
 

Off-Site Visits Policy 
 
Purpose of the Policy 
At Next Steps Ed, we believe that off-site visits enhance the educational experience by 
providing opportunities for learning, personal development, and community engagement beyond 
the classroom. This policy outlines the principles and procedures for planning, approving, and 
conducting off-site visits to ensure the safety and wellbeing of all participants.   
 
Scope  
This policy applies to all off-site visits organised by Next Steps Ed, including day trips, 
residential visits, outdoor education activities, and other events outside the school premises.   
 
Aims 
- To provide clear procedures for planning and conducting off-site visits.   
- To ensure the safety of students, staff, and volunteers during off-site activities.   
- To promote educational value, inclusivity, and accessibility in all off-site visits.   
 

Roles and Responsibilities 
 
Senior Leadership Team (SLT) 
- Approve all off-site visits in advance.   
- Ensure visits comply with legal, safeguarding, and health and safety requirements.   
- Designate a member of staff as the Educational Visits Coordinator (EVC).   
 
Educational Visits Coordinator (EVC) 
- Support staff in planning and risk-assessing off-site visits.   
- Verify that all plans meet the required standards for safety and educational value.   
- Maintain records of all visits, including risk assessments, participant information, and feedback.   
 
Trip Leaders 
- Plan and lead off-site visits in line with this policy.   
- Conduct thorough risk assessments for all activities and locations.   
- Ensure that students and staff understand their roles and responsibilities during the trip.   
 
Staff and Volunteers 
- Supervise students and uphold safeguarding and behavioural expectations.   
- Follow instructions from the trip leader and contribute to a safe and positive experience.   
 
Parents/Carers 
- Provide accurate and timely information, including consent forms and medical details.   
- Ensure their child is prepared for the visit (e.g., suitable clothing, packed lunches).   
 
Students 
- Follow instructions from staff and behave responsibly at all times.   
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- Report any concerns or issues to staff promptly.   
 

Planning and Approval of Visits  
 
Risk Assessments 
- A detailed risk assessment must be completed for all visits, identifying potential hazards and 
control measures.   
- Specific risks associated with travel, activities, and locations must be addressed.   
 
Pre-Visit Planning 
- The trip leader must visit the location in advance (where practical) to assess suitability and 
identify potential risks.   
- Arrangements for transport, accommodation, and activities must prioritise safety and 
accessibility.   
 
Approval Process 
- All off-site visits require approval from SLT and the commissioner 
- Site and learner risk assessments will be sent to the commissioner to review and approve 
before commencing.   
- Residential trips or high-risk activities (e.g., water sports) may require additional approval from 
the commissioner.   
 
Parental Consent and Communication 
- Written consent must be obtained for all off-site visits.   
- Parents/carers will receive clear information about the visit, including:   
  - Purpose and itinerary.   
  - Transport and accommodation details.   
  - Costs and payment deadlines (if applicable).   
  - Emergency contact procedures.   
- For regular, low-risk activities (e.g., local walks), parents/carers may provide blanket consent at 
the start of the academic year.   
 
Supervision Ratios 
- Supervision ratios will depend on the nature of the visit, the age and needs of students, and 
the level of associated risks.   
- Minimum recommended ratios:   
  - Day trips: 1 adult to 10 students (secondary) or 1 adult to 6 students (primary).   
  - High-risk activities: Ratios will be determined by the activity provider and risk assessment.   
  - Residential trips: 1 adult to 8 students (secondary) or 1 adult to 5 students (primary).   
- At least one staff member must hold a first aid qualification for all trips.   
 
Accommodation (If Applicable) 
- Accommodation for overnight stays must be pre-approved and suitable for the group’s needs.   
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- Learners must be supervised appropriately, with separate sleeping arrangements for staff and 
learners.   
 
 
 

Emergency Procedures 
 
Emergency Contact Information   
- A designated emergency contact within the school must be available for the duration of the 
trip.   
- Staff must carry a list of emergency contact details for all students and staff.   
 
Responding to Incidents 
- Trip leaders must follow the school’s Emergency Plan, including:   
  - Administering first aid if required.   
  - Notifying the emergency contact at school immediately.   
  - Reporting incidents to local authorities and commissioners or emergency services as 
necessary.   
 
Communication with Parents/Carers 
- Parents/carers will be informed promptly of any significant incidents, including delays or 
accidents.   
 
Inclusion and Accessibility 
- All students will have equal opportunities to participate in off-site visits, regardless of their 
abilities, backgrounds, or additional needs.   
- Reasonable adjustments will be made to ensure activities are accessible and inclusive.   
- Staff will work closely with parents/carers to address any specific requirements.   
 

Health and Safety 
 
Medical Needs 
- Staff must have access to students’ Individual Healthcare Plans (IHPs) and be trained to 
manage any specific medical needs.   
- A first aid kit and any required medications (e.g., inhalers, EpiPens) must be carried at all 
times.   
 
Travel and Transport 
- All transport arrangements must comply with legal and safety standards.   
- Staff must ensure students are supervised during travel and follow seatbelt regulations.   
 
Review and Evaluation 
- Following each visit, the trip leader will complete an evaluation to review the success of the trip 
and identify areas for improvement.   

Updated December 2024 
Mica Smith - Director 



 

- Feedback from staff, students, and parents/carers will be used to inform future visits.   
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