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Downland School Off-Site Visits Policy 
 
Downland School seeks to ensure that every person has access to a wide range of 
educational experiences during their journey from childhood through adolescence into 
young adulthood. 
 
All Learning Outside the Classroom (LOtC) activities, visits, adventurous activities and 
residential visits, either in the UK or abroad must be authorised and logged by the head of 
establishment. Group Leaders should not regard authorisation as automatic and the activity 
must not take place if authorisation has not been given. 
 
It is of vital importance that a full risk assessment should be made for every activity 
undertaken.   Although regular, non-hazardous activities may be covered by standard 
establishment risk assessments, specific aspects of each visit – from transport, weather 
conditions, group dynamics etc., should be risk assessed as part of the normal planning 
procedures. 
 
It should be remembered that if an incident occurs the Health and Safety Executive will 
request access to the planning documentation for any activity and a clear audit trail of 
planning and risk assessments should be available for all ventures. Each establishment must 
have its own policies and procedures in place to support the evidence of sound planning and 
programming of the activity and to ensure the safety of the pupils and staff on the trip.  
 
Every visit must be led by a group leader who has been registered with the establishment as 
having sufficient experience and leadership skills to be able to carry out the visit safely.  
Downland School maintains a register of adults who have the necessary experience and 
qualifications to lead groups of children and young people on the Evolve risk management 
system. 
 
LOtC activities should be planned and programmed by the group leader well in advance of 
the activity taking place. 
 
If group leaders wish to lead on hazardous activities which require a National Governing 
Body technical qualification, heads of establishment/EVCs must record the details of the 
certificates, including issue/expiry dates, name of certifying body, certificate number and 
level of activity to which the certificate applies. 
 
The Headteacher 
 

1. Is ultimately responsible for LOtC activities for their establishment 
2. Can consider delegating the role of educational visits co-ordinator (EVC) who will 

approve visits, although in some primary schools this role will remain the 
responsibility of the Headteacher 

3. Will monitor the work of the EVC (if the role is delegated) and must be available to 
offer help and advice if requested 

4. Must ensure that emergency procedures and contingency planning for an 
emergency are in place 
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School Governors 
 
Are required to: 
 

1. Ensure that the Headteacher, the EVC and group leaders are supported in providing 
LOtC activities in a safe and educationally beneficial manner 

2. Ensure that local, county and national guidance is available and adhered to 
3. Review the establishment’s emergency procedures 
4. Ensure there is a system for parental permission for offsite visits and a system in 

place to investigate parental complaints 
 
When deciding whether or not to approve a visit the Headteacher: 
 

 Whether the leader has recent, relevant experience of the activity, and if this 
experience is logged? 

 Has the applicant an organising ability and a sense of responsibility and leadership 
for the role applied for? 

 Does the leader have sufficient knowledge of the individual young people involved? 
 Have recent pastoral incidents involving particular pupils been logged and risks 

adequately assessed, regarding their participation in the activity? 
 Does the leader have previous experience of the location/area to be visited and 

under conditions likely to be encountered during the visit? 
 Have sufficient appropriately experienced and responsible supportive adults been 

identified to accompany the visit?  The role and responsibilities of accompanying 
adults must be clear, explicit and understood by all, including the pupils, pupils or 
young people going on the visit 

 
Visit group leader 
 
The visit group leader must: 
 

 Have overall responsibility for the management, supervision and safe conduct of the 
group (or sub group) taking part in a specific visit 

 Be approved by the school/Evolve system to carry out the visit, and should be able to 
evidence that they are suitably competent and knowledgeable about the health and 
safety policies and procedures of both the school and Wiltshire Council 

 Be required to plan and prepare for the visit or activity and evidence that they have 
carried out a reasonable, written risk assessment suitable for the activity 

 Clearly communicate information about the planned visit or activities to colleagues 
and pupils, (and parents, where appropriate). This should explain what the 
precautions for carrying out the visit/activity safely are and why they are necessary 
to help ensure that everyone focuses on the important safety and educational 
beneficial issues. 

 Have written permission from parents / carers of all participants 
 Be able to show they have put sensible precautions in place, and show that these will 

work in practice 
 Be able to show when and how to apply contingency plans where they are necessary 
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 Be prepared to heed advice and warnings from others, for example those with local 
knowledge or specialist expertise, especially in respect of higher risk activities 

 
Supervisors, parent helpers and volunteers 
 
These roles are vital in assisting the visit group leader in delivering a safe, beneficial 
educational experience for young people. 
 
It is important that they are fully briefed on their duties, roles and responsibilities 
throughout the visit, especially if it is an extended day visit or a residential.  Their briefing 
should include empowering them to intervene appropriately with the group or an individual 
young person for safety purposes. 
 
Preliminary visits 
 
Where feasible, a preliminary reconnaissance visit should be made by the group leader to 
the venue or activity provider to be used.  The purpose of the visit is for the leader to 
familiarise themselves with the venue and its safety procedures, the staff members who 
may be on duty at the time of the visit and the risk assessments and safety procedures for 
any activities being offered or provided. 
 
Alternatively the leader must be able to research the venue/activity and become sufficiently 
familiar with the area and conditions likely to be encountered, and to be aware of any 
potential hazards. Where a preliminary visit is not feasible as much background information 
as possible should be obtained from local sources and organisations. 
 
Evolve – strategic risk management system 
 
Downland School uses the Evolve system to monitor and authorise trips, this system is 
linked directly to the Local Authority who approve all adventurous trips through the Evolve 
system. 
 
Visit leaders 
 
For every school activity there must be a responsible adult who takes full responsibility for 
the practical aspect of carrying through the visit to a successful conclusion. 
 
Group leader/visit leader 
 
This should be a teacher, higher level teaching assistant or instructor or any other adult 
within the organisation who is deemed experienced and competent to carry the 
responsibility for the visit. 
 
 
Assistant leader/supervisor 
 
 A person who supports the group leader throughout the visit and who would be competent 
to stand in for the group leader in an emergency. 
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Volunteers/parents/helpers 
 
Persons assisting with the visit, who may be parents, adult helpers, sixth formers, school 
governors or community volunteers who will not be carrying the full organisational 
responsibility.  All those assisting should have passed Enhanced DBS safeguarding checks, 
prior to joining the activity. They should be fully briefed on details of the visit, risk 
assessments and the expectations of their role should be outlined so that they feel able to 
intervene in issues of safety and discipline. 
 
Details of all group leaders, supervisors and volunteers should be on the council’s register of 
leaders, and details of all certification, relevant qualification and experience should be kept 
up to date.  This is particularly important if the person expects to lead or be the technical 
instructor on adventurous activities. 
 
Technical instructors 
 
Persons who hold a National Governing Body qualification to lead on a higher risk activity 
such as climbing, trekking and water based activities.  This role may be fulfilled by a member 
of staff who is suitably qualified, provided there are sufficient members of staff to ensure 
adequate supervision of other aspects of the visit. 
 
Copies of the National Governing Bodies Certificate with dates of qualifying, certificate 
number and expiry dates should be seen and copies kept.  Recent, relevant logged 
experience is also required. 
 
Specialist providers 
 
When the school visits a specialist activity provider, the provider will normally be expected 
to provide details of the technical instructors it employs to deliver such activities. 
 
These instructors should be qualified National Governing Body standards and hold 
qualifications or sufficient experience for each activity they instruct on. 
 
Specialist providers should also advise on the levels of pastoral support they require for 
each activity and during any downtime when the young person is not directly involved in 
each activity and the full responsibility reverts to the school staff. 
 
Disclosure & Barring service checks – safeguarding children 
 
Under the current policy for safeguarding children all adults who have regular contact with 
children and young people are expected to be DBS cleared. This applies to all adults 
(including volunteers) who will have substantial access to young people on LOtC activities. 
 
Staff attending Trip 
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Any member of staff involved with a trip or a visit must attend a risk assessment meeting 
and any subsequent briefing relating to the trip.  This is mandatory and must be recorded by 
the trip leader. 
 
All staff on the trip will be considered to be “on duty” 24 hours a day unless told that they 
are “off duty”, this is also to be recorded in a written duty roster. The time that staff are 
deemed to be off duty must be discussed and agreed by the Headteacher prior to the trip. 
 
All staff must follow the same guidelines for consuming alcohol as they would if working at 
school. No member of staff is to consume alcohol at any time during any residential trip.   
 
Ratios and effective supervision 
 
The guidance outlines the principles of ratios and supervision as follows: 
 
Activity and visit leaders must ensure that young people are supervised in accordance with 
the principles of “effective supervision” requiring them to take account of: 
 

 The nature of the activity (including its duration) 
 The location and environment in which the activity is to take place 
 The age and gender (including developmental age) of the young people to be 

supervised 
 The ability of the young people (including their behavioural, medical, emotional and 

educational needs) 
 Staff competence 

 
This means that arrangements for supervision including staff/pupil rations, must take into 
account the nature of a group and the individuals in it.  It is therefore important that when 
planning a repeat visit or series of activities, the previous plan (no matter how well it 
worked in the past) is reviewed to ensure that it meets the current group needs. 
 
Ratios are a risk management issues and should be determined through the process of risk 
assessment. 
 
Electronic devices 
 
Mobile phones can be used by pupils to call home etc. but they are not to be used when 
pupils are alone in rooms, tents, dormitories etc. 
 
Levels of supervision 
 
The following factors should be considered when determining staffing requirements: 
 

 The need to administer medication 
 The need for a member of staff to accompany a child/young person to the toilet 
 The likelihood of a child/young person absconding based on a review of behavioural 

history.  
 The likelihood of a medical emergency arising 
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 The way in which being away from a normal setting will affect behaviour (for 
example unpredictable fears and phobias) 

 The flexibility for staff working in a 1:1 basis to take a break 
 If a member of staff is driving a mini-bus they may not be able to deal with 

emergencies and it may require another member of staff as part of the staffing ratios 
 A preliminary visit will reduce the likelihood of issues over lack of disabled access or 

parking spaces 
 The risk of violence/assault 
 The need for manual handling of the young people 
 The need for restraint and deployment of trained staff 
 Parental advice on how the child is likely to behave on such a visit can be valuable 
 Staff should be experienced in dealing with the behaviour and particular needs of 

the young people 
 
Decisions on whether a particular young person may be taken on a particular visit should be 
the result of wide discussion with all interested parties, including the 
Headteacher/manager, visit leader, class teacher, parents, support staff. 
 
Accident reporting procedures 
 
The standard Wiltshire Council on-line accident reporting procedures should be followed in 
the event of an accident, incident or near-miss.   
 
First aid 
 
Ideally, for any LOtC activity at least one adult member of the party should hold a first aid 
qualification.   
 
The visit/activity risk assessment should be used to identify whether a qualified first aider is 
required on the visit, or not.  This may depend on the level of risk associated with the 
activity/visit or in some cases the makeup of the group or the needs of individual pupils. 
 
What is “appropriate” will be determined by: 
 

 The nature of the activity 
 The nature of the group 
 The likely injuries associated with the activities 

 
The extent to which an activity will isolate the group from normal ambulance support, or a 
known point where a qualified first aider will be available. 
 
A very basic level of first aid support must be available at all times. This will require one or 
more of the staff leading the activity to be designated as the appointed person and: 
 

 To know how to access qualified first aid support 
 Have a working knowledge of simple first aid support 
 Have a working knowledge of simple first aid and are competent to use the first aid 

materials carried by the group 
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Known medical problems and medication 
 
A medical form should be obtained from parents prior to LOtC activities.  Parents or the 
young person should inform the group leader directly that there is a known medical 
condition which might cause a problem for the individual or the group as a whole.  The head 
of establishment and the group leader must decide if this is acceptable in the circumstances 
of the visit/activity.  The parents, the pupil’s doctor, and others with specialist 
knowledge/expertise may be called upon to justify the final position, which must be 
documented. 
 
It is also recognised that any adjustments to a visit should not impinge unduly on the 
purpose of the visit or on the planned outcomes for the whole group. 
 
The law 
 
The main legislation covering this area is the Health and Safety at Work Act 1974 and 
regulations made under that act.  The employer (the local authority, governing body or 
proprietor) is responsible for health and safety, though tasks may be delegated to staff; 
employees also have a duty to look after their own and others’ health and safety; 
employers, school staff and others also have a duty under common law to take care of 
pupils in the same way that a prudent parent would. 
 
Off-site activities categories: 
 
Low Risk e.g. library, shopping, local clubs 
Medium Risk e.g. football matches, cycling, ice skating 
High Risk e.g. outdoor and adventurous activities, field trips 
 
All activities need to be risk assessed, especially activities which take place away from school 
or which involve a higher level of risk. Anyone carrying out a risk assessment should be 
familiar with the activity which is being planned and understand the associated risks. These 
risks and the control measures used to minimise the risk should be recorded. 
 
Common-sense should be used in assessing and managing the risks of any activity, health 
and safety procedures should always be proportionate to the risks of an activity. 
Code of behaviour for all staff working with young people 
 
Below is the code of behaviour which all of the team should adhere to.  This includes: 
 
DO: 

 Treat everyone with respect 
 Avoid working in isolation or being alone with a young person wherever possible 
 Remember others may misinterpret your actions no matter how well intentioned 
 Remember that young people will be very friendly and open with their questions and 

actions.  But this does not mean that they wish to develop a close personal or 
physical relationship with you 
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 Be aware of cultural differences. Make sure participants are made aware if they 
wear inappropriate clothes or act in a way that may offend others 

 Be aware of your actions and explain to a young person what you are doing if you 
are in a situation where you may be giving first aid treatment, helping with 
equipment or comforting a person who is upset 

 Have separate sleeping accommodation for adults and young people or where this is 
not possible, e.g. mountain huts or village community houses make sure adults and 
youngsters are separated 

 Encourage a healthy and environmentally aware lifestyle during the expedition 
 
DO NOT: 
 

 Drink alcohol or take drugs – smoking in front of young people is unacceptable. 
 Play physical contact games with young people 
 Have inappropriate physical or verbal contact with others 
 Allow yourself to be drawn into inappropriate attention seeking behaviours by young 

people such as tantrums or crushes 
 Show favouritism 
 Make suggestive remarks or gestures 
 Rely on your ‘good name’ to protect you 
 Believe ‘it could never happen to me’ 
 Allow yourself to be put into a compromising position by members of the group 
 Do not put yourself in a position where you are alone with a pupil and un-sighted by 

other members of staff. If you need to speak individually with a pupil, inform a 
colleague this is happening and do so in a room with a door open, or a public area.  

 
All off-site activities must comply with the follow school policies and procedures: 
 
Transport 
Safeguarding 
Children Missing from School 
Medication 
Annex: 

A. Risk assessment kayaking 
B. Risk assessment hill walking 
C. School visit sheet 

 
 

 

 

 

Headteacher Chair of Governors 

Date:   September 2024 Date:   September 2024 

 


