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Bible Verses on which our 

Vision and Mission Statements are founded 

 

Habits for Character  

So here’s what I want you to do, God helping you. Take your everyday, ordinary life – your sleeping, eating, 

going-to-work, and walking-around life – and place it before God as an offering. Embracing what God does 

for you is the best thing you can do for him. Don’t become so well-adjusted to your culture that you fit into 

it without even thinking. Instead fix your attention on God. You’ll be changed from the inside out. Readily 

recognize what he wants from you, and quickly respond to it. Unlike the culture around you, always dragging 

you down to its level of immaturity, God brings the best out of you, develops well-formed maturity in you. 

(The Message Romans 12:1-2)  

Opportunities for All 

Each of you should use whatever gift you have received to serve others, as faithful stewards of God’s grace 

in its various forms. (NIV, 1 Peter 4:10)  

Partners in Learning 

And let us consider how we may spur one another on toward love and good deeds (NIV)Hebrews 10:24 

Two are better than one, because they have a good return for their labour: 

If either of them falls down, one can help the other up. 

But pity anyone who falls and has no one to help them up. (NIV) Ecclesiastes 4:9-10 

You use steel to sharpen steel, and one friend sharpens another. (The Message) Proverbs 27:17 

Enjoyment, Equity, Excellence  

Don’t be selfish; don’t try to impress others. Be humble, thinking of others as better than yourselves.  

Don’t look out only for your own interests, but take an interest in others, too. (NLT) Philippians 2:3-4 

We can rejoice, too, when we run into problems and trials, for we know that they help us develop endurance. 

And endurance develops strength of character, and character strengthens our confident hope of salvation. 

And this hope will not lead to disappointment. (NLT) Romans 5:3-5a 

Finally, brothers and sisters, whatever is true, whatever is noble, whatever is right, whatever is pure, 
whatever is lovely, whatever is admirable – if anything is excellent or praiseworthy – think about such things. 
(NIV) Philippians 4:8 
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St Peter’s CofE Aided School 

Vision and Mission Statements 
Vision Statement – what we aspire to be: 

  

Life to the full for everyone 
Developing character and bringing HOPE through wisdom, courage, compassion, and community. 
 

Mission statement – what we actually do: 

Mission statement – what we actually do: Our passion for educating the whole character is supported by our 
Principles of HOPE. 
 
We aspire to enable every  
of St Peter’s to be able to say, "People believe the best of me here. I am safe.  I take considered risks in order to learn 
and grow.  I bring the best of me to St Peter’s and serve others to live the best life they can too.” 
 
Our Principles of HOPE are the means by which we achieve our vision. These are inspired by educational research and 
the Christian understanding of hope which is ‘confident expectation’ and ‘firm assurance’.’ 
 
This means that we aim to provide HOPE to everyone in every situation.  Our Principles of HOPE are embedded into 
our daily life and our long term aims so we enable all to live ‘life to the full’ and become the best well-rounded 
characters they can. 
 
Principles of HOPE: 
Habits for Character 
Opportunities for all 
Partners in Learning 
Enjoyment, Equity, Excellence 
 
Habits for Character 
Every day we aim to develop the whole character of every member of our community.  The St Peter’s Character 
Compass describes the habits for character that support excellence in learning and positive character development in 
all contexts. Using habits for character helps everyone to be the best they can be through: 

H1 Performance and progress of Learning and Teaching 
H2 Responding positively to high quality feedback 

  
Opportunities for all 
Every day, we provide targeted, ambitious, planned and flexible opportunities for everyone to be the best they can be 
through: 

O1 Curriculum and extra-curricular provision 
O2 Leadership opportunities 

 
Partners in Learning 

• Partners in Learning is about everyone doing their best to play their part in working together for the good of 
the students.  It’s simple.  When students, parents, carers, governors and staff work in partnership together, 
students will have greater access to appropriately ambitious opportunities. 

• All communication seeks to develop positive relationships through constructive relational approaches and in 
all interactions. 

• We model Restorative Intent in all interactions. 
 

Enjoyment, Equity, Excellence 
will be achieved… 
For ALL 
When we are all Ready, Respectful, Safe – all of the time 

      H + O + P = E. 
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RATIONALE 
 
Safely managed educational visits and offsite activities with a clear purpose are an indispensable part 
of the broad and balanced curriculum that is offered at St Peter’s Church of England Aided School. They 
are an opportunity to extend students’ learning and enrich their appreciation and understanding of 
themselves, others and the world around them. They can be the catalyst for improved academic 
performance or a lifetime interest and as such we encourage and support their role in the life of 
the school. Where possible we aim to enable as many students as possible to participate in the range 
of visits offered by the school. 
 
This policy covers all off-site visits and activities organised through the school and for which the 
Governing Body and Headteacher are responsible.  The Governing Body endorses the Devon County 
Council /Torbay Council policy document “Outdoor Education, Visits and Off-Site Activities Health and 
Safety Policy 2018” (OEVOSA) as the basis for the school’s policy for the management of visits and off-
site activities. The purpose of this policy is to explain how the overall OEVOSA policy will be applied in 
practical terms at a local level, and in particular, the specific roles, responsibilities and arrangements 
that will apply at St Peter’s C of E Aided School. This policy also complements and should be read in 
conjunction with the school’s Health & Safety and Safeguarding Policies. 
 
 
PURPOSE 
 
Overall Aim: To create educational experiences beyond the classroom which enable students to 
develop skills for life, confront and manage risk and to enjoy and engage in their learning. 
 
1 To ensure that every student has the opportunity to benefit from offsite activities and 

educational visits that will: 

• raise achievement 

• boost self-esteem 

• develop key skills 

• develop social education and citizenship 

• promote education for sustainable development 

• promote health and fitness 

2 To ensure that all visits are safe, purposeful and appropriate to meet the educational needs 
of the students taking part. 

3 To enable the school to identify appropriate functions, responsibilities, training support and 
monitoring for all governors, the Headteacher, teachers, support staff helpers, students, 
volunteers and providers involved in educational visits. 

4 To comply with Local Authority (LA) guidance contained in the Devon County Council /Torbay 
Council policy document “Outdoor Education, Visits and Off-Site Activities Health and Safety 
Policy 2018” (OEVOSA) 

5 To ensure that where appropriate, further advice is sought from the LA and other technically 
competent personnel. 

6 To ensure that educational visits are in line with school policies on special educational needs 
and disabilities, inclusion, equal opportunities, finance, charging and remission, safeguarding 
and behaviour. 
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TYPES OF VISITS AND VENTURES PLANNED AND USED 
 
Within each Year Group’s programme of work the staff plan educational visits and outdoor 
activities that support the students’ learning.  Wherever possible we give details of visits and 
activities to parents at the beginning of the academic year in our school calendar or via the school 
website. 
 
At St Peter’s Church of England Aided School, we offer a wide range of activities which allow for the 
aims outlined above to be met.  These include: 
 

• On site, out of classroom activities 

• Local ventures 

• Away from base, day or part day ventures (both regular and occasional) 

• Residential ventures 

• Visits abroad 

• Host family exchanges 
 
These activities are categorised in accordance with OEVOSA as follows: 
 
Category A:  Approved by Headteacher or member of Senior Leadership Team (SLT) to whom this 
role has been delegated via Evolve 

• day visits not involving adventurous activities and residential visits not involving adventurous 
activities.  This includes visits, journeys, sporting and physical education activities and 
environmental studies for which the element of risk is similar to that encountered in daily life. 

• physical education and activities provided as part of PE lessons. 
 
Category B:  Approved by Headteacher or member of Senior Leadership Team (SLT) to whom this 
role has been delegated and endorsed by the adviser for outdoor education on behalf of the Local 
Authority via Evolve 
Adventurous activities residential and non-residential.  These activities take place in hazardous or 
remote environments and require specific skills, experience and safeguards in order to contain risk at 
an acceptable level.  These include: 

• adventure activities using licensed provider 

• adventure activities using non-licensable provider 

• school-led adventure activities 

• remote supervision during adventurous activities 

• visits to coastal or mountain areas 

• swimming in the sea or other natural waters 
 

 Category C:  Approved by Headteacher or member of Senior Leadership Team (SLT) to whom this 
role has been delegated and endorsed by the adviser for outdoor education on behalf of the Local 
Authority via Evolve 

• all visits abroad 

• activities in the air 

• any other activity or programme where there is significant concern about safe practice 
 
 
ORGANISATION AND MANAGEMENT 
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Organisation and management of offsite activities and educational visits at St Peter’s Church of 
England Aided School follows the guidance set by Devon County Council, principally through the 
document “Outdoor Education, Visits and Off-Site Activities Health and Safety Policy 2018” 
(OEVOSA) and also through the advice and support services provided by Babcock LDP/Devon 
County Council Outdoor Education Advisory Service. 
 
Off-site activities and educational visits are fully integrated into the ethos and culture of the school  
and  all  key  policies  are  considered  for  their  relevance  with  adaptations  or agreements 
made as required. 
 

Roles and responsibilities 
 
 

Governors • Approve, monitor and evaluate the Off-Site Activities and Educational Visits Policy 

• Ensure it is in accordance with other key policies 

• Include as an annual agenda item a report from the Educational Visits Co-ordinator 
(EVC) 

Headteacher 
 

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

• have overall responsibility for the approval of all visits and activities, based on 
compliance with the OEVOSA document and recognised good practice, even where 
this task may have been delegated to another named person 

• may delegate this role to another member of the Senior Leadership Team to undertake 
on a day to day basis.  

• The Headteacher has delegated this role to Martin Burt, (Deputy Headteacher) 

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

• ensure that there is a suitably experienced and competent Educational Visits Co-
ordinator (EVC) to oversee adherence to the OEVOSA policy and that the 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 visits and off-site activities 

• ensure that for all off-site visits and activities risks have been assessed, the significant 
findings of these assessments recorded and any appropriate safety measures 
implemented accordingly 
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Senior 
Leadership 
Team 

 
 
 

The Headteacher or member of SLT to whom this role has been delegated will: 

• approve all the off-site activities and educational visits. This consent is recorded on the 
Evolve on-line system.   

• Support the EVC in their role 

• Support trip leaders in their planning and preparation for trips as appropriate 

• Act as emergency contacts for residential trips 

• Hold pre-residential meetings with staff and EVC to run through safety details when 
needed 

• Support all staff involved in offsite activities and educational visits with regard to 
upholding the highest standard of discipline, health and safety and safeguarding 
 

Business Manager and Finance staff will: 

• approve financial viability of offsite activities and educational visits and provide advice 
and  guidance  on  charges, trip leaders, who can advise parents  of funding  available, 
including  any  financial  assistance  parents/  carers  may  be entitled to. 

• remind parents of outstanding payments and deadline dates. 

• monitor educational visits which are NOT paid for within the agreed deadlines and 
take appropriate action to ensure payments are met before departure. 

 

Educational 
Visits 
Coordinator 

Although holding the ultimate responsibility, the Headteacher has delegated specified tasks 
to a suitably experienced and competent EVC. The EVC is responsible for carrying out the 
following agreed tasks and attending the relevant training and update training provided by 
the Local Authority (LA).  

Name of EVC: Ben Hunt (or other suitably qualified person) 

The functions delegated to the EVC are: 

• to be the principal contact with the LA over planned visits 

• to establish monitoring systems to ensure that educational visits are undertaken in 

accordance with OEVOSA and the college specific arrangements named in this policy  

• to ensure that the management of visits and off-site activities is informed by an 

appropriate risk assessment 

• to draw up the Standard Operating Procedures for ‘routine and regular’ visits and 

activities 

• to manage and update the Evolve website, including updating staff lists and training 

records  

• to ensure that approval and endorsement arrangements for all visits are in accordance 

with OEVOSA requirements 

• to provide staff with support, advice and information that they need to comply with 

OEVOSA requirements 

• to ensure that leaders and staff have any relevant qualifications and are competent to 

lead and support particular visits and activities as outlined in OEVOSA 

• to ensure that procedures to inform parents and to obtain their consent where necessary 

are in place 
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• to ensure that appropriate emergency arrangements are in place for visits and off-site 

activities 

• to review accident and incident reports relating to visits and off-site activities to ensure 

that any lessons are learnt 

• to ensure that any third party provider / contractor / coach has been vetted for 

competence in accordance with the requirements of OEVOSA. 
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Visit Leaders • have overall responsibility for the supervision and conduct of the visit or activity 

• obtain approval and, where appropriate, LA endorsement for the visit in line with 

OEVOSA and the specific arrangements of this policy prior to undertaking the activity 

• assess the risks to staff, young people and members of the public presented by the visit 

or activity in order to identify and implement any safety measures.   

• Submit full risk assessments on Evolve in the form of the Standard Operating Procedures 
for offsite activities and educational visits and complete other documentation as 
required by the EVC 

• carry out specific activities in accordance with the detail of OEVOSA  

• use the school planning checklist provided in OEVOSA to ensure all procedures have 

been followed 

• vet any third party provider / contractor / coach for competence in accordance with the 

requirements of OEVOSA 

• brief all supervising staff, volunteers and pupils in roles, responsibilities and 

expectations 

• inform parents about the visit and gain their consent in accordance with arrangements 

described in OEVOSA 

• establish appropriate emergency and contingency arrangements for the planned visit or 

activity which will include the identification of sufficient First Aid cover 

• continually re-assess risks during the activity and make adjustments accordingly 

• Follow all procedures detailed in Appendix 1 and the school’s Standard Operating 
Procedures 

• Submit for consideration by SLT all proposed offsite activities and educational visits in 
accordance with the guidance set out in Appendix 1 

• Complete the Evolve on-line forms in good time adhering to deadlines set out 

• Ensure that charges for the trip are in accordance with school policy and liaise with the 
School Business Manager and Finance Team. 

• Liaise with EVC to ensure letters to parents are consistent and appropriate for trip and 
submit to SLT Line Manager for approval prior to sending home, along with school 
medical form if required 

• Liaise with finance office regarding dates for payments to allow parents sufficient time 
to spread the cost of larger trips. Remind  parents  of  outstanding payments and 
deadline dates and check that trips/activities are paid for within the agreed deadlines 

• Ensure all staff not currently employed by school who are participating in the trip are 
DBS checked as appropriate to their role 

• Maintain high standards of discipline on trips in order to enhance safety 

• Where appropriate (e.g. residential activities overseas) organise an information evening 
for parents in the term preceding the trip or earlier if possible 
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Other 
Supervisory 
Staff or 
Volunteers 

• All staff assisting with supervision on any trip will be conversant with the school’s 
policies and procedures 

• Take time to understand their roles and responsibilities  

• All   staff   will   assist the Visit Leader to ensure the health, safety and welfare of 
others including young people on the visit, in accordance with the school’s Standard 
Operating Procedures for offsite activities and educational visits 

• All staff will ensure that any previously unforeseen hazards or risks are brought to the 
attention of the Trip Leader. 

• All staff will feedback information to the Trip Leader to enable a full review of the trip 
to be completed. 

 Students Whilst taking part in off-site activities pupils also have responsibilities about which they 

should be made aware by the Visit Leader or other members of staff, for their own health 

and safety and that of the group. Young people should: 

• Avoid unnecessary risks 

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

• Behave sensibly, keeping to any agreed code of conduct 

• Inform a member of staff of safety concerns  

Parents 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: 

• support the application of any agreed code of conduct 

• inform the party leader about any medical, psychological or physical condition 
relevant to the visit 

• provide an emergency contact number 

• provide consent in accordance with the requirements of OEVOSA 

 
 
APPROVAL OF OFF-SITE ACTIVITIES 

The EVC and Headteacher or member of Senior Leadership Team (SLT) to whom this role has been 
delegated, will be responsible for approving all off-site activities subject to assurances that 
arrangements are in line with this policy and risks are adequately controlled. This includes approving 
the Visit Leader for each visit or off-site activity.  

In-line with the requirements of OEVOSA, details of Category B and C visits will be uploaded to the 
Evolve on-line system to facilitate the approval by the Headteacher/EVC at least 2 months ahead of 
final endorsement by the Local Authority Adviser for Outdoor Education. 

Details of Category A visits will be uploaded to the Evolve on-line system to facilitate the approval by 
the Headteacher/EVC at least 2 weeks before the visit.  
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COMMUNICATION WITH PARENTS 
 
Parental consent must be obtained for all offsite activities and educational visits.  An annual parental 
consent form may cover a programme of similar activities over a maximum of one year. e.g. sporting 
fixtures.  
 
An annual medical form is completed by parents.  The onus is on the parent /carer to update the school 
in the interim if there have been any changes to the medical information.  
 
Parents must be supplied with full information regarding offsite activities and educational visits. This 
must be sufficiently comprehensive for parents not to be in a position to claim after the event that 
they were misled or uninformed about any of the following: 
 

• Venue(s) and travel arrangements (particular mention must be made if staff cars are to be 
used as a mode of transport) 

• Dates and times of departure and return where visits exceed beyond the school day 

• The nature of activities planned 

• Kit list 

• Arrangements for supervision 

• Code of conduct or standard of behaviour expected during the visit 

• Financial contribution expected from parents and dates when payments due 

• Insurance arrangements 

• Contact system in case of emergency 

• Any expectations placed on parents, for example to resume responsibility for their child in the 
event his or her conduct requires sending home from a visit outside of school hours. 

 
NB: The PE Department will share details regarding fixtures and sporting events via the student 
bulletin and the school website and will include those elements of the above list relevant to a 
Category A visit. 
 
CANCELLATIONS / WITHDRAWALS 
 
In the event that a student cancels their participation on an offsite activity or educational visit, any 
monies due to be refunded should be returned either by cheque or via online account to the 
parent/carer who made the payment.   
 
The amount of refund is dependent on how late the student is withdrawn from the activity, 
whether a replacement student can be found and what costs have already been met by the school 
which cannot be reclaimed. 
 
Where the offsite activity or educational visit has been organised through a tour operator or other 
external supplier, the cancellation charges which are described in the booking conditions / terms of 
the insurance will apply. 
 
The school reserves the right to withdraw any student from an offsite activity or educational visit if the 
student repeatedly displays poor standards of behaviour in school or is involved in a single serious 
event and it is considered that this behaviour would pose a serious Health and Safety risk on an 
Educational Visit. In such a circumstance the school will not refund any payments to parents already 
made to the tour operators or external suppliers. 
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Where a trip is not paid for within agreed deadlines, prior to the date of the activity, the school 
reserves the right to withdraw any student from it. 
 
 
SUPERVISION 
 
Supervision strategies follow the guidance set out in OEVOSA, including teacher to student supervision 
ratios. 
 
Category A Activities: A minimum ratio of 1 adult to 15 group members is recommended. There may 
be occasions, particularly in the use of school transport, journeys between school sites or in the 
neighbourhood of the school, where the above ratio may reasonably be increased, as decided by the 
Headteacher or the member of SLT to whom this role has been delegated. This decision is based on 
an assessment of the risk involved with the individual activity. 
  
For example: a 1:16 ratio may be considered appropriate when a sports team is being transported to 
a local fixture (less than 60 minutes driving time away) by school minibus. 
 
Category B Activities: Minimum ratios are specified for particular activities in OEVOSA. Experienced 
instructors may exceed the ratios laid down in light of their assessment of the risks in a specific 
situation. For other non-specified activities guidance on ratios may be determined through risk 
assessment and notification via Evolve but will generally not exceed 1 adult to 10 group members.  
 
Category C Activities: One adult to 10 group members is the recommended minimum staffing ratio 
for visits abroad but with a minimum of two adults accompanying the group. 
 
For all except very small groups, each party should be accompanied by at least one additional adult 
who is considered responsible by the visit leader and Headteacher or member of SLT to whom that 
role has been designated.  
 

The supervision strategies to be employed are dependent on the risk factors which apply to the group 
or individuals concerned, the site or location, staffing ratios and other factors such as transport or 
weather etc. These are agreed as part of the planning process and can be adapted to changing 
circumstances.  For example, a ‘Plan B’ may be necessary or prudent, with clearly planned alternative 
strategies for supervision. 

 
All staff in a supervisory capacity will have been selected for their experience and skills and will have 
been subject to a DBS check (see trip leader’s responsibilities). 
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SELECTION OF STAFF 
 

Staff must be allocated to offsite activities or educational visits based on the following criteria which 
relate to risk management: 
 

• competence 

• qualifications 

• previous experience of the activity 

• knowledge of the students (e.g. SEND needs) the location, or activity being undertaken 
 
Staff must be allocated with regard to the age and gender balance of the students attending an offsite 
activity or educational visit.  All staff involved should fill in a Staff Profile form available from EVC. 
 
 
Staffing must meet the required ratios for any school offsite activity or educational visit. 
 
Staffing can comprise of teaching staff, TA’s or support staff but this must be managed to ensure the 
appropriate balance given the nature of the activity and the students attending.  It may also comprise 
other adult volunteers known to the school e.g. former members of staff or volunteers, provided they 
hold current DBS checks and meet the criteria for risk management above. 
 
The use of volunteers must be approved by the EVC and Headteacher or member of SLT to whom that 
role has been designated.  
 
Selection of participating staff should take into consideration the smooth running of the rest of the 
school and ensure that the impact is limited across individual departments wherever possible. 
 
Staffing for any offsite activity or educational visit should be as balanced as possible, to allow for 
younger or less experienced staff to be included and to learn about offsite activities and educational 
visits from more experienced staff.  There must, therefore, be as far as possible, equality of opportunity 
for staff to participate in offsite activities or educational visits. 
 
Friends, Husbands, Wives, Partners, Family Members, Children of Members of staff (or similar) 
 
In most cases children of staff are not involved in offsite activities or educational visits. However, where 
friends, husbands, wives, partners, family members or children of staff members are also on an offsite 
activity or educational visit, consideration must be given to any possible conflict of interest. Ideally, 
children of staff should be of the same age and ability as the rest of the group, and able to join the 
programme as a full member. Where this is not the case, supervision of these children should be 
undertaken separately to the rest of the group, and the staff to participant ratio adjusted accordingly. 
This must be noted in the enhanced risk assessment for the visit. If staff do have their own children on 
the trip (even if they are students at St Peter’s), then the member of staff should not be the named 
Trip Leader. 
 
A full list of all staff family members involved in a particular offsite activity or educational visit must be 
approved by the EVC and Headteacher or member of SLT to whom that role has been delegated. Clear 
roles and responsibilities must form part of the enhanced Risk Assessment. 
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TRANSPORT 
 
Various forms of transport may be used for offsite activities or educational visits, these may include:  

• teachers’ cars (only when covered by business class insurance) and on completion of the 
Teacher Car Declaration Form, to be held on file by the Finance Office  

• buses (local, non-motorway travel) 

• coaches (through recognised suppliers) 

• trains  

• the school’s own minibus (confirm with Business Manager and Finance Office which vehicle 
you are entitled to drive).  Staff need to have completed the Minibus Driver Awareness 
Scheme (MIDAS) run by Devon County Council in order to drive the school minibuses. 

• Minibuses hired through DCC (for small group transport, eg choir, PE and sports teams, 
drama trips) require drivers to hold a current MIDAS and D1 licence. 

 
OEVOSA provides detailed guidance about transport. 
 
SELECTION OF STUDENTS 
 
St Peter’s Church of England Aided School operates a procedure whereby a deadline date is clearly 
published for applications for a school offsite activity or educational visit. It must be clear on all letters 
regarding offsite activity or educational visits that replies must be handed into the Finance Office. 
 
On the closing date for the offsite activity or educational visit, should it be oversubscribed, a transparent 
draw will take place. After the trip is ‘full’ the remaining students’ names will continue to be drawn to 
form a waiting list. These students would then be offered places as they arise. The only caveat to this is 
as follows; if the places allocated have had to include a gender balance, then the waiting list will operate 
on the basis that if a female student cannot go, the next female student on the waiting list is allocated 
the place; similarly for male students. 
 
The school does not operate a ‘first come, first served’ policy. However, places must be reserved in 
advance for any Child in Care on roll who may wish to attend any curriculum related offsite activity or 
educational visit. 
 
With regard to Residentials, it may be deemed that certain students would benefit from attending e.g. 
students who have been recently bereaved, those who are in receipt of the Pupil Premium and young 
carers, we would always seek to allocate places to such students in these circumstances. 
 
The school does not operate any other criteria such as age, gender (unless it relates specifically to the 
nature of the activity e.g. sporting fixtures / tournaments), how many other offsite activities or 
educational visits the students have been on or the students’ behaviour record (unless there needs to 
be serious consideration given to the current behaviour of the student and the impact this may have 
on the smooth running of the trip and/or Health and Safety of the other students and staff). 
 
INCLUSION 
 
St Peter’s Church of England Aided School is an inclusive school and all reasonable adjustments will be 
made to enable students to access offsite activities and educational visits. 
 
There is however, a clear distinction between different types of activities or visits and therefore the 
reasonable adjustments made by the school depend on whether the offsite activity or educational visit 
is essential to the curriculum or not.  For example: 
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• An activity provided as part of the National Curriculum, a formal course, or statutory 
requirement. This should be quite rare and would normally be funded by the school. Inclusion 
of all would be required in this case. 

• Activities where comprehensive coverage, for example a whole class or group, is desirable but 
suitable alternatives are available at school. National Curriculum and similar entitlement is 
not lost as this is an enhancement or enrichment activity. Inclusion of all is desired but not 
required. Choice or other factors may mean that not all attend this offsite activity or 
educational visit 

• An activity which provides enhancement or enrichment and that is a clear choice or extra is 
optional - choice and other factors will mean that not all will attend. 

 
When considering inclusion in offsite activities and educational visits, it is important to distinguish 
between these curriculum concerns and those of the health and safety of the student concerned and 
their effect on other students, as well as staff. Any decision on inclusion when such factors are included 
must, as normal, take ‘every reasonable step’ to include that student. However, if those reasonable 
steps cannot ensure the student’s safety and/or that of others, then that may be the reason that the 
student cannot take part in that particular offsite activity or educational visit.  
 
Equal opportunities and inclusion strategies in practice in Off-site activities and educational visits 
discusses this further and St Peter’s Church of England Aided School EVC would seek clarification from 
the LDP Outdoor Education Service in individual cases. 
 
SAFEGUARDING 
 
The school’s Safeguarding and Child Protection Policy applies to offsite activities and educational visits.  
 
The safety and welfare of children is paramount. In the event of a safeguarding issue or concern being 
identified during the trip or visit, the visit leader should follow the college’s child 
protection/safeguarding policy and procedures.  

All staff and volunteers on the trip should be made aware of these before the trip or activity takes 
place.  

Arrangements should be in place to enable contact with the college’s Designated Safeguarding Officer 
outside normal college hours if necessary. Contact details should be communicated to all 
staff/volunteers on the trip (as well as the visit leader) in case the safeguarding concern is about the 
visit leader. 

The Designated Safeguarding Lead (DSL) will approve the list of group members taking part in offsite 
activities and educational visits. For sports teams, squad lists can be approved each term by the DSL. 
 
External providers or outdoor centres must be drawn from the Babcock LDP/Devon County Council 
Outdoor Education Advisory Service vetted database, or have an appropriate SOE5 form completed 
which confirms that safety management checks are in place. 
 
RISK ASSESSMENT 
 
The school is committed to a wide variety of outdoor activities, many of which will be repeated over 
each academic year where the risks will be very similar or the same.  Therefore, when visits are ‘routine 
and regular’ in that they occur repeatedly each academic year, the measures taken to control these 
risks are listed in the Standard Operating Procedures (SOP).  These are the control measures that will 
apply to all such visits and off-site activities and have been drawn up by the EVC and will be brought to 
the attention of anyone undertaking the role of Visit Leader. 
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In assessing the risks presented by a planned visit or activity, the Visit Leader must judge if the SOP are 

adequate for controlling the risks. For each visit/activity, the SOP document will be completed and 

attached to the Evolve visit form. The Visit Leader will either confirm these as adequate for the 

proposed visit/activity any risks which are specific to the trip, should be added to the Standard 

Operating Procedures in the appropriate section.  These should include plans for particular students 

when additional care/supervision is deemed necessary. 

Any ad hoc visit which is not repeated regularly, plus any activities delivered by school staff falling within 
the definition of Category B, will have a separate stand-alone risk assessment, as will any overseas 
Category C visit.  This process will be undertaken by the Visit Leader who, whilst being supported by the 
EVC, will be competent and equipped to complete this task.  To meet statutory requirements and to 
ensure sufficient communication with other staff involved, this risk assessment will be recorded using 
the SOP risk assessment format. 
 

Wherever possible a pre-visit should be made to the location of the offsite activity or educational visit, 

in order to review the location and consider the likely risks.  Very well-known and used sites may be 

checked by contacting key personnel prior to re-visiting and web-based information is increasingly 

available and useful. 

THE PROVISION OF TRAINING AND INFORMATION 

A copy of this policy, along with the overall OEVOSA document, will be made available to all staff 
within the school who may be responsible for participating in off-site visits and activities and to any 
parent requesting a copy.   

Access will also be made available to the overarching OEVOSA policy, and additional guidance 
information, via the Babcock LDP website: www.babcock-education.co.uk/ldp    

The Headteacher will ensure that staff leading or participating in visits are competent for the activities 
involved.  When required, specific training will be undertaken and competencies maintained in 
accordance with the requirements of OEVOSA.  This process will be overseen by the EVC and 
Headteacher or member of Senior Leadership Team to whom this role has been delegated and 
records of qualifications will be uploaded to the Evolve system. 

 
INCIDENTS AND EMERGENCIES 
 
The EVC and Headteacher or member of Senior Leadership Team to whom this role has been 
delegated, will ensure that emergency arrangements are in place before approving visits.  The Visit 
Leader will identify these arrangements via a process of risk assessment. Where necessary, this 
assessment must include the identification of contingency plans.  It will also include the identification 
of sufficient First Aiders, as well as emergency contact details which must include a school contact for 
outside normal hours if necessary.   

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.  Accidents and incidents will 
subsequently be reviewed within the school to identify any learning points.   

 
Any concerns or ‘near-misses’ are discussed with the EVC to consider changing strategies.  This 

http://www.babcock-education.co.uk/ldp
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information is reported immediately to the Headteacher or member of Senior Leadership Team to 
whom this role has been delegated and are reported to the Babcock LDP/Devon County Council Outdoor 
Education Advisory Service where necessary or if the information is useful. 
 
MONITORING AND REVIEW 
 
Offsite activities and educational visits are to be monitored by trip leaders and the EVC in the following 
ways: 
 

• individual staff feedback contribute to the reviews of the success of each offsite activity or 
educational visit and to recommendations for the future 

• the Headteacher or EVC report to governors on an annual basis as to the effectiveness of the 
overall offsite activities and educational visits programme 

• good practice is celebrated by sharing with staff through an annual CPD session.   

• Complaints are reviewed through the schools complaints procedures and in conjunction with 
the LA where appropriate 

• the policy is reviewed every two years or as required if regulations, guidance or circumstances 
change
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APPENDIX 1 - Offsite Activities and Educational Visits – What you need to do 
 

1. OUTLINE APPROVAL AND INITIAL PLANNING 

• Discuss proposed visit with SLT line manager and / or EVC.  Explore possible booking dates, transport options, staff needs, costs etc. THEN 
Complete School Calendar Event Form and hand it to Cover Manager for SLT agreement.  Once this form is approved by SLT, detailed planning 
can be undertaken 

• Letters setting out the details of the trip, including timing, cost, itinerary etc can be given to students and parents can be asked to give their 
approval for the student to take part and pay a deposit or full cost of the trip as appropriate. (Submit letter to SLT line manager for approval 
before distributing it) 

• Once final numbers are known bookings can be confirmed. Book tickets and transport based on clearly written financial plan showing the trip will 
pay for itself and be in line with finance policy and procedures 

• Complete a costings form (available in W drive: Evolve Trips and Visits) and submit to the school Finance Office for approval (with the sole 
exception of local PE fixtures).  Confirm arrangements for payments with Finance Office 

• Ensure trip is covered by insurance.  If in doubt check with Business Manager to confirm cover 
 

2. EVOLVE: 

• Go to: www.devonvisits.org.uk, log in and complete a new form.  

• Determine which category of visit / activity it is: 
▪ Category C activities must be submitted for approval on EVOLVE, at least 3 months prior to start date for an overseas visit, as they require 

LA endorsement.  Staff to student of 1:10 
▪ Category B activities that are residential must be submitted for approval on EVOLVE at least 2 months prior to start date as they require LA 

endorsement.  Staff to student of 1:10 
▪ Category A activities require 2 weeks’ notice.  Staff to student of 1:15 

• Complete all sections in full 

• Read the Standard Operating Procedures (SOP) (available in W drive: Evolve Trips and Visits).  Highlight the sections which you think apply to your 
trip and add trip-specific enhanced risk assessments to it, in the right hand column 

• Email list of students involved to the Designated Safeguarding Lead (DSL) who will check the student list and return it to you. 

• Attach the SOP to EVOLVE along with any other documents which relate to the trip including letter to parents, itinerary and student list which has 
been approved by the DSL. 

• Once all sections are complete and all documents are attached submit the form to the EVC for approval 

• EVC, Headteacher (or SLT with delegated authority to approve trips and visits) and in some cases the LA will then process and approve the 
application.  

 

3. DETAILED PLANNING: (The items below marked with * apply to Residential visits only) 

• Refer to “Planning an Off Site Visit” guidance and “Guidance for Overseas Expeditions” (available in W drive: Evolve Trips and Visits) 

• Ensure that parents are fully briefed in advance of the trip, with full written details and where necessary, a face to face meeting, e.g. for a 
residential trip 

• *Trip Leaders ensure information packs (of all documents relating to the trip including copies of passports, SOPs, contact numbers, itinerary, 
insurance details, student medical forms, emergency procedures cards, staff contact details including mobile number etc.) are prepared. Copies 
of the information packs are given to SLT emergency contact, EVC, school office and ALL staff accompanying the trip, including volunteers. 

• Meet accompanying staff before the trip to brief them and allocate roles and responsibilities 

• Ensure clear H&S guidance given to staff and students in accordance with school procedures 

• *Order any currency required 2 weeks prior to date of trip 

• Ensure all payments made and income received in line with agreed deadlines, prior to commencement of trip 

• First Aid kit and school mobile phones collected from the office. (Refer to School Policies on the use of personal mobile phones for school trips re: 
safeguarding advice) 

• Key to gate is collected from Business Manager if returning after school hours 

• During the trip or visit ensure that all Standard Operating Procedures and the enhanced risk assessment are followed.  

• Put names of students in Bulletin one week prior to the visit.  Before departure leave student register with Attendance Officer. 
 

4. AFTER THE VISIT 

• Written chronological account of all expenditure provided to finance office by a maximum of ten working days after the trip. A numbered 
duplicate receipt book should be used that records all expenditure and backed up by a signature and receipts that have the corresponding 
number written on them and kept in chronological order. All purchases must be accompanied by accurate receipts and if necessary signatures 
from vendors, detailing items purchased if receipts are not available.  In addition, if it is not possible to obtain a receipt then two members of 
staff should be present at point of sale and sign the receipt book. Failure to comply without an acceptable reason, will result in the expenditure 
not being reimbursed.   Hand all receipts relating to trip expenses into finance office to enable final financial reconciliation of trip to be completed 

• Return unused currency, mobile phones, First Aid Kit etc. to finance office by a maximum of ten working days after the trip 

• After or during the trip, injuries, accidents or ‘near misses’ to be reported immediately 

• Where appropriate: De-brief with EVC;  Make any insurance claims if appropriate;  Reclaim any insurance deposits held 

• For residential trips complete ‘evaluation of trip’ on Evolve 

• Follow up actions as required to any student behaviour issues in line with school policy 

http://www.devonvisits.org.uk/


 

 

Proposed School Calendar Event Application Form 
 Basic Details for SLT Approval Complete this form as soon as possible and at least 2 weeks before the event.  

Hand completed form to the Cover Manager.  
(See Appendix 1 of St Peter’s Offsite Activities and Educational Visits Policy OR refer to the folder on w drive – subjects admin – “EVOLVE Trips 
and Visits” for advice and guidance) 

 

Event Leader:  

Event Title:  

Brief outline of the event 
and its purpose: 

 

Venue(s) 

On Site:  Rooms required: 

Off Site:  Venue details: 

When will it happen? 

Date(s): Week: A B 

 On Site:  Lessons involved: 

Off Site: 

Time(s) of departure: 
 

Time(s) of return:    
                                      

Uniform expectations 

It is expected that all students will wear full school uniform (or PE kit) on trips.  Request 
here any alternatives to be allowed on your trip with the justification. 
 

   

Travel Arrangements 
(please tick) 

Walk Taxi Train 
School 

Minibus 
Hire Minibus/ 

Coach 
Meet students 

at Venue 
Other 

(Specify) 

       

 

Financial          
Arrangements (please 
tick)   

Departmental budget Voluntary Contribution Other funds (specify) 

   

 
   

 

Proposed Staff & 
Cover Required 
You may add extra staff on 
a separate sheet 
 
(Check you have not ticked 
classes which will be on the 
trip) 

Staff Register Period 1 Period 2 Period 3 Period 4 Period 5 

Leader  
= 

      

Person 2 

= 

      

Person 3 
= 

      

 
    

 
   

Estimated number of 
students involved 

 Year 7  Year 8 Year 9 Year 10 Year 11 

Male      

Female      

SLT Approval? 
 

No 

Yes 

 
Additional Information required: 
 
 

 

When completing 
Evolve, please include 
TWO emergency 
contacts: 

1st Contact : Head of Department or another person in your department 

2nd Contact: Paul Ruff (SLL PE) for after school PE fixtures:      07817527278   □ 

              Or:  Martin Burt  (Deputy Headteacher)              07852457373   □ 

              Or:  Ben Hunt (EVC)                                           07814341500   □ 



 

 

 


