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CORONAVIRUS UPDATE (Feb 2021) 
Current SCC guidance states that:  
 

• From September 2020, offsite daytrips & visits are permissible (NOT residentials)  

• The government currently advises that public transport should be avoided if possible. 
Where walking or cycling is not possible, dedicated transport (such as a minibus or 
coach) should therefore be used.  

 
Trip Leaders should consult the following documents before planning any visits: 

• SCC Covid Risk Management plan: 
https://evolve.edufocus.co.uk/publicdocs?fileid=659&domain=surreyvisits.org.uk 

• OEAP National Guidance on Coronavirus https://oeapng.info/downloads/download-
info/4-4k-coronavirus/ 

 
The situation with Coronavirus and school visits will be monitored closely and reviewed if there 
are any major changes to national and SCC guidance. 
 
 
INTRODUCTION 
The Guildford County School provides many opportunities for its students to enrich and enhance 
their on-site learning through the use of Outdoor Education and off-site Educational Visits. The 
Governors and teaching staff believe that these activities can supplement and enrich the 
curriculum of the school by providing experiences which would otherwise be impossible. In this 
policy we seek to establish a clear and coherent structure for the planning and evaluation of our 
off-site visits and to ensure that any risks are managed and kept to a minimum, for the safety and 
health of all students and staff at all times. Within these limits we seek to make our visits available 
to all students. 
 
AIMS 
The aim of off-site visits is to: 

• Enhance curricular and recreational opportunities for our students 

• Provide a wider range of experiences for our students than could be provided on the 

school site alone 

• Promote the independence of our students as learners to enable them to grow and 

develop in new learning environments 

• Include all year groups in opportunities for short excursions and longer residential visits 

The visits are carefully planned to enable our students to progress in skills and 

knowledge of the curriculum and of life skills 
 
We believe the positive values provided by a variety of activities include: 

• Broadening horizons through spiritual, moral, cultural and social experiences 

• Experiencing new cultures 

• Appreciation of historical or moral values 

• Developing self-esteem, independence and self-reliance 

• Development of social skills and community spirit 

• Development of organisational skills and decision making 

• Opportunity to live and work with others, understanding citizenship 

• Opportunity to build positive relationships between staff and students 

• Encouraging consideration for people of all ages 

• Promotion of life-long learning, leisure and sporting participation 

• Raising aspirations 

• Enhanced CV and university application 

• Opportunity to experience the world of work or university life and study 

• Understanding risk and risk taking 

• Opportunity to experience success, learning to cope with failure 

• Better motivation and engagement with the subject 

https://evolve.edufocus.co.uk/publicdocs?fileid=659&domain=surreyvisits.org.uk
https://oeapng.info/downloads/download-info/4-4k-coronavirus/
https://oeapng.info/downloads/download-info/4-4k-coronavirus/


  

• Creativity 

• Chance to experience something memorable 

• Chance to relax and reflect with friends and develop a sense of happiness 

• Chance to have fun 
 
 
ROLES AND RESPONSIBILITIES 
 
The value of educational visits is well recognised by the governing body and fully supported 
throughout the school. It is emphasised that a culture of safety must prevail and there is a need 
for careful planning and adherence to statutory procedures. Off-site educational visits must be 
well managed, information communicated and responsibilities recognised. 
 
This document outlines the specific policies and procedures for the school. It supplements and 
follows the advice and guidance contained within the recent Surrey County Council off site visits 
and Related Activities with links to OEAP National Guidance 2019. 
 
The Headteacher has been delegated by the Governing Body to approve all off-site educational 
visits, in consultation with the Senior Leadership Team. 
 
The Educational Visits Co-ordinator (EVC) ensures that all off-site activities follow the correct 
procedures, in liaison with the Head Teacher and Deputy Headteacher.  
 
The EVC will approve the group leader for every visit and monitor the written risk assessments 
to ensure good practice.  
 
In addition, the following responsibilities and duties are undertaken: 

• Give a report annually to the Governors about the trips undertaken in the previous year, 

outlining any issues which arose, and what action has been taken to improve future trips 

and visits 

• Support the group leader in identifying the purpose for the visit and the selection, training 

and briefing of appropriate supervising adults and volunteer helpers 

• Ensure that DBS / Criminal Records Bureau disclosures are in place where necessary 

• Arrange Emergency Contact Duty Officer and follow proper procedures to be followed in 

such an event, as suggested by the LEA Adviser for Surrey, Paul Bowen 
 
 
RISK ASSESSMENT 
 
A risk assessment is necessary for all off-site visits. All risks and their control measures will need 
to be recorded and need to be placed on EVOLVE.  
 
The group leader should carry out a comprehensive risk assessment before the proposed visit.  
 
It will assess the risks which might be encountered on the visit, and will indicate measures to 
prevent or reduce them. It should also include any recommendations from previous visits. 
 
This will take account of: 

• Generic risks as published in the Surrey County Council 2019 Guidance for Off-site 

Activities. 

• Event-Specific Risks as identified from a pre-visit or thorough knowledge or experience of 

the environment, accommodations, the leader’s competence and other staff, the group 

composition and other factors such as distance and transport. 

• On-going risks identified by the professional staff responding to changing circumstances 

and the success of planned activity and procedures. The participants and staff will be 

fully briefed on the purpose and the risk assessment control measures. 



  

 
The risk assessment should be based on the following considerations: 

• What are the hazards? 

• Who might be affected by them? 

• What safety measures are needed to reduce risk to an acceptable level? 

• Can the group leader put the safety measures in place? 

• What steps will be taken in an emergency? 
 
Participants are encouraged to consider risks involved in an off-site educational activity and to 
assist in the design of appropriate risk management strategies that support their learning. 
 
A risk assessment must also cover transport to and from the venue. 
 
A copy of the completed risk assessment for all trips will be seen by the Headteacher, the 
educational visits co-ordinator and all adults supervising the trip, via EVOLVE, the Surrey 
County Council Trip monitoring system. 
 
TRANSPORT 
 
A list of SCC approved transport providers and coach companies can be found here: 
https://evolve.edufocus.co.uk/evco10/docs.asp 
 
It is important to check with any coach company used if they comply with the latest BREXIT 
guidance on driver documentation required when crossings borders in Europe:  
https://www.gov.uk/guidance/international-bus-or-coach-services-and-tours-driver-documents 
 
 
The costing of off-site activities should include any of the following that apply: 
 
Transport 
Entrance fees 
Insurance 
Provision of any special resources or equipment 
Relevant costs incurred by adult helpers 
Any refreshments the school has opted to pay for 
 
Transport arrangements will allow a seat for each member of the party. It is our policy only to use 
coaches fitted with seat or lap belts, and to insist that they be worn by all those participating in 
the visit. 
 
Where private cars are used for transport, the group leader is responsible for checking that the 
insurance of each driver covers such journeys, and double-checking that each driver has been 
subject to the normal police checks. 
https://evolve.edufocus.co.uk/publicdocs?fileid=646&domain=surreyvisits.org.uk 
 
 
BREXIT 2021 
 
Party leaders should consult the official government website for the latest updates on the 
impact of BREXIT on school journeys to Europe and any documentation required.  
 
Here: https://www.gov.uk/government/collections/guidance-for-schools-during-the-transition-
period-and-after-1-january-2021#school-trips-and-exchanges  
 
 
GUIDANCE NOTES FOR OFF-SITE EDUCATIONAL VISITS 
 

https://evolve.edufocus.co.uk/evco10/docs.asp
https://www.gov.uk/guidance/international-bus-or-coach-services-and-tours-driver-documents
https://evolve.edufocus.co.uk/publicdocs?fileid=646&domain=surreyvisits.org.uk
https://www.gov.uk/government/collections/guidance-for-schools-during-the-transition-period-and-after-1-january-2021#school-trips-and-exchanges
https://www.gov.uk/government/collections/guidance-for-schools-during-the-transition-period-and-after-1-january-2021#school-trips-and-exchanges


  

The Group Leader is responsible for identifying the purpose of the visit and for following the 
checklist published in the Surrey County Council Guidance for Off–site Visits and Related 
Activities with Links to OEAP national Guidance and EVOLVE, in the School Trips folder in the 
staff room and school office. 
 
To ensure proper good practice and compliance with the necessary regulations it is expected that 
all group leaders will familiarise themselves with the published advice and guidance.  
 
Further information is available from www.surreyvisits.org.uk or for National Guidance 
www.oeapng.info  
 
In order to plan an off-site activity, the Headteacher, EVC and the Deputy Headteacher should be 
involved in discussing plans at an early stage. Routine or local visits such as games matches 
need to be planned ahead also. It may be possible to approve a series of events on a termly 
basis.  
 
No financial commitment should be agreed until all relevant approvals have been achieved. 
 
Parental Consent: copies must be available for the Emergency Contact and the Group Leader to 
take on the visit. 
 
Internal Request for Absence Form. This form is to achieve any necessary cover arrangements. 
 
All visits should be logged on EVOLVE ideally at least 6 weeks in advance and signed off by the 
EVC and the Headteacher when in place. 
 

http://www.surreyvisits.org.uk/
http://www.oeapng.info/


  

The school makes a charge to parents if their children travel by means of transport facilities 
provided by the school. The charge covers the expenses of the journey only; we do not make any 
profit from this.  Parents will be charged for travel expenses incurred if their child behaves 
inappropriately whilst on a visit and needs to be removed from said visit.  This is in line with the 
schools charging and remissions policy. 
 
 
RESIDENTIAL ACTIVITIES 
 
Students in the school will have the opportunity to take part in a residential visit. 
 
Staff who are planning an off-site activity should make a preliminary visit to the venue, where 
possible, in order to carry out an on-site risk assessment.  
 
It is important to take into account the probable weather conditions at the time of year proposed 
for the trip, and the party leader should take careful account of the facilities available, with due 
regard to the proposed size of the group. They should also assess the site’s suitability with regard 
to the age and any particular needs of the students.  
 
They will also consider the venue’s own approach to security and to health and safety. Venues 
providing instructor-led activities will have their own risk assessments for particular sessions, and 
these assessments may be adopted if it is impractical for the group leader to experience the 
activity beforehand, or if s/he lacks the skills required to make informed judgements about the 
risks it may involve.  
 
The Headteacher/governing body will not give its approval for the visit unless it is satisfied with 
the venue, its instructors and their risk assessment procedures. 
 
It is important to assess and record any health, safety or security issues that are identified during 
the preliminary visit. Any such issues will be taken into account when the final decision is taken 
on whether the visit should proceed, and the visit plan must state both the extent of any risks 
involved, and the measures that will be taken to reduce or eliminate them. 
 
An activity should have a sufficient number of adults taking part to provide for adequate 
supervision in all cases. Exact ratios will be determined following a review of the risk assessment. 
 
COMMUNICATION WITH PARENTS 
 
The parents of students taking part in an off-site activity should be provided with all appropriate 
information about the intended visit.  
 
Parents must give their permission in writing before a child can be involved in any off-site 
activities. 
 
Funding for off-site activities is provided mainly by parental contributions. This must be made 
clear to parents in all correspondence about an educational visit at the planning stage. 
 
No student may be excluded from an activity because of the unwillingness or inability of the 
parent to make a contribution. Parents will be informed of this principle through the school 
prospectus and letters sent home about intended visits. 
 
The timetable for the payment of contributions should allow for the Headteacher to make a 
decision about the financial viability of the activity in reasonable time. 
 
 
 
 



  

FINANCE DEPARTMENT T+Cs 
 

• Insurance: Students and staff going on trips are automatically covered by the school’s 

insurance, and on residential trips additional insurance is often included through the travel 

company the school have booked with. Please contact the school directly if you would 

like details of our insurance cover. The school accepts no liability for students’ personal 

possessions whilst they are on a trip, but will support any claims covered by our insurance 

as appropriate. Should a claim need to be made against the insurance for any reason the 

parent shall be responsible for paying any excess that applies to the policy. 
 

• Damage: Students are expected to behave responsibly and treat their environment and 

facilities with respect and consideration for others, in line with the home-school 

agreement. The school reserves the right to charge parents for any non-accidental 

damage caused by students whilst on trips & visits. 
 

• Cancellations: Refunds for trips & visits will automatically be made should a trip or visit 

be cancelled by the school. If a parent chooses to withdraw a student from a trip or visit 

then any refund is awarded on a discretionary basis by the school, typically only if the 

place is filled by another student. Where a refund is awarded, this will be net of any third 

party costs associated with the change (eg airline charges for changes to named 

travellers) and an administration charge to cover bank charges and office costs in line 

with our staffing costs and charging and remissions policy. 
 

• Charging & Remission Policy:  At the sole discretion of the Headteacher, a student who 

has applied for a planned activity and has been accepted may be barred from attending 

and a full refund given if his or her behaviour in the period prior to the activity is 

unacceptable. The school also reserves the right to bar a student from attending on 

medical grounds, and in these circumstances will issue a full refund. 

• If a trip is cancelled due to genuinely unforeseeable reasons beyond the school’s control 

(including but not limited to: acts of God or a public enemy or terrorist, act of any military, 

civil or regulatory authority, change in any law or regulation, fire, flood, earthquake, 

pandemic, storm or other like event, disruption or outage of communications, power or 

other utility, labour problem, unavailability of supplies, or any other cause, whether similar 

or dissimilar to any of the foregoing, a “Force Majeure” event), then the school will 

endeavour to recover costs relating to the trip, including by way of claims through the 

school’s insurers and will reimburse parents accordingly. In the unlikely event of this not 

being possible, the school reserves the right to retain a portion of the payments made in 

respect of a trip, in order to cover costs that cannot be reclaimed. While the school would 

usually hope to receive all monies back in the manner described, parents may wish to 

consider their own insurance arrangements if they are concerned about the risk of such 

an event. 
 

• Oversubscribed Activities: Many of the school’s activities have an upper limit on the 

number of students. Should the number of applicants exceed this limit, places shall be 

allocated by a fair means at the school’s discretion. 
 

• Surcharges: Travel companies often reserve the right to apply a surcharge for a trip after 

payment has been received (eg to cover increases in fuel costs, airport taxes, etc). The 

school reserves the right to pass any such costs on to parents in order that the trip remains 

financially viable. Similarly, the school reserves the right to review trip costs in the light of 

major exchange rate swings. Conversely, should a trip be completed at a lower than 

expected cost, the school may refund parents for any surplus in excess of £10 per head. 
 
 
 



  

FURTHER HEALTH AND SAFETY CONSIDERATIONS 
 
All adults accompanying a party must be made aware, by the party leader, of the emergency 
procedures and the Risk Assessment which will apply.  
 
All adults must maintain the highest standards of professional behaviour when accompanying any 
visit (this includes considerations around the consumption of alcohol).   
 
Party leaders may choose to nominate a duty member of staff on the trip each day (this member of 
staff must not consume any alcohol during their supervision period.)  This member of staff also 
needs to be a qualified minibus driver if appropriate to the visit.  
 
Each adult should be provided with an emergency telephone number. This will normally be the 
school number, but where an activity extends beyond the normal school day the home telephone 
number of a designated emergency contact (duty officer) should be provided. 
 
Before a party leaves school, the school office should be provided with a list of everyone, children 
and adults, travelling with the party, together with a programme and timetable for the activity. The 
safety of the party, and especially the students, is of paramount importance. During the activity 
the party leader must take whatever steps are necessary to ensure that safety. This involves 
taking note of any information provided by medical questionnaire returns, and ensuring that 
students are both safe and well looked after at all times. 
 
Prior to an activity, if it is felt that the behaviour of an individual student is likely to compromise the 
safety of others or the good name of the school, the party leader should discuss with the 
Headteacher the possibility of excluding that student from the activity. 
 
 
ESSENTIAL READING 
 
Trip Leaders should familiarise themselves with the current “Guidance for Off-Site Visits and 
Related Activities (Including COVID-19 & DofE) with links to OEAP National Guidance & 
EVOLVE 2020 that can be found here: 
https://evolve.edufocus.co.uk/publicdocs?fileid=664&domain=surreyvisits.org.uk 
 
This guidance should be consulted during the initial planning phase of any visit. 
 
Sections include (amongst others):  

• Responsibilities 

• Recording of visits & ‘Extended Learning Area’ 

• Approval 

• Planning, Risk Management & Risk Assessment 

• Safety during the visit 

• Staffing and supervision 

• First Aid 

• Transport 

• Residential visits 

• Overseas visits 

• Swimming 

• Adventurous activities (including Water-based activities, Open-country activities, 

Snowsports and Overseas expeditions) 

• Emergency procedures 

• Approval of staff to lead an adventurous activity 

• Using an external provider or tour operator 

• Emergency Card (Visit Leader) / Operation Duke 
 

https://evolve.edufocus.co.uk/publicdocs?fileid=664&domain=surreyvisits.org.uk


  

 
 
MONITORING AND REVIEW 
 
This policy is monitored by the governing body and will be reviewed every two years or earlier if 
deemed necessary. 
 


