


 
Mission Statement                                                                                                                                        

Liverpool College values the dignity of each individual and promotes the development of character and 
learning through a commitment to high standards within a caring community. 

 

 
Core Values 

We recognise that all pupils have different talents and strive to ensure that every pupil has an equal 
opportunity to find and develop the talents they do possess 

We believe that the development of character, creativity intellect and spirituality, are the primary aims of 
education. 

We work together to create a happy and caring school community which is engaged in our local community 
and the wider world 

We pursue high standards in every area of school life 
 

This is a whole college policy and applies to the Pre Preparatory, Preparatory and Senior School as  
well as the Boarding Halls and the Breakfast Club, after school clubs and the Young Explorers Holiday Club. 
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 Educational Visits/Learning outside the Classroom Policy 

 

Introduction 

Liverpool College believes that safely managed, well planned educational visits with a 

clear purpose are an indispensable part of a broad and balanced curriculum for our 

pupils.  They are an opportunity to extend the learning of all pupils, including an 

enrichment of their understanding of themselves, others and the world around them.  

They can be a catalyst for improved personal performance, promote a lifetime 
interest and in some cases lead to professional fulfillment.  The teaching staff and 

governors are committed to providing Educational Visits and Learning Outside the 

Classroom activities that supplement and enhance the curriculum, providing 

experiences that may otherwise be impossible. 

Liverpool College follows the Liverpool City Council Educational Visits Policy and 

uses the School Improvement Liverpool Software called ‘Evolve’ for the planning and 

approval of all visits/learning and fixtures outside of the college grounds and/or 

outside of school hours. For residential visits and day visits catorgised as B, C or D 

(see below) School Improvement Liverpool will also assess and provide approval for 

the visit/learning. Sporting Fixtures that are held outside of the college grounds 
and/or outside of school hours are also covered within this policy*. 

This policy provides a clear and coherent structure for the planning and evaluation of 

our Educational Visits to ensure that any risks are managed and kept to a minimum, 

for the health, safety and welfare of all pupils and staff at all times.  We seek to make 

our visits available to all pupils, and wherever possible to make them accessible to 

those with disabilities.  

Aims 

The aims of this policy are to  

 Ensure that every pupil has the opportunity to benefit from educational visits/ 

Learning outside of the Classroom 

 Ensure that all visits are safe, purposeful and appropriate to meet the 

educational needs of the pupils taking part  

 Ensure assessments and procedures for managing risks are in place 

 Ensure that whenever appropriate, further advice is sought from the Local 

Authority and from other technically competent sources 

Definitions of Visits 

Visits can be categorised into three categories, these are: 

 

Category A 

These are activities that present no significant risks. They should be supervised by a 

teacher who has been assessed as competent by the LA or Educational Visit Co-

ordinator, where appropriate, to lead the activity.   Examples include sports fixtures, 



museum trips, Sixth Form attending lectures outside of school, walking in parks or 

field studies in environments presenting no technical hazards. 

 

Category B 

These comprise some higher-risk or higher profile activities. LA approval is required 

for this category of activity. Safe supervision requires that the Group Leader should 

as a minimum, have undergone familiarisation specific to the activity and / or the 

location. The Group Leader will have to be approved as suitably competent by the 

LA, and hold any necessary qualification/award. Examples include; walking in non-

remote country, camping or cycling on roads. 

 

Category C 

This is the most demanding category. 

It includes all those activities that if not school-led, would be in the scope of the 

Adventure Activities Licensing Regulations 1996. LA approval is required for visits in 

this category. In the case of sports, where safe supervision requires the leader to 
complete some prior test of his/her specific competence, such testing might include a 

recognised course of training, the recorded accumulation of relevant experience or 

an assessment of competence by an appropriate body. 

 

Category D 

This is when the visit is residential and/or is abroad. 

 
Roles and Responsibilities 

 
Trip Leader 

 to provide a proposal for an educational visit (on a part completed PDF 

version of Evolve), to SLT for approval. This proposal must include the date, 

educational objectives, outline of the activity, costing and proposed staffing 

 once approval has been granted, the Trip Leader must continue to plan, 
communicate with parents, coordinate and risk assess the visit. See Appendix 

A 

 complete Evolve for final approval. For residential and high risk visits Evolve 

must be completed at least 30 days before the visit. This provides sufficient 

time for the LA to grant approval. For days visits Evolve must be completed 

at least 2 weeks in advance. In the case of unexpected visits and competitions 

there will be exceptions to this rule 

 to ensure the visit is staffed and led in a safe manner, and according to the 
details supplied within Evolve 

 to evaluate the educational visit/learning outside the class and to complete 

any relevant documentation after the visit/learning has taken place. 

 
Accompanying Staff 

 will be delegated responsibilities by the group leader, including responsibility 

for first aid and child protection. 

 will be assigned a group, where significant numbers of pupils are participating 
in a school trip, they will be organised 

 
 



EVC (Educational Visit Co-ordinator) 

 provide support and advice to trip leaders on the planning of educational 

visits and the completion of Evolve. 

 check all Evolve Educational Visit submissions and work with the Trip Leader 
to ensure that the submission reaches required standard. 

 Submit educational visit forms within Evolve to the Vice Principal with 

responsibility for Educational Visits. 

 

Vice Principal 

 Will act on behalf of the Principal to approve educational visits via Evolve. 
Once approved educational visits/learning outside the classroom, other than 

Category A, will automatically by passed onto School Improvement Liverpool 

for further approval. 

 

School Improvement Liverpool 

 Will authorise submitted Educational Visits via Evolve 

 

Inclusion 

Liverpool College fully supports the availability of Educational visits and Learning 

Outside the Classroom to all pupils and recognizes that children with additional 

needs, including those with challenging behaviour, should not be unnecessarily 

excluded. A child with special educational needs or a disability may require additional 

supervision during a school trip and, depending upon the nature of the condition, it 

may be necessary to complete a separate risk assessment. If a child with a statement 

of special educational needs takes part in a trip, the college permits an additional 

adult to accompany the trip to provide additional supervision for that child. If a child 

with special educational needs or a disability is participating, it may be necessary to 

plan well in advance and conduct a pre-visit. 

Reasonable adjustments will be made to accommodate pupils with additional needs, 
however, if the safety of a pupil (or others) cannot be guaranteed because of his/her 

inclusion in the visit, then that pupil will not be included in the visit. Documented 

evidence, including the risk assessment will be retained on Evolve. 

 

Supervision 
 

The safe movement and care of children needs very specific supervision and staffing 

ratios are dependant on many factors e.g. location, weather conditions, experience 

of staff, etc. The college will follow the LA recommendations for the ratio of staff to 

pupils. 

 

The LA recommendations for minimum staffing levels for category A visits are as 

follows:- 

1:4   Reception 

1:6  Years 1-3 

1:10 – 1:15 Years 4-6 
1:15               Years 7-13 

 



The LA recommendations for minimum staffing levels for category B- D visits are as 

follows: 

Reception Better than 1:6 

Years 1-3 1:6 

Years 4-6 1:10 

Years 7-13 1:10 

Children with SEN may require additional adult support depending on their 

particular needs.  Adults supporting individual children do not count in the ratio 

decisions.  It is desirable that one adult per party holds a current qualification in First 

Aid.   

 
If a child is unfit to continue on the trip, the parents will be informed and asked to 

collect the child. If this is not possible a member of staff will accompany the pupil 

 
Pre-existing medical conditions and medication 

 Accurate records of any participants who have a pre-existing medical 

condition or / and are taking medication must be retained by the group 

leader. 

 Any pre-existing medical conditions of either staff or pupils must be declared 

to the College who, in turn, will inform the insurance company. 

 Pupil medication that has been provided by parents must be in the original 

bottle / container, clearly labelled and contain enough medicine for the 

duration of the visit, and if appropriate, plus an additional 48 hours in case of 

delays. 

 If a member of staff accompanying the trip administers medicine it must be 

recorded. 

 For any pupil who is self-administering medicine, the group leader must 
ensure a checking system is in place. 

 It may be necessary for staff to receive EPI-PEN training prior to departure. 

 It may be helpful to discuss any pre-existing medical conditions, including 
their management, with a pupil and their parents prior to departure. 

 
Discipline 

 Prior to the Educational Visit the college reserves the right to withdraw any 
student from an Educational Visits if the pupil repeatedly displays poor 

standards of behaviour in the college and it is considered that this behaviour 

would pose a serious Health and Safety risk on the Educational Visit. In such a 

circumstance the school will not refund any payments to the parents already 

made to the tour operators. 

 During the Educational Visit, it may be necessary for the group leader to 

issue an appropriate sanction to a pupil who behaves poorly during a school 

trip. For a serious breach of discipline, the group leader should inform the 

Principal or Vice Principals to discuss the matter at the earliest available 
opportunity. In the most extreme cases, a pupil may have to be repatriated 

back home, at his/her parents ‘own expense. 

 

 

 

 



Parent/Carer Consent 

 

Every year parents are asked to provide written consent for certain visits/learning 

outside the classroom. These include fixtures and visits within the local environment. 

Parent Pay is also used a vehicle to gain parental consent when payment for the visit 

is required. Written permission will be asked for when non-payment is required for 

a visit/learning, other than those covered in the annual consent form. 

 

*Sporting fixtures 

Any Sporting Fixtures that are held outside of the college grounds and/or outside of 

school hours are covered within the umbrella of this policy. All such events are to be 

entered into Evolve. They can be uploaded with several dates and a generic Risk 

Assessments for each venue to be included. Risk Assessments are completed for 

each sport and stored on the Intranet and reviewed annually. The SLT approval for 

such activities is given when the Fixture Calendar is generated at the start of each 

academic year. 

 

Finance 
Finance provisions are in accordance with the provision of the Charging and Remissions 

Policy and also: 

 In the event that a pupil withdraws from a trip the deposit paid cannot be 
refunded, however the college will attempt to recover all other monies paid 

and return it to the pupil. The amount of refund is dependent on how late 

the pupils is withdrawn from the activity, whether a replacement pupil can be 

found and what costs have already been met by the college which cannot be 

reclaimed. Where a trip is organised through a tour operator or external 

supplier, the cancellation charges which are described in the booking 

conditions/terms of the insurance will apply.  

 A pupil who is withdrawn from a school trip by the Principal for disciplinary 

reasons is liable to lose all monies concerned.  

 Where a trip is not paid in full one week prior to the date of the activity, the 
college reserves the right to withdraw that pupil from the Educational Trip. 

 The additional cost of any member of staff required to accompany the school 

trip should be met by the pupils. For an essential school trip, this cost will be 

met by the department. 

 The cost of an additional adult (not in the college’s employment) 
accompanying the trip (beyond those needed to meet the staff:pupil ratio) 

will be met either by the department or by the individual concerned. 

 Pupils will be given the opportunity to pay in instalments if necessary. 

 

Related documentation 

Policies and Guidance within Evolve. www.evolve.edufocus.co.uk  

City of Liverpool Educational Visits Policy within Evolve and at www.liverpool.gov.uk 

HS01 Health and Safety Policy 

GB03 Charging and Remissions Policy 

http://www.evolve.edufocus.co.uk/
http://www.liverpool.gov.uk/


 

 
 

 

 

 

Appendix A 
 

The stages outlined below can be used as a tick list for use when organising a visit. 

 

Outline proposal to SLT to include 

• Visit’s aims & objectives 

• Likely date, duration, venue 

• Participant & staffing arrangements 

• Resources and estimated costs 

• Outline of the visit category 

 

Planning 

• Contact the venue; ensure it is suitable for the visit  

• Decide on transport details  

• Decide on Group Leader/Supervisors & adult volunteers  

• Decide on funding and budget arrangements  

• Undertake a risk assessment one generic risk assessment may cover 

  several similar visits  

• Undertake an exploratory visit if required  

• Risk assessment and intended hazard control measures  

• Emergency procedure and Home/School Contact  

• Transport arrangements  

• Insurance arrangements  

• Costs  
• Group membership  

• Staffing details; relevant qualifications & experience  

• Contingency plans e.g. bad weather activities planned. 

 

Complete Evolve within the specified timelines 

 Name of trip 

 Type 

 Purpose 

 Dates 

 Visit times 

 Venues/external providers 

 Travel arrangements 

 Staffing 

 Attendees 

 Emergency contacts 

 Consent and medical information 

 Attachments including risk assessments, letters and itinerary  


