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1.  Introduction  

 
The value of off-site educational visits1 and residential trips within the UK and to other parts of the world is recognised 

by Rye Academy Trust as an important aspect of the curriculum which can enrich learners’2 academic and cultural 

education.  The curriculum content of some subjects requires visits/field studies/subject based activities which take 

place off-site.  

 

The trust has an inclusive policy in relation to educational trips which are open to all learners enrolled within the trust’s 

academies.  The trust will ensure arrangements are in place for the educational objectives of all trips to promote 

inclusion and able to be accessed by learners on an equal basis.   

 

For all off-site trips, whether residential or not, in the UK or aboard, the trust will ensure that all reasonable steps are 

taken to establish safe conditions for learners and staff and that levels of risk are both manageable and acceptable.   

 

The safety and well-being of our learners is our paramount concern. For this reason, the trust does not permit young 

people who are not enrolled at one of the trust’s academies, to participate in trips.  

 

2.  Scope  

 
This policy applies to all members of staff employed by the trust who take learners off-site.  It is applicable to the 

learners participating in trips and to their parents/carers.    

 

The policy sets out the responsibilities, requirements and guidelines for planning, organising and managing trips to 

ensure that learners and staff experience the best possible benefits from these activities whilst at the same time 

minimising risks to their health, safety and well-being. 

 

The trust expects all staff who wish to lead off-site activities to cooperate fully with the trust’s agreed protocols and 

procedures (as set out in this policy) to ensure activities are safe, legal and compliant and meet statutory requirements 

                                                 
1 Hereafter referred to as “trips” to denote all off-site trips (including residential), visits and activities.   
2 “Learners” refers to young people enrolled at a Rye Academy Trust academy. 
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and regulations.3  

 

All members of the trust community – staff, trustees, volunteers - are made fully aware of their responsibilities 

regarding safeguarding and promoting the welfare of learners/staff.  This policy has been written taking all aspects of 

safeguarding into consideration  

 

3. Principles  

 

The Board of Trustees is responsible for:  

 Approving the overall framework for the management of trips undertaken by the academies and ensuring that 

the relevant regulations and guidance are observed in operational practice.   

 Approving the parameters concerning the range and type of educational trips which can be supported.   

 

The following principles underpin all trips:  

 All learners should be able to access and take part in trips on an equal basis.   

 Trips must be deemed to have a suitable educational purpose, demonstrating clear objectives and benefits in 

relation to the curriculum. Approval may be refused if this criterion is not met.  

 The safety of learners and staff is paramount.  

 In accordance with the trust’s stated aim of providing an inclusive environment, the trust will take all reasonable 

steps to support and accommodate transgender learners. Any specific considerations about how to 

accommodate learners will be discussed and agreed with the learner/their parents/carers/trip 

leader/educational visit coordinator (EVC) in advance.  

 Proposals for off-site activities will comply with staffing requirements (see 5 below). 

 Every effort should be made to minimise impact to lessons. Cover requirements will be taken into account in 

considering trip proposals. Permission for a trip may be denied if cover for absence cannot be arranged.   

 If the trip is within school hours or for the curriculum, a voluntary contribution may be requested.  Other trips 

may be charged for.   

 All trips must be self-financing.  The trust is not able to subsidise costs.  

 In general, trips which relate to examination requirements will be permitted for Year 10 and Year 11 students 

during terms 3 – 5. 

 Whenever possible, trips should be added to the trust/academy calendar. This will be facilitated by staff 

planning sufficiently in advance.  

 School holidays are discounted from planning timetables set out below, therefore staff should allow additional 

time where required to comply with the relevant timescales. Staff should seek advice from the EVC. 

 All payments/permission slips must be completed and returned 3 weeks in advance of a trip taking place; 6 

weeks for an international trip. 

 While engaged in activities off-site, staff/learners are ambassadors for the trust/academy and will be expected 

to uphold the trust’s reputation and give a positive impression through their actions and behaviour.   

 The relevant behaviour policies for learners and code of conduct for staff apply to all activities off-site.  The trust 

will take action where these policies are not adhered to.  

 

                                                 
3 DFE Health and Safety of Pupils on Educational Visits – February 2014. OEAP National Guidance. 
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Attendance on trips is reserved to learners at the trust’s academies and teachers/staff employed by the trust.  The 

EVC/headteacher may, in exceptional circumstances, following consideration of a written request from the trip leader, 

approve a request for other adults to accompany the trip.   

 

The procedures set out in this document are essential to be followed to enable the headteacher, EVC and finance to 

discharge their responsibilities in ensuring correct procedures are followed.  A trip will be at risk if staff fail to comply 

with procedures.   

 

The pupil premium co-ordinator must give prior approval for pupil premium funding to be used for any trip.    

Trips which fall on extended learning days are covered by the procedures set out in this document.  

 

3.3 Inclusion 

 

The trust/academy endorses the following principles for all learners:  

 A presumption of entitlement to participate. 

 Accessibility through reasonable adjustments.  

 Integration through participation with peers. 

 

The trust/academy acknowledges that it is unlawful to:  

 Treat a young person with a protected characteristic less favourably. 

 Fail to take reasonable steps to ensure that young people with protected characteristics are not placed at a 

substantial disadvantage without justification. 

 

We also acknowledge that expectations of staff must be reasonable, so that what is required of them (to include a 

young person) is within their competence and is reasonable.  

 

The trip leader can ensure that any learners with special or medical needs may be accommodated by: 

 Checking that accommodation and activities are suitable. 

 Altering staffing arrangements where necessary.  

 Ensuring that any relevant medical paperwork (including medication, dietary requirements and allergies) has 

been provided by the parents/carers and that all needs can be catered for. 

 

4. Roles and Responsibilities 

 

Headteacher and/or Lead Executive  

 

The headteacher and/or lead executive are responsible for ensuring that the trust’s policy is implemented and that all 

trips are properly planned and appropriately supervised by a competent person.  

 

The headteacher/lead executive will:  

 Approve trip proposals – which will include asking questions about the trip’s educational objectives and how 

they will be met.  A proposal will be challenged where the educational benefits/objectives are unclear or where 

the means to meet them do not appear to be realistic.   

 Ensure that the required risk assessments and all other specific event arrangements are in place.   
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 Ensure that accreditation or verification of independent providers have been checked.  

 Ensure that the trip arrangements comply with the regulations and guidance offered by the Local Authority, DfE 

and others, as well as conforming to the trust’s health and safety and safeguarding policies.  

 Approve refunds in the event of cancellation.   

 Ensure that trips are reported to the board of trustees, including seeking agreement from trustees of all trips 

that are residential, hazardous or overseas.   

 Delegate to the EVC any aspect of these administrative responsibilities having regard to the responsibilities of 

the EVC below.   

 

4.2 Educational Visits Coordinator (EVC) 

 

The EVC is responsible for ensuring effective management of all aspects of trip procedures and to ensure that the trust’s 

policies, guidance and regulations are followed.   

 

The functions of the EVC are to:  

 Support the headteacher/chief executive/trustees with approval decisions. 

 Ensure the effective organisation of all trips.    

 Ensure that risks have been completed/assessed and appropriate safety measures are in place, including 

completion of risk assessments and EXEANT4 applications.  

 Confirm the general competence and supervisory ability of leaders and other adults proposed for a trip and 

liaise with the trust HR Officer to ensure relevant checks are in place as necessary -e.g. DBS.    

 Liaise with the Outdoor Education Adviser where appropriate.  

 Maintain a clear and accurate audit trail of documentation relating to trip approvals, processes and procedures.  

 Organise the selection, induction, monitoring and further training of staff permitted to lead trips and keep these 

aspects under continual review.    

 Work with the trip leader to provide parents/carers with information about the trip and manage procedures for 

obtaining, monitoring and recording parental consent for their child to take part.   

 Ensure that emergency arrangements and emergency contact(s) are in place for each trip and ensure 

compliance with trust requirements for reporting incidents and accidents (including ‘near misses’). 

 Keep records of individual trips including what worked well, what didn’t and any accident/incident reports and 

report on these accordingly as required.   

 Review systems and monitor practice, for continual improvement and compliance.     

 

4.3 The Trip Leader 

 

The trip leader is responsible overall for the supervision and conduct of the trip.  Trip leaders should ensure they follow 

the process set out at Appendix 1 & 2 attached.  

 

The trip leader must:  

 Ensure the proposed trip is suitable for learners.   

 Complete trip applications on EXEANT. 

 Obtain approval for the trip from the EVC/headteacher/chief executive.   

                                                 
4 “EXEANT” is the system used to provide the headteacher & EVC with information about the planned trip & provides the audit trail. 
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 Undertake and complete the planning and preparation of the trip, liaising with the EVC, briefing other staff and 

parents/carers. 

 Identify significant hazards, ensure procedures are in place to reduce risk to an acceptable level, and brief 

parents/carers/headteacher and others on any residual risk(s) and how these will be managed. Liaise with the 

EVC to assess the risks/complete a risk assessment and respond to requests from the EVC to provide additional 

information where required.  

 Be approved to lead the trip through being assessed as suitably competent and knowledgeable to supervise 

learners in accordance with relevant policies and procedures.    

 Ensure they have all relevant information about learners participating in the trip to be able to risk assess the 

suitability of activities and ensure the safety and well-being of learners at all times.  E.g. information about 

special educational or medical needs.  

 Appoint a deputy trip leader where appropriate.  

 Ensure the behaviour of all those on the trip – learners and staff – promotes the positive reputation of the 

trust/academy in line with behaviour policies for learners and staff code of conduct. The consumption of alcohol 

on any trip is strictly prohibited and will be regarded as a disciplinary matter.   

 Be vigilant as regards safeguarding and take action to protect learners where required. 

 Notify the cover manager well in advance of any cover requirements arising from the trip.   

 Ensure the ratio of staff to learners is appropriate for the trip and the needs of the learner cohort.   

 Ensure that all accompanying adults, whether employees or volunteers, are briefed on the purpose of the trip, 

their roles and responsibilities and are not given responsibility beyond their level of competence.   

 Carry out dynamic risk management during the trip and take action to mitigate risk to learners, including 

stopping activities if required.   

 Make appropriate and adequate preparations for emergencies in conjunction with the EVC and ensure that all 

accompanying staff are familiar with these procedures. E.g. ensuring the trust’s emergency protocols are 

followed in the event of an emergency and that this information is easily accessible by all staff accompanying 

the trip.  (See also 4.3.2 below).  

 Ensure that first aid cover is available. 

 Evaluate the outcomes from the trip within two weeks of return and submit a report to the headteacher. The 

trip leader should raise with the EVC immediately upon return, any significant concerns arising from the trip, 

particularly where these involve an external provider so that the EVC can report on these to the Outdoor 

Education Adviser.  

 

When the trip is live, in an emergency, the trip leader must:    

 Stop all activities 

 Ensure all learners are safe.  

 Inform the emergency services (if deemed necessary).  

 Contact their emergency contact person(s) and give them the details of the situation.  

 Follow the procedures for dealing with a serious accident/incident or fatality.  

 

4.4 Other teachers, staff and adults involved in a trip  

 

The participation of all staff in trips is by agreement with the trust, whether the trip takes place during, or outside of, 

normal contracted hours.    

 



 
 

 
 

6 

 

Teachers will:  

 Follow the instructions of the trip leader at all times and support the trip leader with supervising learners. 

 Do their best to ensure the health and safety of everyone on the trip and report any issues/concerns that may 

arise immediately to the trip leader.  

 Consult the trip leader, and, where necessary, take immediate steps to terminate the trip if there is an 

unacceptable risk to the health and safety of learners or anyone else attending the trip.   

 

Non-teacher adults will be properly vetted, DBS checked (if appropriate) and their suitability will be assessed in 

accordance with the trust’s Safeguarding and Child Protection Policy.   

 

Non-teacher adults will:  

 Not be left in sole charge of learners.  

 Do their best to ensure the health and safety of everyone in the group and advise the trip leader immediately of 

any concerns.  

 Follow the instructions of the trip leader at all times and support the trip leader with supervising learners.  

 

4.5 Parents/carers  

 

Parents/carers have an important role in taking an informed decision on whether a trip is suitable for their child. The 

trip leader must ensure that parents/carers are given sufficient information about the trip on which to make an 

informed decision, including being invited to any briefing sessions. The trip leader should also tell parents/carers how 

they can help prepare their child for the trip by, for example, reinforcing the trust’s expectations around behaviour.  

 

Parents/carers must:  

 Provide the EVC with emergency contact number(s).  

 Sign a specific consent form for residential, hazardous & overseas trips, along with the annual consent form for 

all other trips.   

 Inform the trip leader about any medical, psychological, emotional or physical condition of their child relevant 

to the trip prior to their place being booked.   

 Provide details of where they can be contacted in an emergency or if a party or individual has to return earlier 

than planned.    

 Inform the Leader/EVC of any new medical conditions or illness prior to the departure of the trip. 

 

Parents & Learners must be aware that any valuables brought on an educational visit are the sole responsibility of the 

students/parent and Rye academy trust will not be held responsible for any loss or damage. 

 

4.6 Learners  

 

On all trips learners must:    

 Not take any unnecessary risks. 

 Follow the instructions of the trip leader, staff and other supervisors including staff at the venue.  

 Dress and behave appropriately and responsibly. 

 Wear academy uniform unless teachers have given permission for alternative dress more suitable for the 

activity. 
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 If abroad, be sensitive to local codes and customs. 

 Look out for anything that might hurt or threaten an individual or members of the group and inform the trip 

leader or another member of staff immediately.   

 

Learners should be aware that inappropriate behaviour during a trip could risk their chances of taking part in further 

trips and incur action under the relevant behaviour policy.  Names of any learners who have breached the relevant 

behaviour policies will be passed to the headteacher upon return.    

 

The trip leader has the right to refuse to take any learner if that learner cannot meet the expected standard of 

behaviour as defined under the relevant policy.  The trip leader must demonstrate that they have:  

 Completed a risk assessment for the learner which has identified situations which could pose a threat to the 

health and safety either of the learner concerned, or others in the group.  

 Considered alternatives such as day trips or one to one supervision, etc. 

 

If a child takes medication and is going on a school trip, they will be required to bring it with them in a labelled clear bag. 

Before departure the trip leader or first aider will check all students have their medication with them.  

If the student is unable to produce their medication, the trip leader is at liberty refuse to take that student on the trip 

and they will be asked to return to college, or to be collected by their parents. 

 

Rye College reserves the right to remove any student trip who cannot display the required standards of behaviour 

outlined in the Rye College Behaviour Policy. If a student cannot display the required standard of behaviour outlined 

while on a live visit, the leader will contact the parents to collect their child. This will be at the expense of the parent.  

  

4.7 Board of Trustees 

 

The board of trustees has a key role in providing oversight of all activities undertaken by the academies to ensure that 

trips are offered to all learners on an equal basis and that there are clear, reasonable and acceptable grounds for any 

exceptions and procedures in place to ensure such exceptions are communicated and discussed fully with the learner 

and their family. Trustees should satisfy themselves that the academies have suitable policies and procedures in place to 

adequately manage and monitor all activities falling within the scope of this policy. The board of trustees will 

periodically request reports on activities which fall under this policy for monitoring purposes through headteachers’ 

reports to the board of trustees.  

  

5. Staffing  

 

The following factors apply in determining staff ratios:   

 Gender and age of learners. 

 Number of learners with SEND, medical or other requirements.   

 The type of activity and hazards associated with it. 

 The length and type of journey.  

 The experience and competence of staff both generally and to oversee specific activities. 

 Requirements of the venues to be visited. 
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Minimum staffing ratios are as follows: 

 One to 15 (1:15) for day trips. 

 One to 10 (1:10) for trips involving an overnight stay.  

 One to 10 (1:10) for trips deemed to be hazardous.  

 One to 10 (1:10) for trips abroad.  

 

Further to the above, in the case of residential trips involving learners of only one gender, one staff member must be of 

the same gender as the learners.  For mixed groups, a staff member of each gender must be included.  

 

6. Financial Requirements  

 

The following apply to all trips:   

 All trips must be self-financing.  

 Finance must be informed about a trip at the point of initial approval and will set up a cost centre to hold 

monies related to the trip.    

 All monies must be received by finance three (3) weeks prior to the date of the trip.   

 All claims from pupil premium, bursary or any other funds must be approved by the responsible member of staff 

before a place can be allocated to the learner.  

 Any approved expenditure related to the trip must be requested using the purchase order system. The purchase 

order must be submitted three (3) weeks prior to the date of the trip, or three (3) weeks before payment is due 

to the provider – whichever is sooner.  

 

In the event of a cheque being refused and returned to the trust unpaid, alternative payment must be made in cash. An 

administration charge of £4.00 pounds will also be payable. Bounced cheques will result in the learner being removed 

from the trip until payment is made in cash immediately and no later than 7 days before departure. 

 

Refunds will be discretionary and dependent on whether the trust incurs a financial loss as a consequence of a learner 

withdrawing from a trip.  Refunds will need to be requested via a trip refund request form that will need to be 

completed by the trip leader and authorised by the relevant authoriser.  

 

In the event that a name change may be required for a trip booking, the cost of such will be borne by the 

parent/carer/learner.  

 

In the event of any additional, unforeseen, cost(s) being incurred by a staff member while on a trip, an approved 

expenses claim form must be submitted to finance within two weeks of return.    

 

If the minibus is to be used, a charge of 45p per mile will need to be factored into the cost of the trip along with 

additional costs such as parking, tolls/congestion fees, etc. Finance must be notified by the trip leader of any pre-

payments identified regarding the use of the minibus three (3) weeks in advance of the trip.   

 

School Journey Insurance may need to be arranged depending on the nature of the trip e.g. if deposits are paid, learners 

are taking belongings or the trip is abroad. Parents/carers should be informed of the insurance arrangements.   
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7. Alternative off-site provision   

 

Where learners are attending provision off-site, the following must be in place:  

 A written partnership agreement between the trust and the off-site provider(s)/organisation(s). 

 A risk assessment of the journeys learners need to undertake to and from the venue.   

 Parents/carers must be informed of the details of insurance in place and its terms and conditions.  

 Parents/carers must be informed how learners will be transported to and from the venue. Where private cars 

are used, relevant checks will be carried out and guidance provided to volunteer drivers.  When coaches and 

minibuses are used, the leaders must ensure all learners wear seat belts.  A current East Sussex minibus permit 

is required to drive a minibus.  

 School Journey Insurance may need to be arranged depending on the nature of the trip e.g. if deposits are paid, 

learners are taking belongings or the trip is abroad. Parents/carers should be informed of the insurance 

arrangements.   

 

8. Policy Status and Review  

 

This policy will be reviewed as it is deemed appropriate, but no less frequently than every 2 years. The policy review will 

be undertaken by the trust board, or nominated representative. 
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Appendix 1 

 
Staff wishing to undertake any trip involving learners must comply with the procedures set out below.  (See also 

flowchart at Appendix 2). 

 

1. Stage 1   

 

Eight weeks in advance of the trip: the trip leader should discuss the initial idea and gain approval and in doing so, 

address the following questions: 

 What is the purpose of the trip? Does it improve/reinforce the understanding of a particular subject area? Is the 

educational benefit clearly defined?  

 Is the trip essential? Could learners access the experience in another way e.g. video, websites etc.? 

 Is the trip work related and linked to future employment opportunities? 

 Can the trip be organised to take place in the subject lesson time?  

 Has costing around affordability been taken into consideration? E.g. number of staff, cover requirements, travel 

arrangements, entrance fees, accommodation, insurance and any other additional, potential costs that may be 

incurred.  

 Can the trip be taken outside of the school day?  

 Does the trip impact on examination classes?  

 Have requirements for cover been discussed with the cover manager?  

 Are arrangements compliant with safeguarding?   

 

Staffing must be based on risk assessment/ratios (see below). 

 

2. Stage 2  

 
The trip leader should obtain EXEANT log in details from the EVC.   

 

For non-hazardous, domestic, non-residential trips, the trip leader will upload the initial application in to EXEANT.  

 

For overseas, hazardous and residential trips, the trip leader should discuss the trip proposal with the EVC and a draft 

request will be submitted to the headteacher for consideration.  The approval of the headteacher or in their absence, 

the CEO, will be required for the application to proceed any further.  If approval is denied, full reasons will be provided.   

 

Subject to clearance at the stage above, the trip leader will notify staff of the proposed trip and seek approval from 

other staff. 

 

Subject to clearance at the stage above, finance must now be informed that an approved trip will be taking place and a 

cost centre will be created. 
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3. Stage 3  

 

Wherever possible, the trip leader should make a pre-visit to UK locations to familiarise themselves with the venue and 

any requirements which may need to be factored in to planning.  The pre-visit should be undertaken outside of school 

hours.  

 

The trip leader should liaise with the SENCO/lead first aider/EVC, to identify any learners with SEND/medical needs.  

   

The trip leader should prepare a letter to parents/carers with full details of the trip.  The letter should be submitted to 

the headteacher/lead executive for approval before sending.  

 

Should the trip be a residential or be deemed to be hazardous, a parental consent form must also be sent out to 

supplement the annual consent form.   

 

4. Stage 4   

 

A risk assessment must be completed and signed by the trip leader and submitted to the EVC via EXEANT.  

 

The EVC is responsible for scrutinising all risk assessments, and, where necessary, will forward the risk assessment to the 

trust’s health and safety advisor for consideration and final approval.   

 

The trip leader will upload details of the trip and risk assessment on to EXEANT for approval.  

 

The EVC will review the EXEANT application and may request further information to be provided before it is approved.  

 

The trip leader is required to brief all members of staff participating in the trip on their roles and responsibilities and 

assure themselves that staff are competent to supervise learners.    

 

The trip leader should nominate a deputy. The deputy will be authorised to assume lead responsibility for the trip in the 

event the trip leader is unavailable/absent.   

 

The trip leader should be aware of emergency procedures and what action(s) to take.  This should be covered in the risk 

assessment.   

 

5. Stage 5   

 

Insurance cover is essential for all trips. The trip leader should inform the insurance policy holder of the planned trip and 

discuss any extra insurance needed. 

 

6. Stage 6   

 
Three weeks prior to the trip:  
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 All permission slips/payments must be returned.  

 The trip leader must inform all staff by email of specific dates and details of which learners are going on the trip.  

 Finance must have received all payments for the trip.  

 

7. Stage 7   

 

The trip leader should ensure that cover work is passed to staff prior to the trip and cover arrangements confirmed.  

Canteen staff should be informed of the date of the trip so that free school packed lunches can be provided if required.  

 

8. Stage 8   

 

The trip leader should ensure they have copies of relevant information/equipment such as: emergency procedures, 

mobile phone, details of external providers e.g. coach company. 

 

9. Following the trip     

 

Finance will create a profit and loss account and pass the information to the trip leader and the headteacher.  

 

The trip leader will submit a report on the trip to the headteacher within two weeks of return including any information 

relevant to planning and approval of future trips.   

 

The trip leader should complete an evaluation of the trip on the EXEANT system. 

 

 

 

 


