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Mission Statement

Preparing learners for the future by providing a sustainable outstanding educational
experience where all learners realise pursue and achieve their full potential, enabling them
to thrive as adults.

Rationale:

Educational visits provide a variety of opportunities to enable our learners to achieve a fuller
understanding of the world around them through direct experience and offer a valuable
enhancement to the curriculum. We regard them as an essential element of good secondary
teaching practice. We recognise that thorough planning and risk assessment of educational
visits are crucial to ensure their educational success and safeguard learners, teachers and
volunteers. Each visit is designed to provide a rich, learning experience for learners in a
safe, managed environment.

This policy applies to all staff at Greenfields School who take the learners out on off-site
education activities. This includes outdoor pursuits, physical education, off-site educational
visits and all off-site visits connected to enrichment day and wider curriculum opportunities. It
must also be considered when staff arrange work in the community and work experience
placements.

This policy was written with reference to All Wales Guidance for Educational Visits - The
guidance is used as an on-line "live" guidance tool that will be updated regularly as required.

CLARIFICATION OF ROLES
The normal responsibilities for each of the roles is outlined in National Guidance (National
Guidance |), and described as follows:

Educational Visits Coordinator (EVC):

“A member of Establishment staff appointed to coordinate all Visits and with the status to
effect change and be the focus of good practice. Such a person should be an experienced
visit leader with sufficient status within the establishment to guide the working practice of
colleagues leading visits.”

The EVC for Greenfields School is responsible for the processes whereby an educational
visit is planned, prepared and realised, whether this process is carried out by the EVC or
where carried out by other members of the teaching team, under the supervision of the EVC.
The EVC is also responsible for the promotion of this policy and procedures, the
development of the staff team and the coordination of all aspects of offsite educational visits
across the School. The role of the EVC should consider the following:

e Ensuring that you have an understanding outdoor learning, off-site visits and learning
outside the classroom can support a wide range of outcomes for learners and young
people, and raise achievement.

e Ensuring that you have attended EVC training as recommended or required by your
employer, and other training appropriate to effective delivery of the role (e.g. training
in first aid, risk assessment, understanding the needs of the learners, behaviour
management, outdoor activities, other training beyond the scope of any EVC training
undertaken but relevant to role)

Ensuring that all activities and visits meet guidance requirements.

e Ensuring that the Headteacher and members of Visit Leadership Teams have access
to training at an appropriate level to ensure that your Employer’s guidance and
Establishment procedures are properly understood.


https://oeapng.info/about-national-guidance/
https://oeapng.info/about-national-guidance/

Supporting the Headteacher with approval of visits and other decisions.

Monitoring of Visit Leader planning, and sample monitoring of visits.

Organising the training of members of Visit Leadership staff.

Ensuring that DBS checks are in place as required.

Ensuring that establishment policy provides sufficient guidance to Visit Leaders about

information for parents and parental consent.

e Checking that there are 24/7 Establishment Emergency Contacts for each and every
visit and that Emergency Procedures are in place.

e Ensuring that medical and first aid issues are addressed.

Ensuring that emergency arrangements include Emergency Contact access to all
relevant records, including medical and next of kin information for all members of the
party, including staff.

e Ensuring that individual activities and visits are reviewed and evaluated and that this
process includes reporting of accidents and incidents, complying with Employer
requirements and Reporting Injuries, Diseases and Dangerous Occurrences
Regulations (RIDDOR).

e Ensuring that policies and procedures are reviewed regularly. A review should follow
any serious incident or systems failure. Risk management documentation must be
updated if necessary.

o Ensuring that there is an Establishment procedure for recording “near accidents/near
misses”, including any resulting learning points and action.

e Ensuring that you keep your knowledge up to date via EVC update processes and

EVC Revalidation courses as recommended or required.

Visit Leader:
“The designated person responsible for the Visit and who will have overall responsibility for
the safety and conduct of Participants and the Visit Leadership Team. “

For the purposes of Greenfields School, the Visit Leader is the person who has designated
responsibility for the visit, its planning and preparation, and its realisation. The Visit Leader
will be responsible for the coordination of the visit, the staff accompanying the visit and the
young people involved in the visit.

The Visit Leader must work with and seek support from the EVC in the organisation of a visit
to ensure the School’s policies and procedures are adhered to. The Visit Leader must not
carry out a visit until authorised by the Headteacher. With the support of the EVC, the Visit
Leader must complete an evaluation of the visit once it has been carried out, and ensure all
relevant documentation is filed with the EVC for future use.

Please note that, at times, the roles of EVC and Visit Leader will NOT be mutually exclusive.
On these occasions the EVC must ensure that both roles are completed effectively and
should seek advice and support from the Headteacher.

The Visit Leader MUST:

e Ensure that they have a copy of all risk assessments and planning documents with
them on the visit;

e Ensure that they have all required resources for the visit prior to commencement and
that these resources are fit for purpose;

¢ Notify the point of contact that they are leaving site and that the activity is
commencing;

¢ Report in with point of contact on return to the school to advise them that the
visit/activity has concluded;



e Complete a Visit Evaluation form and submit this to the Headteacher / EVC within 48
hours of the visit.

o Report and record on any additional documentation arising out of the visit, such as
incident, accident, or physical intervention reports, within the timescales and
processes required for that documentation;

e Ensure that all documentation for that visit is put together in a single pack and
entered into the school’s offsite educational visit folder.

Supervision/Ratios

The level of staffing required for the visit must be discussed and verified with the Head. It is
important to have a sufficient ratio of adult supervisors to learners for any off-site visit. The
factors to take into consideration include:

» Sex, age and ability of group;

» Special needs learners;

» Nature of activities;

» Experience of adults in off-site supervision;

* Duration and nature of the journey;

*» Type of any accommaodation;

» Competence of staff, both general and on specific activities.

Governmental guidance stipulates that there should be 1 adult for every 10-

15 learners in school years 4 to 6; 1 adult for every 15-20 learners in school year 7 onwards.
Greenfields School uses enhanced 1:1 or highly supervised staffing ratios due to the SEMH
needs of our learners. Suggested ratios from generic guidance do not apply. Each visit is
individually risk assessed with ratio requirements agreed by the Headteacher, based on
learner need, risk profile, behaviour history and the nature of the activity.

We will use the following adult to learner ratios:
o Key Stage Two, visits off-site on foot: 1:1 plus additional teacher to lead excursion.
o Key Stage Three / Four, visits off-site on foot: 1:1 plus additional teacher to lead
excursion.

Regardless of the suggested ratios above, each visit will be assessed individually through
the school’s risk assessment procedure and individual learner risk assessments as the risks
may be greater and supervision levels should be set accordingly. Dependent on the
circumstances, the Headteacher may require authorisation for an offsite educational visit to
be given by the representatives of the proprietors.

Headteacher:

The Headteacher has responsibility for the daily operation of the school, and this includes
ensuring all systems are properly developed and implemented effectively, and maintaining
overview of these systems. The Headteacher maintains responsibility for Health & Safety
policies & practices, either directly, or by management responsibility for a delegated person,
as in the case of the EVC.

For the purposes of Offsite Educational Visits, it is the responsibility of the Headteacher to
ensure that the EVC is carrying out their role effectively, correctly and in accordance with
this policy. The Headteacher will have oversight of all offsite educational visits, and will have
final authorisation for whether they take place or not, once review of correct procedures,
planning, risk assessments and accompanying paperwork has taken place.



The Headteacher will:
e ensure all school personnel, learners and parents are aware of and comply with this

policy;

provide leadership and vision in respect of equality;

provide guidance, support and training to all staff;

e be responsible for the sanctioning and authorizing of all educational visits whatever
the duration or purpose;
Complete IOSHH/EVC training

e ensure that the Educational Visit Coordinator and Visit Leaders have appropriate
training and are sufficiently competent, experienced and qualified;

e ensure all staff are subjected to a Disclosure and Barring Service criminal records
check before they take part in an educational visit;

e ensure all accidents and emergencies are dealt with and reported;

monitor the effectiveness of this policy;

Proprietors / Senior Management Team:

The proprietors are represented by the Head of Education Services, as Responsible
Individual for Greenfields School, and the Head of Service for Greenfields. The two positions
ensure that proprietor responsibility for the school is maintained, and this includes
responsibility for ensuring appropriate Health and Safety is maintained within the school.

Risk Assessments:

Supervising a group of young people in any environment involves judgement based on a
combination of experience, training, and tacit knowledge. Whether the environment is
indoors or out, on-site or off-site, the same risk management principles apply. Risk
management is not about risk elimination. There is no question that outdoor learning and off-
site visits are enormously beneficial to the education and development of young people.
Indeed there is a benefit in young people experiencing such risks in order to learn to manage
them for themselves and improve their ability to look after their own safety. htip://oeapng.info
— Guidance Document 4.3f

Activity/Venues:

Before embarking on an offsite educational visit, the Visit Leader must produce a risk
assessment for that specific venue/location. It may be that the venue itself is happy to
provide their own risk assessment, and should be contacted during the organisation process.
If the venue is an outdoor location, or if the venue is unable to provide a risk assessment,
then a risk assessment must be completed by either the EVC or the Visit Leader. This will
usually require a visit to the location, prior to the educational visit, in order to accurately
assess the venue and complete the risk assessment. If the visit is to a location/venue for the
specific purpose of engaging in an activity facilitated by the venue or by a third-party
provider, then the risk assessment either provided by the venue/provider or completed by
the school must account for the specific activity at that location. The school must adapt the
risk assessment provided by any third party to be relevant to the needs of the learner group.

A risk assessment will always be carried out prior to the visit and will cover:
e What are the hazards?
Who might be affected by them?
What safety measures are needed to reduce risks to an acceptable level?
Can the party leader put the safety measures in place?
What steps will be taken in an emergency?


http://oeapng.info/

PARTICIPANTS:

All learners admitted to Greenfields School have their own individual needs and present a
range of individual risks. Parallel to the activity/venue risk assessment, the risk assessment
of the activity MUST include an assessment of the individual learner members participating
in the visit and consider how their own individual needs and risks might have an effect when
applied to the proposed activity or venue. This is done by using the risk assessment for the
individual, present for the home and school, and applying the identified risks therein to the
risk assessment for the activity proposed, and demonstrating how any identified risks can be
reduced or minimised. All learners at Greenfields have SEMH needs; therefore, visit
planning must include emotional regulation strategies, known triggers, safe adults, sensory
considerations and communication plans for each learner

“The age, competence, maturity and behaviour of the participants must be matched to the
other variables, and any individual, medical or special needs addressed.” (oeapng.info)

EQUIPMENT AND RESOURCES:

All offsite activities require the provision and use of appropriate equipment and resources,
whether this is as simple as suitable footwear to walk around a venue or the specific
personal protective equipment required for certain outdoor pursuits or other, more hazardous
activities.

The Visit Leader / EVC must:
e make clear in its risk assessment, what equipment and resources are required in
order to reduce the risk for an individual participating in an activity;
e ensure that necessary equipment and resources are present on the day of the
activity, prior to the group leaving to complete the activity;
¢ ensure that any equipment or resources provided by the school for an activity are
safe.

NB: It is expected that generic activity risk assessments for activities carried out regularly by
the school, such as outdoor pursuits, would include a standard list of PPE equipment and
resources required for that activity to take place safely. See Risk Assessment policy for
further guidance.

There are various ways to help make an informed judgement about a colleague’s
competence, including:

» Observations of their group management and supervision skills within their day to day work
in the establishment.

 Evidence of relevant experience — e.g. assisting on visits or leading visits in a previous
establishment.

» Their personal interests and experience relevant to the proposed activities and
environments.

* Evidence of having undertaken appropriate training.

* Evidence of relevant qualifications, including any specific qualification required by the law,
the employer or the establishment (e.g. in First Aid).

EVALUATION OF EXTERNAL PROVIDERS:

When planning an off-site visit, you should thoroughly research the suitability of the venue
and check that facilities and third-party provision will meet your group’s needs and
expectations. This is an essential element of risk-benefit management and is critical in
deciding how you will supervise the young people effectively. A preliminary visit is essential



and should be carried out by either the EVC or the Visit Leader who has been approved to
lead the visit.

GUARDIAN COMMUNICATION AND CONSENT:

‘Written consent from parents is not required for learners to take part in the majority of off-
site activities organised by a school (with the exception of nursery age learners) as most of
these activities take place during school hours and are a normal part of a child’s education at
school. However, parents should be told where their child will be at all times and of any extra
safety measures required.’

Guardians will be informed in advance of each activity and will be given the opportunity to
withdraw their child from any particular school trip or activity. We will ensure that we comply
with all Welsh Government guidance documentation before any educational visit is
authorised and all precautions are taken to ensure learners' safety. However, Greenfields
School obtains general written permission for local visits on admission (see Admissions
Policy), booklets with details of school trip and learning links are emailed each time.

PRIOR NOTIFICATION AND APPROVAL OF VISIT PLANS:

For New/ one-off Visits:

All offsite educational activities must be given sufficient time to be planned and organised
effectively. A series of steps must be followed if the idea for a particular visit is to be
proposed and planned.

e An activity summary sheet (the proposal) must be submitted to the Headteacher /
EVC for consideration;
If the visit is considered viable the Headteacher / EVC will give provisional approval;

o |IF this approval is given, then the Headteacher / EVC will coordinate the full planning
process for the activity, and arrange for it to go ahead. An activity summary sheet
MUST have the signature of the Headteacher or EVC to show that it has received
approval.

o Allfinalised plans and risk assessments MUST be reviewed and signed-off by the
Headteacher / EVC prior to the activity going ahead.

For Regular / re-occurring Activities:

Some activities, such as outdoor pursuits, P.E. or community placements, take place on a
regular basis; often weekly. For these activities, once the approval process (above) and risk
assessments have been completed, then the activity can be continued on a rolling basis.
However, all risk assessments for these activities MUST be reviewed termly, AND, should
any element change, such as venue or individual participants, then that element of the risk
assessment and activity plan must be reviewed and amended prior to the activity taking

place.

INFORMATION ABOUT PARTICIPANTS’ MEDICAL CONDITIONS & SPECIAL NEEDS:

In order to effectively plan for an activity, the Visit Leader MUST have any information in
respect of a participant’s specific medical conditions and/or any particular special needs. It is
the responsibility of the EVC to ensure that the Visit Leader has access to this information so
that planning can be effective.

For example, the Visit Leader will need to plan the safe storage and administration of any
medications required by a learner on the activity, especially any controlled substance, or
may need to plan for any specific mobility, supervision or support needs a young person may
require.



LEARNING VALUE:

For an offsite visit to be educational it must have a learning purpose or value. There must be
a demonstrable value to enhancing or progressing the learning of the learners taking part in
the visit/activity. Therefore, offsite educational visits or activities have planned Learning
Objectives / Outcomes.

In deciding approval for the visit or activity to be arranged the Headteacher or EVC should
request a brief summary document of the planned visit which clearly outlines what the
learning purpose of the visit will be (as learning objectives), how these will be achieved by
the visit, and what the outcomes for the learner will be in successfully participating in the
visit/activity

Learners must understand key safety information. This includes:
the aims and objectives of the visit/activity;
background information about the place to be visited;
how to avoid specific dangers and why they should follow rules;
why safety precautions are in place;
why special safety precautions are in place for anyone with disabilities;
what standard of behaviour is expected from learners;
who is responsible for the group;
what to do if approached by a stranger;
what to do if separated from the group;
*= emergency procedures;
Learners contribute to visit planning through learner voice feedback, which helps shape
future trip choices and ensures relevance to their interests and needs. For Looked After
Children, the placing authority and corporate parent must be notified immediately.

RESOURCES & EQUIPMENT:

As discussed in the ‘risk assessment’ section, all activities require the use of particular
resources or equipment. This includes adequate numbers of staff for supervision of young
people, and the transport of the group to and from the venue.

The planning process must ensure due consideration of any equipment needed, and its
source, staffing ratios and transport arrangements. The Visit Leader must ensure that they
can demonstrate that these are all in place prior to visit/activity taking place. ALL VISITS
MUST be equipped with a First Aid Kit and staffed by AT LEAST ONE person with
appropriate and current First Aid training and certification. Certain types of proposed visit
may require consultation with an external person in an advisory role prior to the visit being
approved. If there is a proposal to take learners on an extended trip, either within the UK or
abroad, each learner’s Local Authority MUST be consulted, and authority given for the trip to
take place.

EMERGENCIES
In the event of an incident or emergency the group leader will:
o Evaluate the situation to ensure that all members of the group are kept as safe as
possible;
¢ Immediately communicate with the point of contact at the school to advise them of
the circumstances and the current plan o
e Maintain regular communication to advise the point of contact as the situation
progresses;
¢ Maintain control of the group, and an overview of the situation, whilst liaising with any
other parties involved; such as emergency services or members of the public;
o Be prepared to administer first aid or support until help arrives;



e Report and record all accidents or incidents as per company processes;

e Be prepared to terminate the activity and return all participants to the school if this is
the safest course of action.

¢ All media enquiries will be directed to the Headteacher and the Responsible
Individual. No staff are authorised to speak to the media.

For Newport-placed learners, the school must notify Newport City Council Children’s
Services of any incident, emergency, or safeguarding concern arising during an educational
visit.

In the event of an incident or emergency the point of contact (Headteacher / EVC) will:

¢ Communicate effectively with the visit leader to offer support, advice and direction;

e Begin a written chronological report of events as they unfold;

o Immediately communicate with the SMT, guardians and Local Authorities to let them
know that an emergency has arisen and the details as required,;

o Be prepared to initiate the Critical Incident Plan for the School.

e MUST be available to see the emergency through to conclusion, supporting and
coordinating the situation until all parties in the group are safely returned to school
OR to some other agreed place of safety.

Offsite Educational Visits Monitoring:

Part of the role of the EVC, and/or overseeing Headteacher, is the responsibility to monitor
and evaluate the process described in this policy to engage learners in offsite educational
activities. The school must keep a folder for the documentation of all offsite educational
visits, and the EVC should review completed documentation therein on a regular basis to
ensure compliance with policy, competence in completion, and evaluate any necessary
requirement for change to the process or addressing staff competence issues. An evaluation
sheet should be completed and appended to the front of any documentation, and a record
sheet should be kept at the front of the folder to record the dates of review and any actions
arising.

Any safeguarding concern must be escalated immediately following the Wales Safeguarding
Procedures (2019) and reported to the Designated Safeguarding Person without delay.

NOTE: That any safeguarding concern relating to child protection arising out of a visit MUST
be reported immediately to the Designated Safeguarding Person, and not left 48 hours to be
submitted on the activity evaluation form.

Debrief

Evaluation of the visit should take place as soon as is practicable. This is best conducted as
a debrief session involving more than one member of staff involved in the activity. It is good
practice that each trip/activity is reviewed prior to planning repeat activities. An EVC
Evaluation Form will be completed and filled within the electronic EVC folder on staff share
drive.

This policy and procedures will be reviewed and updated on an annual basis to ensure
continued compliance with, The Independent Schools Standards (Wales) Regulations 2003,
and relevant guidance issued by the WAG.

This policy should be read in conjunction with other school policies as follows:
Health & Safety Policy
First Aid Policy
Curriculum Policy



Safeguarding Policy
Behaviour Policy

Critical Incident Plan

And other relevant policies

This policy should be read with reference to the following legislation & guidance:

A Safety guide outside the classroom 2008

Employers Liability (Compulsory Insurance) Act 1969
Health and Safety at Work Act 1974

Equality Act 2010

Adventure Activities Licensing Regulations 1996
Independent School Standards (Wales) Regulations 2024
Wales Safeguarding Procedures (2019)

Keeping Learners Safe (2022)

ALNET Act (2018)

The Adventure Activities Licensing Regulations 2004
Newport City Council Emergency and Critical Incident Procedures

In accordance with the Independent School Standards (Wales) 2003, Greenfields School will
maintain standards of confidentiality of records, unless so requested by those referred to in
the Regulations.
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Appendix A

Greenfields School Risk Assessment Form

One-off or occasional visits: planning and approval form
e Visit leaders should obtain verbal approval for their visit from the Head before detailed planning.

k2

/ \ "&Lh\//
Greenfields

After the visit has been approved, the Head must be informed if there are any subsequent changes in planning, organisation and staffing.

\

Type of Risk

Assessment:

Activity: Date:
Completed by: Date:
Reviewed by: S:;/;:-w

Learners involved:

Hazards

Who is at
risk?

Possible Outcome

Current Control Measures

Risk rate: Severity x
Likelihood

Risk




All leaders/teachers shall be aware of the following:

e Schematic map — provided to all adults and learners. Itinerary provided. Group leader to provide mobile number to all
supporting adults.

o Weather/Outdoor protection — Group leader to carry sun cream. Learners and staff be advised to wear appropriate clothing
for weather and outside activities

e All teaching staff partaking in the above activity have been directed to this risk assessment.

e First Aid lead for the trip will carry first aid kit. Contact staff for assistance and they will locate a first aider. Ensure that first
aid lead is aware of all medical needs of staff and learners prior to visit.

e Staff assigned to learners to support behaviour throughout the trip.

The likelihood of risk is assessed as LOW and Severity assessed as LOW due to high staff ratio & measures above put in place

Staff supporting and attending the visit have read, understood and agree to comply with measures within the risk assessment

Name (PRINT): Name (PRINT):

Signature: Signature:
Date: Date:




Name (PRINT):

Name (PRINT):
Signature: Signature:
Date: Date:

Likelihood

Low
Med

High

Severity

To establish Risk. Rate Severity & Likelihood on scale. 1 =Low /5 = high. Where grid
crosses place x to indicate Risk Rate. (Example. Severity 3 Likelihood 2 = Rating Medium )
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Post trip checklist

Trip Leader: Appointed Driver: RR Appointed First Aider: RR

Tick Returned (sign)

Risk assessment with hand written changes
relevant on day of trip — one to office and one
for trip

Care Plans/Provision Maps

Consistent Handing Plans/Risk Assessments
First Aid Kit(s)

School Mobile Phone
number The mobile
phone(s) should be
switched on during
the entire journey.

School Bus safety checked

Monies — if required

Money and permission slip collection form (if

applicable)

All staff to sign below to confirm you have read and understood the risk assessment. This includes having read and understood the
Water Margin Guidance, if applicable.




During the course of the visit, learners should be checked or counted regularly as appropriate, and always when changing

locations. Always ‘double count’.

Names of all adults attending the visit

Signature to confirm they have read and understood the risk
assessment(s)

(Visit Leader)

Review following an Incident

INCIDENTS:

Details of any incidents (staff, children involved, etc):
Time:

Location:

Name of casualties:

Action taken:

Anyone else involved?

Do | need to complete a behaviour incident form? [




Do | need to complete an accident form? [

Details of an Intimate Care:

Learner Name Procedure Procedure followed Procedure not followed Signed
according to Care Plan according to care plan
(please record on
behaviourwatch)

Close contacts- contact details for any non-school staff who have had close contact with learners as a result of this trip (less than 2m away
for more than 15mins)

Name Contact phone number Who have they had contact with? | Purpose of contact?

Review Outcomes:

Post Visit assessment:




Evaluation: Off-Site Activities Activity:
Activity Leader:
Young People:

Was the activity as you expected?

Date:

Was the venue appropriate for the young people concerned?

Were there any unexpected problems / issues? If so, explain:

Did the young people enjoy the experience?

Did the young people learn what you hoped they would?

Did the activity provide good value for money?

If you went again would you do anything differently? If so, what?

Would you recommend other staff to undertake this visit?

Sign (activity leader)

Date:

Headteacher: Creslyn Singh

Date:

22" October 2025

Proprietor: Rob McConomy

Date:

22" October 2025
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