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1   Introduction 

Blenheim High School believes in offering students a structured and balanced programme 
of educational visits which supports and enhances the curriculum. As well as to enhance 
student learning, visits seek to raise students’ spiritual, social, moral and cultural 
awareness and to promote a positive image of the School within the local and 
international community. 
 

This policy should be read in conjunction with the following policies: 

 Child Protection and Safeguarding Policy  

 Financial Procedures Manual 

 Behaviour Policy 

 Substance Misuse Policy.  

This policy has been formulated with the guidance of Surrey County Council’s Site Visits 
and Related Activities (Including DofE) with links to OEAP National Guidance & EVOLVE 
2018, which should be used as a reference point for issues that arise out of this policy.  
 

In order to reduce disruption to the curriculum, no educational visits are permitted 
between February Half Term and May Half Term, unless at the discretion of the 
Headteacher. 
 

The Educational Visits Checklist must be signed off by the Educational Visits Co-ordinator 
(EVC) prior to any commitments or engagements with any external providers. [See 
Appendix 1] 
 

2   Principles 
To give all students the opportunity to participate in well organised visits which are of 
benefit to the students, where the safety and wellbeing of the students and staff has the 
highest priority and represents good value for money. 
 

The general aim of the visit will be to achieve one or more of the following: 

1. Gather information from primary sources; 

2. Observe the practical applications of topics studied in theory; 

3. Provide aesthetic, cultural, spiritual, intellectual or athletic experiences; 

4. Ensure all students have access to a broad and balanced curriculum. 
 

A visit will be approved if the following criteria are satisfied: 

1. The experience will be within the competence and understanding of the students 
involved and have relevance and value to them. 

2. The teacher has a clear grasp of his or her objectives and has a well-planned 
programme not only for the visit but for preparation and for follow up work in school. 

3. Other teachers, whose work will be affected by the absence of the students on the visit, 
have received adequate notice (i.e. the visit is on the calendar) at least six weeks 
before the activity and have raised no objections (2 terms notice for a residential visit). 
The list of students involved should be circulated to staff and mention made at briefing. 
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4. For residential visits:  

a. A visit may be allowed to take place during school time if it is a required part 
of an exam course.  

b. For visits that support an aspect of the curriculum only one full school day can 
be missed. 

c. All other activities must take place in non-term time or at the Headteacher’s 
discretion.  

5. A risk assessment form must be completed and approved by the EVC for each visit; 
(Health and Safety at Work Regulations 1999); forms available on staff share. An 
activity that is off site but routine, taking place in the locality, can be covered by a 
generic risk assessment. Activities that are more complex, eg. Involving adventurous 
activities, residential or foreign travel require an ESRA (event-specific risk 
assessment).    (All Staff/Forms/Educational Visits) 

6. Arrangements comply with the regulations set out in Surrey County Council’s Site 
Visits and Related Activities (Including DofE) with links to OEAP National Guidance & 
EVOLVE 2018. 

7. Appropriate explanations of how parents/carers will be notified and kept informed 
have been submitted to the EVC. 

8. Appropriate financial planning has been submitted and agreed with consideration given 
to the cost to both the School and Parents.  All trips must be financially sustainable. 

9. There should always be equality of opportunity to access any visit and HOY should be 
consulted regarding participants. 

 
Cover for teachers taking part in a visit: 
The school budget does not allow for the cost of supply teachers to cover the timetables 
of teachers absent on visits.  Therefore: 

1. In choosing the date for a visit (after the calendar has been set) the PL should bear in 
mind the effects of absence on the effective running of the school and aim to 
minimise the cover required  

2. It is the responsibility of the PL to agree all the cover arrangements with the Deputy 
Headteacher - Curriculum as soon as possible in order to be granted authorisation. 
This also applies to timetable arrangements for students not taking part in the visit.  

 
Letters to parents: 
The following wording is to be inserted in the letter to parents:  
For activities taking place wholly or partly in school time: 
 
To cover the cost of the visit a voluntary contribution of £x will be required by xxx. We 
wish to make it clear that no student will be denied participation on the visit on the 
grounds that no contribution has been made. However, the school reserves the right to 
cancel the visit if sufficient funds cannot be raised.  Families currently in receipt of 
Government benefits should write to the Headteacher indicating their position as they 
may be able to have part of the cost of these activities met from the school fund. 
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For activities taking place outside school time, where the activity is not a requirement of a 
public examination (e.g. Biology Field Trip) or of the National Curriculum:  
To cover the cost of the visit a voluntary contribution of £x will be required by xxx. 
Families currently in receipt of Government benefits must write in confidence to the 
Headteacher outlining their inability to make a contribution. Please note the school has 
limited funds and requests may be declined.  

 

3   Roles and Responsibilities 
 
The Board of Trustees satisfies itself that the appropriate procedures, risk assessments, 
and control measures are in place and that the documented guidance notes are being 
followed.  All off-site visits that are residential, abroad, or hazardous need to be approved 
by the Board of Trustees.   
 
The Headteacher is delegated by the Board of Trustees to approve all off-site educational 
visits of a perceived low risk, local, daily or regular nature. 
 
The Finance & Operations Director (DFO) is responsible for ensuring that: 

 All trips are financially sustainable and approved in advance of booking 

 All relevant insurance is in place for each trip 
 

The Educational Visits’ Co-ordinator (EVC) ensures that all off-site activities follow the 
correct procedures.  They will approve the Party Leader for every visit and monitor the 
written risk assessments to ensure good practice.  In addition, the following 
responsibilities and duties are undertaken: 

 Support the Party Leader in identifying the purpose for the visit and the selection, 
training and briefing of appropriate supervising adults and volunteer helpers. 

 Ensure that DBS disclosures are in place where necessary and the Child 
Protection/Safeguarding Policy is followed. 

 Arrange Emergency Contact Duty officer and draw up proper procedures to be 
followed in such an event. 

 Keep records and make reports of accidents and ‘near-accidents’. 

 Review and regularly monitor procedures; 

 Liaise with the LA, Head of Strategic Risk Management, to ensure the proposed visit 
complies with the LA regulations. 

 
The Party Leader (PL) is responsible for: 

 Identifying the purpose of the visit and following the checklist published in the LA 
Guidance.   

 Completing a Risk Assessment for all off-site visits.  Significant risks and their control 
measures will need to be recorded and filed with the EVC.  

This will take account of: 

 Generic risks as published in the LA Regulations and Notes of Guidance for Off-site 
Activities. 
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 Event Specific Risks as identified from a pre-visit or thorough knowledge or 
experience of the environment, accommodation, the leader’s competence, the 
group and other facts such as 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. 

 Ensuring a full cost analysis has been undertaken and the trip is financially 
sustainable. This could include entrance fees, transport costs, staff costs, insurance, 
Parent Pay fees and administrative costs. 

 Ensuring that any travel company used will have the necessary accreditations. 

 Taking the lead for all planning of the trip including administration and 
communication with parents/carers before and after the trip. 

 Liaising with the DFO to ensure initial plans on funding the trip are agreed. This must 
be prior to any engagement with third party suppliers.  

 The overall supervision and conduct of the visit, including ability to control and lead 
pupils of the relevant age and be suitably qualified if instructing an activity and be 
conversant in the good practice for that activity if not. 

 Observe the guidance set out for teachers and other adults below. 

 Ensure that pupils understand their responsibilities set out below. 
 
Other Teachers and Adults involved in the visit should: 

 Do their utmost to ensure the health and safety of everyone in the group. 

 Care for each individual pupil as any reasonable parent would. 

 Follow the instructions of the leader and help with control and discipline. 

 Consider stopping the visit or activity if they think the risk to the health or safety of 
the pupils in their charge is unacceptable.  

 
Responsibilities of Pupils 

The PL should make it clear to pupils that they must: 

 Not take unnecessary risks. 

 Follow the instructions of the leader and other adults. 

 Dress and behave sensibly and responsibly. 

 Look out for anything that might hurt or threaten anyone in the group and tell the 
group leader about it. 

 Should not undertake any task that they fear or that they think will be dangerous.  
 
Any pupils whose behaviour may be considered to be a danger to themselves or to the 
group may be stopped from going on the visit. The safety of all members of the school is a 
priority. The curricular aims of the visit for these pupils should be fulfilled in other ways.  
 
Parents/Carers 
The Group Leader should ensure that parents are given information about the purpose 
and details of the visit and are invited to any briefing sessions for longer visits.  
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Parents must: 

 Provide the Group Leader with emergency contact number(s). 

 Sign relevant consent forms. 

 Give the Group Leader relevant information about their child’s health which might be 
relevant to the visit. 

4   Practice 
 

Before the visit 
 

1. The Educational Visit Checklist should be used to ensure all stages of the trip process 
have been followed. [See Appendix 1]. 
 

2. The Educational Visit flowchart must be followed. [See Appendix 2] 
 

3. Once the organiser of the visit has identified a suitable visit, (s) he must obtain an 
‘Approval in Principle’ form [See Appendix 3] and get approval from a budget holder 
and the Deputy Headteacher -  Curriculum (for any cover implications) and the 
Finance & Operations Director (for any financial and insurance implications) in 
advance of the visit. The form will detail the dates and location, the nature, aims and 
staffing of the visit together with travel arrangements and expected costs. The PL will 
submit this form to the EVC who will discuss with the organiser any issues arising from 
the visit.  Until ‘Approval in Principle’ is received, no money that cannot be recovered 
should be paid. 

 

4. The EVC will ensure that:  

 the proposed activity has significant educational value, academic and/or social, 
and is consistent with the aims of the school; 

 the proposed activity is suitable for the students taking into account their ages, 
abilities, needs and aptitudes. 

 

5. The EVC will then ask the Party Leader to complete and return the Application for 
Approval for School Visits’ Form [See Appendix 4] and submit this to the 
Headteacher/Chair of Trustees/DFO/LA as appropriate. 

 

  The Headteacher must ensure the proper supervision and planning of all activities, 
including the provision of a competent Party Leader who is a qualified member of the 
teaching staff with two or more years teaching experience. First aid kits must be available 
to groups taking part in off-site activities.  A minimum of six weeks’ notice is required for 
approval of such activities. 

 

  The approval of the Trustees and the LA must be sought for off-site activities, which take 
place in a high-risk area, involve a hazardous pursuit, an overnight stay or a journey by 
sea or air. Trustees should be kept informed of continuing planning and progress, 
including any significant changes, up to the date of the journey itself.  A minimum of two 
terms’ notice is required.  Where approval from the LA is granted, the leaders and helpers 
will be indemnified by Surrey County Council against any claims for negligence made 
against them arising from the activity. 

 

  The EVC should consult the relevant LA documentation for guidance on what constitutes 
hazardous activities and areas of high risk. 
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  Where an activity involves the use of the resources or expertise of an establishment or 
organisation other than that of the school, the Party Leader must make all reasonable 
efforts to ensure that the agency involved is competent and safe. An outdoor activity 
centre must provide written information to the school detailing insurance cover, 
provision of experienced staff, procedures for activities, First Aid provision, equipment 
safety standards, accident and emergency procedures and suitable accommodation, 
particularly for SEND students, where applicable. Employees must have had DBS record 
checks.  The outdoor activity centre should be accredited provides to BS8848 and or LOTC 
QB standard (Learning Outside the Classroom Quality Badge), N.B. AALA (Adventure 
Activities Licensing Authority) licence only covers safety management, whereas the LOTC 
QB covers both quality and safety of all activities offered. 

 The Party Leader should ensure that they have checked the list of students attending with 
the following members of staff in order to inform their trip planning: Assistant Headteacher 
– Designated Safeguarding Lead, Assistant Headteacher – Inclusion and SENCO. 

 Preliminary visits must be made to museums, farms, industrial establishments and field 
study centres if the sites are not known to accompanying staff. The Party Leader must 
make detailed notes of this visit and anything agreed verbally with the site provider 
should be confirmed in writing; a copy of any notes and written communications must be 
passed to the School Education Visits Co-ordinator (EVC). Approval and funding for these 
preliminary visits must be obtained prior to the event.   The EVC will hold a copy of the 
School Journey Insurance Policy and Party Leaders will need to be aware of its content.   

The Party Leader is to have up to date contact information and a copy is also to be kept in 
school.  The Party Leader must ensure that parents/carers are fully aware of the nature of 
the visit and activities to be undertaken and that they have given their written consent 
together with details of any medical information. A standard template is available from 
the school network. The letter should include a full description of the visit including daily 
programmes, nature of supervision, insurance arrangements and costs. For residential 
visits, the Party Leader should arrange an information meeting with parents well in 
advance of the visit. 

The minimum level of supervision required is as follows: 
      

 Pupil ages Group size Minimum Supervision 

Day visits in the UK 11-16 1-30 2 adults, one of whom must be a 
teacher. 

 11-16 31+ 1 adult for each additional 10-15 
students. 

 16+  At Headteacher’s discretion. 

Residential Visits and Day 
Visits including travel by 
sea or air 

11-16 Up to 20 2 adults, one of whom must be a 
teacher (gender match) 

 11-16 20+ 1 teacher/adult for each 
additional 10 students. 

 16+ 1-10 1 teacher 

 16+ 11+ 2 adults (include one teacher) 

 



   
 

Educational Visits Policy                                            Page 9 of 16                                       Date Published: Nov 2020 
                                                                                                                                                  Expiry Date:  Feb 2023 

Exchange visits as above, except where responsibility for supervision is confined to the 
journey in which case consult the LA guidance document. All mixed residential parties 
must be accompanied by both a male and a female member of staff. 
 
During the visit 
 

1. Care:  Teachers must take the same care that a reasonable, prudent and careful 
parent would take in the same circumstances; teachers must consider whether they 
would be able to justify their actions to professional colleagues whose judgement 
they respect and ultimately to a court of law; if in doubt, teachers should not go 
ahead with a course of action until they have sufficient further information and advice 
to remove the doubt.  

Alcohol 

 Students 
 No students under the age of 18 will be served alcohol.  For those who are legally old 

enough to drink, they will be allowed to consume alcohol at the discretion of the 
member of the Leadership Team who is the school’s EVC. In all cases, teachers must 
ensure that drinking is in moderation. 

 Adults 
 When staff are supervising students, e.g. on a ski slope, they must not drink alcohol – 

this includes lunchtime.  In the evenings, the party leader will identify which staff are 
on/off duty.  On duty staff are not allowed to consume alcohol.  All off duty staff and 
students over 18 are expected to be extremely sensible regarding drinking. 

 

 At all times the School’s Substance Misuse Policy is to be followed. 
 

 Guidance Notes for dealing with Emergencies will have been distributed to Party 
Leaders by the EVC. 

 
2. When moving from one area to another, head counts or register checks should take 

place.  In buses or coaches the emergency exits should be pointed out to students and 
staff/adults, prior to boarding.  Staff should position themselves throughout the bus 
or coach, and not sit all together at the front.  Seatbelts must be worn at all times. 

 
3. Travel by minibus: minibuses should be operated within the guidelines laid down by 

the School. All drivers of the minibus should have been awarded a Certificate of 
Competence (Surrey mini bus/people carrier drivers’ assessment scheme) by South –
East Minibus consultancy, Epsom or a similar suitable certificated authority. Passenger 
tolerance, the driver’s concentration, the type of journey, traffic and weather 
conditions must be taken account in the planning of the journey. The driver must 
check minibus safety prior to use. When abroad, Green Card and Breakdown Recovery 
Insurance is necessary and drivers must not exceed permitted driving hours. Minibus 
drivers must take regular breaks on long journeys (see Health and Safety handbook).  
There should be two drivers per minibus if either: 

 The journey is likely to exceed two hours; or 

 The journey happens at the end of the day unless the journey is local only. 
 



   
 

Educational Visits Policy                                            Page 10 of 16                                       Date Published: Nov 2020 
                                                                                                                                                  Expiry Date:  Feb 2023 

4. Travel by ferry: consideration must be given to the likely danger areas on board, 
including on deck. A group meeting point should be identified. The group must be 
briefed about what to do in an emergency, the location of muster stations, feeling 
unwell, losing their way on board. 

5. For all other forms of transport including rail, coach, shuttle, air, bus or car the safety 
procedures must be clearly explained prior to departure. 

6. In terms of activities including walks, adventure holidays, sporting etc, they too must 
have the safety instructions explained prior to commencement. 

7. The school, or a personal, mobile phone must be carried by the party leader. 

8. When unaccompanied students are to be put into groups. 

9. The Party Leader must have a list of the groups. 

10. Party leader to carry ‘quick check’ card with details of the LA-operated ‘Operation Duke’. 

11. When visiting urban areas, particularly tourist attractions, the Party Leader should 
identify a non-iconic building in the vicinity where the party would muster in the 
event of a terrorist attack.  The building could be a hotel, where a landline could be 
used to contact School in the event of the mobile network being taken down. 

Health and Safety 

The Trustees, staff and Headteacher of the school need to be satisfied that all participants 
in a visit will comply with Health and Safety Policy. All parties need to feel confident that 
participants will follow instructions and behave in a manner, which is appropriate. If it is 
felt that a student’s behaviour will cause problems to other students, staff or helpers on a 
visit then permission for them to attend may be withheld.  

When travelling abroad the school will always contact the Foreign Office and act upon 
advice given. 
 
After the visit 
 

Following any residential and/or foreign trip, the Party Leader should make a brief report 
to the EVC of any matters of concern arising from the trip. 
 

5 Additional Policies 
 
This policy should be read in conjunction with the following: 

 Child Protection and Safeguarding Policy 

 Financial Procedures Manual 

 The Behaviour Policy 

 Substance Misuse Policy  
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Appendix 1 

Educational Visits Checklist 
 

Must be completed prior to any commitment or engagements with any external providers. 
    

Trip Destination:   

Trip Date:   

Party Leader:   

  

 

 
Action Authorising Signatures Required  



Submit Educational Visits 'Approval in Principle' 
form 

Budget Holder    

Deputy Headteacher - Curriculum  ADM   

Director of Finance & Operations WLL   

Meeting held with Finance & Operations Director 
to discuss the Financials of the trip  

Director of Finance & Operations 
WLL 

  

School Calendar checked and appropriate notice 
given 
(At least 6 weeks before the activity is due to take 
place, or two terms if the trip is residential) 

Deputy Headteacher – Curriculum 

ADM 

  

Trip added to school calendar Curriculum Admin Support DVJ   

Financial details checked by Finance Team Finance Team BLL   

Application for Approval for Educational visit form 
Submitted and authorised by: 

Educational Visits Co-ordinator MND   

Director of Finance & Operations WLL   

Chair of Trustees  
 (if trip is residential, hazardous or 
abroad) 

 
  

Headteacher BDL   

Risk Assessment Completed and approved by EVC Educational Visits Co-ordinator  MND   

ESRA (event-specific risk assessment) completed 
for adventurous activities, residential or foreign 
travel 

Educational Visits Co-ordinator 
MND 

  

Trip put on Parent Pay Finance Team BLL   

Letters checked by MND and send to 
parents/carers 

Educational Visits Co-ordinator 
MND 

  

  

 

 Final Authorisations (Signed) (Date) 

 Educational Visits Co-ordinator (MND):    

 

Final Actions Authorising Signatures Required   

Checked with Finance team that all payments have 
been received from parents/carers 

Finance Team 
BLL 

  

Register of students attending trip to be issued Attendance Officer ARM   

Reception PCC   
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Educational Visit Checklist to 

be used at all stages of the 

process. 

Submit ‘Educational Visits-

Approval in Principle’ form to 

Deputy Headteacher - 

Curriculum/EVC/DFO. 

EVC or Headteacher, DFO, 

Chair of Trustees and Local 

Authority sign application form 

and approve Risk Assessment 

All letters to be authorised by 

EVC before being sent home 

When approval received, 

submit ‘Application for 

Approval for Educational Visit’ 

form and completed Risk 

Assessment to EVC. 

Don’t forget to include 

charge for Parent Pay  

(All forms in Staff Share/ All 

Staff/ Forms/ Educational 

Visits) 

Supply copies of all 

paperwork to EVC plus name 

of emergency contact if 

returning after school hours.  

Also include names of 

students and mobile number 

of party leader.  (If 6th Form, 

include students’ mobile 

numbers).  Notify canteen of 

numbers of absent students.  

Let Site staff know if coach is 

booked (to cone off car park) 

or if staff car(s) to be left 

overnight. 

Check with finance on the 

income for the trip.  

Information can now go to 

parents/carers, coaches 

confirmed, payments made 

etc, put trip on Parent Pay 

On departure day: 

Make sure Reception and 

Attendance Officer have up to 

date register of students/staff 

on visit, coach registration 

number(s) and any changes to 

arrangements   

Appendix 2 

Steps for organising an Educational Visit 
 

Wherever possible, trips and visits should be planned in the previous 

academic year and included in the calendar. 

 

If trips / visits are not in the calendar, no guarantee can be made that it will 

go ahead. 

 

Flowchart: 
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Appendix 3 

Educational Visits – Approval in Principle 
To be completed by the Party Leader 

Departure date and 

day: 
 Departure time:  

Return date and day:  Return time:  

No. of Students:  Year Group(s)  

 

Educational visit to: 

 

 

Supporting attainment in the following 

subject(s): 
 

Educational value of visit:  

 

Travel arrangements: 

 

 

Staff accompanying activity (aim for a 

minimum of 1:15 unless activity is ‘hazardous’): 
 

Approximate total cost of Trip  

Approximate cost per student  

(including Parent Pay fee): 
 

 

Estimate the number of lessons of cover: 

 

 

 

Party Leader name: 

 

 

 

Please sign to confirm Educational Visits 

Policy has been read by Party Leader? 

 

 

 

1. Activity approved in principle (MND):  
2. Activity approved in principle (BGL):  
3. Diary checked (ADM):  
4. Added to School Calendar by CAS:  

 
Please Note: 

 ‘Approval in Principle’ must be gained before any monies that cannot be 

recovered are paid 

 At least 8 weeks is required for approval of hazardous pursuits, residential 

activities or foreign travel  
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Appendix 4 

Application for approval for Educational Visit 
Sections A & B to be completed for all educational visits 

 

Section A 

1. Place(s) to be visited: Plus contact name and number for venue 

 

Date(s) of visit (include day of week):  

Departure (day/date/time):    

 

Return (day/Date/Time):   

 

Estimated Cost per student: 

      

Canteen informed Y/N        
 

3. Mode of transport:        Reg. No. (if known):  

 

4. Minibus drivers (if applicable):   Licences minibus approved?:    

 

  

 

  

 

 

 

 

 

 

5. Insurance arrangements: …………………………………….. 

 

6. Name of organising agency used / tour operator (if applicable):  

 

 

       Member of ABTA/ATOL: Y/N   If no, give details of bonding arrangements: 

ABTA  

       . .. . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

             

7. Accompanying adults:  

 

Name Title T/TA/P/O  Contact details 

    

    

    

    

                       Teacher (T) Teaching Assistant (TA) Parent (P) Other (O) 
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8. Students (attach register list and vehicle lists if more than one vehicle used): 

 

Year Group No. of boys No. of girls 

Years 7-9   

Years 10-11   

Years 12-13   

Total   

 

 

9. Name and telephone number(s) of duty officer  

      (For residential and/or foreign trips, must be a member of the LT) 

 

       Name:   

 
       Tel:    

 
10. Costs associated with visit – is VAT recoverable: Y / N?  (SEE Finance Team if unsure) 

Budgeting Use Only 
Expenditure Budget Cost Detail Actual Cost Incurred 

Travel £-    £ 

Entry/accommodation £    £ 

Parent Pay charge - 1.5% of total 

cost 
£-    £ 

Other (KIT) £-   £ 

Other £-  £ 

 

For completion in all cases 

 Budget cost Detail Actual Cost incurred 

Total cost of visit   £ 

No. Students                (a)   

Charge per student    (b)   £ 

Income Expected     (a x b)   £ 

 

For Completion After Trip 

Total Income Banked £ Total Costs  £ 

Trip break-Even?   Y  / N  Surplus/(Deficit) £ 

Surplus/student £ Refund Due?   Y  /  N 

Deficit funded by:  

Signed Party Leader: Date: 

Signed Bursar : Date: 
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Section B 
 

To be completed by the Party Leader for all visits. 

 

I have read the School Visits Policy.  I attach completed risk assessments. 

 

I believe the information on this form to be true and accurate.  I will notify the School Visits 

Co-ordinator (RI) of any changes in the above information. 

(If a preliminary visit has been made the evaluation should be attached to this sheet.) 

As Party Leader it is my responsibility to take the lead with all communications with parents, 

staff, trip organisers and financial administrators. 

 

Signed: . . . . . . . . . . . . . . . . . . . . .   (Party Leader)       Date: ……... . . .  

 

Name:. . . . . . . . . . . . . . . . . . . . . . 

 

 

Declaration of Director of Finance & Operations 

 

I have advised the party leader that I am satisfied that the trip has been costed correctly, 

insurance provisions are in place and a reputable tour operator is being used. 

 

Signed:   . . . . . . . . . . . . . . . . . . . . . .                             Date: . . . . . . . . . . . . . 

 (Finance & Operations Director) 

 

 

Declaration of Educational Visits Co-ordinator 

 

I have advised the party leader that I am satisfied that the journey conforms to the 

Guidelines for Educational Visits and Outdoor Education Activities. 

 

Signed:   . . . . . . . . . . . . . . . . . . . . . .   (EVC)                   Date: . . . . . . . . . . . . .  

 

Name:    . . . . . . . . . . . . . . . . . . . . . . 

 

 

To the Chair of Trustees  

 

I hereby request the approval of the Trustees to this educational visit.  I have satisfied 

myself that it conforms to advice contained within the LA’s Guideline for Educational Visits 

and Outdoor Education Activities 2004.  I attach a copy of the relevant itinerary. 

 

Signed:   . . . . . . . . . . . . . . . . . . . . . .                             Date: . . . . . . . . . . . . . 

              (Headteacher) 

 

 

 

To the Headteacher 

 

Having been provided with sufficient information, I approve this journey on behalf of the 

Trustees. 

 

Signed:   . . . . . . . . . . . . . . . . . . . . . .                             Date: . . . . . . . . . . . . . 

              (Chair of Trustees) 

 

Notes: 


