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Introduction
At Woolgrove we aim to create a happy, secure and stimulating environment
in which all can experience success and realise their unique potential. Staff at
Woolgrove place high value on the importance of out of school learning and
visits as an essential part of a child’s development. Clubs, trips and residential
activities play a major part in helping children to develop independence and
encourage intellectual, emotional, spiritual and healthy growth.
Visits and activities are vital in benefiting children and encourage a wide
range of learning outcomes. These include personal outcomes, knowledge
building and subject related learning and the development of life skills.
Personal outcomes and benefits for pupils:
• Enjoyment and motivation.
• Self confidence and self esteem.
• Improved relationships between peers and adults.
• Raised aspirations.
• Developing creativity.
Learning outcomes:
• Knowledge building.
• Literacy and numeracy skills and cross curriculum links.
• Thinking or ’how to learn’ skills.
Life skills:
• Communication and social skills.
• Working with others/problem solving.
• Citizenship skills.

Aims and Objectives
At Woolgrove we aim to support and extend pupils social and academic
learning by:
•
•
•
•
•
•

•

Developing children’s independence and confidence through providing
regular opportunities for class visits and out of school hours learning.
Improving children’s ability to socialise and interact with each other and
to further develop a sense of appreciation for those around them.
Encouraging the development of a positive self image.
Enabling each pupil to realise their full potential.
Encouraging enjoyment of learning.
Meeting the legal and health and safety responsibilities as stated in the
Herts: Policy for the Management of Learning Outside the
Classroom (LOtC) and Offsite Visits and the guidelines set out in
BALPE
To work in line with the vision and targets of ‘Every child matters’ and
the ’Extended Schools Program’ to provide out of high quality out of
schools opportunities for all children.

Equal opportunities
Staff at Woolgrove School are fully committed to providing equal opportunities
for all pupils regardless of age, disabilities, gender, race and culture and
social status. Wherever possible and appropriate, visits and out of school
activities will be offered to all pupils.
Extended Schools and Every Child Matters
“By 2010, all children should have access to a variety of activities beyond the
school day. Well-organised, safe and stimulating activities before and after
school provide children and young people with a wider range of experiences
and make a real difference to their chances at school. It gives them the
opportunity to keep fit and healthy, to acquire new skills, to build on what they
learn during the school day or simply to have fun and relax.”
What is an extended school?
Extended schools should provide a range of services and activities, often
beyond the school day, to help meet the needs of children, their families and
the wider community. Extended services can include childcare, adult
education, parenting support programmes, community-based health and
social care services, multi-agency behaviour support teams and after-school
activities. By consulting with Parents and involving them in the planning of
services, schools will be able to develop the package of services which best
meets the needs of their community.
Every child matters
The Every Child Matters: Change for Children programme is a shared national
Programme of system-wide reform designed to ensure that children’s services
work better together and with parents and carers to help give children more
opportunities and better support. It focuses on five outcomes that children and
young people highlighted as key to their wellbeing:

1. to be healthy: enjoying good physical and mental health and living a
healthy lifestyle
2. to stay safe: being protected from harm and neglect
3. to enjoy and achieve: getting the most out of life and developing the skills
for adulthood
4. to make a positive contribution: being involved with the community and
society and not engaging in anti-social or offending behaviour
5. to achieve economic wellbeing: not being prevented by economic
disadvantage from achieving their full potential in life.
www.teachernet.gov.uk/extendedschools
www.everychildmatters. gov.uk/publications

Clubs, Visits and Trips
Woolgrove School offers a variety of trips, visits and after school clubs, both
run by School Staff and outside specialist providers.
Class trips and Visits
Children have the opportunity to go on class trips as part of their curriculum
work. These include visits to museums, zoos, local church etc. Infant pupils
regularly attend trips and visits as part of the EYFS curriculum.
Sporting fixtures and festivals
Children at Woolgrove have the opportunity to participate in a variety of
sporting fixtures against both mainstream and other special schools. These
include football, netball, swimming and athletics tournaments.
After School Clubs
At Woolgrove we aim to provide after school opportunities for our pupils.
Clubs are planned and led by school staff.
We currently offer the following after school clubs:
•
•
•
•

Infant After School Club
Environment Club – Junior pupils
Cookery Club – Junior pupils
Children’s University – Y6 pupils

Saturday Club
Saturday Club aims to provide fun structured activities for Woolgrove children
with ASD and their siblings . To develop their emotional, creative, social,
physical and independence skills. Parents support the group on a rotational
basis, this allows opportunities to share good practice. Activities include
cooking, sports, games, art etc.
Specialist Clubs
At Woolgrove we actively seek to encourage local clubs/specialist coaches
etc to offer opportunities for our children. We are currently running Karate
and Yoga lunchtime clubs which are open to junior pupils at a small charge.
Lunchtime Clubs
Clubs take place on various days and are entirely dependent on the goodwill
of the staff who voluntarily offer their time and expertise.
The clubs and their arrangements are reviewed each half term by the Senior
Manager for the upper school when a timetable is drawn up and displayed on
the upper school notice board. The organisation of each club is left to the
member/s of staff running the activity. Attendance for the children is entirely
voluntary. Activities offered in the past have included badminton, football,
netball, computer games, pocket books, play reading, caring for the
environment, table games and shoe tying.
Pantomime and Concerts
At Woolgrove children have the opportunity to experience performing in an
annual pantomime and out of schools hours concerts. As well as being hugely

successful and a lot of fun, these opportunities provide valuable reinforcement
of the schools music and literacy curriculum.
Residential Holidays
Woolgrove school has successfully organised and run activity holidays for a
number of years. We believe residential holidays offer children a highly
rewarding and valuable experience and the chance to gain and develop life
skills.
Each year children in year 6 are offered the opportunity to participate in week
long adventure holiday. During the holiday children have the opportunity to
develop new skills, increase confidence, live and work together as a team and
gain a sense of achievement, stimulating and reinforcing learning through
outdoor experience. Activities have included abseiling, archery, canoeing,
climbing, pony trekking and quad bike riding.
Funding
We believe all children should be entitled to access our visits, clubs and
residential holidays. Whilst parents are invited to pay or contribute towards
activities, we are able (where appropriate) to apply for funding for some
pupils.
Extended Services
At Woolgrove we strive to provide opportunities for parents, carers and
community members to participate in a range of organised services. We have
found these services to be hugely beneficial and a great success in bringing
our parents and carers together
Such services have included:
Parents coffee mornings with outside guest speakers
10 week nurturing programme
Annual curriculum evening
Annual Parents training: Behaviour/Homework/Supporting pupils/Visual
Support
Parents Signing Course
Health Drop ins
Friends of Woolgrove—organising school and community fund raising events
Class tea parties

Planning Journeys and Trips
All trips, clubs and visits should be planned in accordance with the guidelines
and policies set out in the

Hetrs: Policy for the Management of Learning Outside the
Classroom (LOtC)
Staff should also refer to, if appropriate the Herts Offsite Visits Manual, a copy
of which is kept in the school office. School staff, where appropriate will attend
the offsite visits management course.
Roles and Responsibilities
1. Head Teacher
In line with county policy, The Head Teacher at Woolgrove will endeavour to
ensure that:
• they have appointed a suitable group leader;
• all necessary actions have been completed before the visit begins.
(This applies even when the head is not going on the visit);
• the risk assessment is complete and that it is safe to make the visit;
• training needs have been met;
• the group leader has experience in supervising and controlling the
age groups going on the visit and will organise the group effectively;
• the group leader has relevant skills, qualifications and experience if
acting as an instructor, and knows the location of the activity;
• all supervisors on the visit are appropriate people to supervise
children and have appropriate clearance;
• the governing body has approved the visit if necessary;
• parents have signed consent forms;
• arrangements have been made for all the medical needs and
special educational needs of all the children;
• the mode of travel is appropriate;
• travel times out and back are known;
• there is adequate and relevant insurance cover;
• they have the address and phone number of the visit’s venue and
have a contact name;
• that they have the names of all the adults and pupils in the travelling
group, and the contact details of parents and the staff’s and
volunteers’ next of kin.
2. EVC – Educational Visits Coordinator
The EVC is appointed by the school to oversee the planning and review of all
school visits. The EVC should:

Ensuring that they have an understanding of the Manifesto for LOtC
(Learning Outside the Classroom) and the supporting rationale.
• Ensuring that they have attended EVC training and are in date (update
required every 3 years in addition to any amendments/news/updates
published on this guidance website.
•

•
•

•

•
•
•
•
•
•
•
•

•
•

•
•

•

•

Ensuring that visits meet LA guidance requirements
Ensure that Establishment Managers, Visit Leaders, Assisting Staff and
Voluntary Helpers understand that all staff involved in visits require
access to and additional training (if required) at an appropriate level to
ensure that LA guidance and establishment procedures are properly
understood and followed.
Ensure that the school has an establishment visit policy. As a
minimum, the policy will need to make a link between the
establishment's procedures and the LA's guidance.
Support the head/manager with approval and other decisions regarding
external visits.
Ensure that visits are led by competent and confident leaders.
Ensure that assistant leaders are competent to carry out the tasks they
are assigned - clarity of theIr roles required.
Should monitor visit leader planning and sample monitoring of visits.
Should identify and where required organise the training of leaders and
assistant leaders including voluntary helpers.
Should ensure that CRB/ISA checks are in place as required.
Should ensure that establishment policy provides sufficient guidance to
visit leaders regarding information for parents and parental consent.
If appropriate, check that there is a 24/7 emergency contact(s) with the
base establishment for each and every visit and that emergency
arrangements are in place.
Ensure that medical and first aid issues are addressed.
Ensure that emergency arrangements include emergency contact
access to all relevant visit records, including medical and next of kin
information for all members of the party, including staff.
Ensure that individual visits are reviewed and evaluated and this
process will include reporting of accidents.
Ensure that visit policies and procedures are reviewed on a regular
basis. A review should follow any serious incident or systems failure.
Risk management documentation must be updated if necessary.
Ensure that there is an establishment Incident Book for recording “near
accidents/near misses”, including any resulting learning points and
action.
Ensure that you keep up to date via EVC training events, revalidations,
seminars and any updates/amendments/news highlighted on this
guidance website.

3. Group Leader
One teacher, the group leader, is responsible overall for the supervision and
conduct of the visit, and should have been appointed by the Head Teacher.
The Group Leader should:
• appoint a deputy;
• be able to control and lead pupils of the relevant age range;
• be suitable qualified if instructing an activity and be conversant in
the good practice for that activity if not;
• undertake and complete the planning and preparation of the visit
including the briefing of group members and parents;
• undertake and complete a comprehensive risk assessment;
• have regard to the health and safety of the group at all times;

•
•
•

know all the pupils proposed for the visit to assess their suitability;
observe the guidance set out for teachers and other adults below;
ensure that pupils understand their responsibilities (see
responsibilities of pupils below).

3. Other teachers and adults involved in a visit
Teachers on school-led visits act as employees of the LEA or of the
Governing Body. They will therefore be acting in the course of their normal
employment during their normal hours. They will be acting under an
agreement with their Head Teacher and Governors if some of their time on
the visit falls outside normal hours.
Teacher and other adults on the visit must:
• do their best to ensure the health and safety of everyone in the
group;
• care for each individual pupil as any reasonable parent would;
• follow the instructions of the leader and help with control and
discipline. Non-teachers should generally not have sole charge of
pupils except where risks to health and safety are minimal;
• consider stopping the visit or the activity if they think the risk to the
health or safety of the pupils in their charge is unacceptable.
4. Responsibilities of pupils
The group leader should make it clear to pupils that they must:
• not take unnecessary risks;
• follow the instructions of the leader and other adults;
• dress and behave sensibly and responsibly;
• look out for anything that might hurt or threaten anyone in the group
and tell the group leader about it;
• should not undertake any task that they fear or that they think will
be dangerous.
Any pupils whose behaviour may be considered to be a danger to themselves
or to the group may be stopped from going on the visit. The curricular aims of
the visit for these pupils should be fulfilled in other ways.
5. Parents
The group leader should ensure that parents are given information about the
purpose and details of the visit and are invited to any briefing sessions for
longer visits.
The group leader should also tell parents how they can help prepare their
child for the visit by, for example, reinforcing the visit’s code of conduct.
Special arrangements may be necessary for parents for whom English is a
second language;
Parents must:
• provide the group leader with emergency contact number(s);
• sign the consent form;

•

give the group leader relevant information about their child’s health
which might be relevant to the visit.

Planning off-site visits
Whether the visit is to a local park, museum, swimming pool, or includes a
residential stay, it is essential that careful planning takes place. This involves
considering the dangers and difficulties which may arise and making plans to
avoid them.
The Head Teacher is responsible for planning all off-site visits. In practice,
the detailed planning is delegated to the organiser of the visit or the group
leader, but the Head Teacher must be satisfied that the person planning the
visit is qualified to do so and has the necessary experience.
The organiser / group leader must agree all plans with the Head Teacher. All
pre visit request forms, risk assessment and consent forms can be
found in the offsite visits manual
EVOLE
EVOLVE is an online system that can be used for the planning, notification
and approval of all levels of offsite visits, including repeat trips such as Year
4/5 swimming lessons at the local baths and sports team fixtures. It is also
intended for notifying the Local Authority of visits which include self-led
adventurous activities, fieldwork trips to open or "wild" country, and all trips
overseas.
All visits can be planned on the system which takes users through a step-bystep process until all required stages are complete. The stages can be
completed in whatever order suits the user and 'Evolve' allows the user to
leave the process and log out of the system and then come back again to a
particular visit, without losing any of their work. External documents, such as
detailed Risk Assessments (OV4 & 5) and lists of participants' names and
summary details (OV8) can be completed electronically and attached as
required. Once the planning stages are complete, the visit can be submitted to
the establishment's Visits Coordinator for checking and initial approval. The
EVC may insert a comment and then either refer the visit on to the
Head/Manager (or the person with the delegated authority for approval on the
Head's behalf) for formal approval, or back to the appropriate member of staff
for amendment or further work.
The visit can either be finally approved by means of an electronic signature
(PIN), referred back for further work, or refused.
Risk Assessment
A risk assessment should always be carried out before setting off on a visit,
using the relevant forms in the offsite visits manual. The risk assessment will
decide the adult:child ratio for each visit. The risk assessment should include
the following considerations:
• what are the risks?
• who is affected by them?
• what safety measures need to be in place to reduce risks to an
acceptable level?

•
•
•

can the group leader guarantee that these safety measures will be
provided?
what steps will be taken in an emergency?
what is the acceptable ratio of adults to children for this visit?

The group leader and other supervisors should continually reassess the risks
throughout the visit and take appropriate action if pupils are in danger.
The group leader should take the following factors into consideration when
assessing the risks:
• the type of activity and the level at which it is being undertaken;
• the location;
• the competence, experience and qualifications of supervisory staff;
• the group members’ age, competence, fitness and temperament;
• pupils with special educational or medical needs;
• the quality and suitability of available equipment;
• seasonal conditions, weather and timing.
Pre Visits
Wherever possible the group leader should undertake an exploratory visit to:
• ensure that the venue is suitable to meet the aims and objectives of
the school visit;
• assess potential areas and levels of risk;
• ensure that the venue can cater for the needs of the staff and pupils
in the group;
• ensure that the group leader is familiar with the area before taking a
party of young people.
If it is not feasible to carry out an exploratory visit, a minimum measure should
be to contact the venue, seeking assurances about the venue’s
appropriateness for the visiting group. In addition, it may be worth seeking
views from other schools who have recently visited the venue. In some
cases, such as when taking walking parties to remote areas, it may be
appropriate to obtain local information from the Tourist Boards.
First Aid
First Aid provision should be considered when assessing the risks of the visit.
For adventurous activities, visits which involve overnight stays, or visits
abroad it is sensible to have at least one trained first-aider in the group. The
group leader should have a working knowledge of first aid and all adults in the
group should know how to contact emergency services.
The minimum first-aid provision is:
• a suitably stocked first-aid box;
• a person appointed to be in charge of first-aid arrangements.
First-aid should be available and accessible at all times. If a first-aider is
attending to one member of the group, there should be adequate first-aid
cover for the other pupils. The Head Teacher should take this into account
when assessing what level of first-aid facilities will be needed. The contents
of a first-aid kit will depend on what activities are planned.

Supervision
It is important to have a sufficient ratio of adult supervisors to pupils for any
off-site visit. The factors to take into consideration include:
• sex, age and ability of group;
• special needs pupils;
• nature of activities;
• experience of adults in off site supervision;
• duration and nature of the journey;
• type of any accommodation;
• competence of staff, both general and on specific activities.
There should always be enough supervisors to cope effectively with an
emergency. When visits are to remote areas or involved hazardous activities,
the risks may be greater and supervision levels should be set accordingly.
Where there is more than one adult supervisor a group leader, who has
authority over the whole party, should be appointed.
Where a high adult:pupil ratio is required, it is not always feasible to use
school staff alone. Parents with appropriate clearance may be used to
supplement the supervision ratio. They should be carefully selected and
ideally they should be well known to the school and the pupil group.
All adult supervisors, including school staff and parent helpers must
understand their roles and responsibilities at all times. In particular, all
supervisors should be aware of any pupils who may require closer
supervision, such as those with special needs or those with behavioural
difficulties. Teachers retain responsibility for the group at all times.
For the protection of both adults and pupils, all adult supervisors should
ensure that they are not alone in a one to one situation with a pupil.
If the school is leading an adventure activity, such as canoeing, the LEA or
Governing Body must ensure that the group leader and other supervisors are
suitably qualified to lead and instruct the activity before they agree that the
visit can take place. Qualifications can be checked with the National
Governing Body of each sporting activity.
Whatever the length and nature of the visit, regular head counting of pupils
should take place. The group leader should establish rendezvous points and
tell pupils what to do if they become separated from the party.
Preparing Pupils
Providing information and guidance to pupils is an important part of preparing
for a school visit. Pupils should have a clear understanding about what is
expected of them and what the visit will entail. Pupils must understand what
standard of behaviour is expected of them and why rules must be followed.
The lack of control and discipline can be a major contributory factor when
accidents occur. Pupils should also be told about any potential dangers and
how they should act to ensure their own and other’s safety.

Pupils should be involved in planning, implementing and evaluating their own
curricular work and have opportunities to take different roles within an activity.
This could include considering any health and safety issues.
Participation
Pupils should be assessed to ensure that they are capable of undertaking the
proposed activities. During the visit they should not be coerced into activities
they fear.
Pupils whose behaviour is such that the group leader is concerned for their, or
others’ safety, should be withdrawn from the activity. On residential visits the
group leader should consider whether such pupils will return home early.
Information to pupils
It is for the group leader to decide how to provide information, but they should
be satisfied that the pupils understand key safety information. Pupils should
understand:
• the aims and objectives of the visit / activity;
• background information about the place to be visited;
• how to avoid specific dangers and why they should follow rules;
• why safety precautions are in place;
• why special safety precautions are in place for anyone with
disabilities;
• what standard of behaviour is expected from pupils;
• who is responsible for the group;
• what to do if approached by a stranger;
• what to do if separated from the group
• emergency procedures
• rendezvous procedures.
Pupils with special educational and medical needs
The Head Teacher will not exclude pupils with special educational or medical
needs from school visits. Every effort should be made to accommodate them
whilst maintaining the safety of everyone on the visit. Special attention should
be given to appropriate supervision ratios and additional safety measures may
need to be addressed at the planning stage.
Communicating with Parents / Guardians
Parents need to be aware that the teachers on the visit will be acting in their
place – ‘in loco parentis’ – and will be exercising the same care that a prudent
parent would. The following information on matters that might affect pupils
health and safety is useful to parents, and will in included in letter to parents /
guardians prior to a visit:
• dates of the visit;
• times of departure and return;
• mode(s) of travel including the name of any travel company;
• details of accommodation with security and supervisory
arrangements on site;
• names of leader, or other staff and of other accompanying adults;
• visit’s objectives;

•
•

•
•

details of the activities planned and of how the assessed risks will
be managed;
insurance taken out for the group as a whole in respect of luggage,
accident, cancellation and medical cover. Any cover to be arranged
by the parents, if appropriate, will be requested;
clothing and equipment to be taken;
money to be taken;

Parental consent
Woolgrove School will seek consent for:
• visits involving young children;
• adventure activities;
• visits abroad;
• other residential visits.
If parents withhold consent absolutely the pupil should not be taken on the
visit, but the curricular aims of the visit should be delivered to the pupil in
some other way, wherever possible. If the parents give a conditional consent
the Head Teacher will need to consider whether the child may be taken on the
visit or not.
Consent forms can be found in the offsite visits manual

