidance. 

Governors should provide support and challenge to ensure that: 
• School policy is up to date and effective. 
• Training is up to date. 
• The policy complies with WCC’s 'The Management of Visits and Learning Outside the Classroom 

Activities Policy' and that the school adheres to this policy and guidance. 
• Where approval for visits is delegated to the headteacher and/or EVC, that risk assessments 

are in place and effective 
 
Head Teacher 

The Head Teacher is responsible for approval of the following: 

• The participation of pupils and staff in visits outside the boundaries of the school. 
• The participation of pupils and staff in activities relating to Learning Outside the Classroom 

(LOtC) 

Visits and LOtC should be notified to the Head Teacher via initial parental letter and/or site risk 
assessment OR through the EVOLVE management system.  The Head Teacher is responsible for 
the approval of any visit.  The Head Teacher will:  

• Ensure staff leading visits are competent and experienced, are clear about their role and that 
of any accompanying adults, including volunteers. 

• Ensure any adult acting in a supervisory capacity is authorised by the school to undertake the 
visit. 

• Ensure EVC and staff training is up to date and effective. 
• Ensure that suitable child protection procedures are in place, including vetting at an appropriate 

level of all voluntary helpers.  
• Ensure that appropriate risk assessments are completed and preliminary visits carried out.  
• Ensure that visits are effectively supervised with an appropriate level of staffing. 
• Ensure that visit information has been shared with parents and that consent has been sought, 

where necessary. 
• Ensure that any residential visits, water-based activities or visits outside a 50-mile radius are 

logged on the WCC EVOLVE system. 
• Check whether providers / travel companies meet required standards (Where the activity or 

visit involves a third party provider: appropriate checks have been made and assurances 
obtained; a clear contract is in place setting out what the contractor is to provide; the provider 
holds sufficient indemnity) 

• Check that transport and insurance arrangements are appropriate and meet requirements. 
• Ensure emergency plans & contact details are clear and in place.  
• Ensure that serious incidents are reported to the LA’s emergency planning team to enable the LA's 

public relations unit to deal with the media. 
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Education Visits coordinator (EVC)  

The EVC is responsible and accountable for: 

• Ensuring that all visits meet with the school requirements. 
• Ensuring that there is an up-to-date register of training for Visit Leaders (VL). 
• Ensuring that the VL has a risk assessment in place for visits outside the scope of the school’s 

generic policy document. 
• Ensuring that the VL has parental/carer consent for children to take part, where necessary. 
• Ensuring that the VL has logged any water-based or residential visits, or those outside a 50-

mile radius in the EVOLVE system. 
• Ensuring that the VL has access to the EVOLVE system and that they are supported in the use 

of the system. 

Visit Leaders (VL) 

The Visit Leader is responsible and accountable for: 

• Ensuring that they have parental/carer consent for children to take part, where required.  
• Ensuring that a preliminary visit to the location has been made prior to a visit, wherever 

necessary. 
• Ensuring that there is a risk assessment written for the visit, to include medical needs or 

special educational needs of specific children. 
• Ensuring that any residential visits, visits outside of a 50-mile radius or those involving water-

based activities are logged on the Worcestershire EVOLVE system.  
• Taking part in VL training, as required. 

 
4. Helpers / Volunteers  
• Safeguarding of children is a priority on all school visits, however it is only necessary for a 

volunteer helper to be DBS checked where they may be in a position to be alone with a pupil.  
This is not the case if they are supervising a group under the direction of the VL or class 
teacher. 

• A volunteer helper should not be appointed as a Visit Leader, as they are not accountable 
through the usual lines of legal responsibility. 

• All volunteer helpers should be briefed by the VL on their role and responsibilities for the visit 
to include:  

o Risk assessment and specific procedures to follow for the visit. 
o Itinerary for the visit 

• Details of the children they are required to supervise, including any health, special 
educational needs or behaviour issues.  

 
Where the helper is a parent (or otherwise in a close relationship with a young person taking part in 
the visit) they should be made aware of the potential for their relationship to compromise group 
management, particularly if there is a serious incident. There is a probability that the helper may be 
distracted by the needs of their own child, rather than looking to the needs of the whole group. This 
means that the Visit Leader should directly address this issue as part of the risk-benefit assessment 
and not assign a helper to a  leadership role, which gives them a direct responsibility for their own 
child, other than where this is a risk managed part of the visit plan. 
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5. Procedural requirements 
• All Visit Leaders must have attended VL training and this should be updated at least every 5 

years.  EVC training should be updated every 3 years. 
• The Head Teacher should be informed of the proposed visit and approval should be obtained. 
• Preliminary visits should take place, where possible and appropriate. 
• A risk assessment should be produced for any visit, with the exception of those covered in 

the school’s generic policy and operating procedures for planned activities (see appendix 1).  
The risk assessment may include the provider’s risk assessment, as well as the school’s own 
for the visit. 

• The EVOLVE system should be used to manage the following types of visits: 
o Residential 
o Water-based activities (not weekly swimming lessons) 
o Visits outside of a 50-mile radius of the school 

• Parental consent should be sought, as required.  General consent forms are held by the office 
and cover a range of visits, including local walks, walking to church, weekly swimming lessons, 
local sporting fixtures, forest school.  

• First aid and medical requirements should be included within the planning of the visit. 
• The Visit Leader should ensure that adequate supervision is organised for the visit. The 

following ratios are a guide only; each activity should be assessed individually for suitable 
supervisions; off-site venues may also have their own supervision requirements. A 
professional judgement about supervision ratios should be made alongside the EVC/Head 
Teacher 

o EYFS/Key Stage One – one adult to every 4-6 pupils 
o Key Stage Two – one adult to every 6 – 10 pupils 

• All accompanying adults should have a clear plan of the visit and their responsibilities during 
the visit.  They should be provided with the risk assessment and itinerary for the visit, as well 
as a list of their group members. 

• Catering staff should be informed of any visits in advance, if packed lunches are required. 
• Planning and preparation for off-site visits should include emergency planning.  All 

accompanying adults should be provided with: 
o Emergency contact name 
o Emergency contact telephone number(s) 

 
6. Emergency Procedure and Incident Reporting 

 
Support Provided from Employer (WCC)  

WCC Children's Services Critical Incident SLA provides advice and guidance through their 
'Critical Incidents in Schools' training. 
 

The OEAP National Guidance provides advice about planning for emergencies and WCC also 
provides you access to the Off-site Visits Advisor Rachel Whiteley. 
 

WCC Emergency Planning Unit (if school has subscribed to the Critical Incident SLA), can 
access planned visit details in the case of a critical incident via the EVOLVE system. 
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WCC provides Visit Leader and EVC training and requires EVCs to be re-certified every 3 
years and recommends a refresher for VLs between 3-5 years. 
 

Advice and guidance is provided on EVOLVE and EduLink 
 

WCC provides an On-line accident/incident reporting system and requires all incidents to be 
recorded as soon as possible, minor incidents to be recorded in an accident book with the 
first aid provision during the visit. 
 
 

Emergency Procedures 
 
• During a planned visit, especially one that begin or ends outside of the school day, an 

emergency contact should be established (Headteacher, Deputy, other Senior Leader). 
They should be briefed before the visit as to all relevant details and be given a list of 
emergency contact information for all those involved in the visit, including staff. 
Training will be provided bi-annually for these emergency contacts. Before setting off, 
it should be established that the emergency contact is available and competent to 
carry out the role. 

• Please see Emergency Plan for information on how to escalate and deal with a critical 
incident. 

• Staff members will be provided with WCC Emergency cards to carry with them while on 
a visit. 

• Contact details, itinerary, staff, volunteers and pupils next of kin details for those on 
the visit (including staff) will be collated and given to the emergency contact for them 
to keep with them for the duration of the visit. 

• School mobile phones will be provided for those leading trips. 
• Details of medical, special needs and or behavioural needs of participants will be 

recorded in the risk assessment, as well as in the information provided to staff 
accompanying the children and to the emergency contact. 

• Details of transport arrangements including emergency contact will be recorded on the 
whiteboard in the school and office and will be provided in the emergency contact 
information pack. 

• First aid provision during the visit will be in the form of a first aid kit and a member of 
staff who is a qualified first aider. 

 
7. Induction and Training 
• Newly qualified staff will be given the opportunity to undertake peer monitoring as part of 

their induction year, if required, in order to gain experience in organising and managing visits. 
They may be accompanied by experienced support staff and/or teachers in their NQT year, 
as required. 

• The EVC will keep their training up to date and will keep abreast of developments from LA, 
DFE and from national best practice via the OEAP website. 

• All staff will be made aware of their responsibilities via staff INSET and policy update. It is the 
responsibility of visit leaders to be aware of current policy and LA guidelines.  

• Visit leader should attend training at least every 5 years and EVC every 3 years. 
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8. Transport 

• The costing of off-site activities should include any of the following that apply: 
o transport; 
o entrance fees; 
o insurance; 
o provision of any special resources or equipment; 
o costs related to adult helpers 

• Transport arrangements will allow a seat for each member of the party. It is our policy only 
to use coaches or minibuses fitted with seat or lap belts, and to insist that they be worn by 
all those participating in the visit. The school only uses Worcestershire trained minibus 
license holders. 

• Where private cars are used for transport, the parents are responsible for organising this 
between themselves. If teachers’ cars are used, permission is sought and the business 
insurance is held. Booster seats are used when appropriate. 

 

9. Providers - selection and assessments 

WCC as the employer, has set out its expectations for the selection and assessments of 
potential providers for off-site visits and LOtC activities as follows: 
 

 
• Website - Visit the providers website or seek its official literature  
• Quality badge - Find out what if any quality badge they have and what it actually 

assesses/inspects to gain the quality badge, check out if the provider actually holds the 
quality badge stated (WCC recognise LOtC, Adventure Mark, AALS) 

• Engage with the provider – talk to them, get risk assessments from them and any other 
information they can provide e.g. plans, maps directions, car parking etc 

• Past visit – Check using EVOLVE (WCC requirement if maintained school) if other 
schools have used this provider or look at own past school visits and feedback after the 
visit 

• Preliminary Visits - Carry out a preliminary visit if possible, if not try to seek a contact 
from another school who have used the provider by using the EVOLVE system. 

• Governing Bodies – Check if any of the activities planned are affiliated to a governing 
body e.g. rugby – Rugby Football Union, canoeing – British Canoe Union 

• Off-site Visits Advisor – consult with WCC Off-site Visits Advisor Rachel Whiteley. 
 
 

10. Behaviour 
• Staff will ensure that there is a suitable ratio of adults to pupils in place at all times. Staff 

are required to supervise pupils at all times during the visit, including down time and night 
time for residential visits.  Staff are expected to act in a supervisory role even when in their 
own 'down time'.  

• School policies on behaviour and safeguarding will be followed at all times. 
• All children will be reminded of behaviour expectations and they will mirror those expected 

in school. 
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• Pupils will be reminded of safety procedures prior to all visits and the timetable of the day 
will be explained to them. It will be made clear who is the group and overall visit leader. 

• For residential visits there will be a “behavioural contract” that pupils will sign. 
• For pupils who have challenging behaviour issues, a risk assessment will be undertaken and 

all possible measures will be put in place to ensure the child is included in the school trip. A 
child will only ever be excluded in extreme cases from outdoor visits if their behaviour poses 
a risk to themselves or other pupils and adults. This assessment will be undertaken in 
consultation with parents/carers. 

• Parents are expected to take responsibility for removing pupils in the case of a serious breach 
of behavioural expectations, at the discretion of the visit leader and Head Teacher, where 
possible. For residential visits, parents will sign to demonstrate their understanding of this 
requirement. 

 

 

11. Exclusion and Inclusion 
• This policy presumes an entitlement of all pupils to participate in events, and is in line with 

the Equality Policy 
• Accessibility issues will be considered as part of the planning process and realistic 

modification or adaptations will be made wherever possible. 
 

12. Insurance  

Off-site Activities Travel & Personal Injury insurance is taken out each year. 

 

13. Finance 

See Charging and Remissions Policy. 
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Appendix 1 
 

Visits exempt from risk assessments because covered in the school’s generic policy and operating 
procedures for planned activities:  
 

• Visits to Holy Redeemer church 
• Sports visits to other schools 
•  


