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Learning Outside the Classroom Policy 

(Educational Visits / In-School Events) 
 

1. Introduction: 

This policy applies to any member of staff who is considering organising: 

• an educational visit outside of Sacred Heart Catholic School 

• a school based educational event 

Learning Outside the Classroom (LOtC) has always been a prominent feature of a Sacred Heart education and students 
derive a great deal of educational benefit from taking part in such activities. In particular, they have the opportunity to 
take part in experiences not available in the classroom. Such activities help to develop students’ investigative skills, 
encourage independence, promote a love of learning, encourage social skills, and provide opportunities that may not 
be available to them at home.  

This policy is designed to help staff feel confident to organise a safe and enjoyable experience for all involved, and to 
ensure that consistent processes are in place. 

2. National Guidance: 

This policy has been written in conjunction with national guidelines for educational visits and more information can be 
found on their website (https://oeapng.info/). The website provides a wealth of help and resources which is freely 
available to assist with educational visit queries, and staff are encouraged to use the resources provided on the site to 
help inform their preparation.  

In the event of any apparent conflict in this policy and the National Guidance, staff should always use this policy and 
obtain clarification from the Educational Visits Coordinator (EVC) within school. 

3. Clarification of Roles: 

In preparing for an educational visit or in-school event, particular staff must be involved, and this section clarifies their 
role in the procedure.  
 
Visit Leader: 
A visit leader should be an appropriately qualified and experienced member of staff. The visit leader takes responsibility 
for organising the visit/event including but not limited to: 
 

• Selecting an appropriate date/time for the visit/event to take place using the whole school calendar for 
guidance. Visits or events in ‘red weeks’ are highly unlikely to be approved. 

• Timely completion of all relevant forms and procedures (please see procedures section below). 

• Organising any necessary bookings, reservations, ticket purchases and travel arrangements, after the visit has 
been fully authorised by the EVC/Headmistress/Governors. 

• Organising relevant staffing to support the visit / event. 

• Ensuring all attendees have relevant passports / visa / health cards etc where appropriate. 

• Producing a breakdown of the cost of the visit including any travel, tickets, catering etc. 

• Informing Finance to set up the visit on the school’s iPay system, if appropriate. 

• Checking that consent forms are completed correctly where appropriate (see Documentation section for more 
details) 

• Completing an evaluation of the visit once it has taken place. 
 
Cover Manager: 
The cover manager will check the initial proposal for an educational visit or in-school event and will advise if the activity 
is able to be covered using the cover supervisors employed within school. If other cover arrangements or funding are 
available, then visit leaders should make this known to the cover supervisor on the initial proposal form. 
 
  

 

https://oeapng.info/


 
Admin Office: 
A member of the admin team is responsible for keeping track of all requests for educational visits and in-school events. 
They will pass completed request forms to the cover manager, EVC and Headmistress / Governors where appropriate. 
Once a visit or event is approved they will also provide admin support for activities such as the reproduction of letters 
to parents, consent forms, and adding approved activities to the whole school calendar. For appropriate trips they will 
provide documentation to SLT links and group leaders which include consent forms, and relevant contact details of the 
group leader and SLT link. 
 
Finance Office: 
The Finance office will setup relevant visits on the school’s iPay system, when instructed by the visit leader following 
approval on the EVOLVE system. This should be done before any letters are issued to parents requesting payment. 
 
Educational Visits Coordinator (EVC): 
The EVC is responsible for the authorising of visits using internal forms, and the EVOLVE online system. The EVC is not 
responsible for finding suitable dates, staffing, providing risk assessments etc. They will pass relevant visit requests to 
the Local Authority for approval where necessary. They will ensure that all procedures have been adhered to. They are 
responsible for the final checking of letters to parents, risk assessments, itineraries and arrangements before approval 
can be granted. The EVC may contact the visit leader at any time during the procedure for clarification or to make 
changes. The EVC is available for any help or advice that visit leaders may have, and will use this policy alongside national 
guidance to answer any queries. 
 
Headmistress / Governors: 
All residential and foreign visit requests must be approved by the headmistress and governing body. This will happen 
after the visit has been initially approved by the cover manager and EVC, and this will be done using the SV1 form. Visits 
which are declined at this stage will not progress to the EVOLVE stage. 
 
Local Authority: 
All foreign or potentially hazardous visits must be referred to the local authority for final approval. The EVC will arrange 
this using the EVOLVE online system. 
 
4. Procedures for Approval 

The approval procedures for educational visits outside of Sacred Heart Catholic High School, and for those which are 

held as in-school events are outlined below: 

For In-School Events: 

For the purpose of this policy an in an in-school event is defined as an activity which takes place in school, and 

will involve students being taken off timetable. Examples include author visits to particular year groups, duck 

production days, Jay’s Animal Encounters etc. 

For these in-school events please complete an SE1 form and email to the admin office in the first instance. This 

will then be passed to the cover manager and the EVC. You will be informed via email of the decision.  

Timescales: The SE1 must be approved AT LEAST TEN WORKING DAYS PRIOR to the date of the proposed event. 

No further action is necessary on EVOLVE.  

For Educational Visits: 

Visit leaders will need to follow the procedures outlined in the flowchart in the appendix of this policy.  

Timescales: All paperwork should be finalised as the earliest opportunity, however, the timescales given below 

are an absolute minimum to allow the trip to proceed: 

 

Foreign or potential hazardous visits: This type of visit proposal needs to be referred to the Local Authority for 

final approval, and full submission of all documentation must be made to the LA via the EVOLVE system AT 

LEAST FOUR WORKING WEEKS PRIOR to the date of the proposed visit. 



 
Residential visits in the UK: Although there is no need to refer this type of visit to the LA staff must ensure that 

full documentation is completed on the EVOLVE system AT LEAST FOUR WORKING WEEKS PRIOR to the date of 

the proposed visit. 

Non-residential visits in the UK: Whilst we appreciate that visits are often advertised in a relatively short space 

of time, we need to ensure that all procedures are put in place to ensure a safe and purposeful visit. With this 

in mind, all non-residential visits within the UK must have full documentation completed on the EVOLVE system 

AT LEAST TEN WORKING DAYS PRIOR to the date of the proposed visit. 

 

Failure to adhere to the timescales stated above may result in the proposed visit not being approved. 

Categories of Visit: 

A:  Visits that comprise no significant risk e.g. non-timetabled recreational sports; visits to public places 
B: Residential visits within mainland Britain but exclude outdoor and adventurous activities 
C: All visits of an outdoor, demanding or adventurous nature, whether residential or not, that are 

potentially hazardous (Needs LA approval) 
D: All educational visits involving travel and residential stays outside mainland Britain and any major 

study projects or expeditions. (Needs LA approval) 
 

Documentation: 

Once initial approval has been granted via the SV1 form, the documents that must be produced as part of the EVOLVE 

procedure are: 

• Parent’s letter: This must explain the date, time, travel arrangements and purpose of the visit. You should also, 

where relevant, include details such as: voluntary contributions via iPay system; uniform requirements; any 

spending money required; packed lunches; passports / visas / health cards etc. 

• Itinerary: Where appropriate an itinerary should be produced which will be issued along with the parent’s letter. 

• Risk assessment: The purpose of a risk assessment is to think ahead about potential risks, and to put procedures 

in place to minimise the potential dangers. Group leaders should complete the EV6 form carefully stating the 

risk involved, how likely it is to occur, and what procedures will be in place. Please refer to the National 

Guidelines website (https://oeapng.info/) for advice on completing a good quality risk assessment. 

• Parental consent forms:  

Consent forms are not required for visits which:  

• take place during school hours and 

• are a normal part of a student’s education and 

• are not potentially hazardous.  

Parents should be informed of such visits as a matter of courtesy, but seeking their consent is not required.  

Consent forms are required for all visits which: take place outside of school hours; are residential; involve 

potentially hazardous activities. 

• Cost analysis of the visit including any relevant tickets, travel, catering etc 

All documentation is available on SharePoint in the Whole School Documents area. This includes a user guide for how 

to use the EVOLVE online approvals system.  

NO DOCUMENTATION SHOULD BE ISSUED TO STUDENTS / PARENTS UNTIL THEY HAVE BEEN CHECKED BY THE EVC 

AND APPROVED AT THE EVOLVE STAGE OF THE PROCESS. 
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Charging for Educational Visits: 

Any payments or voluntary contributions for educational visits should be made using the schools iPayImpact system 

(www.ipayimpact.co.uk) wherever possible. Visit leaders must inform Finance so the visit can be set up on iPay. 

We MUST NOT charge for: 

• Education occurring during school hours, including educational visits 

• Education provided outside school hours if it is part of the National Curriculum, or part of a specification for a 

prescribed public examination, or part of religious education. 

• Transport provided in connection with an educational visit 

We MAY charge for: 

• Education provided outside of school time that IS NOT: 

o Part of the National Curriculum 

o Part of a specification for a public examination 

o Part of religious education 

• Board & lodging for a student on a residential visit, with the exception of Pupil Premium students 

 

Voluntary Contributions: 

These restrictions do not prohibit us from seeking voluntary contributions to support an educational visit. Such 

contributions must, however, be genuinely voluntary and it must be made clear to parents that there is no obligation 

to contribute, and that individuals will not be treated differently according to whether or not their parents have made 

a contribution. We can make it clear that the educational visit may be cancelled if there are insufficient contributions.  

 

Staffing and Ratios: 

It is the responsibility of the group leader to ensure that adequate staff to student ratios are in place at the planning 

stage of any proposed educational visit. These ratios are given as National Guidelines related to the age of the students 

taking part: 

 

Years 1 – 3:  1:6  (1 member of staff for every 6 students) 

Years 4 – 6:  1:10 or 1:15 (1 member of staff for every 10-15 students) 

Years 7 - 13:  1:15 or 1:20 (1 member of staff for every 15-20 students) 

 

Without special safeguards or control measures, these ratios will not be adequate to meet the needs of most residential 

or more complex visits. 

Group leaders must choose appropriately qualified and experienced members of staff to accompany their visit, whilst 

minimising the cover requirements necessary to enable the visit to run. Group leaders should also be aware that it will 

not be possible for large numbers of any one department to accompany an educational visit, even if it is directly related 

to that subject area. A maximum staffing of 50% of the department may be used to accompany such a visit, unless the 

visit required subject specialists e.g. Geography fieldwork 

Staffing Changes: 

If the group leader needs to make changes to the previously agreed staffing of any educational visit or in-school event, 

they must check the feasibility of this with the Cover Manager before making arrangements to alter the staffing. Failure 

to do so could result in unforeseen costs being borne for supply cover which will be charged to the department 

responsible for organising the activity. 

 

Cancellation / Other Changes: 

If an educational visit or in-school event is to be cancelled, or the date changes, or any other change occurs which would 

affect staffing, the Cover Manager must be informed immediately. 

 

 

 

http://www.ipayimpact.co.uk/


 
Priority for Approval: 

It should be noted that approval for any visit is not on a first come first served basis, but is done so using the priority list 

indicated below: 

 

 Priority 1: Educational visits which are an essential element of an assessment for a specific qualification. 

 Priority 2: Educational visits which directly enhance the learning of a given subject. 

 Priority 3: Educational visits which enhance the ethos and spirituality of our Catholic school. 

 Priority 4: Educational visits which directly enhance the longer-term aspirations of students. 

 Priority 5: Educational visits as rewards for behaviour, attendance or other pastoral matters. 

 Priority 6: Any other educational visit not included in priorities 1 to 5. 

 

Use of a School Mini Bus: 

If any proposed educational visit requires the use of a school mini bus, group leaders must ensure the availability of the 

mini bus and appropriately qualified driver(s) at the planning stage of the process. 

 

Insurance & Medical: 

Sacred Heart Catholic High School has purchased relevant insurance for educational visits, with the exception of visits 

which include Skiing. There is no requirement to purchase additional insurance for visits other than those which involve 

Skiing.  

 

For students who indicate on their consent form that they have a medical condition, our insurers may ask for evidence 

from a GP/Hospital to state the student is fit for travel. A standard letter is available on SharePoint to request this from 

parents. This requirement from our insurers also extends to staff accompanying the visit who have medical conditions. 

 

5. Residential, Foreign or Potentially Hazardous Visits: 

 

Student lists: 

For these categories of visits, groups leaders should pass the list of student names intending to take part in the visit to 

the relevant HOP for any important pastoral information that may be necessary. The HOP in conjunction with their SLT 

link may in certain circumstances deem a particular student unsuitable for this type of visit. 

 

Staff Illness: 

If any member of staff should become ill during an educational visit and need medical treatment, they should call an 

ambulance in emergency cases, or use a taxi for less urgent cases. It is vital that the correct ratio of staff to students is 

upheld, and other staff may only accompany the member of staff who has taken ill if this ratio would not fall below 

those listed in this policy. Staff should avoid using their own cars in these situations unless they are certain they have 

adequate business insurance. The group leader should update SLT. 

 

Student Illness: 

If any student should become ill during an educational visit and need medical treatment, staff should call an ambulance 

in emergency cases, or use a taxi for less urgent cases. One member of staff only should stay with the student. It is vital 

that the correct ratio of staff to students is upheld. Staff should avoid using their own cars in these situations unless 

they are certain they have adequate business insurance. 

 

6. Monitoring of an Educational Visit: 
 

A member of the Senior Leadership Team will be allocated as a monitoring link for all educational visits (with the 

exception of some regular sports fixtures). SLT links will receive a copy of the documentation provided to the group 

leader, and they are available as a point of contact should any assistance be needed. For residential, foreign or 

hazardous trips, two members of the SLT team should be appointed where this is appropriate. The admin office will 

ensure that up to date mobile contact numbers are included on the paperwork for the SLT link and the group leader. 

 



 
It is the group leader’s responsibility to make contact with the SLT link at the start and end of every educational visit as 

a minimum, to confirm safe arrival to the visit location, and safe return to school/home. For residential or foreign trips 

this contact should be more frequent. A text message to the mobile provided is usually sufficient to confirm that all is 

well.  

 

Should the agreed itinerary of the educational visit change while the visit is in progress, (possibly due to unforeseen 

circumstances) group leaders should inform the SLT link(s) immediately by telephone call to explain the circumstances 

and the changes that need to be made to the itinerary. 

 

After the Visit: 

PLEASE NOTE: Copies of the paperwork provided to the SLT link and the group leader should be returned to the admin 

office for shredding once the visit has occurred. The admin office will retain the originals. 

 

7. Emergency Procedures and Incident Reporting: 

 

Before travel, group leaders should ensure that all staff accompanying the visit are aware of the risk assessment in 

place, and what to do in the event of an emergency. 

 

In the event of an emergency requiring urgent assistance, group leaders should: 

• Remain calm and assess the situation 

• Safeguard yourself and other members of the group making sure they are: 

o Accounted for  

o Safe 

o Adequately supervised 

o Understand what they need to do to remain safe 

• Contact the emergency services as appropriate 

• Carry out first aid to the best of your abilities. Remember the aims of first aid are to: 

o Preserve life 

o Prevent any condition from worsening 

o Promote recovery 

• Once the immediate situation of contained group leaders should: 

o Contact the SLT link using the mobile number provided on the visit documentation at the earliest 

opportunity.  

o Provide the SLT link with as much detail as possible as to the situation 

o The SLT link may then ask group leaders to contact parents, or may do this in place of the group leader. 

An incident report should then be followed up in writing as soon as possible to the SLT link. 

• First aid boxes are available from the student office for staff to sign in and sign out 

 

Injuries During An Education Visit: 

It is vital that any injury is dealt with swiftly and injured parties are seen by medical professionals. Visit leaders should 

ensure that appropriate medical advice is sought and a record is kept of the incident. Please also obtain details of any 

witnesses if appropriate. If the injury is minor a qualified first aider might be enough. If there are any doubts the child 

should be taken to hospital.  Detailed statements must be written of the medical issue that arose, action taken including 

any treatment that was administered or advice that was given.  Parents must be notified and this should also be 

recorded. If the injury was sustained as part of an accident an accident form must also be completed.  These records 

must then be passed to the member of SLT responsible for Health & Safety immediately on return from the visit. 

 

  



 
Appendix: Flowchart for Educational Visits Procedure – Group Leaders: 

 

 
 


