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1. Introduction  
 

The WHMAT policy for Educational Visits and Learning outside the classroom (LOtC) makes explicit 
reference to the Outdoor Education Advisers Panel (OEAP) National guidance for outdoor learning and 
the Birmingham City Council Policy and guidance for Educational Visits and Learning outside the 
classroom. Where EVC is seen through this document it is referring to Mel Bowen, Academy Deputy 
Head Teacher is referring to Wayne Harris. 
  
This policy covers all offsite visits and activities and some on site learning outside the classroom. The 
Academy Head Teacher and Educational Visits Coordinator (EVC) manage this policy. It provides a 
framework for staff planning of educational visits and learning outside the classroom activities. All visits 
fall into one of three defined zones as defined by the OEAP National Guidance documents, Zone 1, 2 
and 3. OEAP’s National Guidance website (http://www.oeapng.info)  
 
1.1 The Radar Model  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Aims  
 

WHMATS fundamental aim is to provide the best possible education for all our pupils. The Trust 
expects all visits to have an educational purpose and impact. The Trust refrains from referring to 
educational experiences outside of the classroom as ‘trips’. 
 
The Trust will provide a rich and varied programme of opportunities for pupils to learn outside the 
classroom. Visits are always structured and progressive, enabling the gradual development specific 
learning objectives and the development of young peoples’ confidence, social skills, independence, 
and responsibility.  
 

http://www.oeapng.info/


 

 

OFSTED’s Key Finding from its most recent report on Learning Outside the Classroom (Oct 2008) 
states:  
 
When planned and implemented well, learning outside the classroom contributed significantly to 
raising standards and improving pupils’ or young people’s personal, social and emotional 
development. 
The Community Education Partnership fully support the vision behind the Government’s ‘Learning 
Outside the Classroom’ Manifesto. We recognise that the benefits for children engaged on educational 
visits include:  

 Raising achievement through organised, powerful experiences and opportunities.  

 Participating in challenging physical activity and encouraging healthy lifestyle  

 Raising self-esteem, confidence and independence.  

 Appreciating landscape diversity through exploring natural environments  

 Experiencing a range of built environments, extending their cultural awareness and widening 
horizons.  

 Being involved in teamwork and problem-solving through residential experiences  

 Engaging pupils or young people and making learning ‘real’ and relevant.  

 Supporting national agendas and initiatives e.g. the new curriculum  
 
3. Principles 
 
There will be a range of activities to cater for students’ individual needs and 
particular interests. The types of Educational Visit that WHMAT offer are: 

 Curriculum related visit – linked into the programme of study. 

 Cultural experience visit 

 All students are entitled to participate irrespective of social background, culture, race, gender, 
differences in ability and disabilities. 

 Careful and sensitive consideration will be given to the cost of any proposed activity. 

 School financed curriculum activities must be directly related to the curricular aims of the 
Governing Body and the aims of the school. 

 All staff are encouraged to contribute to curriculum enrichment activities. Approval from the SLT 
is required for each curriculum enrichment activity. 

 Activities must not involve promoting to students activities or opinions inappropriate to the work 
and ethos of the school. 

 
4. Employers policies and OEAP National Guidance  
 
WHMAT have adopted and guidance and the Outdoor Education Advisors panel national guidance 
(OEAP) http://www.oeapng.info. All educational visits and visits are organised in accordance with the 
DfE Guidance on Educational Visits and our Academies also follow Birmingham City Council policy.  
 
5. Clarification of roles  
All roles are clearly defined on the NG website http://www.oeapng.info 
Roles are defined as EVC, head teacher, Visit leaders, Assistant leaders, volunteers, and governing 
body. There is specific guidance and information for each roles and relevant documents outlined on 
the OEAP website under essential guidance. 
 
The Trust has a trained outdoor education instructor and EVC. All visits have a named visit leader and 
assistant staff who are aware of their role and responsibilities contained with the National Guidance 
website.  
 
It is the responsibility of the visit organizer to ensure that guidance and appropriate regulation is 
followed and that for every visit a pre-visit is undertaken and that all staff understand their role and 
responsibility for the duration of the visit.  

http://www.oeapng.info/
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5. Competence of staff  
 
Staff must be competent and confident to lead visits. Training courses are available to develop 
confidence and competence. There are national standards for staff that want to lead adventure 
activities and National Guidance website provides in NG 3.2d, 4.4a Assessment of Competence 
section of the OEAP Website. WHMAT provides visit leader training and awareness for all staff on a bi-
annual basis. 
 
6. Procedures  
 
All visits require planning, preparation and levels of approval. This varies according to aspects of 
complexity and distance (See above Radar model)  
Visits fit into one of three zones: 

 
Zone 3 -Adventure /abroad and very complex visits  
These visits require specific approval at school level and the notification of educational visits and 
outdoor learning adviser. These must be submitted to the Advisor at least 4 weeks before departure 
date. (Overseas 6 months) The current notification for BCC is via Schools Safety Services. Forms for 
Adventurous activities and Overseas Visits should be submitted to Email 
mailto:schoolsafety@birmingham.gov.uk 
 
Zone 2 – Enhanced Planning Visits  
These visits along with zone 1 visits constitute the majority of school visits. There will be aspects of 
complexity that require careful planning. All visits are required to be planned, sent to the EVC and will 
then be approved by the EVC and the Head. The Education visits adviser can provide advice on visits 
if required. Approval for visits of greater complexity may require pre-approval before undertaking 
detailed planning and EVC should be consulted. This should be embedded with the school process.  
 
Zone 1- Local regular Visits  
These are visits that are regular, local and straightforward to organise. The risk management will be 
covered by the schools defined in Zone 1 procedures which attached to this document. It is the 
responsibility of the visit leaders to ensure that these documents are amended if required because of 
changes to circumstances. These changes need to be recorded and noted and EVC needs to be 
informed. 
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Any Educational Visit that takes place within the radius of the yellow circle will be covered under a 
generic consent that all parents will sign at the start of an academic year. This is counted as Firs 
Primary Academy Learning Zone, anything outside of this zone will require, previous consent from 
parents and a risk assessment signed off by either the EVC or Academy Head Teacher.  
 
 
7. Risk Management  
 
Further guidance for recording Risk Benefits Assessments can be found in  
NG 4.3c Risk Management http://www.oeapng.info 
 
WHMAT expects Risk Management Assessments to be completed for all Educational Visits using the 
following link - https://www.e-visit.co.uk/BCCschoolsafety/eVisit/Default This necessitates that the 
Group Leader, where possible, has made a pre-visit in order to be able to plan for the visit and to 
conduct a Risk Management Assessment appropriately. The risk management document ensures that 
the visit leader has sufficiently considered the needs and behaviours of the group undertaking the visit. 
Has clearly set out the aims and objectives of the visit and ensured that the visit is linked to the 
curriculum and school based learning. Has defined the roles and responsibilities of staff accompanying 
the visit and considered ratio’s and medical and dietary needs. Considered travel arrangements and 
access into and from the visit venue and undertaken an assessment of emergency procedures should 
they be deployed   Risk Assessments must be simple, manageable, proportional, suitable and 
sufficient.  
 
The main considerations in undertaking risk assessments are:  

 Type of Group  

 Contact details – 2 emergency contacts. 

 Medical information. 

 Staffing (ratios and competency)  

 Equipment  

 Venue/Activities  

 Travel  

 Emergency Procedures  
 
Before any visit or visit is to commence the visit leader should involve pupil’s in discussion regarding 
potential risks faced during a visit and the control measures that staff and children will deploy to limit 
the risks.  
 
The risk management form will also prompt the visit leader to obtain approval (10 working days prior to 
the visit) from the EVC and the Academy Head and ensure that the visit is inline with the school 
calendar. 
 
More detailed prompts under each consideration, to help in undertaking risk assessments, may be 
obtained from the EVC. With more hazardous or unusual visits close contact between 
school/establishment and the venue/provider is an important safeguard.  
 
Risk Assessments must be discussed and signed by both visit leader and EVC and the Academy 
Head must be informed of visits that fall under Zones one and Two - https://www.e-
visit.co.uk/BCCschoolsafety/eVisit/Default 
 

http://www.oeapng.info/
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The LA will require at least one month’s notification for Adventurous Activities and six months 
notification for Overseas Visits (Zone3). 
 
All information will be passed to the EVC and Academy Head Teacher 2 weeks before a trip is due to 
take place through the E-visit online notification system. If risk assessment and interest form are not 
completed in this time then an educational visit cannot go ahead. All risk assessment will also be 
saved on staff common. 
 
Evaluation  
 
Staff are always expected to complete an evaluation of any out of school visit with the EVC, including 
near misses, to aid and inform future visits. Involvement of pupils in this process would enhance the 
evaluation. All evaluation forms must be completed within a week of returning to school through the E-
visit online notification system. 

 
8. Parental Consent  
 
The Trust takes into account the following points regarding consent:  

 A blanket parental consent for a range of regularly occurring activities’ or specific programme, 
which is likely to be in Zone 1 is obtained at the start of the school year.  

 Parents are kept informed of any visits.  

 Zone 2 and Zone 3 visits must require more formal consent.  

 Information regarding consent can be discussed with EVC or guidance can be obtained from 
NG 4. 3d Consent http://www.oeapng.info.  

 
9. Behaviour and Inclusion  
 
Educational visits are an integral part of the curriculum. All pupils and young people are entitled to 
participate irrespective of social background, culture, race, gender, differences in ability and 
disabilities. The WHMAT Equality policy and behaviour standards will be applied to all visits. 
Specific advice can be found in the following document NG 3.2e Inclusion http://www.oeapng.info 
 
10. Venue and providers  
 
Wherever possible the Visit Leader will undertake an exploratory visit to:  

 Ensure that the venue is suitable to meet the aims and objectives of the visit;  

 Assess potential areas and levels of risk;  

 Ensure that the venue can cater for the needs of the staff and pupils in the group;  

 Ensure that the Visit Leader and/or participating adult are familiar with the area/venue. In 
exceptional circumstances where it is not feasible to carry out an exploratory visit, contact will 
be made with the venue to seek assurance about the venue’s appropriateness for the visiting 
group. This will include obtaining the venue’s risk assessments for review.  
 

11. Supervision  
 
It is important to have a sufficient ratio of adult supervisors to children for any off-site visit. The factors 
to take into consideration include:  

 Sex, age and ability of group;  

 Special needs children;  

 Nature of activities;  

 Experience of adults in off-site supervision;  

 Duration and nature of the journey; 

 Type of any accommodation;  

 Competence of staff, general and related to specific activities.  

http://www.oeapng.info/
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There should always be enough supervisors to cope effectively with an emergency. When visits are to 
remote areas or involved hazardous activities, the risks may be greater and supervision levels should 
be set accordingly.  

 
As WHMAT Policy, the following ratio of adults to children will be used: 
 
NOTE: Ratio changes with SEN and IBP 
EYFS children under 5      1 Adult to 6 – 8 Children  
Years1 to 3 Adult to Child     1 Adult to: 6 – 10 Children. 
                             Years 4 to 6 Adult to Child     1 Adult to: 10 – 15 Children. 
Minibus driver is not to be included into ratio’s after an extensive journey of 2 hours or  
more. 

 
Regardless of the suggested ratios above, each visit will be assessed individually through the 
academy’s risk assessment procedure for educational visits. These ratios do not include residential 
visits.  
 
Where a high adult: pupil ratio is required, it is not always feasible to use academy staff alone. 
Parents/volunteers may be used to supplement the supervision ratio. They will be carefully selected 
and ideally they should be well known to the academy and the pupil group.  
 
All adult supervisors, including academy staff and parent helpers must understand their specific roles 
and responsibilities at all times. In particular, all supervisors should be aware of any children who may 
require closer supervision, such as those with special needs or those with behavioural difficulties. 
Teachers retain responsibility for the group at all times. For the protection of both adults and children, 
all adult supervisors should ensure that they are not alone in a one to one situation with a pupil.  
 
Whatever the length and nature of the visit, regular head counting of children should take place. The 
Visit Leader should establish rendezvous points and ensure all pupils know what to do if they become 
separated from the party. The Visit Leader will ensure all participating adults are aware of the 
academy’s emergency situation protocols and their roles in implementing such protocols.  
 
12. Emergency Procedures  
 
It is the responsibility of the visit leader to ensure that emergency arrangements are in place for all 
Educational Visits. This includes:  

 Ensuring that all involved know who is the emergency contact point in the school, for each visit, 
and in the LA.  

 Having access to an emergency (Critical Incidents) plan appropriate to the visit;  

 Ensuring that the contact point – or rota – is effective throughout the visit;  

 Ensuring that parental contact information us up to date and accessible.  

 Additional information can be found at NG 4.1c NG 4.1b http://www.oeapng.info. (Appendix B) 

 A copy of the emergency procedures should be taken on every educational visit.  

 2 contact emergency numbers for all children. 
  
13. First Aid  
 
First Aid provision will be considered when assessing the risks of the visit. For adventurous activities, 
visits which involve overnight stays, or visits abroad one trained first-aider will accompany the group. 
All adults in the group will be advised how to contact emergency services and procedures for liaising 
with the academy should an emergency occur.  
The minimum first-aid provision is:  

 A suitably stocked first-aid box to be taken.  

  A named person will be appointed to be in charge of first-aid arrangements.  

http://www.oeapng.info/


 

 

 An emergency contact sheet will be included in the first-aid box.  

 
14. Transport  
 
The National Guidance contains full information for cars, minibuses and public transport NG 4.5 a, b, c, 
d, e http://www.oeapng.info 
Transport for most visits and visits may be via by our fleet of mini buses. Any and All minibuses and 
coaches must be fitted with safety belts.  
To ensure the safety of pupils and staff involved only reputable coach companies will be used. 
 
15. Insurance  
 
The school is covered by the Birmingham City Council Liability Insurance, which covers all school 
activities including visits.  
 
16. Finance  
As per the WHMAT Charging Remissions Policy. 

http://www.oeapng.info/

