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POLICY NAME TRIPS AND VISITS POLICY 

POLICY REF: QEHSP41 

EFFECTIVE DATE: MARCH 2026 

 

Intent 
 

The School values the educational benefit of out of school visits as a component of its enhancement and elective 
curriculum. The benefits to students of taking part in visits and learning outside the classroom include: 
 

• Increased critical curiosity and resilience. Improving their ability to cope with change, creating 
opportunities for genuine team working including enhanced communication skills and problem solving 
skills 

• Increased risk management skills through opportunities for involvement in practical risk-benefit decisions 
in a range of contexts. i.e. encouraging students to become more risk aware as opposed to risk averse 

• Broaden horizons by introducing new activities, different cultures and environments, improving 
environmental appreciation and awareness of the importance and practice of sustainability 

• Physical skill acquisition and the development of a fit and healthy lifestyle 

• Improved achievement and attainment across a range of curricular subjects. By allowing students to put 
into practice theories learnt in class, providing opportunities for personal research and coursework, 
bringing subjects to life and stimulating interest and motivation 

• Enhanced opportunities for ‘real world’ ‘learning in context’ consolidating classroom learning by using 
resources not available in the classroom 

• Allowing students to see experts perform, for example, professional actors, leading sports competitors 
and specialist speakers 

 

Implementation 
 

Any visit that leaves the school grounds is covered by this policy, whether as part of the curriculum, during school 
time, or outside the normal school day. 

 
In addition to this Policy, Queen Elizabeth’s High School: 
 

• Adopts the Local Authority’s (LA) procedures which is available to all staff via EVOLVE. 

• Uses EVOLVE, the web-based planning, notification, approval, monitoring and communication system for 
off-site activities.  

 
All trips and visits will be carefully planned. Staff organising visits must have a clear purpose in mind to maximise 
the benefit. All staff are therefore required to plan and execute visits in line with this school policy, the procedures 
outlined in the Educational Visits Procedures in the Staff Handbook and National Guidelines. Staff are particularly 
directed to be familiar with the roles and responsibilities outlined within the guidance. 

 

Types of Visit and Approval 
 

There are three categories of visit: 
 

 

1) Visits/activities within the ‘School Learning Area’ (see Appendix 1) that are part of the normal 
curriculum and take place during the normal school day. 
These follow the ‘School Learning Area’ Operating Procedure  
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2) Other non-residential visits within the UK that do not involve an adventurous activity. These are entered 
on EVOLVE by the visit leader and submitted to the EVC for checking. The EVC then submits to the Head 
for approval. 
 
 

3) Visits that are overseas, residential, or involve an adventurous activity.  
These are usually larger trips costing more for the parents/guardians and involving more staff time.  They 
should be entered on Evolve in the same way as category b. trips but the Headteacher will need to submit 
the visit to the LA for final approval. 

 
All visits are published in the school calendar. Past trips are summarized on our website. This gives an overall 
picture of visits and helps parents/guardians to plan to manage any potential financial demands. 

 

Roles and responsibilities  
 

Visit leaders are responsible for the planning of their visits, and for entering these on EVOLVE. They should obtain 
outline permission, initially through a visit proposal form and, once agreed, through Evolve. Visit leaders have 
responsibility for ensuring that their visits will comply with all relevant guidance and requirements, and should 
seek advice from Finance, the EVC and HoLoTC where necessary. 

 
The Head of Learning Outside the Classroom (HoLOtC) 
 
The HoLOtC is also the Educational visits coordinator (EVC). The EVC is responsible for trips and visits and will 
therefore advise the Headteacher about new proposed trips. They will also check final visit plans, including risk 
assessments, on EVOLVE before submitting them to the Headteacher.  
 
The HoLOtC will also support and advise colleagues in the planning and execution of trips and visits. The HoLOtC is 
the first point of contact for all visit related matters. 
 
The HoLOtC will set up and manage the staff accounts on EVOLVE and will renew their EVC training every 3 years. 
 
Trips Administrator 
The trips administrator will help staff with routine administrative activities, such as the booking of transport, the 
collation of student lists and the purchase of tickets.  They will advise on the costs associated with a trip, the 
contribution that should therefore be requested from parents/guardians and will then set up the payment 
deadlines through ScoPay to ensure that we have sufficient contributions to run the trip before we have to make 
any commitments to pay for it. 
 
The Headteacher has responsibility for authorising all visits, and for submitting those that are overseas, residential 
or adventurous to the LA for approval. 
 
The Governing Body’s role is that of a ‘critical friend’. They should monitor the overall quality of educational visits. 
This will be done using the following tools: 
 

• The EVC will report to Governors on trips and visits taking place 

• Governors will have the opportunity to question LT about the overall impact of trips and explore particular 
issues of potential concern through the Resources Committee 

• The Chair of Governors will be given ‘read-only’ access to EVOLVE and they or a designated Governor will 
be able to quality assure the application of this policy through spot checking sample trips on Evolve 

• As part of a broad process of quality assuring our policies, a Governor will periodically explore the 
implementation of this trips and visits policy through questioning relevant students and teachers 

 
The Local Authority is responsible for the final approval (via EVOLVE) of all visits that are either overseas, 
residential, and/or involve an adventurous activity. 
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Staff Competence 
 

We recognise that staff competence is the single most important factor in the safe management of visits, and so 
we support staff in developing their competence in the following ways: 
 

• An apprenticeship system, where staff new to visits assist and work alongside experienced visit leaders 
before taking on a leadership role 

• Supervision by senior staff on some educational visits 

• All staff should attend in-house training which covers things like the use of Evolve prior to leading a trip. 
There will be further support for staff to attend training courses relevant to their role, where necessary 

 
In deciding whether a member of staff is competent to be a visit leader, the EVC will take into account the 
following factors: 
 

• Relevant experience 

• Previous relevant training 

• The prospective leader’s ability to make dynamic risk management judgements, and take charge in the 
event of an emergency 

• Knowledge of the students, the venue, and the activities to be undertaken 
 
Informing Parents/Guardians and Consent 
 
Parents/Guardians will be informed of all upcoming trips and visits via a letter. 
 
Consent for trips and visits taking place within the normal school day are covered by blanket consent obtained at 
the beginning of the year through EVOLVE Consent. Parents/Guardians have the right to withdraw consent for a 
specific trip or visit and should send any requests for this to trips@qehs.lincs.sch.uk.  
 
Consent for residential trips is given by Parents/Guardians when paying the deposit for the trip through ScoPay.  
 
Where places are limited on trips then the trip leader should make the selection criteria for students clear, on the 
initial parental letter which invites parents to bid for places.   
 
Poor Behaviour and Removal from Trips 
 
Poor behaviour in school may lead to a student being removed from a trip with no refund given. If a student’s 
behaviour is of concern prior to a trip, the trip leader will make contact with the Parents/Guardians to discuss the 
concerns. If a student’s behaviour does not improve, then the student will be removed from the trip. Specific detail 
about the circumstances for recognising improvement will be discussed with the Head of Year and Deputy 
Headteacher and agreed with the Parents/Guardians. 
 
Students are expected to follow the school behaviour policy on any trip and sign a code of conduct for a residential 
trip. Failure to follow the rules laid out by the Trip Leader will result in a sanction being applied either during the 
trip or afterwards as is appropriate.  
 
If a student behaves persistently poorly on a trip, then that student will be sent home at Parents/Guardians 
expense. Prior to this decision being made, the Trip Leader will make contact with the Parents/Guardians to outline 
the behaviour concerns and identify that the student is on their last chance. Trip Leader should also have discussed 
this with the LT contact for the trip prior to making contact with the Parents/Guardians. 
 

 
Approved by: Governing Board (Resources Committee) 

Date: March 2026 

Responsible Person: JMK 

Review frequency: Every 2 years 

 

mailto:trips@qehs.lincs.sch.uk
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APPENDIX 1 
 

School Learning Area 

 

General 
 
Visits/activities within the ‘School Learning Area’ that are part of the normal curriculum and take place during the 
normal school day follow the Operating Procedure below. 
 
These visits/activities: 

• Do not require parental consent. Although they are included in the blanket consent provided by 
parents/guardians at the beginning of the academic year 

• Do not normally need additional risk assessments / notes (other than following the Operating Procedure 
below) 

• Are recorded as a local area visit on Evolve. 
 

Boundaries 
 
The boundaries of the School Learning Area are areas that can be reached easily on foot during a single lesson, it 
includes but is not limited to, the following frequently used areas and venues: e.g. 
 

• Thonnock Playing Fields 

• The Leisure Centre 

• The Golf Club 

• Thonnock Woods 

• Town Centre 

• The Parish Churches in Morton and Gainsborough 

• Gainsborough Old Hall 

• Trent river side down to Whitton Gardens 
 
Operating Procedure for School Learning Area 
 
The following are potentially significant issues/hazards within our School Learning Area: 

• Road traffic 

• Other people / members of the public / animals 

• Losing a student 

• Uneven surfaces and slips, trips, and falls 

• Weather conditions 

• Activity specific issues when doing environmental fieldwork (nettles, brambles, rubbish, etc) 
 
These are managed by a combination of the following: 
 

• The Headteacher, or EVC must give approval before a group leaves 

• Only staff judged competent to supervise groups in this environment are approved 

• The concept of Operating Procedures and the ‘School Learning Area’ is explained to all new 
parents/guardians when their child joins the school in the documentation that goes with the blanket 
consent form 

• Staff are familiar with the area and have practiced appropriate group management techniques 

• Students have been briefed on behaviour and how to deal with issues such as road crossings 

• Where appropriate, students are fully briefed on what to do if they become separated from the group 
 
 
 



 
 

QEHSP41 Trips and Visits Policy        Page 5 of 5 
 

Queen Elizabeth’s High School   

 

• With younger students, narrow paths / roads without footpaths, larger groups or journeys where the route 
is complicated or particularly busy and there is a risk of students becoming lost or separated as a result. 
One member of staff should lead from the front and one should follow at the back of the group. Both 
members of staff should actively monitor risks (such as on-coming cars) warning the party when necessary 
The member of staff at the back should monitor behaviour. Poor behaviour, such as running or pushing, 
must be quickly dealt with 

• All indirectly supervised work in the School Learning Area is done in ‘buddy’ pairs as a minimum 

• Students’ clothing and footwear is checked for appropriateness prior to leaving school 

• Staff are aware of any relevant student medical information and ensure that any required medication is 
available 

• Staff will deposit in the office a list of all students and staff, a proposed route, and an estimated time of 
return 

• A school mobile (or radio) is taken with each group and the office have a note of the number 

• Appropriate personal protective equipment is taken when needed (e.g., gloves, goggles) 

• Staff and Sixth Formers will use the fobbing in and out system 

 
Sports Fixtures 
 
Sports fixtures are considered local area visits and are therefore treated the same as any other local area visit. 
 
In addition: 
 

• Parents/guardians should be provided with dates and times for after school activities and this should 
include the publication of fixture lists. Changes to these should be communicated to parents/guardians in 
advance of the event 

• Team lists should be published in advance and communicated to students, parents/guardians and staff 

• For any fixture where the trip may come back after 5pm (when reception closes) the trip leader should take 
with them a list of students including medical needs and emergency contact numbers for parents/guardians 
(Using the Register group option in Evolve+ will automatically generate these details) 

• For coach travel staff should follow the appropriate normal operating procedures for coach travel. For 
minibus use please refer to the LCC document and the generic risk assessment for guidance 
 

The following are potentially significant issues/hazards on a fixture: 
 

• Injury to participants 

• Inadequate supervision leading to injury, or a student becoming separated from the group 
 
These are managed by a combination of the following: 
 
Staff from QEHS and the Home Teams school should between them ensure that: 
 

• Appropriately qualified / experienced staff or volunteers oversee officiating of matches 

• A member of staff present should be a competent first aider 

• Arrangements are in place for a member of staff to accompany an injured student to hospital if necessary 
without leaving the rest of the team(s) unsupervised 

• Adequate supervision of spectators and changing facilities is organised 

• Head counts are taken prior to departure 

• Should a parent/guardian choose to take their child home from the fixture this is agreed with the member 
of staff of the fixture prior to the event. 

 


