
[image: ]
ARK AEP Educational Visits Policy-September 2025
Policy for planning, approving and managing educational visits and off-site activities
1. Purpose
This policy sets out ARK AEP’s approach to the safe planning, approval, delivery and review of educational visits and off-site activities. Educational visits are valued as an important part of the curriculum and wider personal development offer. They provide learners with opportunities to extend classroom learning, develop independence, build confidence and engage with the wider community.
ARK AEP will ensure that all visits are planned carefully, risk assessed proportionately and delivered in a way that safeguards learners, staff and volunteers. The school will work within Department for Education guidance at all times, including guidance on health and safety on educational visits, and will apply a sensible and proportionate approach to managing genuine risks.
2. Scope
This policy applies to all educational visits, journeys, trips, activities and learning experiences that take place away from the ARK AEP site, whether during or outside normal school hours. This includes routine local visits, curriculum visits, enrichment activities, sports fixtures, work-related learning, visits involving public transport, visits delivered by external providers and any higher-risk or specialist activity.
The policy applies to all staff, learners, volunteers, external providers and any adults supporting visits on behalf of ARK AEP.
3. Policy Statement
ARK AEP is committed to enabling learners to access high-quality educational visits wherever it is safe, appropriate and beneficial to do so. The school recognises that learners may have individual needs, vulnerabilities, behaviours, medical circumstances, safeguarding considerations or support requirements that must be considered before participation in any visit.
ARK Senior Leadership Team will risk assess individual learners before educational visits where additional consideration is required. This assessment will consider the learner’s needs, current presentation, behaviour, safeguarding context, medical needs, mobility, emotional regulation, supervision requirements and any known triggers or risks. Where necessary, ARK SLT will take advice from external experts, agencies or professionals to inform planning and decision-making.
Decisions about participation will be made on an individual basis and will be guided by the principles of inclusion, safeguarding, reasonable adjustment, proportionality and the duty to manage foreseeable risks. ARK AEP will work within Department for Education guidelines at all times.
4. Roles and Responsibilities
4.1 Senior Leadership Team
ARK SLT is responsible for ensuring that educational visits are authorised, appropriately planned and consistent with this policy. SLT will ensure that visit leaders are competent, that risks are assessed proportionately, that safeguarding arrangements are in place and that suitable staffing and supervision are provided.
SLT will review individual learner circumstances where additional risk assessment is required and will seek advice from external professionals where this is needed to support safe and inclusive decision-making.
4.2 Educational Visits Coordinator
The Educational Visits Coordinator, where appointed, will support staff with planning, risk assessment, approval processes, provider checks, visit documentation, monitoring and review. The coordinator will help ensure that visits follow ARK AEP procedures and relevant Department for Education guidance.
4.3 Visit Leader
The visit leader is responsible for the day-to-day planning and delivery of the visit. The visit leader must be competent, familiar with the activity, aware of the risks involved and able to manage the group safely. Responsibilities include preparing visit plans, completing risk assessments, briefing staff and learners, checking supervision arrangements, communicating with parents and carers where required and ensuring emergency procedures are understood.
4.4 Staff and Volunteers
All adults supporting a visit must follow the visit leader’s instructions, uphold safeguarding expectations, supervise learners appropriately and report any concerns or incidents promptly. Volunteers must be suitably briefed and must not be placed in unsupervised responsibility for learners unless this has been explicitly authorised and all safeguarding requirements have been met.
4.5 Learners
Learners are expected to follow staff instructions, behave safely and respectfully, remain with the group unless otherwise agreed and comply with the behaviour expectations set for the visit. Individual expectations may be discussed with learners in advance where this will support safe participation.
5. Types of Educational Visit
Educational visits will normally fall into two broad categories: routine visits and visits requiring additional planning. Routine visits involve everyday levels of risk and are covered by existing school procedures, with additional planning for the educational purpose and logistics. Visits requiring additional planning may involve greater distance, unfamiliar locations, specialist activities, external providers, transport arrangements, higher levels of supervision or individual learner considerations.
Any visit that is not clearly covered by existing procedures must be subject to a specific risk assessment and approval process before it takes place.
6. Planning and Approval
All visits must be planned in sufficient time to allow risks, staffing, learner needs, transport, venue suitability, communication and contingency arrangements to be considered. Approval must be obtained before commitments are made or learners are taken off site.
Planning should include the purpose of the visit, intended learning outcomes, date and timings, venue details, transport arrangements, staffing, supervision levels, learner group, individual learner considerations, first aid arrangements, emergency contacts, communication arrangements, consent requirements and any external provider checks.
7. Risk Assessment
Risk assessment must be proportionate to the nature of the visit and should focus on genuine risks. It must consider the activity, location, travel, weather, supervision, learner needs, safeguarding, medical needs, behaviour, emergency arrangements and any relevant venue or provider information.
For learners who may require additional support or whose circumstances may create additional risk, ARK SLT will complete or oversee an individual learner risk assessment. This may include consultation with parents or carers, social workers, virtual school staff, health professionals, behaviour specialists, safeguarding partners, transport providers or other external experts where appropriate.
Risk assessments must identify control measures, staffing requirements, reasonable adjustments and any circumstances in which a visit should be adapted, postponed or not proceed for a particular learner or group. Records of risk assessments and decisions must be retained in line with school procedures.
8. Safeguarding and Behaviour
Safeguarding is central to the planning and delivery of all educational visits. Staff must follow ARK AEP safeguarding procedures throughout the visit and must report concerns in line with the school’s safeguarding policy. Learner information must be shared with staff on a need-to-know basis so that appropriate supervision and support can be provided.
Behaviour expectations must be made clear before the visit. Where a learner requires an individual behaviour plan, safety plan or additional support, this must be considered as part of the visit planning and individual risk assessment process.
9. Supervision
Supervision levels must be determined through risk assessment and must take account of the learners’ ages, needs, behaviour, venue, activity, travel arrangements and any foreseeable risks. Fixed ratios should not replace professional judgement. Where individual learner risks indicate a need for increased supervision, ARK AEP will put appropriate arrangements in place before the visit proceeds.
Staff must maintain effective communication with each other during the visit and must know who is responsible for each learner at all times.
10. External Providers and Venues
Where an external organisation or venue is used, ARK AEP will take reasonable steps to check that the provider has appropriate safety standards, competent staff and suitable public liability insurance. Where relevant, provider risk assessments, activity information, safeguarding arrangements and emergency procedures should be reviewed as part of the visit planning process.
External providers do not remove ARK AEP’s responsibility for ensuring that the visit is suitable for the learner group and that individual learner needs and risks have been considered.
11. Consent and Communication with Parents and Carers
Parents and carers will be provided with appropriate information about visits, including the purpose, date, timings, venue, transport, clothing or equipment required, expected behaviour and contact arrangements. Written consent will be obtained where required, including for visits involving higher levels of risk, visits outside normal school hours or where ARK AEP determines that consent is necessary due to the nature of the activity or learner circumstances.
Where individual learner risk assessments identify specific concerns, ARK AEP may discuss arrangements with parents or carers and relevant professionals before confirming participation.
12. Transport
Transport arrangements must be suitable for the visit and learner group. Risk assessment must consider walking routes, public transport, hired vehicles, school vehicles, taxis, minibuses, seatbelts, supervision during travel, pick-up and drop-off points, emergency arrangements and individual learner needs.
Where transport is provided by an external provider, ARK AEP will take reasonable steps to ensure that arrangements are appropriate and that safeguarding and supervision considerations are addressed.
13. First Aid, Medical Needs and Medication
First aid arrangements must be appropriate to the visit, the activity and the needs of the learner group. Relevant medical information must be available to staff on a need-to-know basis. Medication must be managed in line with ARK AEP procedures and any individual healthcare plans.
Where a learner has significant medical needs, advice may be sought from parents or carers, healthcare professionals or other external experts before the visit is approved.
14. Emergency Procedures
Every visit must have clear emergency arrangements. Staff must know what to do in the event of illness, injury, missing learner, transport disruption, safeguarding concern, behaviour incident, venue emergency or any other serious incident. The visit leader must have access to emergency contact details, learner information, medical information and school contact arrangements.
Serious incidents must be reported to ARK SLT as soon as it is safe to do so. The school will follow relevant safeguarding, health and safety, reporting and communication procedures.
15. Inclusion and Reasonable Adjustments
ARK AEP will seek to make educational visits accessible to learners wherever it is reasonable and safe to do so. Individual needs will be considered during planning, and reasonable adjustments will be made where appropriate. Where participation presents risks that cannot be managed safely, ARK SLT may decide to adapt the visit, provide an alternative activity, increase support or, in exceptional circumstances, determine that participation is not appropriate on that occasion.
Any decision to restrict participation must be based on evidence, individual risk assessment, professional judgement and, where necessary, advice from external experts.
16. Recording, Monitoring and Review
Visit documentation, approval records, risk assessments, consent records where applicable, provider checks and incident records must be retained in line with ARK AEP procedures. Following visits, staff should review what went well, any incidents or near misses, and any improvements needed for future visits.
This policy will be reviewed regularly and updated in response to changes in guidance, legislation, local procedures or ARK AEP practice.
17. Related Guidance and Policies
This policy should be read alongside ARK AEP’s safeguarding policy, behaviour policy, health and safety procedures, first aid and medication procedures, risk assessment procedures and any local trust or school guidance relating to off-site activities. ARK AEP will also have regard to Department for Education guidance on health and safety on educational visits and relevant Health and Safety Executive advice on proportionate management of school trips.
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