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Policy for Broadway Academy 
 
School Policy for Educational Visits and Learning Outside the Classroom 
 
Introduction 
This Policy is the local policy for Broadway Academy and aligns with Outdoor Education Advisers Panel (OEAP) 
National Guidance www.oeapng.info . Broadway Academy is supported by Shapestone Outdoor Consultancy 
Ltd Advisers who are fully accredited through the OEAP.  Birmingham City Council Policy and Guidance for 
Educational Visits and Learning Outside the Classroom (2016) is used as a reference document.  Broadway 
Academy Trip Pack provides a supportive framework for all visit leaders and can be accessed via the Frog VLE. 
 
The school provides a rich and varied programme of opportunities for pupils to learn outside the 
classroom - within the school, the local area and further afield. The programme of visits is structured and 
progressive to gradually develop young peoples’ confidence, independence, responsibility and specific 
learning objectives. The aim of this policy is to sustain and promote a broad range of off-site Educational 
Visits from this school, whilst ensuring safe practice and competent supervision. 
 
This policy covers all offsite visits and some on site learning outside the classroom. The Head Teacher and 
Educational Visit Coordinator manage this policy. It provides a local framework for staff planning of educational 
visits and learning outside the classroom activities. Visits fall into one of three zones as defined by the National 
Guidance documents, Zone 1, 2 and 3 and NG website (www.oeapng.info) 
 
Key Points for all visits: 

 All educational visits will have completed the necessary paper work (the Broadway Academy trip pack). 
 All educational visits must have an approved competent visit leader. 
 Approval for an educational visit and for the designated competent visit leader role is made currently by a 

Deputy Head (Grant Stewart for curriculum related trips or Dhiren Chauhan for pastoral related trips) after it 
has been approved by the EVC 

 All visits must provide evidence of a prepared written risk assessment. 
 Visit Leaders must carry copies of all supporting documentation on the visit, e.g. emergency 

contacts, itinerary, names and group detail. 
 The EVC’s administration support will retain and record all supporting documentation centrally. 
 Parents will be fully informed of all arrangements. 
 Well planned visits lead to successful visits. 

 
OFSTED’s Key Finding from its most recent report on Learning Outside the Classroom (Oct 2008), as 
emphasised by the Council for Learning Outside the Classroom in 2012, states: 
 
“When planned and implemented well, learning outside the classroom contributed significantly to raising 
standards and improving pupils’ or young people’s personal, social and emotional development.” 
 
Inclusion and Entitlement 
 
At Broadway Academy educational visits are an integral part of the curriculum. All pupils or young people are 
entitled to participate irrespective of social background, culture, race, gender, differences in ability and 
disabilities. 
 
Each pupil or young person has an entitlement to experience: 
 

 Effective learning opportunities 
 Success in learning 
 Achieving as high a standard as possible in learning outside the classroom 

 
Teachers will set appropriate learning challenges, responding to pupils’ or young people’s diverse learning 
needs. Broadway School will make provision, with well planned, reasonable adjustments to support pupils 
or young people, enabling them, where possible, to participate effectively in all educational visits and 
activities. 

 



 
Roles 
All roles are clearly defined on the NG website. www.oeapng.info 
Roles defined as Visit Leader, Assistant Leaders, Volunteers, EVC, Head Teacher, Governing Body and 
Employer. 
There is specific guidance and information for each above role and relevant documents. 
Within the school all roles are covered and managed by staff and the Governing Body.  
The school has a trained EVC who is Jeremy Mound (Assistant Head Teacher).  The EVC will: 

 Ensure compliance with the requirements of Broadway Academy’s Educational Visit Policy and the 
Outdoor Education Advisers Panel (OEAP) National Guidance www.oeapg.info. 

 Ensure the Duke of Edinburgh expedition policy is adhered to. 
 Ensure approval, notification forms, checklists and ‘Provider Questionnaires’ are completed appropriately. 
 Ensure that all the procedures outlined in the Broadway School policy are followed. 
 Support and advise colleagues in planning visits. 

 
All visits have a named visit leader and assistant staff who are aware of their roles and responsibilities contained 
within the NG website.   
 
The Visit Leader must ensure that: 
 

 Matters of supervision, provider checks, content of the day(s) activities, first aid and transport must 
be considered and organised in advance. 

 Parents must be advised of the details of any visit and kept fully informed. Any cost of the visit must 
take into account the School / establishment charging Policy. 

 All necessary permission/consent slips must be obtained. 
 A charged mobile phone should be taken on all trips. Check that mobile phone coverage is in the area 

that you are visiting. 
 

 
Volunteers are managed under the school volunteer policy including relevant DBS checks. 
NG documents Roles 3.4a-o 
 
Competence of Staff 
Staff must be competent and confident to lead visits. Training courses are available to develop confidence and 
competence. There are standards national standards for staff that want to lead adventure activities and the 
adviser can give advice in that area. 
NG 3.2d, 4.4a Assessment of Competence  
 
Procedures 
All visits require planning, preparation and levels of approval. This varies according to aspects of complexity and 
distance. These are explained in the guide from the menu bar and can be reached via First Time Visitor 
NG Documents in section 1 basic essentials are useful including 9a The Radar Introduction 
 
The EVC will classify visits into one of three Zones and all trips will require a formal trip pack to be completed. 
 
Zone 3 
Adventure / Abroad and very complex visits 
These visits require specific approval at School level and the notification of the Education Visits and Outdoor 
Learning Adviser. These must be submitted to the Adviser at least 4 weeks before the departure date.  
Forms for Adventurous Activities and Overseas Visits should submitted to  
Email (preferred): Richard.Batty@shapestone-oc.co.uk  
  
Postal address: 
143 Barclay Road 
Smethwick 
West Midlands 
B67 5JZ 
The adviser monitors these visits on behalf of the employer. 



Zone 2 
Enhanced Planning Visits 
These visits along with Zone 1 visits constitute the majority of schools visits. There will be aspects of complexity 
that require careful planning.  
All visits are required to be planned sent to the EVC, and will then be approved by the EVC and Deputy Head. 
The Education Visits Adviser can provide advice on these visits if required. Approval for visits of greater 
complexity may require pre-approval before undertaking detailed planning and the EVC should be consulted.  
 
Zone 1 
Local regular visits/on-site activities 
These are visits that are regular, local and straightforward to organise. Activities will be straightforward and the 
risk management will be covered by ‘blanket consent’ and generic risk management, within the context of the 
policy.  It is the responsibility of the visit leader to ensure that these documents are amended if required because 
of changes in circumstances. These changes need to be recorded and noted. These visits and activities still 
need to be referred to and approved by the EVC. 
 
 
Specific Advice 
 
Risk Management 
This aspect is described in the national guidance. 
 NG 4.3c Risk Management 
 
Risk Assessment 
A written Risk Assessment forms part of the Trip Pack and must be made for any proposed educational off-site 
visit. It should: 
 

• Identify any significant risks which pupils or young people, staff and helpers may be exposed to and 
outline any control measures that will be put in place to reduce risks to an acceptable level. 

•   Be passed on to the EVC for consultation and approval. 
• During the visit, be kept with the Emergency Contact List and other planning and risk 

management documentation. 
•   Check if the venue and/or provider have their own risk assessments and include in the preparation pack. 
•  Ensure a suitable ‘Collective Discussion’ takes place regarding the ‘risk assessment’ prior to the visit, 

ensuring ownership of the ‘risk assessment’ by the Visit Leader and all accompanying staff. Any 
‘Generic’ risk assessments must be changed, adapted or modified to suit the specific considerations 
and needs of the group during this discussion / meeting. 

 
The six main considerations in undertaking risk assessments are: 

 
 Type of Group 
 Staffing (ratios and competency) 
 Equipment 
 Venue/Activities 
 Travel 
 Emergency Procedures



 

 

More detailed prompts under each consideration, to help in undertaking risk assessments, may be 
obtained from the EVC. With more hazardous or unusual visits close contact between school / 
establishment and the venue / provider is an important safeguard. A preliminary staff visit should be 
made if necessary. If unsure, seek the advice of EVC Jeremy Mound. 

 
Risk Assessments must be passed to the EVC: 

 
- Off-site visits 3 weeks prior to the visit. (Shapestone Outdoor Consultancy Ltd will require at least 
one month’s notification for Adventurous Activities for Overseas Visits.  For major overseas visits at 
least 6 months notice should be given. 

 
During the visit 

 
In addition to measures documented on the Risk Assessment staff should: 

 
•    If travelling by coach ensure the driver has school / establishment contact details. 
•    Carry a class list/register. This is to be called before starting a trip and departing from any visit  
•     Ensure adequate supervision and check children are always given suitable briefings in the group    
with their group leader and staff take head counts at sensible intervals. 
•    Be prepared to make ‘ongoing’ professional judgements related to the assessments of risks. 
 
After the visit 

 
• The post visit evaluation report (‘what went well’ and ‘even better if’ at the end of the trip 

pack) should be completed, any accident/incident details recorded and the risk assessment 
reviewed appropriately.  This will be used to guide good future practice.  

 
 
Parental Consent 
School should input their policy decision on consent in this area 
The school takes into account the following points regarding consent. 

 It is good practice to obtain blanket parental consent for a range of regularly occurring activities 
or a specific programme which is likely to be in Zone 1 visits. 

 In the interests of good relations between the establishment and the home, it is good practice to 
ensure that those in a position of parental authority are fully informed.   

 When an activity is part of the establishment’s curriculum or normal working practices and no 
parental contributions are requested, there may not be a need for specific parental consent.  

 Zone 2 and 3 visits would require specific formal consent.  
 Formal consent will consist of consent form that has been signed by the parent or carer 
 Verbal consent via a phone call is not a sufficient substitute for a signed consent form 
 NG 4.3d Consent 

 
Additional Safeguarding Protocols for Trips Outside Normal Academy Hours 

1-2 days prior to departure: 

 organiser contacts home to remind parents whenever practicable 

 for D of E, the organiser is to have the personal numbers for SLT contacts in case of a worst 
case scenario when the school phones may be jammed by incoming parental calls 

 

 

 



 

 

Day of departure 

 organiser phones home to advise parent/carer if pupil who has returned a consent form has not 
turned up 

 if no answer or the number is unobtainable the organiser informs the SLT contact/s by text 

Group Management 
Full details about group management, ratios, supervision of group, medical conditions, are all found via 
the Leaders Role buttons on the National Guidance website. 
 
Behaviour and Inclusion 
The Schools inclusion policy and behaviour standards will be applied to all visits. For purposes of 
inclusion, specific advice on this issue is contained in the document below and the adviser can assist 
when working with visits. 
NG 3.2e Inclusion 
 
Pre Checking Venues and Providers 
The suitability of the venue will be ascertained whenever practicable to ensure that  the provision will 
meet the intended learning outcomes and meet the needs of the group. 
NG 4.4h Using external providers and facilities. Other documents in section 4.4 are also useful. 
 
External Providers  
Shapestone Outdoor Consultancy and Birmingham City Council endorse and support the Learning 
Outside the Classroom Quality Badge. Therefore any outside organisation that holds this award does not 
need an evaluation, and safety paperwork does not need to be examined. Providers who do not hold the 
LOTC QB should therefore complete the attached form. 
The Academy currently works with Adventure Plus and David Wilton works in school for two days a 
week. 
NG 8p Provider Questionnaire  
 
Adventure Providers Assurances 
Reference should be made to Nationally accredited provider schemes if in doubt consult your EVC.  
Note: Notification is required for Adventurous Activity visits (OE2014) 
 
Emergency Procedures 
The Academy’s Emergency Procedure is outlined in section 1.21 of the staff handbook. 
 
Emergency Procedures for Trips  
All trips will have an SLT contact identified on the Trip Pack.  Trips that take place outside normal hours 
will follow these protocols: 
 
D of E trips will have two members of SLT allocated as contacts. Their role is as an intermediary 
between the trip leader and parent.  David Wilton (Adventure Plus) leads the expeditions and his contact 
details will be made available the SLT contact.  SLT contacts will be provided with a copy of the trip pack 
by Maxine (containing pupil details/parental contact details) prior to the trip taking place and, to avoid 
giving out personal numbers, should collect school phone/s from Nicky Pengelly.   
Parents will have the school phone numbers and may need to make contact with their children in an 
emergency; any urgent message should be passed on to David Wilton by the SLT contact.  Likewise, in 
the unlikely event that it is required, you will need to pass on any messages to parents from David. 

The Head Teacher is to be informed by text if an accident occurs.  If the accident is serious and/or there 
is likely to be press involvement then he should be phoned.  A Serious Accident may be defined as ' 
something that may have either long term health implications or be life threatening' 

           
NG 4.1c Off Site Visit Emergencies: Guidance for Leaders  



 

 

 
The EVC and Senior Staff have access to the Emergency Procedures Plan, and the advice below 
NG 4.1b Offsite Visit emergencies: The Establishment’s Role 
Transport 
National Guidance contains full information regarding transport.  Transport requests for Broadway 
Academy should go to Maxine Hewett at least three weeks before the date of the trip, whenever 
possible. 
 
Evaluation 
Staff should complete the Academy’s evaluation form on the trip pack to aid and inform future visits.  
 
Insurance 
Schools should carefully consider the appropriate insurance for the activity or visits they are undertaking 
due reference should be made to the BCC guidance Section 14 and NG 4.4c Insurance 
 
Finance 
All financial details for a visit must be followed by the Academy processes, including timely budget 
preparation, accounting and collection of monies. Charges for parents must fit with the school charging 
policy.  Parents must have sufficient notice of charges to enable them to make payments, and 
communication should include the cut off point to enable the school to withdraw from the financial 
arrangements with providers if the visit is cancelled. 
Parents should also be told of any arrangements that the school may have for any young people that can 
not afford a visit.  
 
Help and Support 
Support Advice and professional discussion are available from the EVC Jeremy Mound. 
This policy links and integrates to the following Academy documents: 
Staff Handbook 2015-16 
D of E Expedition Policy 
 
 
 
Policy Date Review:  4th July 2016 
Undertaken by Jeremy Mound. 
 
 
 
For advice and support, please contact Educational Visits and Outdoor Learning Advisers, 
Tom Lilley Tom.Lilley@shapestone-oc.co.uk 07980266367; Richard Batty Richard.Batty@shapestone-
oc.co.uk 07432053936 Educational Visits and Outdoor Learning Advisers  
 
 
 


