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MANAGING EDUCATIONAL VISITS

SCHOOL SELF-EVALUATION

	School name
	Date of review meeting
	School staff involved in review meeting:

	
	
	

	EVC name
	Date of EVC training
	

	
	
	


Specific issues to be addressed:

EVC/ Head Teacher:

Visit Leaders/Others:

	
	ISSUE
	NOTES
	ACTION 

	1. 
	The school has a named Educational Visits Co-ordinator (EVC) who is known to all staff.
	
	

	2. 
	There is a school policy for educational visits which refers to the LEA’s educational visits guidance.
	
	

	3. 
	There is a clear chain of responsibility for educational visits. Individuals understand their role within this (governors, head teacher, EVC, visit leader, pupils, parents and others).
	
	

	4. 
	Relevant generic risk assessments are referred to for all visits.


	
	

	5. 
	Event-specific risk assessments are carried out for all educational visits. 


	
	

	6. 
	Risk assessment and risk management are on-going during activities.


	
	

	7. 
	There is a clearly understood approval system for all educational visits. This system includes suitable record keeping arrangements.
	
	

	8. 
	For visits which require LEA approval, there is a system in place to ensure that approval is gained well in advance.
	
	

	9. 
	There are arrangements for monitoring educational visits and activities.


	
	

	10. 
	The LEA’s Educational Visits Guidelines are: known to staff; readily accessible; followed by those planning and conducting visits.
	
	

	11. 
	Staff have ready access to support and advice when planning and conducting educational visits.
	
	

	12. 
	Accidents and incidents are reported and recorded. They are reviewed to identify learning points.
	
	

	
	ISSUE
	NOTES
	ACTION

	13. 
	First aid arrangements are considered and acted upon for every educational visit.


	
	

	14. 
	Parents/guardians are able to give informed consent about their child taking part in an educational visit.
	
	

	15. 
	Visit leaders know of medical and other needs of party members. Arrangements are made to meet these needs. Information is accessible throughout the visit.
	
	

	16. 
	Induction, staff development and training opportunities are available for those involved in educational visits.
	
	

	17. 
	Educational visits and activity programmes are led by competent staff who have a suitable range of knowledge, experience, qualifications and personal qualities.
	
	

	18. 
	Suitable supervision arrangements are made for each visit. They are based on LEA guidelines and the findings of the event-specific risk assessment.
	
	

	19. 
	Activities are carried out in ways which reflect normal and accepted practice.


	
	

	20. 
	A record of staff qualifications is held, including mini-bus driving, first aid and activity leadership.
	
	

	21. 
	When employing external activity providers or tour operators, suitable assurances about safety and quality of provision are obtained.
	
	

	22. 
	The school has effective emergency procedures for activities undertaken and times they take place (including a plan for responding to critical incidents).
	
	

	23. 
	Insurance arrangements are known and understood by the EVC and visit leaders.


	
	

	24. 
	Pupils and staff have suitable clothing and equipment to undertake activities comfortably and safely.
	
	

	25. 
	School activity equipment is maintained and inspected and is fit for purpose. 


	
	

	26. 
	There are suitable child protection arrangements for vetting staff and volunteers.
	
	


Action plan for EVC/School:

Issues for/further support required from LEA: 

Signed:



             EVC

Signed: 




Head Teacher

Copy to School File
  


date

Form: VM2
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