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1. Educational Visits 

Educational visits are valuable in supporting the planned curriculum and in promoting the 
personal development of students. 
 
The following criteria and conditions have been agreed for off-site visits: 
 

• prior approval must be obtained from the Educational Visit Coordinator (EVC) and the  
Headteacher to begin organisation of all off site visits on the Planned Itinerary – Trips 
document in EVOLVE. The timescale is detailed below 

 
• an activity which is recreational must take place out of school hours 

 
• an activity which is of a general educational value should where possible take place 

outside of school hours 
 

• activities which are closely linked to the scheme of work or an examination syllabus will 
be allowed during school hours, subject to the following: 

 
• All required documentation completed and submitted on EVOLVE which has 

been authorised by the EVC and the Headteacher.   
 

• the visit has been added to the school calendar and Heads of Departments and 
Year Leaders have been consulted to allow students to take part in activity 

 
• Attendance Officer must be advised of students involved. The timescale is 

detailed below 
 

• cover requirements must be provided to the MIS team 14 days before the trip 
leaves 

 
• all lesson plans must be provided to the MIS team and Head of Department in 

advance of the trip’s departure: 
 

• for trips that take more than one day, then part of/all of a weekend/holiday 
must be used if possible. 

 
When populating the cohort of any school visit, the Trip Leader must liaise with the Year 
Leader to seek the most up to date information on the students’ behaviour and attitude to 
learning. 
 
 
 
It is the Trip Leader’s responsibility to ensure timelines and deadlines are maintained. 
 
 
All documents once authorised should be printed and given to the MIS team for their 
reference. A copy should be kept by the Trip Leader.  
 
The following documents must be used (appendix 2 - 6: 

• Trip Itinerary (appendix 2) 

• Student medical form (appendix 3) 
• Passenger Manifest (appendix 4) 
• Risk Assessment (appendix 5) 
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• Trip Checklist (appendix 6) 
 
2. Communication with Parents 

All trip letters will contain the following statement as part of the body of the letter and as part 
of the reply slip. 
 
Students will be unable to participate in the school trip if a signed confirmation reply slip and 
up to date medical form has not been completed and returned to the school prior to the trip 
leaving. 
 
‘Acceptance on this and any school trip is provisional. It has been given due to a record of 
good attendance and behaviour. If necessary, the offer of a place may be withdrawn. This 
would be done as a result of there being specific concerns around behaviour, attendance or 
health and safety. In circumstances where this happens due to a student’s actions, no refunds 
will be given.’ 
 
All trips where students may be unsupervised for any length of time must contain one of the 
following statements. 
 
• Please be aware that students will be unsupervised during the lunch period. 
• Please be aware that students will be unsupervised for certain parts of the activity. 
• Please be aware that students will be unsupervised for certain parts of the activity and 

during the lunch period. 
 
Specific details such as the length of time this would mean will be included by the Trip Leader. 

 
3. Registering Students 

Where a trip falls within the scope of the school day normal registration procedures should be 
followed in that students attend their tutor period. In addition, as students board transport or 
leave the site a further register will be completed and presented to the attendance officer. 

 
4. On Day of trip 

• The trip register is emailed to the ‘trips list’ distribution list. The register must be 

completed on departure. 

• Contact phone number/s should be emailed to the ‘Trips List’ distribution list. A school 

mobile phone must be taken on all trips unless staff members voluntarily provide their 

personal mobile phone number on the Passenger Manifest. 

• The ’Trip Checklist’ document needs to be completed. 



 

 
5. Timescale 

The suggested guidelines below are for organisational purposes: 

All timings are from the date of departure 
 

Timescale Action 

30 school days before departure Completed submit all documentation on EVOLVE. 

14 school days before departure MIS Team to be given final requirements for cover 

5 school days before departure Lesson Plans to MIS team and Heads of 
Department 

 

It is the Trip Leader’s responsibility to ensure timelines and deadlines are maintained. Please see 

the ‘Trip Planning Flowchart’ in Appendix 1 below. 

 

All forms should be printed from EVOLVE by the Trip Leader and given to the MIS Team for their 

reference.  A copy should be kept by the Trip Leader.  

 

6. Refunds 

Refunds on spending contingency will only be issued if the amount exceeds £20 per pupil across 

all trips.  

 



 

 
 

 

 
 

 
 
  

Appendix 1 –  ‘Trip Planning Flow Chart 
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