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Safeguarding: Educational 
Visits Policy 

Quinton House School recognises the many opportunities that 

learning outside the classroom can give to pupils. 

SEPTEMBER  

2016 
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1.1 

 

 

1.2 

This policy is provided to assist the Group Leader, EVC and Headteacher in making arrangements 

for educational visits. 

 

All trips must be processed through Evolve, allowing at least 2 months for any residential trips to 

be approved by Head Office.  The process is as follows: 

 Outline approval from the Headteacher 

 Calendar check and approval from Deputy Head (Seniors) 

 Budgetary meeting with EVC 

 Informal Trip launch and viability check in order to check numbers 

 Book with Tour Company  

 Start process of completing evolve 

o You will find the following documentation on the resource section of evolve 

 Residential checklist 

 Risk benefit form 

 Provider form 

 Code of conduct 

 Consent forms 

 Planning basics form 

 Formal Trip launch with parents (can now ask for money) 

 Pre-Trip meeting with parents for any residential trip 

 Pre-Trip meeting with all staff members accompanying the trip to clarify expectations 

 

1.3 All activities will be undertaken in accordance with a thorough risk assessment prepared by the 

Group Leader, authorised by the EVC, and approved by the Headteacher. These may incorporate 

formal externally produced generic risk assessments where these are made available by external 

providers. The risk assessment for a residential trip must include supervision arrangements for 

the entire duration of the period of absence from school; including safe handover of care to 

parent/carer(s).   

 

1.4 Risk assessments should be used to produce a risk benefit, covering the duration of the trip, that 

focuses on identifying and managing the risks safely rather than producing paperwork.  The 

Group Leader should continue to monitor risk whilst on the trip and if necessary, change plans 

to accommodate any additional or differing risk (for example posed by the weather). 

 

1.5 Whilst there is no specific legal requirement as to the ratio of supervising adults to 

pupils on educational visits from Q1 upwards, we aim to adhere to the following 

adult:pupil ratios:Reception  1:4 

Key Stage 1 1:6 

Key Stage 2 1:8 

Year 6 - 11  1:10 
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Residential 1:6 

 

1.6 Where the Headteacher chooses that the above ratios do not need to be adhered to* they must: 

 record the reason on the risk assessment form 

 log the visit on the Evolve system, and gain approval from Head Office 

* It is expected that for all Category C visits a minimum of two adults accompany every Category 

C visit.  All Category C visits will need approval from Head Office and the Trip Leader must have 

undergone Cognita Trip Leader Training. 

 

1.7 Teachers are reminded to avoid any 1:1 situations with pupils that might be open to 

misinterpretation. 

1.8 All accompanying adults have a duty of care. Teachers should remember that they are in loco 

parentis at all times on the visit and thus are legally responsible for the well-being and safety of 

the children. 

1.9 A system of pupil recall is essential with work in an open environment, on water or during 

swimming activities. This system should be simple, understood by all and practised beforehand. 

A system is implemented to attract the attention of children (taking part in adventure or water-

based activities under the supervision of centre staff) when it is necessary for the pupils to rejoin 

the main group. 

1.10 Children should never be on their own but always remain in a group. Groups and their leaders 

should be decided in advance.  

1.11 

 

 

 

 

  

Close supervision of the pupils in any hostel, centre or hotel during the night on residential visits 

is maintained. Adults sleep in close proximity to the children’s rooms. Staff retain pass keys in 

order to gain entry to all self-locking doors in an emergency. Children and staff will occupy 

separate rooms/tents on residential visits, according to gender. On camping expeditions, staff 

tents should be sited near pupils’ tents. 

1.12 The use of mobile phones on trips 

Staff Guide: 

It is to be assumed that even if you ban them, some pupils will have their phones with them on 

trips, so it is better that we control rather than ignore the issue. 

 

Set out very clear expectations before you leave for your trip. 

 Phones are taken at their own risk and costs incurred are the responsibility of the pupil. 
Staff leading the trip will not look for a lost phone or give advice regarding charges.  

 No phones at certain points, an example of this would be whilst having dinner or during 
a talk. 

 If you ask for phones to be put away they should be turned off. This is so they don't buzz 
at an awkward moment. 

 If you feel a pupil’s use of their mobile phone is unacceptable they will have it 
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confiscated for a certain time frame dependent on the incident. 

 Explain carefully how we as a group would inform parents of a problem. The message 
they would send home would be dictated by you as the trip leader. 

 The pupils must be made aware that in the event of an emergency they must not 
contact home until the trip leader has the issue under control and the group is safe. 

 Pictures or video that are inappropriate of other pupils should not be shared or posted 
at any point. Remind them that one mistake could result in action from the school or 
police.  
 

1.13 Group leaders must have a meeting prior to departure which will cover 

 Itinerary  

 Identify any risks during the trip 

 Identify pupils’ needs (including medical issues and groupings) 

 Establish roles 

 Use of mobile phones 

 Formalise lines of communication 

 The use of the critical incident plan 

 Discuss how to contact and use travel insurance 

1.14 The Trip Leader must ensure that a copy of all consent forms and code of conducts are left with 

the School and the emergency contact.  All such documentation must be shredded on return to 

the School.   The emergency contact must be informed of the time and duration of the trip and 

be contactable at all times while the trip is in process. 

1.15 On return of the trip the evolve evaluation must be completed by the Trip Leader and one other 

member of staff, including any parental feedback. 

  

  

 


