
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Broughton Primary 

School 

 

Educational Visits 

Policy  



Section A               
 

 

Flintshire County Council 

 

Planning and approval procedures  

for  

Educational Visits 

This document sets out the Flintshire County Council planning and approval procedures for 

Educational visits. The document has been divided into 5 key sections.  Customise the 

yellow highlighted sections to reflect what goes on in your school/establishment. You may 

add to other sections of the policy to reflect additional requirements for visit planning within 

your school/establishment but you MUST NOT delete any content from Section A.  

  

Section A – Policy and Guidance  

Section B – Planning and approval procedures  

Section C- Risk Management 

Section D – Emergency Procedures 

Section E - Forms 

 

Anyone organising an off-site visit for young people from Flintshire County Borough Council 

should also refer  to and follow the relevant guidance (relating to the nature of the visit being 

planned) as set out in the Outdoor Education Advisers’ Panel (OEAP) National Guidance for 

Educational Visits www.oeapng.info  
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Summary of policy 
 

This document sets out the procedures by which Flintshire County Council and its educational 

establishments meet the standards set out in the OEAP National Guidance for Educational 

Visits, recognised as best practice by the Welsh Government 

 

Broughton Primary School follows the LA procedures for educational visit planning, approval 

and monitoring by using the EVOLVE on line visit planning and approval system 

www.flintshirevisits.org for all visits run by school/establishment staff or volunteers. 

 

Staff planning an educational visit must ensure that they follow the procedures set out in this 

policy. Staff should also refer to and follow the relevant guidance (relating to the nature of the 

visit being planned) as set out in the Outdoor Education Advisers’ Panel (OEAP) National 

Guidance for Educational Visits www.oeapng.info  

 

This policy is reviewed annually or following any accident / incident on an educational visit.  
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Foreword 
 

Please insert statement by Head/Chair of Governors in support of off site visits  

e.g. 

 Importance of educational visits 

 Recognition of role that school/establishment staff play 

 

 

 

 

Foreword 
 

 

Flintshire educational establishments have a long established tradition of providing exciting and 

enjoyable educational visits for young people from all walks of life.  

 

Young people benefit enormously from taking part in visits – it gives them the opportunity to 

experience activities they may not otherwise have, helps them to develop important life skills, 

enhances the curriculum and can provide lifelong happy memories.  

 

Staff also benefit from visits – they can help to improve staff to staff and young person to staff 

relationships, increase the variety and interest in their work as well as providing opportunities for 

professional development inherent in organising and leading visits. 

 

This document sets out the planning and approval procedures to help staff in the Education and 

Youth Portfolio to plan and deliver high quality and safe external visits – be it a regular visit to a 

local park or more adventurous activities in the UK and abroad. By following these procedures, 

staff involved in the planning and delivery of visits are assured of the support of the Local 

Authority in the unlikely event of an incident. 

 

I would like to take this opportunity to express my gratitude to the staff in Education & Youth 

Portfolio whose dedication, commitment and professionalism ensures that young people across 

the County are given the opportunity to take part in such beneficial educational visits. These 

procedures have been developed to support staff, to give them the confidence to maintain these 

exciting experiences as a valuable part of school life and I wholeheartedly recommend them to 

you. 

 

 

Claire Homard 

Interim Chief Officer, Education & Youth 

Date: September 2017 

 

 

 

 

 

 

 



2. Roles and Responsibilities  

 

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.  Visit Leaders will need to obtain the Head/EVC’s 

approval for the visit according to school/centre policy; 

They will need to obtain LA leader approval if leading any adventurous/ demanding environments visit for 

which LA approval is required (Please see section on LA Approval)  

 

Key Requirements  

 Mus

t be competent to lead, confident and accountable, not that they hold a particular post, title or job 

description. 

 Visit 

leader should have the ability to lead to the level demanded by the visit, and has sufficient 

relevant experience and knowledge of the activities, the group, and the environments they will 

operate in. 

 Undertake and complete the planning and preparation of the visit, including the briefing of group 

members and parents/carers; 

 Ensure the ratio of staff to young people is appropriate for the environment/activities and the 

needs of the group; 

 Identify significant hazards and safety measures to reduce risk to a tolerable level, and make 

known to parents, EVC and Head and others the level of residual risk that needs to be managed; 

 Have enough information about the young people to assess their suitability for the visit or be 

satisfied that their suitability has been assessed and confirmed; 

 Ensure that all accompanying leaders are familiar with these procedures;  

 Mak

e appropriate and adequate preparations for emergencies in conjunction with the EVC 

 Carry out dynamic risk management while the visit takes place and consider stopping the visit if 

the risk to the health or safety of the young people is unacceptable and have in place 

procedures/alternative plans for such an eventuality 

 

Educational Visit Coordinator 

 

A key element of these procedures is that each school/establishment has a competent Educational 

Visit Coordinator (EVC) who has completed the county EVC training course. Due to the nature of 

the role the EVC must be an experienced member of staff: 

 who is part of, or able to influence, the Senior Management Team; 

 with sufficient authority to make a judgement call about the competence of any other staff 

member to lead an off-site visit and to approve or decline visits planned by any staff 

member; 

The EVC is the routine contact for dialogue with the LA Outdoor Education/Educational Visits Adviser.  
 

Key Requirements of the EVC: 
 Ensure that all visits are planned and approved in accordance with this policy; 

 Support the Head and Governors with approval decisions; 

 Assign competent people to lead or otherwise supervise a visit; 

 Carry out occasional monitoring of visit leaders to identify further training needs; 

 Work with the visit leader to provide parents/carers with information about the visit and obtain the 
necessary consent from parent/carers; 

 Ensure emergency arrangements and contacts are in place for each visit; 

 Keep records of individual visits including what worked well, what didn’t and any accident/incident 
reports 



The Head teacher of Broughton Primary School has responsibility to ensure that any changes to 
their EVC is notified to the Education Visit Advisor so that he or she can take steps to train their 
replacement as soon as practicable.  

Head  

 

Heads/Managers should have an establishment visits policy and procedures that conform to and follow 

the requirements and recommendations of their employer’s guidance and ensure that arrangements are 

in place for the educational objectives of all visit to be inclusive. They will need to ensure that 

arrangements are in place for the governing body to be made aware of  certain visits and ensure that 

visit arrangements and outcomes are evaluated to inform future visits and staff training needs;  
 

Key Requirements of the Head  

 Be aware that the appointment of an Educational Visits Coordinator (EVC) is critical to the 

implementation of this guidance and should be allowed sufficient time to fulfil the role, including 

attendance at OEAP-approved training. Heads/Managers may choose to designate themselves 

as EVC. 

 Approve visit for all educational visit prior to visit date as set out in the table below 

 Ensure that proper and effective support structures in the event of emergency or critical incident 
including means of contacting the relevant officers LA Education Officer (Schools) or Principal 
Youth Officer (Youth Service) or emergency planning team and arrange for the reporting of 
accidents and incidents as required. Records of these should be reviewed regularly, and this 
information used to inform future visits 

 Where needed, have access to expert advice from their Education Visit adviser. 

 

Board of Governors  

 

Members of the Governing Body should view their main role as being ‘to enable and ensure’ that staff 

are fully aware of the employer’s responsibilities under Health and Safety Law and that the 

establishment have formally adopted the Education Visit Policy and that they have a robust system to 

support the implementation of the policy.  

 

Key Requirements 

 

 They challenge in order to be clear about of how outdoor learning and visits lead to a wide 

range of outcomes for children and young people and contribute towards establishment 

effectiveness. 

 They ensure that the Education Visit policy and procedures are fully implemented 

(including emergency procedures – and it supports the principles of inclusion) 

 The involvement in Board/Governing Body in the visit approval process is clear and 

approval and notification procedures operate effectively 

 Ensure there is a trained EVC who meets the employer’s requirements, with a sufficient 

time allowance to fulfil the role and training to support the planning and delivery of visits 

and outdoor learning. 

 There are monitoring procedures in place, activity is evaluated, good practice is shared 

and any issues are followed up to comply with statutory and employer’s requirements. 

 

Education Visit Advisor  

 

The Educational Visits Advisory Service fulfils the following statutory Council functions to supports the 

LA to meet its legal responsibilities and powers with regard to off-site and educational visits delivered to 

young people by its employees. We provide expert advice on safety and quality of educational visits and 

on risk management in the context of all educational visits, and on behalf of the Local Authority approve 

(or disallow) visits for which LA approval is required these including adventure activities, expeditions and 

overseas visits. We monitors standards of Health and Safety management in off-site activity and 



educational visits, including observing activities and visits and ensure that adequate and appropriate 

training is available and taken up by relevant employees.  

 

Key Requirement  

 Ensure that EVCs, visit leaders, other school/centre staff and other adults involved in 

educational visits are assessed as competent in their specific tasks. 

 Ensure that adequate and appropriate training is available and taken up by relevant 

employees; 

 Ensures that LA guidance on Health and Safety of pupils on educational visits is provided 

to all LA educational establishments and is kept up to date with current best practice, 

including lessons learned from incidents in Wales and beyond. 

 Determines which visits will require LA approval and which may be approved by the 

educational establishment and fulfils the LA’s approval role for specified categories of 

educational visits. 

 Verifies the competence of LA employees who wish to lead visits in any of the areas or 

activities for which LA approval is required 

 Offers relevant training, advice and support to all educational establishments on the 

Health and Safety of pupils on educational visits and other matters relating to safety and 

quality in Outdoor Education. 

 

 

 

Contact Details for Local Authority  
 

Local Authority (LA) leader approval, LA approval or notification for visits, EVC 

training and general advice about off site visits and adventure activities 

 

Mike Rosser 

Education Visits Advisor 

Nant BH Outdoor Education Centre 

Llanrwst  

Conwy  

LL27 0JB 

(01492) 643083 

mike.rosser@conwy.gov.uk 

 

Accidents, Incidents and General Advice relating to Health and Safety (Flintshire) 

Corporate Occupational Health and Safety Advisor 

Llwynegrin Hall 

County Hall 

Mold 

CH7 6NG 

(01352) 702782 

Email: Corporate.Health.&.Safety@flintshire.gov.uk 

 

 

 

3. Approval and notification requirements for visits  
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All visits must be approved as set out in the table below.  LA approval decision for visits will be given via 
the Evolve system. Visit that require LA Approval MUST NOT PROCEED UNTIL this approval has been 
given. All relevant forms can be found on Evolve in the resources section   
 

 
 
 
 

4. Summary of Procedures 
 

Visit type  
 

Planning and approval required 

Routine visits (as 
defined on form 1 of this 
policy) 

Planning 
Visit planned on form 2 (routine visit planning form)  
Approval 
By the Head before the visit takes place (Heads may give blanket 

approval for a member of staff to lead routine visits) 
 

 Non-routine visits  
 Overnight visits 

Planning 
Visit planned using the EVOLVE system www.flintshirevisits.org  
Approval  
By the Head on the EVOLVE system before the visit takes place. 
Visits that have not been approved by the Head on the Evolve 
system MUST NOT TAKE PLACE. 

 

A visit involving any of 
the following elements: 
 Demanding 

environments (as 
defined in Table 3 
below) 

 Adventure 
activities (as 
defined in table 4 
below) 

Planning 

Visit planned using the EVOLVE system www.flintshirevisits.org 
Approval  
Approved by the Head on the EVOLVE system at least 14-28 days 
before visit start date. LA approval required – Evolve automatically 

applies for this after the Head approves the visit using their PIN number. 
Visits that have not been approved by the LA on the Evolve system 
MUST NOT TAKE PLACE. 
 

Overseas expedition 

organised through an 
independent provider 
(i.e. expedition to a 
developing country 
involving trekking or 
other adventure 
activities) 

Planning 

Visit planned using the EVOLVE system www.flintshirevisits.org 
LA Approval is in two stages: 

o Initial approval before booking using form OE1 (available on 
Evolve by clicking on ‘guidance and resources’ and then ‘forms’ 

o Final approval on the Evolve system at least 8 weeks before the 
visit 

Visits that have not been approved by the LA on the Evolve system 
MUST NOT TAKE PLACE. 
 

Duke of Edinburgh 
Award expedition 

Planning 

Visit planned using the EVOLVE system www.flintshirevisits.org 
Approval  
Approved by the Head on the EVOLVE system at least 14-28 days 
before visit start date. LA approval required – Evolve automatically 

applies for this after the Head approves the visit using their PIN number. 
Visits that have not been approved by the LA on the Evolve system 
MUST NOT TAKE PLACE. 
 

http://www.flintshirevisits.org/
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Parent / carer consent 

Informed parent/carer consent must be obtained for all visits. For routine visits those listed on our Routine Visit 
Consent Form, blanket consent is obtained. 
 
For non-routine visits i.e. Overnight/adventurous etc. consent is obtained for each visit (or series of repeated visits) 
using a Non-routine Visit Parental Consent Form or Adventure Activities Consent form.  An example of a non-
routine visit parental consent form can be obtained from the Evolve system by clicking on resources and then 
‘forms’.  

 

If parents/careers withhold their consent the young person must not be taken on the visit but the curricular aims of 
the visit should be delivered to the young person in some other way wherever possible. If the parents/careers give 
a conditional consent the Head will need to consider whether the young person may be taken on the visit or not. 

 

Using an Independent Provider – pre-booking checks 

For any off-site visit, the visit leader should check that the location and activities offered are 

educationally suitable for the group and will meet the aims of the visit. Check that any provider offers 

good value for money by comparing with other similar providers. Remember that there is no substitute 

for first hand, up to date information. This level of pre-booking check is sufficient for visitor attractions 

and public access venues such as zoos, historical/cultural sites, museums, sports stadia, theatres, 

cinemas, hotels, bowling alleys, theme parks, and public access (lifeguarded) swimming pools or similar.  

 

When using a specialist venue or activity provider e.g. outdoor activity provider (other than the LA’s own 

Outdoor Education Centres at Nant BH and Pentrellyncymer), Farm visit or similar please apply the 

following guidance before signing any booking form or contract: 

 

If the provider has the LOtC quality badge (Learning Outside the Classroom Quality Badge accreditation) 
The Quality Badge providers have pledged to engage in an ongoing process to sustain high-quality 

learning outside the classroom and who have demonstrated that they meet six quality indicators   

1. has a process in place to assist users to plan the learning   experience effectively;  

2. provides accurate information about its offer;  

3. provides activities, experience or resources which meet learner needs;  

4. reviews the experience and acts on feedback;  

5. meets the needs of the users; 

6. has safety management processes in place to manage risk effectively.  

 

LOtC badge holders do not need to complete the Independent Provider Questionnaire 

 

Providers who are not LOtC holders will need to complete the independent providers' questionnaire 

(which can be downloaded from the EVOLVE system’s Resources/Forms section 

www.flintshirevisits.org and check that this has been satisfactorily completed by the provider before 

you book.  This requires them to confirm that they have risk assessments in place for all 

activities/services that they provide and that these are available to view at the premises on request. 

Please note that there is no need to obtain copies of the provider’s risk assessments.  Seek specialist 

advice on any concerns arising from the provider's responses by contacting your LA Outdoor Education 

Adviser. 

 

 

 

Local Authority (LA) leader approval 

Who needs LA leader approval? 

LA or school employees or volunteers who wish to lead in any of the demanding environments or adventurous 

http://www.flintshirevisits.org/


activities for which LA approval is required must first be confirmed as technically competent to lead by the Outdoor 

Education Adviser.  

 

Prospective leaders must seek LA leader approval through their own Evolve log-in via the ‘My details/awards’ 

section. In order to be granted approval the applicant must have all of the following: 

 Either a) the relevant National Governing Body (NGB) leadership award for the terrain/activity or 

b) have a written and signed statement of competence by an appropriate technical adviser 

verifying that the leader has the relevant technical and group management skills for the 

terrain/activity (see below for how to arrange technical adviser approval). 

 Recent and relevant experience  

 A current first aid certificate or qualification 

 Support of the Head 

 

[To arrange technical adviser approval the EVC must identify an appropriate technical adviser who is willing to 

make a signed statement of competence for the visit leader. Technical adviser approval is normally given only if the 

following conditions are met: 

- The leader has completed a training course in the relevant NGB leadership award where one 
exists (or has undergone other appropriate training) 

- The technical adviser has made a practical assessment of the leader and can confirm that 
they are operating at the standard of the relevant NGB leadership award or at a suitable level 
for a site-specific approval to be given.] 

 

Depending on depth of experience and technical skill, leaders may be given approval to lead either:  

 

- the activity/activities at specific, named venue(s) at any time for the duration of the approval period; 

or:  

- the activity/activities at all venues that are within the remit of their competence at any time for the 

duration of the approval period.  

 

The Outdoor Education Adviser will notify the individual and their EVC of their LA leader approval decision and this 

will be recorded in the individual’s ‘My details’ section of the EVOLVE system. This can be viewed at any time by 

the individual, their EVC or Head.  

 

DofE Award groups  

Anyone planning a DofE Award expedition/ activity must first contact the LA DofE Award Officer (see 
below for contact details) before starting any planning for the activity to ensure that the Expedition meets 
the requirements of the DofE and Local Authority.  
 

 

 

 

 

 

 

 

 

 

The Expedition Supervisor is responsible for ensuring that risks are managed appropriately during the 

expedition (and any training sessions carried out in preparation for the expedition.  Supervisors who 

currently do not hold a formal leadership award must obtain the relevant leadership award (or Technical 

Advisor statement of competence) for the terrain in which they wish to supervise. Please refer to 

guidance document on Evolve for further details 

https://evolve.edufocus.co.uk/publicdocs?fileid=59&domain=conwyvisits.org  

 

https://evolve.edufocus.co.uk/publicdocs?fileid=59&domain=conwyvisits.org


 
Joint visits or collaborative visits planned with or by another establishment or 

organisation 

Any visit or activity involving young people from your school/establishment, or where young people have 

been recruited through your school/establishment should be treated as one of your own visits even if 

another school/establishment or external provider is taking the lead role in organising the visit. 

Examples include: 

 Sports fixtures/tours where your school/establishment has made young people/parents aware of the 

opportunity but where the tour is being staffed by other adults (e.g. sports coaches, Local Authority 

staff, Urdd staff,  PTA Groups or similar 

 Collaborative visits with another school/establishment  

 DofE Expeditions where young people from your establishment are joining another establishment’s 

expedition 

 

For these visits, the young person’s EVC and Head must be able to evidence that they have: 

 Ensured that all aspects of planning for the visit meet the County requirements for visit planning and 

approval (another school/establishment may carry out this planning and approval if they are taking 

the lead role but if this is the case, the visit plan must include all young people and staff attending the 

visit from all schools/establishments involved and you must view and approve the visit plan) 

 Been sufficiently involved in planning for the visit to ensure that the risk management and pastoral 

care arrangements (including an appropriate level of 24/7 supervision) are appropriate for the young 

person/people attending from their establishment 

 Checked that the planned activities are appropriate for the young people from their establishment  

 Ensured that parents are made aware of the arrangements for supervision and the activities planned 

and have given their consent to this 

 Satisfied themselves that any activities being provided are being delivered by a suitably competent 

and insured activity provider or leader 

 Satisfied themselves that the staff leading the visit are competent to do so e.g. confirmation by 

another school / establishment Head 

 Ensured that the supervisory staff for the visit are made aware of any relevant additional needs 

(including medical/dietary/behavioural) for the young people taking part from their establishment 

 Ensured that appropriate support will be provided by the visit leaders to manage any additional 

needs effectively 

 Ensured that they can be contacted in the event of an incident, accident or other emergency 

 

Guidance of the Management of cross county collaborative visits i.e. Ski courses 

 

The following guidance ensure that best current practice is followed on cross county collaborative 

visit 

 
Payments: 

 All payments must be made via school payments system by setting up a holding account code for the trip. 

 Monies can then be paid into this by the individual schools  

 Payments to any provider can be made from this account 

 If there is an administration charge to the participating schools this should be agreed and transparent 
 

Trip Management 

1. Participating schools and parents must be made aware of the collaborative nature of the trip and the 
payments pathway and the booking process 

2. Any provider must be made aware of the collaborative nature of the trip and issue insurance/guidance etc 
on a school by school basis. This can be done via organising school  

3. Each school must send the appropriate number of staff to enable them to supervise their pupils  
4. Staff from participating schools school meet prior to the trip leaving and agree the content of a joint risk 

assessment for supervision of pupils. (Template for this Risk assessment can be found in section C) 



5. Parents must be made aware of the number of schools that are going and that their children may be 
supervised by staff other than those from their school 

6. Pparticipating schools can complete a collaborative visit form on Evolve form for the trip and gain the 
normal LA permission for an Adventurous/Overseas trip. Please contact your advisor for further 
guidance 

7. The Education Visit Advisors or each County must be informed of all participating schools early in the 
booking process so as to have an overall picture when approving individual schools 

 

Blanket approval  
 

Blanket approval may be given:  

 by Heads for staff to run routine visits 

 by the LA for those staff who have gained LA leader approval (see 6 below) 

  

For visits that have been given blanket approval, the visit leader and EVC must ensure that relevant information is 

left with the school/establishment emergency contact including details of the venue, activity, group, transport, 

start/finish times and other relevant information for each visit.   

 

Educational Visit and the threat of terrorist attacks  
 
A heightened state of vigilance continues to be required for all educational visits.  We advise to exercise 
caution in public places and parental concerns should be respected.  For up to date guidance please 

visit EVOLVE system’s and the Guidance section www.flintshirevisits.org 

 
Schools should consider a risk / benefit analysis of trips and  
a. Why?  - Is it part of the curriculum /necessary or a reward trip ? 

b. Where? The Environment - Urban/cities/theme parks/outdoor activities   

d. Transport? Public/Private/walking/   

c. Visit Programme and Leaning Outcomes  

 

Schools should consider the following points in relation to any visit: 

 Headteachers/ EVC’s Visit Leaders and accompanying staff should refresh their current 

knowledge of the OEAP  visits guidance www.oeapng.info  

 Review their visit itinerary and risk assessments (e.g. keep movement around large cities at least 

to a minimum) to ensure the Visit Leaders remain confident in running the trips. 

 The UK Government has provided specific https://www.gov.uk/guidance/reduce-your-risk-from-

terrorism-while-abroad for travel abroad. The general principles within this guidance should be 

considered for any off-Island visit.  

 Visit staff should watch the Stay Safe video and ensure they are aware of the emergency 

number(s) in the relevant country(ies).  

 Remote supervision management in all cities, travel hubs and crowded public spaces should be 

reviewed; close supervision is likely to be more appropriate, with very clear boundaries, known 

meeting points with plan B meeting points also in place (the impact of even a false alarm on a 

group that is separated could be significant). All staff and students need to be aware of the 

emergency contact arrangements. 

 Visits Leaders need to consider allowing more time for increased security checks (at borders, 

events, etc.) and the impact this may have for example at air/ferry ports and other travel hubs. 

Those non-EU passports may experience further disruption and this needs to be considered 

during the planning stages. 

 Before and during any visit abroad, the FCO website, https://www.gov.uk/foreign-travel-advice 

should be regularly checked for the country/ies being visited or transited. 

http://www.flintshirevisits.org/
http://www.oeapng.info/
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 There should always be access to contingency funding arrangements and plan Bs in place 

should the need arise to make changes to itineraries. Visit leaders and schools must consider 

how they might manage total travel disruption and mobile/communication interruption. 

 Designated 24/7 home base emergency contacts must (as always) ensure they have all 

necessary documentation for the respective trips and make arrangements to remain in contact 

with visit leaders throughout the trip. 

 When arranging foreign travel, staff should always ensure they have an out of hours contact for 

any booking agents and/or third party provider(s).  

 The Education Department’s Critical Incident plan would be implemented if schools were beyond 

their coping mechanisms. Departmental Senior Management and Key Officers have access to 

documentation provided by schools for trips via Evolve. 

 The school needs to be satisfied with revised control measures and any identified changes to the 

itinerary and the visit team must still feel confident in leading the visit, not dictate on whether an 

insurance company will pay out or not.  

 

Special arrangements for Overseas expeditions (i.e. expeditions to developing countries 

involving trekking or other adventure activities) 

 
Initial LA approval must be obtained before booking. Initial LA approval can be sought by completing and sending 

form OE1 (along with attachments listed on Form OE1) to the Outdoor Education Adviser at the address listed on 

Form OE1. Form OE1 can be downloaded from the EVOLVE system’s Guidance and Resources/Forms section 

www.flintshirevisits.org. Final LA approval for the expedition must be obtained on the Evolve system at least 8 

weeks before the expedition start date. 

http://www.flintshirevisits.org/


 

5. Record keeping 
 

Routine visits 

A copy of the completed Form 2: Routine visit planning form should be kept on file for 5 years for each routine visit 

(electronic file storage or hard copy are both acceptable). 

 

Visits planned on Evolve (non-routine visits) 

The EVOLVE system acts as a record for any visit planned and approved on the system. Schools/establishments 

therefore only need to retain the following details for any particular visit: 

 List of participants 

 Parental consent forms (NOTE: these can be destroyed 3 months after the visit if no accidents or incidents 

have been reported) 

 Where an accident or incident has been reported the school/establishment should retain the parental 

consent form for the pupil(s)/young person(s) involved. 

 If there has been an accident/incident on a visit, schools/establishments must ensure that the LA is notified 

according to LA procedures. The LA will keep accident/incident records until the young person reaches age 

21 (or for 3 years in the case of an adult). Schools/ establishments therefore do not need to retain records 

of accident/incidents reported to the LA unless they wish to do so for their own purposes. If a visit leader or 

school/ establishment receives notification of a claim they should not respond directly but should pass the 

details to the LA claims manager/insurance section. 

 

In addition, schools/establishments should archive in the school/ establishment records a copy of their: 

- Educational visits policy – dated so that the version current at the time of any visit can be traced; 

- standard risk management procedures dated as current at the time of the visit; 

- records of staff competence and training (perhaps as part of the appraisal/performance management records). 

 

This information should be kept for 5 years after which it may be destroyed. 

 

6. Monitoring 

 
Internal monitoring by the Head/EVC 

The Head/EVC must monitor visit leaders from time to time to ensure compliance with school/establishment policy.  

 

Monitoring by the Head/EVC should include:  

 

 scrutiny of standards of visit planning and organisation as part of the visit approval process 

 occasional observation of visit leadership  

 

Following any observation of visit leadership it is good practice to provide the visit leader with verbal and 

written feedback and recommendations for further training if necessary. A copy of the observation report 

should be given to the visit leader and another copy kept on file by the school/establishment.  

 

Monitoring by the LA 

The LA will monitor schools/establishments on a 5 year cycle to ensure compliance with LA guidance. The LA will 

contact EVCs to notify them of an upcoming monitoring visit. 

 

 



 

Review 

Feedback from monitoring will be used to review procedures in order to ensure that they meet the standards 

expected for off-site visit organisation and leadership and to identify further training needs for visit leaders and/or 

EVCs. 

 

Remission of fees: schools only 

 
In order to claim remission of fees the following conditions must be met: 

 the visit is to one of the eligible venues listed on the Remission of Fees Claim Form which can be found in the 

Guidance and Resources/Forms section of the EVOLVE visit planning and approval system 

www.flintshirevisits.org 

 the young person’s parent/guardian must be in receipt of one or more of the benefits listed on the Remission of 

Fees Claim Form. 

 

Visit leaders who wish to claim remission of fees should complete the Remission of Fees Claim Form and send it, 

along with required attachments listed on the form, to the address given on the form. 

 

Please note that remission of fees can only be claimed for board and lodging, not for transport to and 

from the venue

http://www.flintshirevisits.org/


 

 


