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’Learn and Grow Together’

MISSION STATEMENT

At St. Columba’s we provide a safe, happy and stimulating environment where each child is valued and respected.
We are committed to preparing our children for the future, encouraging them to ‘learn and grow together’ 
in faith, knowledge and love.

OUR VISION

Our vision is to support and inspire each child
To reach their full and unique potential
And foster a lifelong love of learning.

Revised June 2025
Policy updated following guidance from:
EA Educational Visits Interim Guidance for Schools 2017




Article 3 (best interests of the child) The best interests of the child must be a top priority in all decisions and actions that affect children.

Article 6 (life, survival and development) Every child has the right to life. Governments must do all they can to ensure that children survive and develop to their full potential.

Article 15 (freedom of association) Every child has the right to meet with other children and to join groups and organisations, as long as this does not stop other people from enjoying their rights.

Article 23 (children with a disability) A child with a disability has the right to live a full and decent life with dignity and, as far as possible, independence and to play an active part in the community. Governments must do all they can to support disabled children and their families.


AIMS

The aim of this document is to assist those involved in the planning and management of educational visits, through the clarification of policy and procedures, identification of roles and responsibilities. 

The term ‘Educational Visits’ refers to: 
‘all academic, sporting, cultural, creative and personal development activities, which take place away from the young persons’ school, and make a significant contribution to learning and development of those participating’.

Young people derive considerable benefit from taking part in educational visits. In particular, they have opportunities to participate in activities and gain from experiences not available in the normal classroom setting. Such educational visits help young people to develop a wide range of valuable personal and social skills. 

The majority of educational visits take place without incident and it is clear that those involved in planning and managing such visits are already demonstrating a high level of care, competence and safety awareness.  At St. Columba’s we ensure that all educational visits undertaken by their staff conform to best practice. 

Potential risks should not discourage teachers from undertaking educational visits. Thorough planning and attention to safety will reduce the likelihood of accidents and lessen the seriousness of any that may occur.

For further clarification the following publications may be consulted: 
· Pastoral Care in Schools – Child Protection – DENI (1999), DENI (2001) and supplements (2002). 
· Health and Safety of Pupils on Educational Visits - DFEE (1999) and DFES supplements (2002). 
· Supporting Pupils and Mediation Needs 2008. 
· Safeguarding & Child Protection – A Guide for Schools DE 2017.

St. Columba’s ensure that the health and safety of its employees and pupils in their care, is safeguarded while in any way affected by such employer’s undertakings.
The board of governors of St. Columba’s has a statutory duty under Article 7 of the Education and Libraries (NI) Order 2003, to safeguard and promote the welfare of registered pupils at the school at all times when the pupils are in lawful control or charge of a member of staff of the school.

The basic principles of child protection must always be borne in mind when undertaking an educational visit particularly where it includes a residential element.  The pupil’s welfare must always be paramount and this overrides all other considerations.  All pupils have the fundamental right to be protected from harm.  Pupils have a right to be heard, to be listened to and to be taken seriously.  Careful consideration must be given to pupils who have special educational needs, as such children may be especially vulnerable e.g. Children with disability and children with limited English language.


CATEGORIES OF EDUCATIONAL VISITS

CATEGORY 1 Basic: Visits which take place on a regular basis and occur largely within establishment hours e.g. sporting fixtures, swimming pool visits and outings

CATEGORY 2 One-off day /evening excursions (non-hazardous) e.g. field study trips, theatre visits, business/education visits, regional sporting fixtures

CATEGORY 3 Residential visits of one or more nights within the UK or Ireland. (non-hazardous)
e.g. visits to residential centres, field centres and school exchanges

CATEGORY 4 Residential visits outside the UK or Ireland (non-hazardous) e.g. international exchange visits, sporting events, cultural activities and international community work

CATEGORY 5 Hazardous activities – residential and non-residential as exemplified below:
• Hill walking
• Fieldwork
• Cycling/mountain biking
• Orienteering
• Rock climbing/abseiling
• Caving and potholing
• Kayaking
• Open canoeing
• Windsurfing
• Dingy sailing
• Sub-aqua
• Skiing/snowboarding
• Horse riding
• Angling
• Water-skiing
• Rafting rowing
• Surfing
• Bouldering/gorge walking
• Swimming in open water
• Coasteering
• Stand-up paddle boarding




Category 1 and Category 2 recurring and one-off (non-hazardous) visit

Step 1 Identification of Educational Visit - Objective
The school identifies an area or areas of the curriculum for which an educational visit(s) may be an essential or relevant component.

Step 2 Approval
Details of the proposed visit(s) are submitted, by the EVC and/or group leader, on the EVA Form to the principal for approval. They should be approved, and noted by the board of governors, before they proceed.

Step 3 Implementing Appropriate Risk Management
It should be ensured that all visits are organised in accordance with relevant school policies (e.g. Health and Safety and Child Protection) and take cognisance of best practice, as set out in this document.

Step 4 Informing the Parents
Parents should be informed (perhaps, at the beginning of each school term) about the educational visits their children will participate in. It is for the individual school to decide how this might be done, but it might be by means of a letter. Once parents have been informed of these visits they should be asked to give their consent in writing.

Step 5 Maintaining Records
Copies of all forms (e.g. EVA and Consent Forms) and any other relevant information should be filed at the school.
In the case of an incident/accident occurring, all appropriate documentation from the Employing Authority must be completed.




Procedures Step by Step for Visits in Categories 3, 4 and 5

Step 1 Identification of Educational Visit - Objective
The school identifies an area or areas of the curriculum for which an educational visit(s) may be an essential or relevant component.
Step 2 Initial Approval
Details of proposed visit should be submitted by the EVC and/or group leader to the principal for consideration in consultation with the board of governors. The EVP should be used for this purpose and any relevant information attached e.g. details of the residential centre to be used. It is the responsibility of the principal in consultation with the board of governors, to decide whether a visit should proceed. It is essential, therefore, that they are consulted at the earliest opportunity. Under normal circumstances, a minimum period of notice of not less than 4 weeks is recommended. Detailed planning can proceed once initial approval has been granted.
Step 3 Completion of Planning Checklist
The appropriate sections of the planning checklist should be completed by those with key responsibilities for the visit. See EV1 Planning Checklist (pages 33-34).
Step 4 Briefings
Staff, volunteers, parents and pupils, should be briefed about all aspects of the educational visit (see Appendix 7). Once parents are fully aware of the visit details they should be asked to give their consent in writing. The exemplar Consent Form (page 35) may be used for this purpose. In the case of young people over the age of 18, with severe learning difficulties or vulnerable adults, consent is also required.
Step 5 Information Collated
It is important to gather together all relevant information about the pupils participating in the visit. This should be collated by the group leader and the originals retained by the school. An Educational Visits Group Details Form can be found on page 36.
Step 6 Final Approval Secured
Visits in this category can only proceed once final approval has been secured from the principal and the board of governors. The EVP form should be signed by both the principal and the chair of the board of governors to confirm approval and endorsement of the arrangements for the visit.
Step 7 Maintaining Records
Copies of all forms and relevant information should be filed at the school.
Any changes to the original approved visit must be agreed, as appropriate, prior to the event taking place.
An exemplar Educational Visit Incident/Accident Form can be seen on page 37. This form may be used by accompanying staff to keep a record of the pertinent information required of any incident or accident that occurs during an educational visit.
The group leader should also ensure that all documentation required by the employing authority in relation to any incidents or accidents is completed as appropriate. This must be forwarded to the employing authority as soon as is practicable.
Step 8 Evaluation
On return it is important to undertake an evaluation of the key aspects of the visit. The completed evaluation should be forwarded to the relevant personnel and maintained by the school for future reference. A Post Visit Review Form (page 38) may be used for this purpose.

[image: ]






RISK MANAGEMENT

Educational visits cannot be entirely risk-free. The aim, therefore, must be to contain risks within acceptable levels. This is achievable provided that organisers give careful consideration to this guidance document. Effective risk management will enable new experiences and will maximize the impact of educational visits, whilst poor risk management may suppress opportunities for learning. 

Care must be taken not to expose the child to unacceptable physical or psychological risk, particularly on those occasions when the educational visit aims to exercise the individual's sense of adventure. 

Fundamental to the planning process of any educational visit is the process of risk assessment. 

Risk assessment enables schools to make a reasoned judgement about the level of risk involved and what actions need to be taken to reduce the risk to an acceptable level which permits the visit to go ahead. 


This is achieved by either: 
i) eliminating the identified hazards altogether: - 
for example, by choosing not to use a water sports centre if the centre staff do not possess current life-saving qualifications or 
ii) managing hazards by introducing effective control measures: - 
for example, by ensuring that participants are led by competent and experienced instructors when participating in adventurous activities 




Risk Assessment comprises the following steps: 
· define the activity to be undertaken 
· identifying the hazards associated with the activity 
· identifying the people who may be at risk 
· evaluating the potential risk 
· establishing additional safety and/or control measures 
· disseminating information to all relevant persons and compile information packs as appropriate.


Educational trips will always carry certain risks. The aim of a risk management is to ensure that these risks are at an acceptable level and have been considered during the planning phase of the visit.
Risk assessment allows the school/group leader to make a reasoned judgement of the risk and put in place measures to reduce risk to an acceptable level. Form 8 must be completed before each educational visit and attached to the trip proposal or approval form.

· If the value for the outcome is 5 then steps must be recorded of how to manage this risk.
· If the trip carries a value over 20 or the risk of an activity is deemed too high then the Board of Governors/Principal may not give permission for the visit/activity to take place.
· If a specific risk is identified and measures put in place to reduce the risk this information must be disseminated to all supervising adults.








Roles and Responsibilities

The responsibility of educational visits rests with the school organising the visit.


School/Principal

The principal is responsible for granting permission for a visit to take place.


Board of Governors

The Board of Governor’s role is to ensure that the best practice guidelines are developed and implemented within the school. To achieve this aim they will:

· Ensure that visits have specific educational objectives;
· Satisfy themselves that risk assessments have been carried out and that
appropriate safety measures are in place;
· Ensure that all arrangements comply with the organisation’s Child Protection and Health and Safety Policies;
· Ensure that the principal demonstrates how proposals comply with best practice;
· Assess and approve visit proposals (the principal has, however, been delegated this responsibility for unexpected trips that occur between the scheduled Board of Governor’s meetings);
· Contribute to the establishment of an acceptable code of conduct (see appendices 3,4 and 5).






Guidelines
· There is an acceptable code of conduct for leaders and participants;
· The visit complies with best practise outlined in this document;
· A competent Group Leader is selected;
· Child protection procedures are adhered to in the planning process, including the vetting of volunteer supervisors;
· All necessary arrangements and preparations have been completed including risk assessment, before the visit begins;
· The Group Leader has taken reasonable steps to familiarise him/herself with the location/centre where the activity will take place;
· Voluntary supervisors on the visit are appropriate people to supervise children;
· The ratio of leaders to young people is appropriate;
· Proper procedures have been followed in planning the visit;
· The Group Leader has the address and phone number of the venue to be visited and has a contact name;
· A school contact has been nominated and the Group Leader has details;
· The Group Leader, accompanying staff, volunteer supervisors and nominated school/youth organisation contact are aware of the agreed emergency contingency arrangements;
· The Group Leader, leaders and nominated contact have all relevant information on the group members;
· Establish any arrangements which may be required for the early return of an individual participant.



Group Leader
The group leader must ensure that the educational trip has a purpose and that the safety of the group is paramount. The following lists the responsibilities of the group leader:
· Obtain prior agreement and approval before any off-site visit takes place;
· Appoint a deputy, if appropriate, with the consent of the principal;
· Adhere to best practice;
· Undertake and complete the planning and preparation for the visit including the briefing of leaders, group members and parents;
· Take steps to become familiar with the location/establishment where the activity will take place;
· Undertake and complete an appropriate risk assessment;
· Collect relevant information on the young people proposed to participate in the visit to assess and confirm their suitability;
· Ensure the ratio of leaders to young people is appropriate for the needs of the group and the nature of the activity to be undertaken (see section 5);
· Clearly define the role of each member of accompanying staff and volunteer supervisors and ensure that all tasks have been clearly assigned;
· Have proper regard to the health and safety of the young people and ensure that adequate supervision is provided at all times;
· Ensure that the established code of conduct for both staff and young people is adhered to (see appendix 3,4 and 5);
· Ensure child protection procedures are followed;
· Ensure that adequate First-Aid provision will be available;
· Ensure that, during the visit, leaders have up-to-date emergency contact details of a central contact within the school (Form 6);
· Ensure that accompanying staff and volunteer supervisors and the central contact are aware of the emergency procedures;
· Ensure that the group’s leaders have the details of group members’ special educational or medical needs, which will be necessary for them to carry out their tasks effectively;
· Consider stopping the visit if the risk to the health or safety of the young people is unacceptable and have in place procedures for such an eventuality;
· Regularly review visits/activities.




Accompanying Staff

Accompanying staff should endeavour to ensure the safety of everyone in the group and act as any reasonable parent would do in the same circumstances. They should also:
· Accept the authority and follow the instructions of the Group Leader;
· Under direction of the Group Leader, assist with the organisation of activities and discipline of the young people;
· Ensure that the established code of conduct, for leaders and participants is adhered to (see appendices 3, 4 and 5);
· Consider stopping the activity and notify the Group Leader, if they think the risk to the health or safety of the group members in their charge, is unacceptable.



Volunteer Supervisors

These are adults other than staff members who participate in the visit, in a supervisory capacity.

They should:
· Endeavour to ensure the health and safety of everyone in the group;
· Not be left in sole charge of group members except where it has been previously agreed as part of the risk assessment;
· Follow the instructions of the Group Leader (which may be provided in writing) and other accompanying staff, and help with control and discipline;
· Speak to the Group Leader or accompanying staff if concerned about the health or safety of the young people, at any time during the visit;
· Endeavour to ensure that the established code of conduct, is adhered to at all times.

Central Contact Person

When a group on an educational visit has to deal with an unexpected situation they should do so through the central contact person. Their role will be to contact both the school group and parents and guardians of the participant.

· Retain details of the place to be visited, contact personnel and telephone number, and mobile number, if appropriate;
· Retain a copy of the contact details of all the participants’ parents/guardians/next of kin;
· Retain a copy of the contact details of the principal;
· Be fully briefed and aware of his/her responsibilities including the action to take in the event of a serious incident.


Parents/Guardians

A parent/ guardian who has parental responsibility can give permission for the young person to attend the educational visit. The overall decision about who participates in a visit, when health and safety has been considered, lies with the principal/group leader organising the trip. Parents should:

· Sign the consent form;
· Provide the Group Leader with an emergency contact number(s) if it is a residential trip;
· Provide the Group Leader with relevant medical/dietary details, including any medication currently being taken in writing (by means of the consent form) and any other relevant information (about their child’s emotional, psychological and physical health) which may affect their participation in the visit;
· Help prepare their child for the visit, for example, by reinforcing the visit’s code of conduct (see appendices 3, 4 and 5);
· Agree the arrangements established for a member of the group returning home due to unforeseen circumstances.



Pupils

The pupils should always be briefed before an educational visit and their responsibilities should be clearly highlighted by the group leader. These include:
· Act in accordance with the established code of conduct at all times;
· Avoid taking unnecessary risks (see section 8 appendix 6);
· Follow the instructions of the Group Leader, and leaders, including those at the venue of the visit;
· Dress and behave sensibly and responsibly;
· Respect the property of others;
· Be sensitive to local codes, customs and the environment;
· Look out for anything that might hurt or threaten them or anyone in the group and tell a leader of their concerns.



Supervision Ratio
The principal must be satisfied that the ratio of leaders to pupil meets recommended levels, and is appropriate to the educational visit to be undertaken.
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Responsibility for participants’ supervision cannot be handed over to others, even where an educational visit is to a centre with its own supervisory staff, unless previously agreed with all concerned from the outset.

Under normal circumstances at least one male and one female leader should accompany mixed sex groups, where an overnight stay is involved. Where this is not possible, parents must be made aware and give their consent to the proposed arrangement prior to the visit.

Supervision can be close or remote but it is always for the duration of the visit.

· Close (direct) supervision occurs when the group remains within sight and contact of the supervisor.

· Remote (indirect) supervision is planned and is subject to stringent controls, while the group is not necessarily within direct contact or vision of the leader at all times. Both the leaders and the group will know of each other’s whereabouts and clear lines of communication including rendezvous points will have been established. Leaders are required to remain in the area, in which the indirect supervised activity takes place, throughout period.

Transport

It is school management’s responsibility to ensure the transport provider meets the legal statutory requirements. They need to consider the following:
· That the operator holds a valid Operator’s Licence (this can be checked out by contacting the DOE or looking at their web site);
· The mode of transport is appropriate to the needs of the pupils;
· There is adequate supervision during transit;
· Those involved are insured appropriately guidance on the transport arrangements relevant to the particular group, e.g. age and/or developmental needs.

If transport by car is required school management should ensure that the driver is a member of staff who:
· Has a vehicle that is licensed and insured for the purpose;
· Has consent from the pupils’ parents;
· Does not carry more passengers than the number of seat belts available;
· The car has the legal and appropriate safety equipment.


Emergency Procedure

Before an education trip commences emergency procedures must be established by the Group Leader.  These procedures must be communicated to and understood by all members of the party.

The Group Leader should ensure that adequate First Aid provision is available. A list of contents for a First Aid Kit is suggested in Appendix 2.
In the event of a pupil being injured, specialist help must be sought as appropriate and parents informed as soon as possible. Where the accident/injury is serious the principal/ contact person in school should be contacted. They will be responsible for informing parents or guardians if necessary.
If it is necessary, due to the seriousness of the circumstances, for the parents to visit the pupil, the principal in conjunction with the governing body should make arrangements for them to do so.

A ‘lost’ procedure should be known in advanced by every member of the group including:
- Action to be taken if separated from the group or lost;
- Advice on where assistance may be sought;
- Notifiable personnel and contact details;
- Notification of safe return.
If any leader has cause to believe that a young person has been abducted or has absconded the police must be notified.




Parents

Parents/Guardians should be informed of all the activities their children will be involved in during the visit. For categories 1 and 2 this will happen on their consent form. Categories 3, 4 and 5 will have a separate letter informing the parents of all the activities. These forms should include:
· Dates and times of the visit;
· Cost of the trip;
· Transport arrangements;
· Supervising arrangements;
· Overview of activities (hazardous activities must be included in this overview).




Accompanying Staff

Staff should be informed of the following:
· Educational purpose;
· Make-up of participating group;
· Details of all planned activities (including hazardous activities);
· Expected level of participation in activities;
· Arrangements for supervision (including details of rotas);
· Roles and responsibilities of leaders and pupils;
· An agreed code of conduct;
· Health and Safety rules;
· Procedures e.g. First Aid and money handling etc.




Pupils

Pupils should be briefed about the activities they will be taking part in during the visit. They must also be informed of and discuss the code of conduct and acceptable behaviour on the trip.





REVIEW

This policy will be reviewed on an annual basis.
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Signed   __________________________   Date   2/10/25
	(Chairperson)
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Department Year Groups Ratio

PRE-SCHOOL Nursery 1:6

FOUNDATION STAGE P1&P2 1:10
KEY STAGE ONE P3 & P4 1:15
KEYSTAGE TWO P5 to P7 1:15





