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MAYHILL JUNIOR SCHOOL  
Offsite and Outdoors 

Education Policy 
 
 

Introduction  

 

As part of the broad balance of curriculum and learning arrangements of the school, opportunity 

is frequently taken to enrich and enhance this through outdoor learning, outdoor education and 

educational visits and ventures.  These guidelines outline our policies and operational procedures 

in these contexts.  The school’s policy and procedures are formulated in conjunction with the 

advice, guidance and training provided by the Hampshire County Council Outdoor Education, PE 

and DofE Service and their documentation and guidance. 

 

What we are trying to achieve?  

 

The school has a clear vision statement that revolves around the development of the Mayhill 

Habits.  Outdoor and offsite education plays an important role in achieving this vision and 

provides children with a different context within which to learn and apply themselves: 

 

A Mayhill curriculum aims: 

❖ All children achieve high personal standards in all areas of their learning. 

❖ All staff have high expectations of every child and support them so that they are ambitious 

and believe in themselves. 

❖ Embrace individuality and personal strengths by providing a broad range of opportunities. 

❖ Respond to the challenges and needs for tomorrows world by making learning relevant 

and current.  

❖ Develop the personal characteristics that will enable all children to play their part in an ever 

changing world.  

❖ Promote high standards of behaviour, respect and care towards themselves and each 

other 

❖ Expect children to engage, explore and be challenged in their school experiences. 

 

Types of visits and ventures planned and used 

 

The types of outdoor education trips and visits might include: 

➢ on-site, out-of-classroom activities e.g. orienteering, pond dipping etc 

➢ local ventures e.g. exploration of Odiham as part of a whole school history week 

➢ away from base, day or part-day ventures e.g. day trips 

➢ residential ventures e.g. One-night camping in year 3 leading to a 4 night residential in Y6 
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Organisation and management 

 

An Educational Visits Coordinator is always in post and keeps up to date with the Outdoor 

Education, PE and DofE Service.  The current holder(s) is Emma Collis. 

Governors are kept informed of the overall policy and programme, as well as being given 

feedback on specific events and successful ventures.  Off-site visits and educational visits are fully 

integrated into the ethos and culture of the school and all key policies are considered for their 

relevance and adaptations or agreements made as required, in particular: 

➢ learning policy – outlining challenge and expectations 

➢ behaviour policy – rights, respect and responsibility issues, the core of agreed codes of 

conduct and management strategies 

 

Important note: Many straightforward visits are managed entirely in accordance with these policies 

and, apart from simple additional considerations regarding the site and transportation of children 

and young people, are managed as they would be in school contexts.  We aim to take the ethos, 

culture and challenge to learning in school into all our outdoor learning and off-site contexts. 

 

Communicating with parents  

 

Parents (or persons with parental responsibility) are notified prior to the visit, including when the 

class use local areas for Learning Outside the Classroom.   

➢ the recommended medical form is collected in the year (September) with a request to 

parents to keep us updated with any changes. Only residential,  overseas or long-distance 

ventures require visit-specific forms to be completed. 

➢ for ventures away from school, detailed information will be sent to parents on transport, 

residential and overseas issues, and their specific consent requested. 

➢ Charging policy: the school charging policy is agreed and includes all aspects of off-site 

activity or educational visits. 

 

Value for Money 

 

Off-site insurance details are available from the school office plus these are sent out in synopsis 

form with day, residential and similar ventures.  A variety of transport is used following HCC 

guidance:  

 

Supervision 

Supervision strategies are taken from Off-site activities and educational visits and includes 

agreements on ratios, which are never exceeded and frequently improved.  The strategies to be 

used are dependent on typical risk factors of the group or individuals concerned, the site or 

location, the leaders present (including ratios) and other factors such as transport or weather etc.  

These are agreed as part of the planning process and can be adapted to changing circumstances, 

for example ‘Plan B’ where we always plan clear alternatives when it is necessary or prudent to do 

so. 

Where children are to use public toilets and there is not a gender specific member of staff 

available then a responsible adult must wait outside the toilets, having ensured that the children 

go in a minimum of pairs, having discussed with the children that they must wait for each other 

before exiting the toilet. 
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Inclusion  

Mayhill is an inclusive school.  It is important that every effort is made to include all children and 

young people.  The challenge is to make these activities available and accessible in some form to 

all who wish to participate or are required to take part.  This is irrespective of their special 

educational or medical need, ethnic origin, sex or religion. It needs to be remembered that this 

must be done whilst reasonably: 

➢ ensuring the safety of the individual young person concerned 

➢ ensuring the safety of the rest of the group 

➢ ensuring the safety of the staff involved 

➢ ensuring the integrity and purpose of the activity, venture or visit. 

 

These are significant factors to be managed and may override other considerations.  Whilst 

ensuring access for all, it is important to recognise there are different types of provision:  

➢ Activity provided as part of the National Curriculum or a formal course, a statutory 

requirement e.g. Science topic of exploring the local environment. Inclusion of all is 

required.  

➢ Ventures where comprehensive coverage, for example a whole class or group, 

➢ is desirable but suitable alternatives are available at school. National Curriculum and similar 

entitlement is not lost as this is an enhancement or enrichment activity. Inclusion of all is 

desired but not required. Choice or other factors may mean that not all attend. E.g. class 

trips 

➢ Enhancement or enrichment activity that is a clear choice or extra – optional. Choice and 

other factors will mean that not all attend. E.g. residential trips 

 

It is also important to distinguish between those curriculum-focused discussions and those of the 

health and safety of the child or young person concerned and their effect on other children or 

young people, as well as staff.  Any decision on inclusion when such factors are included must, as 

normal, take ‘every reasonable step’ to include that young person.  However, if those reasonable 

steps cannot ensure their safety and/or that of others, then that may be the reason they cannot 

attend that particular venture.  The school will refer to: Equal opportunities and inclusion strategies 

in practice in Off-site activities and educational visits for further clarification upon request.  

 

Safeguarding  

The school’s Child Protection Policy follows and includes off-site activity, including  residential 

activity. In particular: 

➢ guidance on acceptable behaviour and avoiding unnecessary contact is included and taken 

from Off-site activity and educational visits 

➢ suitable ‘employment’ checks are made on volunteers and other responsible adults who 

support these ventures in line with guidance (eg the degree of monitoring, frequency and 

intensity of contact…) including DBS requirements 

➢ external providers or outdoor centres are drawn from the Outdoor Education, PE and DofE 

Service’s vetted database, which confirms that safety management checks are in place. 

 

Note: Should any other instructor or provider be recommended or found, reference would first be 

made to the Outdoor Education, PE and DofE Service to ensure that suitable steps are taken. 
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Risk and benefit assessment 

As part of planning off-site activity, the process we follow is: 

➢ an analysis of the benefits of the activity translated into clear objectives and expectations 

➢ an assessment of the risk of harm and its likelihood is made, followed by putting clear 

control measures in place so that they can be satisfactorily managed 

➢ a pre-visit by key staff is considered an essential part of reviewing the location and its 

ability to realise the benefits and be managed. Very well known and used sites may be 

checked by contacting key personnel prior to re-visiting and web-based information is 

increasingly available and useful 

➢ all our regular off-site locations are managed by a site-specific agreement with the 

Outdoor Education, PE and DofE Service detailing our management procedures. 

 

Incidents and emergencies 

Guidance from the Outdoor Education, PE and DofE Service is used to prepare leader and base-

contact checklists and contact details.  The incident management checklist is also available for use.  

The Children’s Services Incident and Emergency ‘Establishment Plan’ has been used as the basis 

for all incident and emergency response  

 

Any concerns or ‘near-misses’ are discussed to consider changing strategies and reported to the 

Outdoor Education, PE and DofE Service where necessary or if the information is useful. 

 

Responsibility of the Headteacher: 

Ensure all visits and off-site activities have specific and appropriate educational objectives. 

➢ The head in discussion with the EVC (Educational Visits Coordinator) will ensure all off-site 

programmes are led by competent staff who are appropriately experienced to assess the 

risks , manage the activity and manage the specific group, in addition will ensure that 

those leading residential trips or into ‘open country’ hold an Outdoor Leaders Certificate. 

➢ Check that risks have been assessed, significant risks recorded and any appropriate safety 

measures are in place. 

➢ The Headteacher, in addition to the EVC will be responsible for approving all off-site 

activities. This includes approving the party leader for each visit or off-site activity. 

➢ Ensure that there is an appropriate gender mix of staff, where pertinent, especially in 

relation to residential visits.  

➢ That an adult on every trip is first aid qualified or has agreed to act in a role of competence.  

➢ That where a child requires an ‘Epipen’ then the child is assigned to a group leader who is 

medically trained in this area.  

➢ Ensure that Governors have signed off all ‘open country’ or residential visits at least 8 

weeks prior to the visit in order for them to be approved through the EVOLVE format in 

conjunction with Hampshire County Council. 

 

Responsibility of the EVC 

In order to carry out the above responsibilities effectively the Head Teacher may 

delegate specified tasks to a suitably experienced and competent Educational Visits Co-ordinator 

(EVC).  The current EVC is Miss Emma Collis. 

 

➢ The EVC will be responsible for carrying out agreed tasks and attending relevant training 

provided by Hampshire County Council. They will also ensure that they regularly log in to 
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the EVOLVE site to ensure that they are familiar with new updates on provision and 

legalities. 

➢ The EVC, in addition to the Head Teacher, will be responsible for approving all off-site 

activities. This includes approving the party leader for each visit or off-site activity. 

 

Responsibility of the Visit Leader: 

 

➢ have overall responsibility for the supervision and conduct of the visit or activity; 

➢ obtain the Headteacher’s approval, in addition to the EVC before any offsite visit or activity 

takes place; 

➢ Have written a risk assessment for the visit, have completed a pre-visit to inform 

themselves of any potential risks/issues that might ensue; 

➢ have had the risk assessment signed off for the trip by both the EVC and the Headteacher 

at least one week prior to the trip.  Where the trip is into ‘open country’ (For example 

beside open water- a trip alongside a canal or river, into open country etc) or a residential 

visit then the EVOLVE risk assessment must be completed at least 8 weeks prior to the visit. 

➢ follow policy and procedures of the Council and the school; 

➢ assess the risks involved and amend as appropriate any previously recorded risk 

assessment; 

➢ use the school planning checklist to ensure all procedures have been followed; 

➢ inform parents fully about the visit and gain their consent, where appropriate;  

➢ reassess continually while the visit or activity takes place; 

➢ ensure there is a contingency plan (Plan B) should a significant change to the programme 

be necessary due to weather etc. 

➢ Ensure all adults, who are attending the visit,  have read, prior to going, the risk 

assessment and have been made aware of any vulnerable children or those with specific 

medical needs, who will be taking part in the visit; 

➢ Have completed and printed off for all adults accompanying the trip, a completed copy of 

the ‘Emergency Policy’ and have discussed how this is to be put into action if an 

emergency was to be declared. 

 

 

Responsibilities of additional members of staff taking part in visits and offsite activities 

 

Members of staff, volunteers and parent helpers should: 

➢ Assist the party leader to ensure the health, safety and welfare of young people on the visit; 

➢ Be clear about their roles and responsibilities whilst taking part in a visit or activity. 

➢ Have read the risk assessment and have discussed this with the visit leader. 

 

Monitoring and review 

 

The school’s monitoring policy has been approved by the senior management team and 

governing body and is reviewed according to agreed procedures. This includes outdoor 

learning/off-site and educational visits… 

➢ individual staff reviews contribute to the feedback on the quality of ventures and 

recommendations for the future 
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➢ the head reports to governors on an annual basis as to the effectiveness of the overall 

programme 

➢ the policy is reviewed every three years or as required if regulations, guidance or 

circumstances change. 

 

 


