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Christ Chwrch C of E Primary School

Educational Visits Policy
First hand experience forms an essential element in the curriculum gf this schoot.
Estahlishment Christ Church C of E Primary School
Nominated Manager Headteacher
Educational Visits Coordinator (EVC) Simon Moody,
Governor / committee oversight Full Governing, Body,
Policy review cycle ,(’;\nnmuaJ,Lg,, or sooner following significant change or
Introduction

This policy is written in accordance with Nottinghamshire County Council's Visits Policy and Guidance
2025. It is essential that Nominated Managers, Educational Visits Coordinators and Visit Leaders are
excursions.

For the purposes of this policy, Christ Chuwrch C of E Primary School is the estahlishment. The
Nominated Manager is the Headteacher. The Educational Visits Coordinator (EVC) is the person named
within this policy and recorded on EVOLVE.

This policy should he read alongside Nottinghamshire County Council's Visits Guidance for Children and,
Young People, the Local Authority generic risk assessments, the guidance and resources held on
EVOLVE, and any relevant school policies including safeguarding, behaviour, first aid, charging and

Policy Statement
The Nominated Manager af Christ Chuwrch C of E Primary School accepts their responsibility under the
Health and Safety at Work Act 1974 and subordinate health and safety legislation and acknowledges the

Statement of Safety Policy

The Nominated Manager recognises that the participation of children and young people in a wide range
af visits, jowneys and experiences is important in promoting learning and development. As part of their
responsibilities the Nominated Manager will take all reasonably procticable steps to ensure the health,
safety and welfare of participants while travelling to, and engaged in, activities away from the
establishment whether provided by the establishment or a contracted provider.
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Responsihility for all visits rests with the Nominated Manager within individual establishments. The

respective roles are outlined within Nottinghamshire County Council's Visits Guidance for Children and

Young People.

The person or committee named in the establishment details table will oversee and monitor this policy.

The Nominated Manager will report to- governors, as appropriate, on visits planned and on the results of
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reviews undertaken. Governors do not normally approve individual visits; however, they should he
ivities, residential visits and visits al L
Nominated Manager
The Nominated Manager will be responsible for ensuring that all visits and trips are planned, organised,
controlled, monitored and reviewed, in accordance with Nottinghamshire County Council guidance
The Nominated Manager must authorise all visits and, where applicable, seek the approval of the Local
Authority, for Category C events.
The Nominated Manager will confirm the qualifications, training records and experience of the Group.
suitable to lead/supervise the visit/s.
The Nominated Manager will agree, with a named Educational Visits Coordinator (EVC), the duties
delegated, to the EVC or, in the abhsence of an EVC, fulfil this function themselves.
For each visit, the Nominated Manager will ensure that:
e the visit has a sound ohjective based on a developmental, educational or recreational outcome;
e thevisit is planned in accordance with Local Authority policy and guidance pertinent to the
excursion planned;
e checks have heen completed for locations and providers to be used;
o estahlishment or visit specific risk assessments, taking account of Local Authority generic risk
assessments, have heen completed and appropriate safety measwres are in place;
e suitable supervision has been arranged and the Visit Leader and other leaders have the
necessary skills and experience to lead or supervise the visit;
e 24-hour emergency contact proceduwres are in place for extended visits.
Educational Visits Coordinator (EVC)
The Establishment Educational Visits Coordinator is: [insert name/role recorded on EVOLVE].
They will undertake duties as agreed between themselves and the Nominated Manager. Reference to
common duties and, responsihilities should he made within Nottinghamshire County Council's Visits
Guidance.
The EVC will be conversant with Nottinghamshire County Council's Visits Guidance as well as existing
gouod pructice, issued by Government Departments, National Governing Bodies and national interest
groups, avuilable as downloudable documents or hyperlinks within Nottinghamshire County Council's
EVOLVE system.
The EVC has responsihility, for supporting the Nominated Manager and Visit Leaders by:
recorded;
e supporting approval decisions and liaising with the Local Authority Outdoor Education Adviser
where necessary;
e assisting Visit Leaders with risk assessment and visit planning;
e supporting checks on leader competence, provider assurance and DBS arrangements where
necessary;
e enswring emergency arrangements and emergency contacts are in place for each visit;



Visit Leader
The Visit Leader should be conversant with Nottinghamshire County Council's Visits Guidance, service
The Visit Leader will linise with the EVC throughout the planning and preparation of their trip to ensure
that any activities or events that may place staff or other participants at significant risk are assessed
The Visit Leader will ensure that all parents and carers of children on their trip are provided with all
The Visit Leader named for each visit will have overall responsibility for that visit whilst it is underway.
The Visit Leader will be fully familiar with emergency procedures and contact numbers.
The Visit Leader takes responsibility for:
e ohtaining approval before a visit occwrs;

and the overall aim;

assessment and hriefing of other leaders, parents/carers and participants;

safeguarding and, the overall health and, safety, of the group;

e ovuluating the experience after the visit and reporting any important issues to the EVC.

Supervisory staff
All staff assisting with, supervision on any trip will be conversant with Nottinghamshire County,
Council's Visits Guidance and the specific risk assessment/s for that event.
All staff will enswre that the requirements of any risk assessments, risk control procedures and safe
All staff will enswre that once the trip has started, where any previously unforeseen hazards or risks are
identified, they are brought to the attention of the Visit Leader-
Staff will feed hack information to the Visit Leader to enahble a full review of the trip to be completed.
Teadung,as&stam:& governors, pw*ent&and,othzrvoumjseersmﬂg,sxmporbwsu& They will be briefed on
separuted group.

Arrungements

It is especially important that staff use the most up to date guidance when planning and executing
visits away, from their normal place of work. The online visit planning and approval system (EVOLVE)
Christ Church C of E Primary School will use EVOLVE, or alternative arrangements that are similarly,
raise expectations with families until outline approval has heen discussed with the EVC and Nominated
Manager.

Nottinghamshire County Council identifies three categories of visits within its Visits Guidance for
Children and Young People, which require differing levels of approval.



Category Type of visit Approvul / recording Consent / key controls
. Annual or termly, consent may, he used
Approved Nominated
A Routine, local, low-risk visits Manager. The Local Area Visit with suitable information. Local
and activities. form on EVOLVE is strongly . ) o
. operuting procedures and LA generic risk
Visit&mtnmnwuy,[&o—rrmm %
part of Processed via EVOLVE and Specific written consent. Specific risk
B as all-day e ons, or ;ppmvedbg,t)rwNmmrwted Wﬁmdxmedwﬂwvj@rwmeA
Rosidential visits. visi
. ,,' Processed via EVOLVE, approved, | Specific written consent and, detailed,
c tor deli ; . ° by the Nominated Manager and information for parents/ carers. Submit at
' itios, or delivered only when LA approval | least 4 weeks in advance for UK visits
has heen received. and 8 weeks for foreign travel.

Category A - Locally Approved Visits
All such events will he approved by the Nominated Manager and managed in the establishment by
adherence to Nottinghamshire County Council visits guidance and, establishment-specific operating
procedures. The use of the Local Area Visit form on EVOLVE is strongly, advised.
This establishment's operating procedures for Category A visits are:

e attendance at the local church for religious or cwrriculum-based activities;

e attendance at the local sports centre for swimming, lessons;

e attendance at sporting events at other educational facilities;

o attendance at other educational facilities, including primary and secondary schools, for

cwriculum-based activities;
e attendance at the local community, centre;
¢ other local enrichment opportunities within the school's local area, such as short cwriculum
wulks, parks, libraries, shops or community, facilities, where covered by the Local Authority

Parental approval for children attending Category A visits will normally be collected by annual consent
Where a Category A activity happens after school hours, involves a notable change to normal
arrangements, or requires specific transport arrangements, parents/carers will be informed of the dates,
times and, relevant arrangements.
Whilst children are off-site attending Category A visits, the Visit Leader will follow school procedures for
signing out of and back into the school premises. The Visit Leader will coarry appropriate emergency,
Category B - Service Approved Visits
Visits not normally, forming part of regular work, such as all-day excursions or trips.
All such events will be proctessed, via the EVOLVE system, approved by the Nominated Manager and
managed by adherence to- Nottinghamshire County, Council visits guidance and estahlishment-specific



Existing risk assessments will be reviewed and o specific risk assessment produced identifying safety

Category C - Service and Local Authority Approved Visits

Residential visits, visi . i to deliver, visits al L ad ities or
more hazardous events.

All such events will be proctessed via the EVOLVE system, approved by the Nominated Manager and he
delivered when the establishment is in receipt of Local Authority approval.

The Nominated Manager must give approval for Category, C events and ohtain specific approval from the
to parents/carers, usually through information sharing events or planning meetings where appropriate.
Where the visit involves a new venture to the establishment, visiting a developing country or remote
area, an expedition, skiing, or adventure activities using a new provider or company, the estahblishment
will take initial advice from the Local Authority Outdoor Education Adviser hefore making any financial
commitment.

Category, C visit information must be submitted on EVOLVE at least four weeks in advance for UK visits
and @ minimum of eight weeks in advance for foreign travel excursions. Any advice or required
amendments from the Outdoor Education Adviser must he complied with before the visit takes place.

Planning, risk assessment and risk management

All visits must be appropriately planned. Visits must have clear aims that may be cwriculum based,
developmental or recreational depending on the purpose of the visit. Leaders, parents/carers and

The Visit Leader and EVC must refer to- and, read the relevant Local Authority, generic risk assessments.
These form a general framework for safety and all visits should conform to them. They do not replace
the need to consider the individual circumstances af the school, the needs of participants or the specific
Specific risk assessments are required for all Category B and Category C events. The level of detail
visits or visits to distant or hazardous locations. Potential hazards involving wuater and traffic must he
Risk assessment continues throughout the visit. Visit Leaders and other staff will apply control
measwres, monitor the group, respond, to changing conditions and stop or amend, activities if the risk

External providers

Where the estahlishment uses external providers for activity provision, suitable assurance must be

The Provider Assurance Checklist, avuilable through EVOLVE, will be used where appropriate. Where a
provider holds a suitable endorsement such as a Council for Learning Outside the Classroom Quality,
Badge, Adventuremark or an Adventure Activities Licence, additional assurance may not be necessary,
unless it is useful for visit planning or the provider's suitability is unclear.

Where a provider is used, it is the responsibility of the provider to risk assess and manage safety for the
meet expected, standords.



Inclusion, hehaviowr and safeguarding

Visits should he planned to be inclusive. The school will make reasonable adjustments so that pupils
and reasonably. Individual plans or risk assessments may he needed to support safe inclusion.
Participants must follow the instructions of leaders and other supervisors, must not take unnecessary
risks, and must inform the Visit Leader or other supervisors of any concemns they may have. Anyone
whose behaviour may put themselves or others at risk may be stopped from going on a visit, may have
activities curtailed, or may be returned home, following consultation with parents/carers and the
Nominated Manager where appropriate.

Safeguarding arrangements on visits will be i line with the school's Safeguarding and Child Protection
Pcrhcg, TMVMLWWWMWWWMWWWWW
emeLvadm

Consent and communication with parents/carers

Parents/carers must he provided with sufficient information to- make an informed decision about
whether their child should, participate in a visit. Information will include the purpose of the visit, date,
times, venue, transport, cost, clothing or equipment required, supervision arrangements where relevant,
Consent will be ohtained, in accordance with the visit category. Category A visits may he covered by,
annual or termly consent where suitable information has been provided. Category, B and Category, C
emergency contact details.

Transport

Transport arrangements will be planned and managed in accordance with Nottinghamshire County,
Council guidance. Couches, minibuses, public transport and private cars will only be used where the
Where volunteer drivers or private cars are used, the school will follow Local Authority procedures,
agreed with parents/carers and the Nominated Manager.

Emergency awrrangements

The Visit Leader will normally, take charge of any emergency when on a visit and will ensure that
emergency procedures and back-up cover are arranged. The Visit Leader will ensure that all leaders
know how to contact emergency, services, the school and the emergency contact person.

In support of emergency arrangements, emergency, contact details will be stored on EVOLVE where
significant visits. For extended visits, a base contact will be nominated and will have access to the visit
All establishments should have an Emergency Plan that can be implemented for a major emergency, or
itical incident, includi sion during visits and, ” . ing hours. Action followi
an incident will be in accordance with the school's agreed emergency response procedures and Local
in accordance with Local Authority and school procedures. Feedback from visits will be used to review



Monitoring and review

The Nominated Manager and EVC will monitor visit planning and, practice, including the use of EVOLVE,
risk assessments, provider assurance, supervision arrangements, consent and emergency procedures. The
school will co-operate with any Local Authority monitoring of visit planning or visits taking place.

This policy will be reviewed annually, or sooner following significant changes to Local Authority

Jor review.

RW
Nottinghamshire County Council, Visits Guidance for Children and Young People, February
2025.
¢ Nottinghamshire County Council, Appendix 8 - Establishment Visit Policy Template, updated
February 2025.

e Nottinghamshire County Council EVOLVE guidance, resources, generic risk assessments and
provider assurance documentation.

e  Outdoor Education Advisers’ Panel National Guidance.

Approval
Signed Nominated, Manager: MMascceon  pay, 5032026

Signed Chair of Governors: \t Date: 25.03.2026



