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Introduction 
 
Ark believes that adventurous and challenging school visits are a vital part of a pupil’s 
education.  They can develop teamwork skills, resilience and confidence, as well as 
supplement and enrich the curriculum of the school by providing experiences which 
would otherwise be impossible.  Off-site activities must serve an educational purpose, 
enhancing and enriching our pupils learning experiences. 
 
Uncertainty is inherent in adventure, but a young person’s development should not be 
stifled by the need to consider risk without first estimating its likelihood and balancing 
this against the possible benefits.  The purpose of this policy document is to ensure that 
all off-site visits are correctly planned, managed and supervised so that pupils can safely 
participate in the opportunities that are offered. 
 
As previous generations have learnt by experience, it is rare that a well-planned exercise 
leads to accidental injury. It will instead be most likely to bring a sense of enterprise, 
accomplishment and fun, so vital for judgement, maturity and well-being, which must 
nearly always offset the residual and inevitable risk. We believe that “We must try to 
make life as safe as necessary, not as safe as possible.” 
 
This document lays out Ark scheme of delegation and guidelines for trip planning and 
management of learning outside the classroom. 
 
Section 1:  Decision making 
 

1. This section defines the scheme of delegation for approving off-site visits within Ark.  
 

2. Under the Health and Safety at Work Act (1974) Ark is responsible for the health, safety 
and welfare of its employees. Ark is also under a duty to ensure, so far as is reasonably 
practicable, the health and safety of anyone else on the premises or anyone who may be 
affected by their activities.  In addition to this 

a. The Management of Health and Safety at Work Regulations 1992 requires an employer to 
assess the risks of activities (see Risk Assessment in Section 2); introduce measures to 
control those risks; tell their employees about these measures.   

b. Under Health and Safety legislation employees must: take reasonable care of their own 
and others’ health and safety; co-operate with their employers over safety matters; carry 
out activities in accordance with training and instructions; inform their employers of any 
serious risks. 
 

3. Risk Assessment. Ark’s policy is based upon the following risk assessment: 
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Risk Assessment All Off-Site Educational Activities 
 
Establishment: Ark              Assessment Date:  October 2012       Reviewed: September 2018 
Activity:     Educational day and residential visits.                Completed by: Advisor for Outdoor Education 
 

Hazard 
List significant hazards which may 

result in serious harm or affect 
several people. 

Who may 
be affected 

Control Measures 
List existing controls or note 

where the information may be 
found. (e.g. Information, 

instruction, training, systems 
or procedures. 

Any Further Action 
List the risks which are not 
adequately controlled and 
proposed action where it is 

reasonably practicable to do 
more. 

Hazards associated with travelling to/from 
venues. 
 
Road traffic accidents both as an occupant 
of a vehicle and as a pedestrian resulting in 
serious injury or death. 
Assault resulting in injury. 
Child going missing. 
 
All these could result in disruption or 
termination of travel.  
 

Staff/Pupils/
Members of 
the public 

1. Generic control measures specific 
to modes of transport produced 
by the Service. 

2. Specific control measures 
relating to supervision of each 
group produced by the Party 
Leader and EVC. 

3. Specific measures for managing 
an emergency produced by 
EVC/Party Leader.  

4. On-going control measures 
overseen by party leader. 

1. Ark will review and update 
control measures in response to 
changing circumstances, e.g. 
terrorism 

2. The Headteacher/manager to 
ensure staff competence. 
 

3. The Headteacher/manager to 
ensure staff competence 

Hazards associated with undertaking the 
activities designed to meet the educational 
objectives for each visit. Although most of 
the risks for these activities will be 
associated with a specific activity and 
picked up by the specific risk assessment, 
such as drowning whilst undertaking a 
paddling activity, in general risks are: 

 Injury from slipping, tripping, falling 

 Falling from height 

 Injured while handling, lifting, carrying 
 

Staff/Pupils/
Members of 
the public 

1. Generic control measures specific 
to most activities produced by 
the Service 

2. Specific control measures 
relating to supervision of each 
group, produced by the Party 
Leader and EVC 

3. On-going control measures 
overseen by party leader 

1. Ark will review and update 
control measures in response to 
changing national guidelines, 
e.g. new DfE guidelines 

 
2. The Headteacher/manager to 

ensure staff competence 
 
3. The Headteacher/manager to 

ensure staff competence 
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Hazards associated with the social and 
communal aspects of a visit: 

 Asphyxiation or burns from a fire 
occurring in a hostel or centre. 

 Food poisoning from poor kitchen 
hygiene. 

 Assault from intruders resulting from 
poor centre security.  
 

 Abuse. Physical, emotional and sexual 

 

 

 

Staff/Pupils/
Members of 
the public 

 

 

 

 
 

Pupils 

 

1. Generic control measures 
relevant to most venues 
produced by the Service 

2. Specific control measures 
relating to the welfare of each 
group, produced by the Party 
Leader and EVC 

3. On-going control measures 
overseen by party leader 

4. Age specific safeguarding 
procedures applied to each visit 

1. Ark will review and update 
control measures in response to 
changing national guidelines, 
e.g. new DfE guidelines. 

2. The Headteacher/manager to 
ensure staff competence. 

3. The Headteacher/manager to 
ensure staff competence 

4. The Headteacher/manager 
ensuring robust safeguarding 
arrangements are in place for 
each visit. 

 
What is your review procedure? Policy reviewed following changes to risk rating and/or changes to national guidelines
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4. Health and Safety tasks are delegated via the Ark policy to School 
Principals or Headteachers.  Ark retains responsibility for advice, guidance, 
monitoring and review.    

 

5. There are two underpinning principles for the scheme.  

a. The Principal/Headteacher is appointed to provide overall leadership for each 
school.  Every off-site visit takes place because they believe that it enhances learning 
and offers an experience for young people attending the activity. The scheme of 
delegation is consistent with this principle and with the principles underpinning the 
delegation of H&S tasks. Curriculum and safety advice is available from Ark but it is 
the task of Principal/Headteacher to manage this scheme within their schools 

b. The safe conduct of all visits depends fundamentally upon the competence of the 
team that oversees and leads each venture. Whilst Ark through guidance, can set 
minimum standards of training, qualifications and experience to lead certain 
activities, the only person uniquely placed to judge a leader’s competence is the 
Principal/Headteacher. 
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Section 2: Roles and responsibilities  

 

1. Ark will provide the following: 

a. This guidance document, which is supplemented by the comprehensive and 
regularly updated materials on the Outdoor Education Advisers Panel (OEAP) 
website (http://oeapng.info).  Ark has adopted these OEAP National Guidelines for 
off-site visits.  

b. An adviser for general Health and Safety Advice: contact the Ark Head of 
Estates & Procurement (David Allen) on 020 3116 0792 / 07904307207 

c. An appointed adviser for outdoor education to give specialist advice on off-
site visits and outdoor visits: currently the Director of Outdoor Education (Mike 
Penny) at Widehorizons Outdoor Education Trust who can be contacted on 07885 
277321 or mike.penny@widehorizons.org.uk.    

d. Generic risk assessments to schools: These assessments aim to provide 
guidance of the common risks associated with off-site visits, and can be found in the 
appendices. 

e. Monitoring: Ark will monitor school policies, procedures and practices in the 
following ways: 

i. A register of EVCs will be maintained and annually updated. New EVCs will be 
required to attend an accredited EVC training course 

ii. As part of the annual update, EVCs will complete and return a self-evaluation 
review 

iii. H&S monitoring by Ark either by self-evaluation questionnaire, periodic mini 
audits or by full H&S audit 

iv. A section for Principals to report on trips in the Principal’s report  

f. Compliance: Principals/Headteachers, must nominate an Assistant/Vice-
Principal or Deputy Head as the EVC, or assume the role themselves.  EVCs must 
receive training delivered by an accredited Outdoor Education Advisers’ Panel 
trainer.  The Managing Director of Ark may withdraw permission to educate 
children outside of school premises for non compliance.   

2. Beyond the requirements listed above, decisions are delegated to the 
Principal/Headteacher, who in turn will work with their EVC, the visit/activity leader of a 
given trip, and in some cases assistant leaders, volunteer helpers, parents and pupils, to 
ensure visits are well and safely managed.    

3. There are excellent resources for each of these roles, which can be found on-line at 
www.oeapng.info (including checklists, training and advice).  These are easy to navigate, 
regularly updated by the Outdoor Education Advisers Panel and Ark has adopted these 
National Guidelines for its off-site visits and learning outside the classroom.   A summary 
of the key responsibilities for the Ark network lies below and has been adapted from this 
website. 

4. The Principal/Headteacher should: 

a. ensure that off-site activities comply with the procedures in this guidance document   

b. appoint, or undertake the functions of, an Educational Visits Coordinator and 
inform Ark. If appointing, the EVC should be an Assistant/ Vice-Principal or Deputy 
Head, who in the view of the Principal/Headteacher is competent to undertake 

http://oeapng.info/
http://www.oeapng.info/
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delegated tasks.  The role of EVC brings some administrative duties and we would 
suggest allocating some administrative support to the EVC for these matters. 

c. Have the right to remove students from trips if their behaviour within school could 
pose a threat to the success and safety of the trip while away 

d. ensure that the EVC has attended an EVC training course and refresher training 
every 3 years 

e. delegate approval of defined visits to the EVC 

f. with advice from the EVC, approve party leaders and additional staff who are 
sufficiently experienced and competent to assess and manage the risks with regard 
to the group and planned activity; 

g. ensure that risks have been assessed, significant risks recorded and appropriate 
safety measures are in place and that all parties are aware of the assessments and 
ensure that all staff understand and comply. 

h. the final planning checklist is completed and all supporting documents are 
completed before the journey takes place; 

i. ensure formal approval is given to each journey or visit before it is communicated to 
parents; 

j. comply with Ark monitoring arrangements and agree with the EVC a programme 
for monitoring off-site visits. 

k. For the Duke of Edinburgh Award, ensure compliance with Operating Authority or 
if the school holds a Direct Licence ensure that the EVC and nominated DoE Officer 
have had verification of policies, procedures and practices from the Outdoor 
Education Adviser. 

5. The Educational Visits Coordinator (EVC) should 

a. support the Principal/Headteacher with approval; 

b. approve delegated visits; 

c. approve competent people to lead or otherwise supervise a visit; 

d. support the party leader with advice and guidance on risk assessments; 

e. review and approve the risk assessment produced by the party leader and team for 
each visit; 

f. check the emergency arrangements are adequate and ensure there is an emergency 
contact for each visit; 

g. receive, evaluate, action if necessary and archive Group Leader’s Evaluation and 
Trip/ Outing Report and any other significant documentation [e.g. related to an 
accident]; 

h. ensure that safeguarding arrangements are in place for all visits, liaising with the 
designated safeguarding lead as appropriate. 

i. review systems and, on occasion, monitor practice. 

6. The Party Leader should: 

a. complete a written curriculum plan or planner for the visit and submit a cost 
breakdown; 

b. obtain the approval of the Principal/Headteacher or EVC before any off-site visit or 
activity takes place; 
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c. assess the reasonably foreseeable risks involved and draw up or amend as 
appropriate any previously recorded risk assessment; 

d. oversee the safe conduct of each visit, paying particular attention to on going risk 
assessments and changing circumstances, and arrange a pre-visit if appropriate; 

e. ensure that all other members of staff and voluntary helpers are made aware of their 
responsibilities and have the appropriate training and experience to undertake their 
assigned roles; 

f. consider the planning checklist to ensure that all procedures have been followed; 

g. inform parents about the visit and gain their consent, where appropriate 

7. Additional members of staff and volunteers on the trip should:  

a. Be given appropriate safeguarding training and should be DBS checked if required. 

b. be given written instructions to ensure that they are familiar with 
procedures/protocols. 

c. assist the party leader to ensure the health, safety and welfare of all the young 
people on the visit; 

d. be clear about their roles and responsibilities whilst taking part in the visit or 
activity. 

8. Pupils/Students should:  

a. be made aware of their responsibilities on the visit by the party leader and other 
members of staff, for their own health and safety and that of the group.   

b. not take unnecessary risks; 

c. follow instructions of the party leader and other members of staff; 

d. behave sensibly, keeping to any agreed code of conduct; 

e. inform members of staff of any significant hazards. 

9. Parents should:  

a. have an important role in deciding whether any visit or off-site activity is suitable 
for their child.  

b. inform the party leader about any medical, psychological or physical condition 
relevant to the visit; 

c. provide emergency contact numbers; 

d. provide the party leader with arrangements to resume care of their child should this 
be necessary; 

e. sign the consent form. 
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Section 3: National and Local Guidelines 

1. Ark has adopted the National Guidelines for off-site visits and learning outside the 
classroom which can be found at www.oeapng.info.  The site is easy to navigate with 
excellent resources on risk management and visit planning, including checklists and 
advice for each of the key roles in school.  Some useful links to consult include: 

a. Legal frameworks and employer systems section, including helpful trip checklists 
EVCs, party leaders, principals and others.  

b. Good practice section, including supervision ratios, insurance, minibus guidance, 
critical incident management and emergency protocols  

c. Policies and planning section, including advice on how to avoid unnecessary 
paperwork, writing a school specific policy and planning learning outcomes.  

d. Specialist activities section, including advice on unusual trips like farm visits, home 
stays, swimming, etc. 

e. The Search Bar, found on the home page! 

f. Ark William Parker also uses the services of East Sussex County Councils Outdoor 
Education Department with all residential, overseas and adventurous activities 
being uploaded onto the county trips programme (Exeant) County will review the 
trip and advise on any issues that might arise. 

g. The Principal and EVC will sign off the trips electronically as well as a paper copy of 
the paperwork below. 

h. Day trips and sports activities will not require Exeant uploading but will still require 
completed paperwork and Principal’s approval 

  
2. Ark has developed ten key template documents and some example risk assessments, 

which can be found in the appendix. The appendix begins with the usual flow chart 
explaining our recommended process for using these template. The appendix includes: 

a. OSA0- Flowchart for trip organisation 

b. OSA1- Proposal to organise and educational offsite visit/activity 

c. OSA2- Approval process for an educational offsite visit/activity 

I. Initial Approval 

II. Final Approval 

d. OSA3- Completed details of educational offsite visit/activity 

e. OSA4- Participant List 

f. OSA5- Emergency Information 

g. OSA6- Risk Assessment Template 

h. OSA7- Parental Consent Form 

I. Residential 

II. Non- Residential 

III. Residential Summer School 

i. OSA8- Swimming Consent 

j. OSA9- Evaluation Sheet 

http://www.oeapng.info/


 

 
Page 10 

 

k. OSA10- Pupil Questionnaire 
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