
Date: September 2026 Review Date: September 2027 Signed: K.Dean 

 

 1  
 

 

 

 

 

EDUCATIONAL VISITS POLICY 
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1. Policy Statement 

Willow Tree Learning recognises that educational visits and off-site activities provide 
valuable opportunities to enhance learning, promote personal development, develop 
independence, improve social skills, and support the wellbeing of children and young 
people attending our alternative provision setting. 

We are committed to ensuring that all educational visits and off-site activities are 
planned, managed, and conducted safely and in accordance with relevant legislation, 
statutory guidance, and local authority expectations. The safety and welfare of pupils, 
staff, volunteers, and members of the public will always be our primary consideration. 

This policy applies to all off-site visits, educational activities, enrichment activities, 
sporting events, community visits, work-related experiences, residential visits, and any 
other activities undertaken away from the Willow Tree Learning site. 

 

2. Aims 

The aims of this policy are to: 

• Ensure educational visits support the curriculum and wider personal 
development of pupils. 

• Promote safe and effective educational experiences outside the classroom. 

• Establish clear lines of responsibility and accountability. 
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• Ensure appropriate planning, supervision, risk assessment, and safeguarding 
arrangements. 

• Protect the health, safety, welfare, and wellbeing of all participants. 

• Comply with legal duties and guidance relating to educational visits. 

• Support positive behaviour and maintain high expectations during off-site 
activities. 

 

 

 

 

3. Scope 

This policy applies to: 

• All learners attending Willow Tree Learning. 

• Directors. 

• The Site Lead. 

• Designated Trip Leads. 

• All staff, volunteers, contractors, and accompanying adults. 

• All educational visits and off-site activities organised by Willow Tree Learning. 

 

4. Legislative Framework and Guidance 

This policy should be read alongside the following legislation and guidance: 

• Health and Safety at Work etc. Act 1974. 

• Management of Health and Safety at Work Regulations 1999. 

• Children Act 1989 and Children Act 2004. 

• Education Act 2002. 

• Equality Act 2010. 

• SEND Code of Practice: 0–25 years. 

• Keeping Children Safe in Education (KCSIE) (current edition). 

• Working Together to Safeguard Children (current edition). 

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR) 2013. 

• The Road Vehicles (Construction and Use) Regulations. 

• The Health and Safety (First Aid) Regulations 1981. 

• The Adventure Activities Licensing Regulations. 

• Department for Education guidance: Health and Safety on Educational Visits. 

• Health and Safety Executive (HSE) guidance on school trips. 
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• Relevant guidance and procedures issued by North Northamptonshire Council. 

 

5. Roles and Responsibilities 

5.1 Directors 

The Directors are responsible for: 

• Ensuring appropriate policies and procedures are in place. 

• Ensuring educational visits comply with statutory requirements. 

• Approving educational visits where required. 

• Ensuring adequate insurance arrangements are maintained. 

• Monitoring the effectiveness of educational visit procedures. 

• Ensuring sufficient resources are available to support safe educational visits. 

 

5.2 Site Lead 

The Site Lead is responsible for: 

• Overseeing all educational visits and off-site activities. 

• Ensuring visits are appropriately planned and authorised. 

• Ensuring staff are competent to lead visits. 

• Verifying that suitable risk assessments have been completed. 

• Ensuring safeguarding arrangements are robust. 

• Confirming emergency procedures are in place. 

• Ensuring compliance with North Northamptonshire Council guidance and 
relevant legislation. 

• Monitoring educational visits and reviewing any incidents. 

 

5.3 Designated Trip Lead 

The Designated Trip Lead is responsible for: 

• Planning and organising the visit. 

• Completing and documenting suitable risk assessments. 

• Undertaking pre-visits where necessary. 

• Ensuring appropriate staffing ratios. 

• Briefing accompanying staff and volunteers. 

• Obtaining parental/carer consent where required. 

• Ensuring all medical, behavioural, and safeguarding information is available. 

• Maintaining registers and emergency contact information. 

• Carrying out dynamic risk assessments throughout the visit. 

• Reporting accidents, incidents, concerns, or near misses. 
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• Ensuring all participants understand behavioural expectations. 

 

5.4 Staff 

All staff accompanying educational visits are responsible for: 

• Following the instructions of the Designated Trip Lead. 

• Supervising pupils appropriately. 

• Maintaining professional standards and safeguarding responsibilities. 

• Monitoring pupil welfare and behaviour. 

• Participating in risk assessments and safety procedures. 

• Reporting concerns, incidents, hazards, or changes in circumstances 
immediately. 

• Supporting emergency procedures where required. 

 

6. Planning Educational Visits 

All educational visits must have a clear educational, developmental, therapeutic, or 
enrichment purpose. 

When planning a visit, consideration must be given to: 

• The educational value of the activity. 

• The age, maturity, and abilities of pupils. 

• Special educational needs and disabilities. 

• Behavioural needs. 

• Medical conditions. 

• Safeguarding considerations. 

• Travel arrangements. 

• Environmental conditions. 

• Staffing requirements. 

• Emergency procedures. 

• Accessibility requirements. 

• Financial implications. 

Where appropriate, pre-visits should be undertaken to assess venues, routes, facilities, 
and risks. 

 

7. Risk Assessment 

A suitable and sufficient risk assessment must be completed for all educational visits. 

Risk assessments should consider: 

• Transport arrangements. 
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• The venue and activities. 

• Environmental hazards. 

• Weather conditions. 

• Medical needs. 

• Behavioural risks. 

• Staffing ratios. 

• Safeguarding arrangements. 

• Emergency procedures. 

• Lone working risks. 

• Public interactions. 

• Missing child procedures. 

Risk assessments should: 

• Identify hazards. 

• Assess who may be harmed and how. 

• Evaluate existing control measures. 

• Identify additional control measures required. 

• Record findings. 

• Be reviewed where circumstances change. 

Dynamic risk assessments must also be undertaken throughout the visit to respond to 
unforeseen circumstances. 

 

8. Staffing and Supervision 

Appropriate staffing levels will be determined through the risk assessment process. 

Factors to consider include: 

• Age and needs of pupils. 

• Behavioural history. 

• Medical needs. 

• Nature of activities. 

• Environmental risks. 

• Duration of visit. 

• Transport arrangements. 

Where necessary, enhanced staffing ratios or one-to-one support arrangements may 
be implemented. 

Staff must maintain regular head counts and ensure pupils remain appropriately 
supervised, at all times. 
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9. Safeguarding 

Safeguarding remains paramount during all educational visits. 

The following arrangements must be in place: 

• Staff must be familiar with safeguarding procedures. 

• Emergency contact details must be carried. 

• Staff must know how to report safeguarding concerns. 

• Appropriate supervision arrangements must be maintained. 

• Pupils must understand safety expectations. 

• Staff should avoid situations where they are alone with pupils unless 
unavoidable and risk assessed. 

Any safeguarding concern arising during a visit must be reported immediately in 
accordance with Willow Tree Learning's safeguarding procedures. 

 

10. Medical Needs and First Aid 

Prior to the visit, the Designated Trip Lead must ensure that: 

• Relevant medical information is obtained. 

• Care plans are reviewed. 

• Medication requirements are identified. 

• Emergency medical arrangements are understood. 

At least one appropriately trained first aider should accompany all visits. 

The first aid provision must be proportionate to: 

• The nature of the activity. 

• The location. 

• The number of participants. 

• The identified risks. 

A suitable first aid kit must be carried. 

Medication required by pupils must: 

• Accompany the visit. 

• Be stored securely. 

• Be administered in accordance with Willow Tree Learning's medication policy. 

All accidents, injuries, and administration of medication must be recorded. 

 

11. Transport and School Vehicle Usage 

All transport arrangements must be suitable, safe, and appropriately insured. 

When using Willow Tree Learning vehicles: 

• Drivers must hold a valid licence appropriate to the vehicle. 



Date: September 2026 Review Date: September 2027 Signed: K.Dean 

 

 7  
 

• Drivers must be authorised by the Directors or Site Lead. 

• Vehicles must be roadworthy, maintained, taxed, insured, and serviced. 

• Seat belts must be worn at all times. 

• Driver fatigue must be considered. 

• Appropriate child restraints must be used where required. 

• Daily vehicle safety checks should be completed before journeys. 

Where private vehicles are used for transporting pupils: 

• Appropriate insurance must be in place. 

• Driver documentation must be verified. 

• Approval must be obtained from the Site Lead. 

Public transport use must be carefully risk assessed and supervised. 

 

12. Behaviour Expectations 

Pupils participating in educational visits are expected to: 

• Follow staff instructions immediately. 

• Behave respectfully towards others. 

• Follow health and safety instructions. 

• Remain with designated groups. 

• Respect property and the environment. 

• Represent Willow Tree Learning positively. 

• Comply with transport safety requirements. 

Behaviour expectations should be explained clearly before each visit. 

 

13. Behaviour Management and Sanctions 

Where pupils fail to meet behavioural expectations, staff may implement proportionate 
sanctions and interventions, including: 

• Verbal reminders and warnings. 

• Increased supervision. 

• Removal from specific activities. 

• Restriction from participation in future visits. 

• Contact with parents/carers. 

• Internal behaviour procedures in accordance with the Behaviour Policy. 

If a pupil's behaviour presents a significant risk to themselves or others, staff may 
terminate that pupil's participation in the visit and arrange safe return arrangements 
where appropriate. 
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Any use of restrictive practices must comply with Willow Tree Learning's Behaviour and 
Positive Handling policies. 

 
 
 
 
 

 

 

14. Emergency Procedures 

The Designated Trip Lead must ensure emergency procedures are established before 
departure. 

This includes: 

• Carrying emergency contact information. 

• Maintaining communication methods. 

• Having access to emergency services information. 

• Establishing procedures for: 

o Serious accidents. 

o Illness. 

o Missing pupils. 

o Safeguarding incidents. 

o Transport breakdown. 

o Adverse weather. 

o Site evacuation. 

The Site Lead and Directors must be informed of any serious incident as soon as 
reasonably practicable. 

 

15. Residential and Higher-Risk Visits 

Additional planning and risk assessment will be undertaken for: 

• Residential visits. 

• Outdoor adventurous activities. 

• Water-based activities. 

• Activities requiring specialist instruction. 

• Overseas visits. 

Where required, providers must hold appropriate licences, qualifications, insurance, 
and safety certifications. 
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16. Insurance 

Willow Tree Learning will ensure that appropriate insurance arrangements are 
maintained for educational visits, including consideration of: 

• Employer liability. 

• Public liability. 

• Personal accident cover. 

• Vehicle insurance. 

• Travel insurance where applicable. 

• Activity-specific insurance where required. 

 

17. Record Keeping 

The following records should be retained: 

• Risk assessments. 

• Approval documentation. 

• Participant lists. 

• Emergency contacts. 

• Medical information. 

• Consent forms. 

• Incident and accident reports. 

• Evaluation and review documentation. 

Records will be maintained in accordance with Willow Tree Learning's data protection 
and records management procedures. 

 

18. Monitoring and Review 

Educational visits will be monitored by the Site Lead and Directors to ensure: 

• Compliance with legislation and guidance. 

• Effective risk management. 

• Safe practice. 
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• Positive educational outcomes. 

• Appropriate safeguarding arrangements. 

Following significant incidents or concerns, this policy will be reviewed immediately. 

 

 

 

 

19. Related Policies 

This policy should be read alongside: 

• Safeguarding and Child Protection Policy. 

• Health and Safety Policy. 

• Behaviour Policy. 

• Positive Handling Policy. 

• First Aid Policy. 

• Supporting Pupils with Medical Conditions Policy. 

• SEND Policy. 

• Transport Policy. 

• Risk Assessment Policy. 

• Staff Code of Conduct. 

• Emergency Procedures Policy. 


