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Introduction & Aims 

 

Off site visits are activities arranged by or on behalf of the school, and which take place outside of the 

school grounds.  The governors and teaching staff believe that off site activities can supplement and enrich 

the curriculum of the school by providing experiences which would otherwise be impossible.  All off-site 

activities serve an educational purpose, enhancing and enriching children’s learning experiences. 

 

In this policy we seek to establish a clear and coherent strategy for planning and evaluating off site visits, 

and to ensure that risks are managed and kept to a minimum, for the health and safety of all pupils and staff 

at all times.  We seek to make our visits available to all pupils, including accessibility for pupils with 

disabilities.   

 

Risk Assessment 

 

All visits, outside of the local community, are inputted into the Hampshire Evolve system. A risk assessment 

will be carried out electronically by the group leader, before all proposed visits.  Visits which are residential, 

near water, Open Country or to a major city a distance from school will need Local Authority approval at 

least four weeks before the trip happens.  

The documentation will be shared with all staff accompanying the visit and the risk assessment is handed to 

the Senior leadership Team (who have been on Risk Assessor training.) After the Evolve entry and 

associated risk assessment has been authorised, the visit is printed out (with risk assessment), and stored in 

the file in the front office.   

Following the visit, the group leader will evaluate the evolve entry linked to intended outcomes, which can 

then be used if the visit is undertaken again.   

The group leader should make an exploratory walk/drive of the route / venue / place of visit to check for 

unplanned hazards, for example road works / closed off areas.   

 

The risk assessment should be completed on the Hampshire proforma, stored in teacherspool> risk 

assessments> 2017-18. Initial risk assessments are completed on Risk assessment Step 1 form. If the level of 

risk is over 10 points, it is determined as Medium risk and a risk assessment step 2 form is completed and 

attached in the Evolve system.  

 

Our decisions are based upon the HSE 5 Steps to Risk Assessment: 

1) Identify the hazards  

2) Decide who might be harmed and how  

3) Evaluate the risks and decide on precautions  

4) Record your significant findings  

5) Review your assessment and update if necessary 



 

Checklist for Off-Site Activities 

 

Please refer to Checklist for Off-Site Activities in the pack for specific guidelines, timescales and 

expectations of staff/pupils/parent helpers for off-site visits.   

 

Any parent helpers must all be familiar with the risk assessment form by the group leader, so as to clarify 

their responsibilities on the visit.  Any questions should be targeted to the group leader for that visit/trip.  

 

Monitoring and Review 

 

This policy will be reviewed by staff and governors every three years, or more frequently if considered 

necessary. 

 All trips / visits are evaluated. 

 Any incidents are reported to SLT for investigation. 

 When a donation is required for the trip taking place (admission or workshop costs) guidelines are 

followed in line with the Charging policy. 

 

 


