Educational School Visits 



[image: ]






Educational Visits and Community Visits




	Policy ID:
	POLI

	Version:
	1.0

	Review Date
	Created March 2026

	Next Review Date
	March 2028

	Policy Owner:
	Headteacher 



Version History

	Version Number
	Date
	Editor
	Changes

	1.0
	March 2026
	Cara Broadbent
	Newly implemented Policy. 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Contents                    
                                                                             
1) Aims and Scope

2) Legislation and guidance

3) Roles and responsibilities

4) Planning and Preparation

5) Risk Assessment

6) Communication and consent

7) Emergency procedures and Incident reporting.

Appendix: Proposed visit planning information.
Appendix: Comparing Educational Visits and Community Visits 
Appendix: Risk Assessment.


























1. Aims and Scope 

At our school, educational visits form a vital part of our commitment to providing an inclusive, enriching, and meaningful curriculum for all pupils. Our intent is to ensure that every visit—whether within the local community or further afield—supports the development of communication skills, social interaction, and a sense of belonging within the wider community.

At Hollybank School there is a distinction between Educational Visits and Community Visits. This policy  specifically applies to Educational Visits. For more information on Community Visits see Appendix 1.

Communication
Educational visits offer authentic, real-world contexts in which pupils can communicate purposefully and confidently. Our aim is to:
· Provide rich opportunities for pupils to practice expressive and receptive language in natural settings.
· Encourage the use of communication aids, AAC devices, symbols, or sign-supported communication where needed (Safe storage and transportation of devices to be considered and communicated to parents). 
· Promote spontaneous communication through shared experiences, new environments, and interaction with unfamiliar people.
· Build pupils’ confidence by enabling them to express needs, preferences, observations, and emotions during real-life situations.
Social Development
We recognise that learning beyond the classroom plays a key role in developing students’ social skills. Through educational visits we aim to:
· Support pupils to engage in positive social interactions with peers, staff, and members of the public.
· Provide structured opportunities for turn-taking, joint attention, collaborative activities, and shared problem-solving.
· Foster independence through practicing social expectations such as queuing, waiting, following group routines, and staying safe.
· Strengthen pupils’ emotional resilience by offering gradual exposure to new environments, supported transitions, and positive reinforcement.

Community Participation
Helping pupils understand and feel part of their community is central to our school ethos. We aim to:
· Provide regular opportunities for pupils to explore and meaningfully engage with their local area, such as visiting shops, parks, cafés, libraries, and cultural spaces.
· Develop pupils’ understanding of how to access community facilities and services safely, confidently, and appropriately.
· Promote inclusion by enabling pupils to experience being active participants in their community rather than passive observers.
· Support pupils in developing life skills that contribute to long-term independence and community integration.
· Representing the PMLD community and Hollybank Trust. equality 
Equality, Safety, and Individualisation
All educational visits are planned with the diverse needs of our pupils at the centre. We ensure:
· Adjustments, support, and personalised strategies are in place for each child.
· Risk assessments consider sensory, physical, communication, emotional and health needs.
· Staffing, resources, and equipment are tailored so every pupil can access the experience fully and safely.
· Parents and carers are included in planning where beneficial, ensuring visits are positive, purposeful, and aligned with pupils’ individual learning outcomes.


2. Legislation and guidance

This policy is based on the Department for Education’s guidance on health and safety on educational visits, and the following legislation and statutory guidance:
 
Equality Act 2010
SEND Code of Practice
Keeping Children Safe in Education 2023

Sections of this policy are also based on the statutory framework for the Early Years Foundation Stage.





3. Roles and responsibilities
Headteacher
The headteacher is responsible for:
Approving staff requests for educational visits, including having final authority to approve any educational visit of less than 24 hours’ notice.
Making sure staff, including the educational visit lead, have received any necessary training.
Oversee and guide other staff to arrange and organise educational visits.
Assess the ability of other staff to lead visits and designate a suitable visit lead for each visit.
Access any necessary training, advice and guidance.
Evaluate all educational visits alongside lead verbally once complete, from planning to the visit itself, and use this to improve future arrangements.
Visit Lead
Every visit will have 1 member of staff designated as the visit lead. The visit lead will:
Plan the proposed visit, taking into account the health and safety risks to pupils, staff and volunteers.
Assign staff and volunteer roles, as needed.
Make sure the school has accurate and up-to-date information about the visit destination, to be used in risk assessments.
Ensure clear, accurate and appropriate communication to the Headteacher and Nurses and Fleet manager (if appropriate) in school takes place during the visit as required through the use of phone calls and text messages. 
Make sure the needs of everyone taking part are considered, including co-ordinating any additional support needed 
Make sure parents and carers are given accurate information about educational visits, including any costs (if applicable) or necessary equipment not supplied by the school or a third party
Communicate key details about the visit and all locations to staff, pupils and parents/carers, including roles, responsibilities and expected behaviour.
Make sure staff are capable and able to fulfil their roles at all times while responsible for pupils and others.
Staff
Staff have a responsibility to make sure all pupils and staff who take part in visits are kept safe and their health needs, equipment and care needs are met whilst off site. 
Staff will:
Seek and obtain approval for all educational visits from the headteacher. 
Carry out any required risk assessments and work with the visit lead.
Communicate with parents and carers and make sure visits are inclusive of all pupils’ needs.
Look out for the health and safety of themselves and those around them. 
Help manage pupil behaviour and discipline as required while on the visit.
Share any concerns or worries with the visit lead and others, as appropriate. 

Parents and carers
By agreeing that pupils can take part in educational visits, parents/carers agree that they will:
Provide all information required, such as emergency contact details and health/medicine information if applicable.
Sign and return consent forms and any other documentation required in a timely manner.
Share any concerns or information about the pupil that may affect or impact their ability to safely take part in the visit.
Pupils
Our school behaviour policy also applies to all educational visits. 

4. Planning and preparation

The decision on whether or not a visit will take place will be made by the Headteacher and Senior Leaders in the school, and based on factors including:
Cost (including any potential cost to parents/carers)
Timing in the school year and any potential clashes
Educational purpose and value
Disruption to the normal running of the school
Health and safety considerations 
Staff-to-pupil ratio 
Inclusion and accessibility
Any other factors deemed appropriate and relevant

As part of the planning stage, information will be gathered by staff proposing the educational visit, including:
Location and travel distance
Travel plans or options
Full cost breakdown, including multiple options where available
Resources, including staffing, and physical supplies
Insurance needed, where relevant
Risk assessment plans and first aid provision
What safety measures can be put in place in order to reduce any risks 

See Appendix 2 for our visit information form for the planning and approval of a visit.
Once the risk assessment has been approved by the headteacher/ SSL, staff will communicate with parents/carers and provide visit information.
We will evaluate each educational visit after its conclusion, from the planning through to the visit itself, to continually improve the planning and experience of our future visits. 
All pupils, regardless of background or abilities, should be able to take part in every aspect of our school life, including visits. 

Special educational needs (SEND)
All pupils at Hollybank School have My Support Plans or an Education, Health and Care Plan (EHCP), some pupils have medical conditions including allergies this will be considered as they participate in the visit, where required this will include the support of a nurse if appropriate to their Health Care Plan as assessed by the nursing team in school. 
We will adjust the visit programme where necessary, working with parents/carers to provide additional support, making reasonable adjustments to itineraries, providing additional support staff, and other adjustments as appropriate. 
All pupils will have 1:1 or higher ratio when out on a visit. 
Challenging behaviour
In some cases, it may be reasonable and necessary to prevent a pupil with challenging behaviour from coming on a visit in order to protect their safety and the safety of the other pupils attending.
We will consider all reasonable options to help the pupil go on the visit safely, such as adapting the visit itinerary and increasing staffing numbers so the pupil can be supervised.

5. Risk assessment
We will carry out a full risk assessment before the start of all visits. 
This will be completed by a staff member with suitable skills, status and competence, and using the Trusts risk assessment template see Appendix 3
Existing risk assessments as stored in the Trust Hub or those provided by the destination itself might also be used to support this process. 
The risk assessment will include any specific medical issues and allergies (for staff and pupils), the role of additional support on the visit, specified activities to be carried out, as well as risks associated with transport to and from the destination.
After discussion with the Headteacher, arrangements for a preliminary visit to the visit destination will be discussed as part of the planning and risk assessment process, but this is not mandatory.
Visit leads will raise any concerns or questions about potential risks and safety measures with the Headteacher and, where appropriate, third-party vendors.
Every risk assessment will be approved by the headteacher. One copy taken on the visit and another copy will be left with the Headteacher.

Staff ratios and first aid
Risk assessments for each visit will ascertain the safe level of supervision required. On all educational visits, we will make sure:
At least 1 supervising adult able to administer first aid/ medication (if required) is present on all visits- depending on group size and at the discretion of the headteacher. 
At least 1 appropriate first aider (with a current certificate) as age/development relevant is present on all visits.
Appropriate first aid equipment will be taken on all visits, in accordance with the Trust first aid and health and safety policies. 
Appropriate medical equipment will be taken in line with the pupils individual Health Care Plans. 
All supervising adults will be made aware of any medical issues or allergies at the start of the visit.
Transport 
Transportation for visits will be organised by the school, in line with the trust vehicle and travel policies. We will make sure pupils, staff and volunteers are transported safely and efficiently, with the required first aid provision. 
Unless previously agreed with parents, transport for visits will leave from, and return to, the school site.
Use of external organisations
As part of the risk assessment process, we will check that any external organisations appropriate safety standards in place and copies of their own risk assessments. These will be stored in our trust hub planning folder for all to access.  
Where members of the public are coming into contact with our pupils for activities, we will ensure that they are working alongside our members of staff to support and the pupils are not left unattended. 
Volunteers
Where appropriate, parents and carers may be asked to volunteer to attend and supervise pupils alongside staff members on visits. Where more parents/carers volunteer than required on the visit, those invited to attend will be selected as fairly and transparently as possible, while taking into consideration:
The needs of the pupils going on the visit
The setting and circumstances of the visit
Volunteers’ skills, attitude and past behaviour, including previous volunteer experience 
Parents/carers (over the age of 18years) selected to volunteer will be informed at least 1 week ahead of the visit and asked to confirm their attendance in writing. They will also be asked to confirm they agree to fulfil the expected behaviours for this role in line with the Trust Volunteer code of conduct. 
Volunteers will receive a full briefing from staff members on the day of the visit, prior to departure, including on their responsibilities and expected behaviour, the process for raising concerns, emergency procedures and contact details, and the expected timetable of the visit.
Where practical and as required by the nature of visits (i.e. when volunteers may be left with pupils without staff members present), volunteers may be asked or required to undergo safeguarding checks, including DBS checks.
At no point will volunteers on whom no safeguarding checks have been carried out be left alone with pupils or given sole responsibility for the care of any pupil other than their own child.

6. Communication and consent

We will contact the parents and carers of pupils invited to take part in an educational visit before the proposed date of the educational visit. Communication will be via letter or email, and information provided will include the date, travel times, destination, purpose of the visit. 
We will also communicate:
Times and details of travel, including drop-off and pick-up times and location
Pupil-to-staff ratios and staff qualifications, where relevant
Clothing and equipment required, and whether this is provided by the school
Where required, parents/carers will be asked to provide written consent for educational visits by signing and dating a form to be returned to the school. 
Because community visits during the school day will be part of the curriculum, we will not always need written consent as consent will have been given in the pupil admission form. 
We will always get written consent (this consent is gained in admission paperwork) before taking nursery-age children off-site. For Nursery pupils we will also inform parents on the day through Class Dojo/ verbally. 

7. Emergency procedures and incident reporting

Generally, emergency planning will be defined as planning for:
Serious and unexpected risk
Serious and life-threatening injury
Individuals going missing 
A serious breach of safeguarding expectations 
The visit leader will be familiar with these plans for each visit. 
In the case of an emergency, the visit leader or other supervising adult will contact the school office/ Headteacher. The school office/ Headteacher will then contact parents/carers as required and inform them of changes to plans or cancellations of visits and/or alternative travel plans. This will form part of a wider communication plan that covers how routine communications should be handled in such situations. 
1 member of staff will always accompany a pupil seeking medical treatment.
In the unlikely case of a pupil being unaccounted for, the visit leader will search the area while another member of staff remains in charge of other pupils. In the unlikely event that a pupil cannot be found within 30 minutes, the visit leader will contact the school office who will notify the parents/carers. The visit leader will then contact the police and provide them with the relevant information so they can take over the search, staying with them to comfort the pupil when found. The remaining staff and adults will return to the school with the rest of the pupils.
All incidents and accidents will be reported in line with our health and safety policy, including required reporting to Ofsted and the Health and Safety Executive (HSE) and Head of Children’s Services. 
Smaller incidents, accidents or near misses that do not require external reporting will still be covered by an internal report, to include steps that can be taken in the future to avoid similar incidents. They will be documented on the school CPOMs system. 
There will also be a clear process for evaluating all visits and visits once they have been concluded, from the planning through to the visit itself. This will help with evaluating whether planning worked and to learn from any incidents that took place. 

Charging and insurance
Parents/carers won’t be asked to pay for any educational visit that takes place during school hours. They also won’t be asked to pay for any educational visit that takes place outside of school hours if it is part of the Curriculum, a syllabus for a prescribed public examination, or religious education.
Where necessary, we may ask for a voluntary contribution to the costs of educational visits, but this will be entirely optional and will not affect pupils’ ability to take part fully in the visit. 

8. Review
This policy will be reviewed every 2 Years by the Headteacher or the Senior School Leaders in school. At every review, the policy will be shared with the full governing board.

9. Links with other policies

This policy links with the following policies and procedures: 
· Health and safety policy
· Positive Behaviour Support policy 
· Child protection policy
· Safeguarding Children and Young People policy
· Missing Person policy 
· Special educational needs (SEN) policy 
· Equality, Diversity and Inclusion
· Equal Opportunities policy
· Accessibility plan
· Curriculum policy
· Teaching and Learning policy
· Moving and Handling policy
· Home-school Agreement
· Medication policy
· Early Years Foundation Stage (EYFS) policy 
· Safe Transportation of People and Use of Vehicles

[bookmark: _Toc221548471]Appendix 1: Comparing Educational Visits and Community Visits 

	Requirements 
	Educational visits 
	Community Visit 

	Location(s) 
	Museums, Art galleries, Kirklees Musica events, places of topical interest… 
	Local churches, shops, garden centres, parks, supermarkets… 

	Travel  
	Hollybank vehicles 
	Hollybank vehicles. 
Walking 

	Organised by 
	Class teacher.
	Class teacher or HLTA equivalent.  

	Led by 
	Class teacher.
	Suitably experienced member of staff. 
Not in probation period. 

	Risk assessments – 

See also appendix 4
	Travel risk assessments all complete and reviewed prior to travel.  
 
Visit venue risk assessment to be shared with Headteacher at least 1 week prior to travel. 

All children must have travel card fixed to their chair during the visit which will be removed on return to school. Travel card template located in visits folder Hollybank Hub. 
	Visit lead to have read risk assessment shared on the hub and sign checklist to say they have read and understood the risk assessment.  
 
 
All children must have travel card fixed to their chair which will be removed on return to school. Travel card template located in visits folder Hollybank Hub.

	Planning 
	Transport plan to be submitted 1 week prior to travel. This will include: 
· Vehicles, make, model and registrations. 
· Named drivers. 
· Named person in charge for travel (must not be the driver).  
· Named escorts allocated to pupils. 
· Emergency contact details for persons in charge on each vehicle.  
Full itinerary of the day to be completed and sent to SSL 1 week prior to visit. Itinerary must include: 

Reason for visiting the venue (one or two sentences explaining why this venue has been selected with focus being on teaching and learning). 
Estimated travel times 
Timings for essential routines – eating and drinking, meds, personal care 
Timings for activities/access to the venue. 
Any other pertinent information for the day.  
	IPP related target. 
Personalised curriculum planning. 


	Training  
	Appropriately qualified first aid trained person preferrable trained person, ratio dependent on group size/ dependent on cohort leaving the site  – discuss with SSL prior to visit.  
 
First aid person can be visit lead, driver or escorts.  
 Children requiring specific medical intervention to be supported by those suitably trained to carry out these tasks. 
 
All staff should have escort training and be able to competently and safely clamp a wheelchair on and off the bus. 
	Appropriately qualified first aid trained person preferrable, dependent on cohort leaving the site – discuss with SSL.  
 
Children requiring specific medical intervention to be supported by those suitably trained to carry out these tasks. 
 If travelling on buses, all staff should have escort training and be able to competently and safely clamp a wheelchair on and off the bus. 

	Consent 
	Informative visit specific parental consent form written and submitted to the Headteacher for approval in advance.  
 
Once approved, consents to be sent out in a timely manner to give parents enough time to return.  
	Parent consent forms stored centrally on the hub to be accessed and checked for permissions to go off-site.  
 
General consent forms acceptable for community visits. 

	Mandatory 
	Visit checklist to be completed - Checklist must have contact details of visit lead. 
 
Discussion with SSL required in initial stages of visit planning for provisional acceptance before planning/risk assessing takes place.  
 
All information and planning regarding the educational visit should be submitted to Cara Broadbent for review and approval at least 1 week prior to travel.  
	Visit checklist to be completed appendix 4 - Checklist must have contact details of visit lead. 


 
 
 


















Appendix 2: Proposed visit planning information 

To be completed by the staff member proposing the educational visit and submitted to the Headteacher.

Name of staff member proposing the visit:
Date of request:
Response required by (date):
Proposed visit information

	
	VISIT INFORMATION 
	ADDITIONAL COMMENTS

	Destination 
	
	

	Proposed visit date
	
	

	Length of stay
	
	

	Purpose of visit / educational benefits
	
	

	Proposed Pupils (initials and class)
	
	

	Intended ttransportation 
	
	

	Has a discussion for preliminary visit taken place with Headteacher?
	
	

	Will this Educational visit require a voluntary contribution? 
If yes, please specify cost per pupil.  
	


	

	Ffirst aid considerations…
Have you spoken to a nurse about the Individual healthcare plan considerations. 
Staff training requirements. 
	
	



Appendix 3: Risk Assessment – To be located in Hollybank Hub: Health and Safety. 

Blank Risk Assessment.docx

Appendix 4:  To be located in Hollybank Hub Templates for Educational visits.
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