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1.  Introduction
This document is written to comply with health and safety at work laws. As an employer, 
Lancashire County Council has a statutory responsibility for health and safety, 
and employees also have their own responsibilities. This document, along with the 
accompanying forms and appendices, outlines the County Council’s safety policy for off-
site educational visits and adventurous outdoor activities, as well as the arrangements for 
implementing the policy.

Evidence shows that educational off-site visits provide learning opportunities and benefits 
that are rarely realised in other educational contexts or settings.

The County Council is committed to supporting all user groups to achieve a rich and broad 
offer. Our vision is for all young people to enjoy appropriately planned off-site visits and the 
life changing experiences they provide.

The impact is generally greater when visit experiences are fully integrated with a school’s 
curriculum/planning and ethos. The overwhelming evidence outlines numerous positive 
impacts educational visits can have on learning, behaviours, attitudes and personal 
development.

The revised Educational Off-Site Visits Policy and Guidelines document is applicable from 
September 2025. It is a controlled document and will be reviewed in three years’ time 
subject to legislative changes or other advice that may require an earlier review. For this 
policy, the term ‘schools’ refers to schools and all Lancashire County Council internal 
services. The most up to date information will be available on the EVOLVE website.

1.1  What Is an Educational Off-Site Visit?

For the purposes of this guidance, we use the definition: Any occasion when a young 
person takes part in a structured school-led learning activity which is carried out beyond 
the boundary of the normal operational base. The definition does not include where 
establishments operate on a split site, work experience placements or Bikeability.
Educational Off-Site Visits are planned discrete off-site educational experiences designed 
to enrich and enhance the curriculum. The policy does not apply to activities undertaken 
by establishments on their site. These activities should be conducted in accordance with 
the establishment’s own policy and procedures. Included in the policy are field study visits, 
and any visit with an adventurous element to it, and overnight stays on the school site.
For this policy, curriculum swimming, sports fixtures and area school events are not 
educational off-site visits. For guidance on these areas of the curriculum, please refer to 
the separate advice including:

•  �National Governing Body Advice -Swim England
•  �Association for Physical Education (AfPE) - Safe Practice in Physical Education, School 
Sport and Physical Activity 2024 edition.



5

1.2  Who Is My Employer?

Overall legal responsibility and accountability for all health and safety lies with the 
employer, and staff must follow the policy and guidance set by their employer. For this 
reason, it is essential to be clear who your employer is.

The local authority (LA) is the employer in:

•  community schools
•  community special schools
•  voluntary controlled schools
•  maintained nursery schools
•  pupil referral units
•  local authority services

The governing body or the board of trustees is the employer in:

•  foundation schools
•  foundation special schools
•  voluntary aided schools
•  academies
•  free schools

The proprietor, Board of Trustees or equivalent is the employer in:

•  independent schools

Failure to follow policy can have a detrimental effect on the ability of Legal Services to 
defend any claim that may arise in relation to the schools’ activities. In such circumstances 
the costs of defending claims may be deducted from the school budget. Further guidance 
on legal implications can be found in Appendix 7, located in the Resources section of 
EVOLVE.
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1.3 Adopting This Policy

It is a mandatory requirement that any school that purchases the Educational Off-Site Visits 
Service Level Agreement Package adopt the Lancashire’s Educational Off-Site Visits Policy and 
Guidelines.

This framework has been developed to enable its widest possible adoption, integrating support 
for employers with planning and provision at local authority level and with management, 
delivery and practice at establishment level. The framework is relevant to everyone who 
provides planned learning for children and young people in Lancashire, whether as part of 
early years, school, or any internal Lancashire County Council Service which takes children and 
young people off-site. Adoption of the good practice exemplified in this Policy and Guidelines 
allows employers to fulfil their responsibilities under the Health and Safety at Work Act, 1974 
for outdoor learning and off-site educational visits for all participants.

This Policy document should be read in conjunction with the current editions of the following 
electronic documents which are recommended reading for any school/service involved in the 
planning, organisation and supervision of educational off-site visits and adventurous activities 
and to which various references are made:
•  �Health and Safety Executive (HSE) Glenridding Investigation and Case Study
•  �DfE ‘Health and Safety: Advice on legal duties and powers’
•  �HSE School Trips

1.4  Risk Management

All activities involving young people learning outside the classroom are associated with the 
possibility of misadventure. Safety for educational off-site visits and for outdoor adventurous 
activities is critically dependent on the quality of leadership. This policy aims to minimise the 
potential for misadventure, but it must be recognised that risk cannot be eliminated. Challenge 
must always be appropriate, and risk reduced to an acceptable level.
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1.5  Monitoring

1.5.1  Responsibilities of the County Council

The County Council has a duty to safeguard its employees in the course of their employment, 
and to ensure the safety of others who may be affected by the actions of its employees.
This includes a responsibility for the safety and well-being of all adults and young people 
participating in educational off-site visits. To ensure that these responsibilities are met, the 
County Council will:
•  �Maintain a policy and procedures governing educational off-site visits.
•  �Provide guidance and competent advice for educational off-site visits.
•  �Provide training and professional learning opportunities for Educational Visit Co- ordinators 
(EVCs) and other staff.

•  �Monitor Type A and Type B educational off-site visits on a sample basis.
•  �Reserve the right to monitor the venues/providers on a sample basis.
•  �Review the Educational Off-site Visits Policy and Guidelines at least every three years.

1.5.2  Professional Support Visits

The Professional Support Team will join groups on Type A and B visits on a sample basis. 
This is in the interest of quality assurance and support for the school and provider. For this 
purpose, the Professional Support Team will use the ‘Visit Observation Form’ (VOF), which is 
in the Resources section on the EVOLVE website along with the names and photographs of 
the officers. All members of this team have appropriate DBS checks as part of our recruitment 
process. The school will receive a report following the visit.

Any member of the Professional Support Team has the power to intervene where unsafe 
practice is observed, or it is felt likely to occur.
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2.	 The Planning and Approval 
Process for Educational  
Off-Site Visits
Before planning and undertaking educational off-site visits, all schools must ensure that a 
member of staff has been nominated to the role of Educational Visits Co-ordinator (EVC) and 
is registered with the County Council. It is a mandatory requirement that all newly appointed 
EVCs attend the Lancashire Educational Visits Co-ordinator Training Course (The Role of the 
Educational Visits Coordinator, EVC101). Delegates must attend the full session to receive the 
accreditation. The course is fully discounted under the Service Level Agreement (Appendix 1). 

The appointment, training and continuing professional development of EVCs is tracked and the 
school must inform the Educational Off-Site Visits Service of any changes to the appointment 
of the EVC.

2.1  Types of Visits

2.1.1  Local Learning Area

These are routine Type A visits, outlined by the DfE as those visits which are covered by a 
school’s current policies and procedures.
A Local Learning Area refers to a designated geographical area where Local Area Visits and 
activities can take place as part of the normal curriculum and within the normal school day. 
The area designated should be within comfortable walking distance to and from the school 
and will not require transport of any kind.

If the school has designated a Local Learning Area, then these activities should follow 
the Standard Operating Procedures set out and should not normally need additional risk 
assessments or notes added. A ‘Signing Out’ sheet containing relevant information should be 
left with the base contact/ office before departure.

2.1.2  Type A Visits (Approval by the School/Service)

Educational low risk off-site visits, up to one-day duration, for example:
•  �Theatre visits
•  �Zoo visits
•  �Museum visits
•  �Lake cruise, river cruise, ferry, or canal boat visits
•  �Crazy golf, mini golf and Tri-Golf
•  �Bushcraft low level activities i.e. group fires, woodland art, and simple supported shelters 
(not freestanding), tool use not to include open bladed tools

•  �Escape rooms
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2.1.3  Informed Parental/Carer Consent for Type A Visits

Unless consent has been obtained, a child/young person must not take part in the educational 
off-site visit. For all Type A visits, consent can be sought using a general consent form at the 
beginning of a year, or even upon registration of a young person with the school/ service 
(Form 3 or Form 3A). It is still a requirement that parents/carers must be informed of individual 
off-site visits in advance, and advised where their young person will be, and of any extra safety 
measures or clothing required. Schools must be aware of the need for up-to-date medical 
information and must build in a way to obtain this and incorporate it into their process.

2.1.4  Approval of Type A Visits

Approval for Type A visits must be obtained within the school. Responsibility for the approval of 
Type A educational off-site visits rests with the Management (Governing Body/ Management 
Committee/Manager).

All Type A visits, unless they fit the criteria above outlined in the section ‘Local Learning Area 
Visits’ must be managed using the EVOLVE database and this approval process.
The Management arrangements for the approval of visits must be established and reviewed 
annually. Within these arrangements, authorisation to approve visits may be delegated, e.g. to 
the Headteacher/ Manager/EVC.

Any delegation of authority must be recorded in writing. In the case of schools, Governing 
Bodies and Management Committees, this must be included in the annual return to the County 
Council.
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2.1.5  Type B Visits (Require Approval by the County Council)

Educational Off-Site Visits:
•  �Involving a planned activity on water, or in which the presence of water is identified as a 
hazard on the risk assessment *. Travel on a lake cruise, river cruise, ferry or canal boat is 
regarded as a form of public transport and is therefore not necessarily a hazard.

•  �Involving adventurous activities **.
•  �To farms.
•  �To theme parks.
•  �Trampoline parks and one-off sessions at British Gymnastics registered trampoline centres. 
PE examination groups and participation in a series of curriculum lessons are not included in 
Type B criteria

•  �Involving overnight stay or residential accommodation or overseas visits including foreign 
exchange visits.

•  �London day visits (includes visits to Greater London)
•  �Multi venue city visits, involving more than one venue and or public transport. This is not a 
Type B criterion for schools who are from an LCC district that includes the city, i.e. district 6 
schools and Preston, and district 1 schools and Lancaster.

•  �Laser tag or Paintballing.
•  �Golf activities including irons and woods on golf simulators, golf driving ranges or golf course 
context

•  �Bushcraft activities where a qualification is required: areas of activity able to lead will be 
specified as a competence in the course syllabus. (refer to instructor pack)

•  �Paddle sport; canoeing, kayaking, stand up paddle boarding.
•  �Mountain sport; climbing, hillwalking, scrambling, gorge walks, ‘river’ walks.
•  �Caving: including show caves/tourist mines.
•  �Motorsports: karting, MX riding, quad biking, BMX riding.
•  �Artificial climbing structures: walls, high/low ropes.
•  �Snow sports: skiing, boarding.
•  �Water sports: sailing, power boating, SCUBA diving, kite surfing, wild swimming.
•  �Horse riding.
•  �Ice skating.
•  �Skateboarding and roller blading
•  �Archery.
•  �Activities with armed forces.
•  �Establishment led walks.

Further clarification and advice should be sought from the Educational Off-Site Visits Service if 
there is any doubt about the classification of an activity. 
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2.1.6 Informed Parental/Carer Consent for Type B Visits

For every Type B visit specific written consent and full medical information must be obtained 
(Form 3B or Form 3C). In order that parental/carer consent can be fully informed, it is 
important that the school provides full information regarding all activities to be undertaken 
on the visit (Sample activity sheets are available in the Resources section of EVOLVE). Unless 
consent has been obtained, a child/young person must not take part in the educational off-
site visit.

If there is to be a linked programme of such visits, it may be appropriate from the outset to 
obtain parental/carer consent for the linked programme.

2.1.7  Approval of Type B Visits

It is the responsibility of the Management to ensure that approval is obtained from the County 
Council for all Type B visits.
In seeking approval for an educational off-site visit, submission must be made to the 
Educational Off-Site Visits Service, via EVOLVE, at least 4 weeks prior to the visit taking place.

The chain of approval for both Type A and Type B Visits on EVOLVE is illustrated on the 
‘Approval of Educational Off-Site Visits’ flow chart. This can also be found on Form 1 which is 

located under the Resources section of EVOLVE.
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2.1.8	 Approval of Educational Off-site Visits

•  �Check the Visit Form and Attachments: Ensure a Form 5 is attached and has 
adequate information.

•  �If satisfied, click the ‘Submit’ button at the bottom of the visit form. The form 
will then be sent to the Headteacher/Manager, or the individual set up as 
‘Head’ for approval.

•  �If not satisfied, click the ‘Return’ button at the bottom of the visit form, 
stating what is required from the Visit Leader. The form will need to be 
resubmitted once the request has been addressed, and the necessary 
changes made.

•  �If the Headteacher/Manager has delegated their responsibilities to the EVC, 
follow the same processes as outlined for the ‘Head’. Submit or Return the 
Visit Form

•  �Track Tab: Visits requiring approval will appear in the ‘To be Authorised’ tab.
•  �Open the Visit: Click the ‘purple’ icon to open the visit to be authorised.
•  �Authorise the Visit: Click the ‘Authorise’ button at the bottom of the visit 
form.

•  �Confirm the required declarations and enter your pin number to approve/
submit to the Educational Off-Site Visits Service.

•  �Type A Visits: Approved by the Head; this visit can now take place.
•  �Type B Visits: Must be approved by the Educational Off-Site Visits Service. 
This visit will now show in the ‘submitted’ tab. Once approved, it can then 
take place.

•  �Once the visit is approved by the Educational Off-Site Visits Service, it will 
appear in the ‘Approved’ tab.

•  �If further information is needed, it will be requested via the ‘Add note’ 
function on EVOLVE.

•  �If the visit is returned to you, please address the request and resubmit.

Visit Leader

EVC

Head

LA

•  �Create a visit on EVOLVE.
•  �Type A Visit - Ensure that when completing the ‘Visit Type’ section, ‘No’ is 
selected for all points.

•  �Type B Visit - Ensure that when completing the ‘Visit Type’ section, select 
‘Yes’ to one or more of the points.

•  �Submit visit to the EVC, they will receive an email notification that a new visit 
has been submitted.
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2.2  Risk Assessments

It is a legal requirement to undertake risk assessments and put measures in place to control 
significant risks. The risk assessment should be seen as fundamental to the overall planning 
process and should be considered from the outset of any visit planning. Risk assessment 
recording should not be unduly onerous, but supportive and helpful for the visit leadership 
team.

A proportionate approach to risk management, which, in the context of outdoor learning and 
off-site visits, is a two-stage process:
•  �The identification of the potential benefits to be gained from an activity, along with any risks 
to the health and safety of those involved.

•  �The implementation of a plan to best realise these benefits, using professional judgement to 
ensure that the level of risk does not exceed that which can be justified by the benefits.

The risk assessment process must be seen as ‘on-going’ and ‘dynamic’. Professional 
judgements and decisions regarding safety will need to be made regularly during the activity. 
If the control measures are not sufficient, the activity must not proceed.

2.2.1  Dynamic Risk Assessment

Despite the best planning, the unexpected may happen during a visit and Visit Leaders 
must be prepared to change and adapt as required. Experience and training will enable 
sound judgements to be made. Staff should monitor the risks throughout the visit and take 
appropriate action as necessary. This is called dynamic risk assessment and includes knowing 
when and how to apply contingency plans where they are needed. It also includes heeding 
advice and warnings from those with specialist expertise or local knowledge (especially with 
regard to higher-risk activities). The actions taken as a result of dynamic risks assessment may 
be recorded after the visit so that they can inform future planning

The 2025-2028 version of the Form 5 ‘Risk Assessment’ template should be completed for all 
Type A and Type B visits. This can be found under the Key Resources section on the home page 
of EVOLVE.
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2.2.2  A Planned Alternative Programme

Always prepare a ‘Plan B’. This is in place in the event of unforeseen circumstances for 
both Type A and B visits. The more complex the visit, the more detailed the Plan B must be. 
Ensure that all accompanying adults are aware of the Plan B.

If the alternative is that the visit is cancelled and the party returns to base, then this should 
be stated.

2.3  Good Practice Visit Essentials

2.3.1 Inclusion

All children should be provided with the opportunity to participate in off-site visits. 
Visit Leaders should be aware of and follow their employer’s equality and inclusion 
arrangements. When beginning to plan an educational visit, it is important to consider how 
accessible any visit is in terms of cost, venue, activities etc.

Whilst it may not be necessary for every participant to take part in every activity, it is 
necessary to make reasonable adjustments and consider alternatives to make the visit 
more inclusive. In some circumstances, additional staff may be required to support an 
individual’s participation – this needs to be taken in to account during the initial planning 
phase when considering staffing and costs. Additional costs must not be passed on to the 
individual whose needs require the adjustment.


