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Context

We believe that educational visits are an integral part of the entitlement of every student to an
effective and balanced curriculum. Appropriately planned visits enhance students’ experiences
and build cultural capital. Beacon High is fortunate to be situated close to central London, with
easy access to a wide variety of galleries, museums, theatres and events. As we come out of
the pandemic we are committed to re-engaging our school community with live cultural
events in a safe and considered manner. All trips will be considered in the context of
local and national health advice and guidance. In addition, we are championing Islington
Council’s 11 by 11 programme, where all young people in the borough have free access to at
least 11 cultural experiences by the end of Year 11.

Application

Any visit that leaves the school grounds is covered by this policy, whether as part of the
curriculum, during school time, or outside the normal school day.

In addition to this Educational Visits Policy, Beacon High:

1. Adopts the Local Authority’s (LA) document: ‘Guidance for Educational Visits and
Related Activities with National Guidance & EVOLVE’.

2. Adopts National Guidance www.oeapng.info, (as recommended by the LA).
3. Uses EVOLVE, the web-based planning, notification, approval, monitoring and

communication system for off-site activities.

All staff are required to plan and execute visits in line with school policy (ie this document),
Local Authority policy, and National Guidelines. Staff are particularly directed to be familiar with
the roles and responsibilities outlined within the guidance.
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Types of visit

There are three types of visit:

1. Routine local visits in the ‘Extended learning locality’.
2.    Day visits within the UK that do not involve an adventurous activity.
3.    Visits that are overseas, and/or residential, and/or involve an adventurous activity.

Roles and responsibilities

Visit leaders are responsible for the planning of their visits. They should obtain outline
permission for a visit from the Headteacher prior to planning, and certainly before making any
commitments. Visit leaders have responsibility for ensuring that their visits will comply with all
relevant guidance and requirements.

The Educational Visits Coordinator (EVC) is Tierney Gilbert, who will support and challenge
colleagues over visits and Learning Beyond the Classroom activities. The EVC is the first point of
contact for advice on visit related matters, and will check final visit plans on EVOLVE before
submitting them to the Headteacher. The EVC sets up and manages the staff accounts on
EVOLVE, and uploads generic school documents, etc.

The Headteacher has responsibility for authorising all visits, and for submitting all overseas,
residential or adventurous activity visits to the LA for approval, via EVOLVE.

The Governing Body’s role is that of a ‘critical friend’. Approval will be sought from the Chair of
Governors for all adventure, residential and overseas visits.

The Local Authority is responsible for the final approval (via EVOLVE) of all visits that are
either overseas, residential, and/or involve an adventurous activity.

Staff Competence

We recognise that staff competence is the single most important factor in the safe
management of visits, and so we support staff in developing their competence in the following
ways:

● An apprenticeship system, where staff new to visits assist and work alongside
experienced visit leaders before taking on a leadership role.

● Supervision by senior staff on some educational visits.
● Support for staff to attend training courses relevant to their role, where necessary.

In deciding whether a member of staff is competent to be a visit leader, the Headteacher will
take into account the following factors:

● Relevant experience.
● Previous relevant training.
● The prospective leader’s ability to make dynamic risk management judgements, and take

charge in the event of an emergency.
● Knowledge of the pupils, the venue, and the activities to be undertaken.

Approval

The approval process is as follows for each type of visit:

3



1. Local visits – Trip forms are to be completed by the visit leader.
2. ‘Day visits within the UK that do not involve an adventurous activity. These are entered

on EVOLVE, and must be submitted to the EVC for checking at least 14 days in advance,
and then forwarded to the Head for approval.

3. Visits that are overseas, residential, and/or involve an adventurous activity (see LA
guidance for definition of ‘adventurous’) are then submitted by the Head to the LA for
approval.

Emergency procedures

A critical incident is any incident where events go beyond the normal coping
mechanisms and experience of the visit leadership team.

The school has an emergency plan in place to deal with a critical incident during a visit (see
Appendix 1). All staff on visits are familiar with this plan.

When an incident overwhelms the establishment’s emergency response capability, or where it
involves serious injury or fatality, or where it is likely to attract media attention then assistance
will be sought from the local authority

Educational Visits Checklist

Beacon High’s Educational Visits Checklist forms part of the risk management process for visits
and off-site activities. This has been adapted from the LA’s generic checklist. A visit should only
go ahead if the answer to all relevant questions is ‘YES’. Beacon High’s Educational Visits
Checklist may be downloaded from EVOLVE Resources.

Parental Consent

Parental consent must be obtained for all visits. For these visits, sufficient information must be
made available to parents (via letters, meetings, etc), so that consent is given on a ‘fully
informed’ basis.

Inclusion

Beacon High adheres to the Equality Act 2010.

Transport

The school uses the local authority minibus service and has members of staff with the relevant
qualifications to drive. Numbers are limited to 17 this includes the member of staff driving and
one other to supervise students.

The school also uses hired minibus with driver, numbers are limited to 16, including 1 member
of staff to supervise students.

All transport is booked by Karen Tumbridge, Business Manager.

Insurance

Beacon High takes out the Local Authority insurance for all visits.
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Dismissal of pupils after evening activities

Parental consent is obtained for students to make their way home after evening activities.

Appendix 1 – Emergency Procedure

The school’s emergency response to an incident is based on the following key factors:

1. There is always a nominated emergency base contact for any visit (during school hours
this is the office).

2. This nominated base contact will either be an experienced member of the senior
leadership team, or will be able to contact an experienced senior leader at all times.

3. For activities that take place during normal school hours, the visit leadership team will be
aware of any relevant medical information for all participants, including staff.

4. For activities that take place outside normal school hours, the visit leadership team and
the emergency contact/s will be aware of any relevant medical information and
emergency contact information for all participants, including staff.

5. The visit leader/s and the base contact/s know to request support from the local authority
in the event that an incident overwhelms the establishment’s emergency response
capability, involves serious injury or fatality, or where it is likely to attract media attention.

6. For visits that take place outside the ‘extended learning locality’, the visit leader will carry
a local authority Emergency ‘Card’.

Islington Council (out of hours) Emergency Contact:

Linkline Supervisor:

0207 527 6336 / 5456 / 8006 24 hrs incl. bank holidays

Be prepared to give: Your name and Establishment/Group

Phone number & back up phone numbers Exact Location Nature of Incident Number in
the Group

The Emergency Contact Centre will contact a chief officer and pass on details.

Visits and Threat from Terrorism

Your employer should be your first source of advice. This document contains practical
advice and is aimed at helping employers and schools in the decision-making process.

Learning Outside the Classroom (LOtC) has a vital part to play in meeting the demands
of the National Curriculum and in achieving the goal of preparing young people
effectively for life beyond school. Statistically LOtC activities are, and remain, very safe.
Good planning and management, and professional decision making will help to ensure
that they remain so. At the time of writing there is no formal Government advice against
school trips.

The threat level for international terrorism in the UK is currently ‘Severe’.
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Our current general advice is to continue as planned, but:

- keep an eye on the news for any changes;
- continue to be especially vigilant, and undertake due diligence and dynamic risk

assessment;
- avoid any areas which the Police state to avoid;
- ensure that you have a ‘Plan B’ in place for the activity/visit, if necessary.

Attached is:

- Some practical advice for school trips.
- The National Guidance document on ‘Visits and threats from terrorism’ – taken

from www.oeapng.info
- The National Police Chiefs Council’s 'Run, Hide, Tell' advice

Clive Atkins CMIOSH, MIIRSM Outdoor Education Adviser 12th June 2017

Terrorism:  Some practical advice for school trips

● Stay alert to local and national news before and during the visit. For overseas
visits, maintain an overview of the Foreign & Commonwealth website:
www.fco.gov.uk

● Consider increasing supervision ratios from normal arrangements. If, for
example, groups of students are allowed to spend periods of time indirectly
supervised by staff, consider removing this freedom.

● Avoid congregating longer than necessary inside entrances and foyer areas at
major public sites, eg. stations, museums, sports stadiums, concert halls, land-
side at airports, etc.

● Consider carefully the relative benefits of visits to religious or political venues,
and events that could be considered higher risk.

● Assess the needs of younger pupils and SEN students, and their ability to react
and respond to dynamic situations.

● Be especially vigilant in crowded places such as shopping centres and travel
hubs.

● Remind students to remain vigilant and alert, reporting anything suspicious to
staff.

● Ensure that students and staff are aware of the ‘Run, Hide, Tell’ guidance
(attached), issued by the National Police Chiefs’ Council.

● Brief participants as to what to do if separated from each other in the event of a
security incident. This should include designating specified physical meeting
points and may include contact telephone numbers for staff – but remember
that mobile phones may not work in the immediate hours after an incident.

● Each member of staff should carry an attendee list with all participant details,
including medical conditions and next of kin contacts.

● Consider providing all participants with a printed emergency contact card with
the school’s landline telephone number on it, and provide space for them to
write down their own home landline number.

● Carry water and snacks on visits in case of travel disruption and long delays -
especially in warmer months or climates.

● Carry additional personal and group medication in case of long delays.
● Consider the implications of an enforced overnight stay.
● Ensure that your Senior Management Team and home contacts have access to

all available information (itineraries, venues, registers, letters to parents, etc.), for
example, via a secure on-line educational visits management system.
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● Ensure that you have contingency plans (‘Plan B’) in place for the activity/visit.

Frequently Asked Questions

Visits and the threat from terrorism

What should we do about visits given the current threat of
terrorist attacks?

The current global situation means that the possibility of being close to, or caught up in,
a terrorist attack is a risk faced by us all. Like all risks this needs to be kept in perspective
and managed in a thoughtful and proportionate way. To provide some perspective - the
UK government identifies five levels of threat from ‘low’ to ‘critical’. Since 2006, when this
level was first published, it has never been below ‘substantial’ – the middle level.

The understandable anxiety of parents, teachers, children and young people is
particularly heightened following an incident. As part of the response to staying vigilant
and carrying on as normal, it is important to decide about each visit on its merit. The
following guidance for visit planning explains how we may reduce our vulnerability
while carrying on as normally as possible.

When planning any visit consider the likelihood of the destination, venue or transport
hubs being at risk of a terrorist attack.

It is sensible to:

● Be aware of the latest news relating to your destination
● In the UK know the current threat level (available at:

https://www.mi5.gov.uk/threat-levels.)
● When travelling abroad check the FCO website www.fco.gov.uk in the early

stages of visit planning, at regular intervals and immediately prior to leaving.
● Consider the threat of terrorism as part of visit risk management and include it

within visit emergency plans.
● When visiting crowded places such as a major city, venue or event, where the

risk of attack may be greater, consider within your planning:
● Possible safe areas or venues, near where you intend to be, that you could use

as an emergency shelter.
● How to minimise waiting time at busy venues. Where to wait and gather for

head counts.

How to minimise queuing times (such as not carrying unnecessary items) to speed up
search and entry.

● Are staff phones charged and numbers shared?
● Do all leaders have all group information? Will they be spaced apart?
● A contact card for all participants giving a number to call if separated from the

group, and the name and telephone number of the establishment
● How you would get away in an emergency, bearing in mind that the direct route

and planned transport might no longer be an option. Are you aware of
alternatives and can you access emergency funds to pay for them?

● Do you need to leave the site immediately with the crowd at the end of the visit
event?

● The possibility of an enforced overnight stay and what this might entail – for
example do you need a reserve of any critical medication?

● How the leadership team might manage an enforced group split.

During the visit:
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● Be vigilant and aware of your surroundings – know where the exits are and
where you would run to.

● Be aware of the possibility of suspicious items. (See point 5 the 4Cs -
https://www.gov.uk/government/organisations/national-counter-terrorism-
security-office). You may need to copy and paste this link into your browser to
make it work.

● When staying at any place for more than 30 minutes, identify emergency
meeting points in case the group is forced to move and becomes split.

● Avoid congregating too long around entrances to major public sites.
● At ports and airports don’t linger unnecessarily on the public side of security

screening.
● Be aware of the ‘Stay Safe’ principles: ‘Run, Hide, Tell’ and know what to expect if

you encounter armed response officers (see point 2 in ‘recognizing the terrorist
threat’: http://tinyurl.com/pp4fxmu)

● The experience of the National Counter-Terrorism Security Office is that
● decisive leadership is key.

The website of the National Counter-Terrorism Security Office:

https://www.gov.uk/government/organisations/national-counter-
errorism- security-office.

If this link doesn’t work, try http://tinyurl.com/o5qjkvs, or copy
and paste the link into your browser.

At the moment, the issue of terrorist attacks is regularly in the news. But it’s been on
our agenda for much longer.

The police and security service have been working constantly to foil terrorist
attacks for years, not months.

But we are not complacent about keeping you safe.

Due to events in the UK and abroad, people are understandably concerned about a
firearms or weapons attack. These attacks are very rare but in the event of such an
attack, it helps to be prepared.

Remember, attacks of this nature are still very rare in the UK.
https://governorhub.com/#homeRURUN. HIDE. TELL.

To watch the Stay Safe film, visit www.npcc.police.uk/staysafe
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