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This policy is based upon the national guidance issued by Welsh Government in 
November 2020 - Responsibility of headteacher or manager of educational visits. 
 
Introduction and Rationale 
Educational visits offer an invaluable opportunity to enrich young peoples’ learning, 
raise their self-esteem, increase their motivation and appetite for learning, and raise 
levels of achievement in many aspects of their life and education. 
 
Learning out of the classroom is a strong theme that runs through all stages of 
education in Wales. Craig Y Parc has a well established and continuing commitment, 
to offering an exciting and enjoyable range of educational visits for our young 
people.  
 
It is important that children are progressively exposed to carefully managed risks, 
without being exposed to significant dangers. Educational visits can range in scope 
from a short local excursion to a local park or museum, to cultural or historical 
venues, and encompass a wide variety of outdoor activities. These invaluable 
educational experiences enhance the curriculum, help develop good working 
relationships between staff and young people, give opportunities to experience 
challenging new activities, and help young people to develop important life skills.  
 
In line with national guidance, all educational visits are planned first and foremost 
with the health and safety of the pupils in mind, alongside the educational 
objectives.  All visits which take young people off school site are defined as 
educational visits and as such this policy applies in those instances. 
 
The practical experiences offered by visits out of school provide a valuable 
foundation for learning and are usually planned as a focus for topics and themes.  All 
groups have regular access to our specially adapted minibuses to facilitate such 
visits. While these activities usually take place within the school day there are also 
events of a more recreational nature offered to pupils on an occasional basis during 
the evenings. 
 
 
Legal Framework 
Under the Health and Safety at Work etc Act 1974 employers are responsible for the 
health, safety and welfare at work of their employees. Employers are also under a 
duty to ensure, so far as is reasonably practicable, the health and safety of anyone 
else who may be affected by their activities. This includes participants in educational 
visits.  
 
The Management of Health and Safety at Work Regulations 1992 (updated 1999), 
made under the 1974 Act, require employers to:  

• assess the risks of activities 

• Ensure that measures to control those risks are adequate.  
 
Also, under the Health and Safety legislation employees must:  



 

  

• take reasonable care of their own and others’ health and safety; 

• co-operate with their employers over safety matters; 

• carry out activities in accordance with training and instructions; 

• inform the employer of any serious risks. 

• Aims and Strategy for Implementation 
 
The organisation of an educational visit is crucial to its success. With rigorous 
organisation and control, visits should provide a rich, learning experience for the 
young people. The following guidelines and procedures are necessary to enable the 
planning and implementation of educational visits organised by Craig y Parc  
 
The Principal 
The Principal is responsible for ensuring that school policy is implemented and that 
all activities are properly planned and appropriately supervised by a competent 
person ensuring that: 

• A suitable group leader/s is appointed for each individual educational visit  

• The group/s leader/s has/have experience in supervising and controlling the 
group/s going on the visit and will organise the group effectively  

• The group/s leader/s has/have relevant skills, qualifications, and experience 
of the activity  

 
The off-site visit group leader: 
The Group leader has delegated responsibility for the supervision and conduct of the 
visit. The visit group Leader will ensure that: 

➢ Staff are aware with the school’s policies and procedures relevant to the visit  

➢ All necessary actions have been completed before the visits begins 

➢ Ensure that all accompanying adults, whether employees or volunteers, are 
given responsibility within their level of competence and have been briefed 
on the purpose of the visit and their roles and responsibilities; 

➢ Risk assessments are complete and that it is safe to make the visit.  

➢ A Senior manager has approved the visit. 

➢ Parental consent has been gained. 

➢ Arrangements have been made for medical needs of all the pupils. 

➢ The appropriate vehicle is booked for travel. 

➢ They are aware of safeguarding issues and introduce measures to protect 
children as required. 

➢ Appropriate first aid cover will be available. 
➢ They undertake and complete the planning and preparation of the visit, 

including the briefing of group members and parents/carers. 
➢ The ratio of staff to young people is appropriate for the 

environment/activities and the needs of the group. 
➢ Dynamic risk management is in place during the visit and cease the visit if the 

risk to the health or safety of the pupils and/or staff is unacceptable and have 
in place procedures/alternative plans for such an eventuality. 

➢ Any issues relating to the visit are shared with senior staff upon arrival back 
at school so they can be considered in relation to future visits.  



 

  

➢ Complete an off-site visit form which will include. 

• Travel times out and back are known. 

• That they have the names of all the adults and pupils in the traveling 
group  

• They have the address and phone number of the visits venue and have a 
contact name  

• That copies of travel documents remain behind in school with the 
Emergency Contact  

• The relevant paperwork is passed to senior managers in an appropriate 
timescale for approval  

 
Role of supporting adults 
Employees assisting the visit leader on school–led visits act on behalf of their 
employers during the visit.  All staff accompanying the visit should do their best 
within their level of experience and training to ensure a successful and beneficial 
outcome of the visit for everyone in the group.  
As such they must:  

• Follow the instructions of the visit leader and support with control and 
discipline. 

• Be briefed on and understand the educational purpose of the visit, its 
proposed programme and the emergency procedures to be followed in the 
unlikely event of a serious incident or accident. 

• Be briefed on and understand the expectations of them and the remit of their 
responsibilities. 

• Have a good knowledge of the young people on the visit and their needs. 

• Consider ceasing the visit or the activity, notifying the visit leader, if they 
think the purpose of the visit is being compromised or if the risk to the health 
or safety of the young people in their charge is unacceptable.   

 
Exploratory visit and research 
An exploratory visit is considered highly desirable on both educational and safety 

grounds for all visits, but for:  

➢ visits to be led by less experienced staff; 

➢ visits to unfamiliar terrain or location where the activity is to be LA 

employee-led; 

➢ visits involving very young people or those with special needs; 

➢ visits to locations or involving activities where there may be unusual hazards. 

 

An exploratory visit will give the visit leader greater confidence in his or her ability to 

supervise the young people. Leaders familiar with a destination can concentrate on 

the needs of the group.  

 

Risk Assessments  
A risk assessment should always be carried out before an off-site visit takes place.  
Where applicable, risk assessments should be received from external providers, 



 

  

professional visit organisers and/or the venues to be stayed at.  These risk 
assessments should be evaluated to ensure they meet the levels of safety required 
for young people. The group leader/s has responsibility for producing the ‘final’ risk 
assessment and this will support managers in determining the staff: student ratios 
for each visit.  
.  
The risk assessment should include the following considerations:  
What are the risks?  

Whom do they affect?  

What safety measures need to be in place to reduce risks to an acceptable level?  

What steps will be taken in an emergency?  

 
The session leader/s and other supervisors should continually reassess the risks 
throughout the visit and take appropriate action if danger arises.  
 
The group leader/s should take the following factors into consideration when 
assessing the risks:  

1. The type of activity and the level at which it is being undertaken.  

2. The location/venue. 

3. The competence, experience and qualifications of supervisory staff. 

4. Pupils with medical needs. 

5. Seasonal conditions, weather and timing.  

 
During the planning stages of an off-site visit, the visit leader (with the help of 
another competent person if necessary) should consider the risks associated with 
the visit/activity. A preliminary visit provides the ideal opportunity and is highly 
recommended to identify hazards and risks associated with the journey, venue and 
planned activity. In addition, the visit leader should consider the individuals who will 
make up the group and any risks associated with them (e.g. related to their 
ability/previous experience, maturity, behaviour, special needs etc.).    
 
 
Offsite Visit Coordinators for School Educational Visits 
 
In accordance with the Independent School Standards for Wales, Craig y Parc School 
has an appointed two Offsite Visit Coordinators (Principal & Assistant Principal) who 
act as a designated point of contact in the event of any incident during an offsite 
educational  
 
In the case of any offsite incident, the trip leader, or if unavailable, another member 
of the staff team on the trip, is to telephone the school immediately and report the 
incident to the duty Offsite Visit Co-ordinator. 
 
The Offsite Visit Co-Ordinator then completes the incident reporting form with the 
member of staff on the telephone, recording the details of: 
 



 

  

The type of incident (e.g. accident, vehicle breakdown, illness of student, illness of 
staff), time of incident, location, staff and students affected by the incident, whether 
an ambulance has been called or first aid being provided. 
 
The Offsite Visit Co-ordinator will then inform the staff member of the actions that 
they will complete following notification of the incident. Dependent upon the nature 
of the incident, the actions required of the Offsite Visit Co-ordinator may include 
arranging a recovery vehicle or mechanic, arranging another school vehicle to collect 
the group, advising parents, carers and Local Authorities of the incident and any 
delays in the group returning to school that would impact on school transport 
arrangements, contacting staff members’ next of kin. 
 
In cases of serious incidents, such as accidents where injuries have been sustained, 
the Offsite Visit Co-ordinator must make regular telephone checks with the reporting 
staff member to ensure that the emergency services have arrived and are providing 
assistance. 
 
Following the resolution of an offsite incident, all incident forms are uploaded onto 
the electronic Nourish system and paper copies are retained in the incident file. 
 
Parent/carer consent 
Parent/carer consent must be obtained for educational visits.  This may be gained as 
blanket consent for routine/regular visits or on a one-off basis for non-regular visits. 
The contents of a consent form for a parent/carer to sign will vary according to the 
type of visit.  
 
If parents/carers withhold their consent, the pupil must not be taken on the visit,.  
However, in any instance where a pupil has not participated in an educational visit, 
the curricular aims of the visit should be delivered to the pupil in some other way, 
wherever possible.  
 
If the parents/carers give a conditional consent, the Principal will need to consider 
whether the young person may be taken on the visit or not. 
 
First Aid  
The minimum first aid provision is:  

➢ A suitably stocked first aid kit.  

➢ An identified staff member appointed to oversee first aid arrangements.  

➢ An identified and appropriate member of staff to be responsible for student 
medication.  

 
It may be appropriate to ask the parent or nurse to accompany a young person 
 
Specific advice on activities 
Section I of the all Wales guidance contains specific advice concerning: 
 



 

  

Remote supervision; safety at water margins; swimming and paddling in natural 
waters; swimming pools; coastal visits; farm visits; fieldwork; adventure activities; 
paintball and war games; airborne activities ans adventure equipment. 
 
Record Keeping  
All off-site visit records are securely stored in the school office.  They will include: 

• list of participants 

• parental consent forms (these can be destroyed 3 months after the visit if no 
accidents or incidents have been reported)  

• where an accident or incident has been reported the school/establishment should 
retain the parental consent form for the pupil(s)/young person(s) involved  

• if there has been an accident/incident on a visit, schools/establishments must 
ensure that the LA is notified according to LA procedures. The LA will keep 
accident/incident records until the young person reaches age 21 (or for 3 years in 
the case of an adult). Schools/ establishments therefore do not need to retain 
records of accident/incidents reported to the LA unless they wish to do so for their 
own purposes. If a visit leader or school/ establishment receives notification of a 
claim they should not respond directly but should pass the details to the LA claims 
manager/insurance section. In addition, schools/establishments should archive in 
the school/ establishment records a copy of their: 13  

• Educational Visits Policy – dated so that the version current at the time of any visit 
can be traced  

• standard risk management procedures dated as current at the time of the visit  

• records of staff competence and training This information must be kept for five 
years after which it may be destroyed. 
 
 
Related Policies: 

• Health and Safety Policy 

• Medication Policy 
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