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Policy for the Management of Outdoor Education, 
Visits and Off-Site Activities 

 
Name of school: Offwell C of E Primary School       Date: November 2019 
 
1. Introduction 

The Governing Body endorses the Devon County Council policy document 
“Outdoor Education, Visits and Off-Site Activities Health and Safety Policy 
2016” (OEVOSA) as the basis for the school’s health and safety policy for the 
management of visits and off-site activities.  

 
This policy explains how the overall policy (OEVOSA) will be applied at school level. It 
covers all off-site visits and any adventurous activities organised through the school and 
for which the Governing Body and Headteacher are responsible. It explains specific roles 
and responsibilities and arrangements that will apply at Offwell C of E Primary. It also 
complements and should be read in conjunction with the school’s Health & Safety and 
Safeguarding Policies. 
 
The Governing Body seeks to ensure that every pupil has access to a wide range of 
educational experiences as part of their entitlement. As part of this entitlement the 
Governing Body recognises the significant educational value of visits, adventurous 
activities and activities which take place away from the immediate school environment. 
They support, enrich and extend the curriculum and children’s experience; they 
encourage co-operation, team work and the application of problem solving skills and 
develop independence and self-confidence. Adventurous and physical activity, while 
holding inherent risk, can help to increase children’s general safety, when managed well, 
by increasing their understanding of how to assess and manage risk. 

The Governing Body aims to enable Offwell School to be an inclusive educational 
environment, in which all members of the school community can thrive, regardless of 
ethnicity, religion, culture, gender, disability or individual need. We intend to apply this 
aim to the planning and management of all visits and off-site activities, so that all 
reasonable adjustments can be made.  

The management of visits and off-site activities places particular responsibilities for the 
health, safety and welfare of all participants, on the Governing Body, Headteacher, 
Educational Visit Coordinator, the Visit Leader, members of staff and volunteers, pupils 
and parents. The school also has responsibilities to other members of the public and to 
third parties, which must be taken into account. 
It is a priority of this school that all visits and off-site activities are safe, well-
managed and educationally beneficial, so roles, responsibilities and procedures 
are clearly set out in this policy.   
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2. Responsibilities of the Headteacher: Lorna Legg 
The Headteacher will: 
• have overall responsibility for the approval of all educational visits and activities, 

based on compliance with Outdoor Education, Visits and Off-Site Activities Health and 
Safety Policy 2016 (OEVOSA) document and recognised good guidance and 
practice, even where parts of this task have been delegated; 

• ensure all off-site visits and especially residential visits, are carried out with reference 
to the Safeguarding Policy and Staff Code of Conduct; 

• ensure all visits and off-site activities have specific and appropriate educational 
objectives; 

• ensure that there is a suitably experienced and competent Educational Visits 
Coordinator (EVC) to oversee adherence to the OEVOSA policy and that tasks 
associated with this role are clearly outlined in this policy; 

• ensure off-site programmes are led by competent staff who are appropriately 
experienced to assess the risks, manage the activity and manage the specific group; 

• provide relevant induction, training and other Continuous Professional Development 
opportunities for staff involved in the provision of on and off-site activities; 

• provide staff with support and advice to ensure that they can comply with any 
OEVOSA requirements; 

• ensure that for all off-site visits and activities, hazards and risks have been assessed, 
the significant findings have been recorded and any appropriate safety measures are 
implemented accordingly; 

• review accident and incident reports relating to visits and off-site activities, to ensure 
that any lessons are learnt; 

• ensure that appropriate emergency procedures are in place for visits and activities; 
• act as initial contact with LA for planned visits at Category B or C; 
• draw up Standard Operating Procedures (SOPs) for ‘routine and regular’ visits and 

activities in conjunction with EVC. 
 
3. Responsibilities of the Educational Visits Co-ordinator: Judy Davey 
The EVC will be responsible for carrying out agreed tasks and attending relevant training 
and updates provided by the Council. Although holding ultimate responsibility, the 
Headteacher has delegated specified tasks to a suitably experienced and competent 
Educational Visits Co-ordinator (EVC), who will: 
• oversee educational visits, as submitted on EVOLVE, to ensure that the Visit Leader 

is acting in accordance with OEVOSA; 
• provide Visit Leaders with relevant documentation to support their planning: E.g: 

‘Planning an Off-Site Visit – a Guide’, and a planning checklist, based on the Devon 
policy, adapted to meet the school’s needs; 

• ensure that management of visits is informed by an appropriate risk assessment, 
undertaken by the Visit Leader  

• act as point of contact between Visit Leader and providers of activities and transport; 
• ensure suitable time period is adhered to for different types of activity, as set out in 

‘Planning an Off-Site Visit’, so that trips are submitted in time; 
• check that the staffing ratio is suitable for each visit; 
• check that dates, times, names and places match planned visit; 
• ensure that procedures to inform parents and obtain consent are in place; 
• manage the school’s EVOLVE site so that staff lists and training records are regularly 

updated and that staff have the relevant qualifications to lead and support activities; 
• ensure that any third party provider/contractor/coach has been vetted for competence 

in accordance with the requirements of OEVOSA; 
• draw up Standard Operating Procedures (SOPs) for ‘routine and regular’ trips and 

visits in conjunction with Headteacher. 
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4. Responsibilities of Visit Leader 
The Visit Leader will: 
• have overall responsibility for the supervision and conduct of the visit or activity; 
• obtain approval before any off-site visit or activity takes place in good time, following 

OEVOSA guidelines; 
• assess the risks to staff, children and members of the public presented by the visit or 

activity (See Section 8) and amend as appropriate any previously recorded risk 
assessment; 

• use the OEVOSA planning checklist to ensure all procedures have been followed and 
actions undertaken to protect participants; 

• inform parents fully about the visit and gain their consent,in accordance with 
OEVOSA; 

• continually assess risks while the visit or activity takes place and adjust provision 
accordingly; 

• establish appropriate emergency and contingency plans should a significant change 
to the programme be necessary due to weather etc. 

• ensure suitable First Aid cover and address any medical needs in each risk 
assessment; 

• brief all supervising adults in their roles and responsibilities. 
 

5. Responsibilities of additional members of staff taking part in off-site activities 
and visits 

Members of staff, volunteers and parent helpers should: 
• Assist the party leader to ensure the health, safety and welfare of young people on 

the visit; 
• Be clear about their roles and responsibilities whilst taking part in a visit or activity. 
• Be supervised correctly, so that they are never left alone with a child who is not their 

own, unless the visit Leader is satisfied they are DBS cleared and have the skills and 
experience to do so (e.g: HLTA, Level 3 trained) 

 
 
6. Responsibilities of Pupils 
Whilst taking part in off-site activities pupils also have responsibilities about which they 
should be made aware by the party leader or other members of staff, for their own health 
and safety and that of the group. Young people should: 

• Follow instructions of the party leader and other members of staff; 

• Keep to the agreed code of conduct for specific activities; 

• Behave in a way that reflects the School’s Values,  

• Avoid unnecessary risks; 

• Inform a member of staff of significant hazards.  
 

 
7. Responsibilities of Parents and Carers 
Parents have an important role in deciding whether any visit or off-site activity is suitable 
for their child. Subject to their agreement to the activity parents should: 
• Take responsibility for their child’s behaviour; 
• Support the School’s or Provider’s agreed code of behaviour; 
• Inform the party leader about any medical, psychological or physical condition 

relevant to the visit; 
• Provide an emergency contact number and sign the required consent forms. 
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8. Risk Assessment and Standard Operating Procedures (SOP) 
 

•  “Well-managed school visits and outdoor activities are great for children. Children 
won’t learn about risk if they’re wrapped in cotton wool.”  

  
HSE School trips and outdoor learning activities, Tackling the Health and Safety Myths 
(2011)  
  

• Risk assessment is a legal requirement for every educational visit or series of 
visits, (e.g. fixtures or a series of swimming lessons), irrespective of visit category, 
duration or frequency.   

  

• Devon, along with the HSE, fully recognise that learning outside the classroom 
helps to bring the curriculum to life – it provides deeper subject learning and 
increases self-confidence. It also helps pupils develop their risk awareness and 
prepares them for their future working lives.   

 
Striking the right balance means: 

 

• Staff focus on real risks when planning visits 

• Those running visits understand their roles, are supported, and are competent to 
lead or take part in them 

• The real risks are managed during the visit 

• Learning opportunities are experienced to the full  
  
The risk assessment of off-site visits is simply:  
  
• identification of what could go wrong or cause harm during the visit 
• making a judgement to see whether the planned precautions reduce the risk of 
significant harm to an acceptable level 
• deciding what else needs to be done if the risk has to be reduced further 
• making a balance judgement between risk and benefit  
  
The SOP (Standard Operating Procedure) forms part of the risk assessment process - 
its describes the school’s control measures for managing visits that are routine and 
regular.  They must be read and adjusted for each activity by each visit Leader and 
submitted in good time. 
 
Dynamic Risk Assessment - Whatever the visit category, the risk assessment process 
should continue during the visit.  This ongoing process of risk assessment is sometimes 
referred to as a ‘dynamic risk assessment’.  This involves professional judgements by all 
those involved in the visit in response to changing circumstances during the visit.  It is not 
expected that leaders write down this ongoing risk assessment.  However, after the visit 
the Visit Leader should record significant findings as a note on the visit form, in order to 
inform future visits.  
 
External provider’s Risk Assessments - the detailed risk assessment produced by a 
provider is not required if they hold the Learning Outside the Classroom (LoTC) Quality 
Badge, or an AALA l(Adventure Activities Licence Authority) licence. The completion of 
form SOE5 and their presence on EVOLVE does not confirm that management 
standards are appropriate, rather that the Head/EVC can read the form and satisfy 
themselves of their suitability e.g: by award of the LoTC Badge or AALA licence. 
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9. Approval of off-site activities 

 
Approval of all visits is the responsibility of the Headteacher (or the EVC in her absence).  
By authorising a visit, the Headteacher is confirming that the risk assessment measures 
are appropriate. The Headteacher should ensure that any SOP/risk assessment 
documents are accurate and completed correctly. This includes approving the party 
leader for each visit or off-site activity. 
 
An Evolve visit form and risk assessment will be completed for the following categories of 
visit: 
 
• hazardous outdoor and adventurous activities (except those taking place at Babcock 

LDP outdoor and residential centres) (Category B activities); 
• visits abroad (Category C activities); 
• activities where there is significant concern about health, safety and welfare 

(Category C activities). 
 
The Evolve visit form for these types of visit will be sent, via Evolve, to the Adviser for 
Outdoor Education for endorsement.  
 
The Headteacher will monitor off-site visits and activities and will provide a regular report 
to the Governing Body about the off-site activities which have taken place from the 
school.  
 
10. Safeguarding 

 

•  All staff, or adults with unsupervised access to children are screened in 
conjunction with the Disclosure and Barring Service (DBS). This is based on the 
enhanced disclosure.  
 

• All volunteers, including those working on specific projects or providing services 
for the school, should be checked if they have regular or unsupervised contact 
with young people.   
 

• Under no circumstances should staff or volunteers, in respect of whom no checks 
have been obtained, be left unsupervised or engage in regulated activity with 
pupils.  
 

• Off-site activities and visits are subject to the same level of Safeguarding as in 
school.  Where off-site activities are provided by the school, the schools own child 
protection policy and procedures apply.    
 

• Where possible separate staff and pupils’ toilet facilities should be available.  
When this is not possible the visit leader must ensure staff and pupils use of the 
toilet facilities are closely managed to avoid staff putting themselves at risk.   

 
11. The provision of training and information 
A copy of this policy and associated school procedures will be made available to all staff 
within the school who may be responsible for leading off-site visits  and to any parent 
requesting a copy, for their information.  
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The Headteacher will make additional information available to staff to help ensure the 
safe management of off-site activities, including the Devon /Torbay policy statement 
“Outdoor Education, Visits and Off-Site Activities” (OEVOSA 2018) and  access to the 
Devon LDP website: www.babcock-education.co.uk/ldp   
 
Appropriate training will be made available to leaders and other adults taking part in off-
site activities in order to reflect identified school health and safety priorities and 
educational priorities. E.g: First Aid. 
 
There is a record of the qualifications held by staff and volunteers involved in outdoor 
activities (including first aid, life-saving etc.), which is checked at least annually and 
updated as often as there are changes. 
 
12. Action in the case of emergency 
The Headteacher will ensure that emergency arrangements are in place for visits, known 
to staff and in line with Council policy. The aim of any emergency plan is for staff to: 

• Consider their response to a range of possible risks in advance 

• Put in place appropriate measures to mitigate potential risks 

• Respond effectively to an emergency.  
The Emergency Plan should at least include: 

• Reasonable, possible risks and respnses 

• a minimum of two emergency contact numbers for designated senior members of 
staff or the governing body out-of hours.  

• First aid provision and training of staff in accordance with good practice.  

The School’s separate Emergency Plan should be generic enough to cover a range of 
potential incidents that could occur, in or out of school, including: 

• serious injury to a pupil or member of staff (eg transport accident) 

• significant damage to school property (eg fire) 

• criminal activity (eg bomb threat) 

• severe weather (eg flooding) 

• public health incidents (eg flu pandemic) 

• the effects of a disaster in the local community 

  
 
13. Accidents and incidents 
Any accidents and incidents that occur during off-site visits and activities will be reported 
and recorded in accordance with the school health and safety policy. Devon County 
Council /Torbay Council will be informed of notifiable accidents and incidents which occur 
in DCC or Torbay maintained schools. Accidents and incidents will subsequently be 
reviewed within the school to identify any learning points.  
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14.  Management of specific provision  
The following arrangements apply to the management of specific provision for off-site 
visits and activities: 
 If the Visit Leader has specific concerns about their use of a venue, i.e. a child with 
reduced mobility or visual impairment, then they should visit the venue and carry out their 
own risk assessment with the child’s needs in mind, or failing this, agree arrangements in 
conjunction with parent and provider in advance. 
  
For repeated Category A Visits, e.g. visits to the village hall or church, school specific 
arrangements are in place, including: 

• Teacher supervision of the class, with additional staff as appropriate for crossing 
to the church e.g: to ‘top and tail’ or stop traffic if necessary. 

• Teacher and additional adult will always attend groups going to and from the Hall. 

• Where a child has additional needs requiring support e.g: physical or emotional 
needs which put them at increased risk, an extra adult may be required, please 
check with the Headteacher.  

• dynamic risk assessment and awareness of risks in crossing the lane. 

• Regular teaching of relevant skills i.e: road safety. 
 
 
15. Monitoring and review policy and practice 
The Governors will review this policy: 
• Every two years 
• At such time as there are significant changes to guidance on the management of 

Outdoor Education, Visits and Off-Site Activities 
• Should significant issues be brought to the attention of the Governors through the 

report of the Headteacher. 
 
Reviewed by Headteacher, Lorna Legg: November 2019 
 
This policy has been agreed by the Governing Body on: 
November 2019 


