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Rationale:   

Visits by pupils are an important part of the educational experience and require careful planning and 

organisation to ensure that pupils gain access to the opportunities offered; that risks are identified and 

addressed; that the law is complied with in full; that pupil and staff safety is planned for and as far as possible 

secured; and that best value principles are adhered to in what can be an expensive operation. This policy 

aims to ensure that these objectives are met. 

 

Principles: 

No pupil should be prevented from participation in a school visit which forms part of a course of study or 

leads to or forms part of an assessed part of a public examination by reason of inability to afford the charges 

concerned.  See Charging and Remissions Policy. 

 

a) Likewise, no pupil should be prevented from participation in a school visit by reason of race, ethnic 

origin, religious or other affiliation, disability or other similar personal circumstance. 

 

b) Where a visit or trip forms part of the school’s provision for extra-curricular or leisure activities, and a 

pupil might be unable to participate by reason of hardship, the school will seek to make arrangements 

wherever possible for payment of the charges involved by instalments or in arrears or both. 

 

c) The school will apply its Policy for Charging, its Remissions Policy and its Equal Opportunities Policy in 

determining the way in which opportunities for trips and visits are made available to pupils. 

 

d) Pupils and parents have the right to expect that the risks involved in any visit or trip have been 

thoroughly and carefully assessed in advance and that any that are out of the ordinary have been 

drawn to the attention of both pupils and parents in advance of the trip. 

 

Specifics: 

The School will appoint an Education Visits Coordinator whose job description will provide for a full service 

for staff and pupils. 

 

1. The school will maintain a comprehensive document comprising Guidelines for the 

Organisation of School Visits  providing a guide for staff organising trips and visits and will 

ensure that it is updated periodically. 

 

2. Insurance: The school will take steps to ensure that the law regarding trips and visits is 

complied with in full and will ensure that appropriate insurance is obtained and held in 

relation to all staff and pupils participating. 

 

3. Permissions: The permission of parents will be sought and obtained for all visits and trips, and 

unless such permission is forthcoming, pupils will not be permitted to participate. 

 

4. Risk Assessments: The visit organiser will be responsible for ensuring that a full risk 

assessment is carried out in advance of all trips and visits and that the risk assessment is in 

writing. Risk assessments will be kept on file for all visits and trips for a period of at least 12 
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months following the end of the visit  

 

5. A school visits checklist will be produced and will be used by all trip and visit organisers as a 

means of ensuring that all key points in the organisation of trips and visits have been 

addressed. 

 

6. For all visits extending significantly beyond the end of the school day, involving one or more 

nights away from home, or involving a round trip of more than 160 miles, steps will be taken to 

identify a member or members of staff who can act as first point of contact at all times when 

the school switchboard is closed and who will be able to deal with emergencies, changes of 

plan etc.. Where foreign travel is involved, or when trips occur during school holidays, that 

should normally be a senior member of staff. 

 

7. The School Finance Officer will ensure that best value principles are adhered to in the booking 

of coaches etc, advising the member of staff organising the visit accordingly. 

 

8. Where proposed trips or visits will disrupt normal timetabled lessons, permission of the 

Deputy Head will be sought. Achievement Leaders’ meetings will also have a standing item on 

the agenda where proposed trips can be discussed if affecting timetabled lessons.  All trips 

should be organised in order  to avoid or minimize disruption to lessons. 

 

9. The approval of the Governing Body will be sought for all visits and trips involving foreign travel 

or one or more night away from home. This approval may be sought from the full Governing 

Body or from the designated Governor. Unless such approval is given, visits of this kind will not 

go ahead. A nominated single governor will have delegated responsibility on behalf of the full 

governors to give such permissions when the need for them arises between meetings. 

 

10. Where a trip or visit involves the use of the school’s own minibus transport, the  member(s) of 

staff doing the driving will have passed the Local Authority’s assessment of competence to 

drive the vehicle concerned. Such members of staff must satisfy the School Premises Manager 

that they hold a driving licence which qualifies them to drive the vehicles concerned. No use of 

the minibuses will be permitted by members of staff who are unable to satisfy both these 

requirements. 

 

11. A log of all school visits will be maintained for use as a point of reference in the event of any 

dispute, legal action, insurance claim or other matter which may call for supporting 

documentation after the event. The log will be retained for at least 12 months after the end of 

the last trip or visit contained therein. 

 

 

 


