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Mission Statement 

 

We at St Joseph's believe that the Catholic Faith should be central  to and 

permeate all aspects of school life. We aim to achieve this through the 

teaching of the curriculum, prayer and worship. 

 

All members of the staff at St Joseph's both teaching and support  staff 

should be encouraged and supported to develop their talents and skills for 

their own professional development and for the benefit of the school. 

 

We aim to foster a caring environment where individuals value and  respect one 

another. We should develop effective communication through sensitive talking 

and listening. 

 

We should positively encourage and enable the children to fulfil their own 

potential, building their self-confidence and self-esteem and equipping them 

with the knowledge and skills they will require in later life. 

            We aim to increase each child's awareness of the need for discipline 

 and ultimately develop self-discipline. 

We recognise the importance of and aim to develop a working reciprocal 

partnership between home, school and parish. We also encourage the children 

to take an interest in and play an active part  in the wider community. 

 

As followers of Jesus Christ our Mission at St Joseph's is to provide  the 

opportunity for each individual to develop intellectually, morally and spiritually 

in a happy and caring environment. 



Introduction 

 

This policy covers all education visits that occur outside the school premises. 

This ranges from walks around the locality to residential visits of several days' 

duration. It includes also Outdoor and Adventurous Activities. 

 

Aims and Objectives for Educational Visits 

 

Our fundamental aim at St Josephs' Primary School is to provide the best 

possible education for all our pupils. It is the aim of the school to place a high 

value on diversity, treating every member of the school community as an individual, 

and meeting the needs of all. 

 

Educational Visits and Outdoor and Adventurous Activities are an integral part 

of the children's education. They offer opportunities to enrich the curriculum, 

enabling the children to have first-hand experience of a wide range of topics 

and activities. On residential visits especially, there is opportunity to develop 

social skills which have a long-lasting beneficial effect. 

 

Nature of Educational Visits 

 

The school runs a wide range of Educational Visits. These may include: 

 

• Walks around the town of Castleford, including to the local church. 

• Day visits to places of historical, environmental, religious or other interest to 

support specific curriculum areas. 

• An annual residential visit for children in Key Stage 2. This has a three yearly 

rolling focus - historical, geographical/environmental and the 'Outdoor and 

Adventurous' curriculum. 

 

Health and Safety 

 

The school follows 'The outdoor Education Policy of Wakefield' and the Local 

Authority 'Educational Visits' guidance. Reference is also made to three further 

more recent documents: 

 

• A Handbook for Group Leaders 

• Standards for LEAs in overseeing Educational Visits 

• Standards for Adventure 

 

The school through the use of Evolve and accompanied Risk Assessments ensures 

this policy is adhered to. 



Personnel 

 

The school's Educational Visits Co-ordinator (EVC) is Mrs C Medley. 

 

For each visit, of whatever duration, a Group Leader is identified. The Evolve 

visit planning tool is completed and accompanying Risk Assessments and 

documentations attached.   These are to be submitted at least 7 days before 

visit. However, if the visit falls within 'adventurous activity' Visit leader is to 

ensure these are submitted to the EVC 3 weeks prior to trip. 

 

Once the group leader has submitted their proposed visit assessments and these 

are then checked by the EVC co-ordinator, they are to then be submitted for 

approval to the Head / Chair of Governors. 

 

The Academy Council also has a specific role to play in all Educational Visits. 

The roles for these are defined in details in 'Standards for LEAs in overseeing 

Educational Visits'. 

 

In brief the Academy Council is responsible for: 

• ensuring that guidance is available to inform the school policy, practices and 

procedures relating to health and safety of pupils on educational visits; 

• ensuring that the Head teacher is supported in matters relating to 

educational visits and that she has the appropriate time and expertise to 

fulfil her responsibilities; 

• asking questions about a visit's educational objectives and how they will be met; 

• ensuring that visits are approved as necessary before bookings are 

confirmed; 

• ensuring that the Head teacher has taken all reasonable and practicable 

measures to include pupils with special educational needs or medical needs on a 

visit; 

• ensure that they review procedures with the Head teacher on an annual basis. 

 

The Head teacher is responsible for: 

• ensuring approval for visits is given, including liaising with the authorities 

where appropriate; 

• ensuring that the Academy Council is made aware of visits; 

• ensuring that arrangements are in place for the educational objectives of a 

visit to be inclusive; 



• being aware of the need for Best Value; 

• ensuring that all accreditation or verification of providers has been met; 

• ensuring that visits are evaluated to inform the operation of future visits; 

• ensuring that each visit has an appropriately competent Group Leader; 

• ensuring that all teachers are aware of the LA guidance; 

• ensuring that the school has an emergency procedure in case of a major 

incident, which has been discussed and reviewed by staff. This emergency 

procedure must include getting support from the LA's public relations unit. 

See also the school's Critical Incidents Procedures. 

 

The function of the EVC is to: 

• ensure educational visits meet the employer's and school's requirements; 

• support the Academy Council with approval and other decisions; 

• assess the competence of prospective leaders and staff; 

• ensure the Risk Assessment meets requirements; 

• ensure parents are informed and have given consent; 

• organise emergency arrangements; 

• keep records of visits, accidents or incident reports; 

• review systems and monitor practice 

• ensure staff are trained to use the Evolve planning tool 

 
The Group Leader has overall responsibility for the supervision and conduct of 

the visit, including direct responsibility for the pupils' health, safety and 

welfare. The Group Leader must: 

• be approved to carry out the visit, suitably competent and knowledgeable  

about the school procedures; 

• plan and prepare for the visit and assess the risks (undertaking pre-visit 

where possible); 

• define the roles and responsibilities of other staff and pupils and 

ensure             effective supervision of what they do 

• provide accompanying staff with appropriate risk assessments and ensure 

these are disposed of appropriately after visit 

• for those children with medical plans, take these on the trip too 

• ensure school mobile phones are charged for visits and these are taken on visits 

• evaluate visits for future reference 

• submit visit planning and attached assessments/documentation a minimum of 

7 days prior to visit. If 'adventurous activity' ensure these are submitted for 

approval 3 weeks prior to visit. 

 



      

                   Adult volunteers who are not teachers at the school must: 

• understand and agree expectations of them; 

• understand their relationship to the pupils, teachers and visit leaders; 

• recognise the limits of their responsibility; 

• ensure that they are not left in sole charge of pupils unless this has been 

formally agreed through a risk assessment; 

• follow instructions from teachers; 

• raise concerns for pupil welfare with the Group Leader. 

 

 

Parents are responsible for: 

• understanding the risks of educational visits and where a visit is 

adventurous, parents are expected to sign as confirmation of 

understanding and knowing the potential risks. 

 

Procedure for Running Educational Visits 

 

A set procedure is followed for all Educational Visits, although the nature of 

each visit will determine the level of preparation required. Each Group Leader 

will, in liaison with the EVC, complete the Educational Visits Planning tool using the 

Evolve System and complete the relevant Risk Assessments/Documentation. A 

visit will proceed only when the EVC/Head is satisfied that all reasonable 

preparations have been made. 

 

Risk Assessment 

 

Risk assessments are made for all Educational Visits using the Wakefield Evolve 

online planning tool system. 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 appropriate Risk Assessments. Risk Assessments must be simple, 

manageable, proportional, suitable and sufficient. The system must: 

 

• identify significant hazards; 

• assess the risk of harm; 

• put control measures in place; 

• check if anything else is needed; 

• use a simple assessment language - high/medium/low. 

• evaluate risks (after visit), where necessary. 

 

Risk Assessment considers the site and its environment, the group, the activity, 

transportations and the leaders. 



Financing Educational Visits 

 

The school complies with the Education Act 1996 (section 451), and 

procedure is outlined in the school's Charging and Remissions policy. 

 

Emergency Procedures 

 

It is the responsibility of the EVC/Headteacher 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; 

• 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 is up to date and accessible. 
 

 

Policy Review 

 

As with all policies, it is the responsibility of the Academy Council to evaluate 

the effectiveness of this policy and the practice that it  describes. On a day 

to day basis this responsibility is delegated to the Headteacher  who will 

report back to the Academy Council. 

 

This policy is a working document, and will be reviewed every year. 
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St Joseph’s Catholic Primary School 

 Educational Visits - Checklist 1 

 
Note: 'Completed' means that all measures taken comply with guidelines 

contained in the folder 'Educational Visits'. 

 

Focus Completed Comment 

Pre-visit completed   

Accreditation of activity 

leaders gained (if applicable) 

  

Risk Assessment form 

completed 

  

Parents and Academy Council 

informed 

  

All  parental consent 

received  for all activities 

  

Payment contributions sought   

Accommodation, security, 

fire  certification checked 

  

Transport arranged and 

parents informed 

  

Dietary requirements 

forwarded (where applicable) 

  

Group Leader informed of all 

relevant medical 

conditions/special needs 

  

Emergency procedures in place   

Appropriate number of other 

adults arranged and briefed 

  

CRB checks completed on 

personnel 

  



LA guidance: SUPERVISION ON EDUCATIONAL VISITS 
 

Active Supervision 

 

 

Effective supervision means active supervision. Exercising active supervision 

means being in a position of awareness of what is taking place in a given 

situation and being able to act effectively should the need arise. It does not 

always mean direct visual contact but it does mean the ability to  anticipate 

potential problems and to take appropriate preventative action. Effective 

supervision depends on the application of sound judgement made by competent 

leaders. 

 

Supervision can be close or remote but must always be in place and active: 

 

• close supervision is when pupils are within sight and/or contact of the supervisor; 

 

• remote supervision occurs when, as part of planned activities, a group works 

away from the supervisors but is subject to stated controls (e.g. during 

souvenir shopping in a town center or on a Duke of Edinburgh's Award 

expedition). The supervisor is present though not necessarily near or in sight, 

but his or her whereabouts are known and there is a planned means of 

contacting them; 

 

• Down-time or recreational time, for example during the evenings, may involve 

close or remote supervision, but should not be unsupervised - the supervisors 

continue to be in charge and owe a duty of care to pupils. 

 

Factors influencing the nature of supervision 

 

The nature of supervision, the size of party and the teacher and adult/pupil ratios 

will be dictated by the age and experience of pupils, the competence of staff, 

the nature of the activities, and the venue. It is important to ensure that there 

are sufficient competent staff to deal with an incident. In an emergency, safe 

and efficient action may be necessary with one or more pupils whilst adequate 

supervision is maintained for the rest of the group. 

 

 

 

 



Leader competence 

 

Leader competence derives from: 

• experience of the environment to be visited and activities involved; 

• leading similar educational visits; 

• knowledge of the pupils involved; 

• appropriate training in activities and environments; 

• Leadership skills and other personal qualities. 

 

Establishing leader competence 

 

Head teachers and EVCs need to be satisfied that the visit leader and other 

teachers supervising pupils are competent to carry out their roles. Head teachers 

also need to be satisfied that any other adults accompanying the visit are suitable 

for their role in the visit. Advice is available from the Outdoor Education Adviser 

where required. 

 

Specific competences are required for leaders of adventure activities and 

activities in outdoor environments including field studies, camping and activities 

in or by water. Schools must refer to chapter 11, Types of Visit, if such activities 

are proposed. 

 

Supervision Ratios 

 

It is important to have a high enough ratio of competent adult supervisors to 

pupils for all visits. Suitable ratios are a matter of judgment for the head teacher 

and EVC after consultation with the visit leader and as part of the risk 

assessment. Advice is also available from the Outdoor Education Adviser. Factors 

to take into account include: 

 

• age, ability and maturity of pupils; 

• special educational and/or medical needs; 

• nature of journey, venue(s) and activities; 

• Experience and competence of staff. 

 

DfES guidelines provide benchmark guidance on ratios for day visits, residential 

visits and visits broad as follows. 

 

 

 

 

 

 

 

 



Day visits 

 

Recommended adult/pupil ratios for normal day visits are: 

 

• school years 1 to 3: 1 teacher or adult for every 6 pupils (under fives need 

higher  ratios see EYFS Statutory Framework); 

• school years 4 to 6: 1 teacher or adult for every 10 -15 pupils on day visits 

• school year 7 onwards: 1 teacher or adult for every 15 - 20 pupils on day visits. 

 

Residential visits 

• A minimum of 2 teachers or adults. 

• 1 teacher or adult for every 10 pupils. 

• Mixed gender groups should have at least 1 male and 1 female teacher. 

 

Visits abroad 

• A minimum of 2 teachers. 

• 1 teacher or adult for every 10 pupils. 

• Mixed gender groups should have at last 1 male and 1 female teacher. 

 

Factors to consider when arranging appropriate supervision ratios 

 

The above ratios are guidelines that should not normally be exceeded. Schools 

should, however, assess the risks associated with the visit and arrange an 

appropriate supervision ratio for the particular group, venue and activities. Pupils 

with special needs or very young pupils may need very high ratios through the 

support of parents and other adults. Ratios will need to be increased for certain 

outdoor activities. Ratios may be reduced for short local routine visits. 

 

Number of teachers 

 

A minimum number of two teachers with each group is good practice. However, 

for small groups in certain circumstances the Head teacher/EVC and visit leader 

may agree that only one supervising teacher is required. On residential visits it 

is usually necessary that both male and female adults accompany a mixed party 

though parties of younger pupils can often be adequately supervised by female 

adults. There should always be a male and female adult with any mixed group 

abroad. 
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