Educational Visits in Shropshire Schools 28th April 2025
This memo is aimed at people in senior or controlling positions in organisations that employ staff who provide outdoor learning and off-site visits within Shropshire Schools. Much of this text is taken from The Association of Advisors for Outdoor Learning and Educational Visits National Guidance.
These may include people in roles such as: • Chief Executive; • Chair; • Company Secretary; • Director; • Councillor; • Trustee; • Governor; • Proprietor; • Owner, in organisations such as: • Local authorities; • Academies and multi-academy trusts; • Voluntary-aided and foundation schools; • Independent schools; • Further Education and sixth form corporations; • Higher Education institutions; • Charities; • Companies.
Legal Requirements - Employers are legally responsible for the activities that take place in their establishments. This includes a common law duty of care towards their employees and participants in the activities, and duties under the Health and Safety at Work. In addition to their responsibilities as an employer, local authorities also have a duty under the Children Act (2004) to ensure that there are clear and effective arrangements to protect from harm all children and young people in their area. This means that, even though they are not responsible under the HSWA for health and safety in establishments for which they are not the employer (such as independent schools and academies), they do have an overarching responsibility to ensure that all establishments have suitable and sufficient arrangements in place for managing health and safety and child protection, including during outdoor learning and offsite visits.
Employers must ensure that their employees are provided with appropriate guidance and to follow any establishments Policy and Procedures for Educational visits that are in place. Training must be provided to support the guidance, and to ensure that it is understood. It is recommended that: • Educational Visit Coordinators (EVCs) should undertake EVC Training, followed by revalidation training at least every three years, delivered by a trained OEAP EVC trainer. 
Employers may delegate some or all of the approval, notification and recording process to establishments but they must set down clear expectations for what they wish to happen and be clear about who is responsible for what. It is good practice for an employer to define categories of visit, to make clear to establishments which categories of visit (if any) require notification to the employer, and which (if any) require approval by the employer, and to clarify who is responsible for approving visits on behalf of the employer. The categories and requirements should be based on an assessment of risks, and will depend upon the type of employer, the type of establishments it operates, the type of visits they provide, and the competence of key staff. Employers are recommended to require that plans for higher-risk visits, such as visits overseas and those which include adventure activities, are submitted for their approval. It is essential that those who are responsible for approving visits are competent to do so, whether at the employer level or at the establishment level. A typical arrangement for a large employer responsible for a number of schools and other establishments is as follows: • establishments are not required to notify the employer about, nor to obtain employer approval for, Standard visits covered by standard operating procedures  • establishments must obtain approval for overseas visits; • establishments must obtain approval for visits which include adventure or other higher-risk activities except those led by approved providers (for example, providers holding a Learning Outside the Classroom Quality Badge); • establishments must notify the employer prior to all other visits, but do not need to seek approval for them; • the employer agrees exceptions for certain establishments with expert specialist staff, such as an outdoor education centre. Large employers often use IT systems designed for managing visits – these can provide automatic notification, allow approval to be delegated where required, and record an audit trail. When such systems are used, it is important that approval is not regarded as a trivial administrative task but is done by a competent person.
Management Boards and Governing Bodies Members of a management board or governing body should view their main function as being ‘to enable and ensure’, sometimes described as being a ‘critical friend’. It is vital that there is a close and supportive but challenging relationship with the establishment’s head/manager. Where an establishment does not have a management board or governing body, this function is the responsibility of the employer, usually through the line manager of the establishment’s head/manager. 
A head/manager should ensure that the establishment has policies and procedures for outdoor learning and visits that conform with their employer’s guidance. They are responsible for ensuring that establishment staff are competent for the roles allocated to them, and that there is a robust system in place for approving leaders and approving plans for activities and visits. Many of the day-to-day tasks associated with the responsibilities of a head/manager can be delegated to an EVC, depending upon their competence.
It is good practice for all establishments to have an Educational Visits Coordinator (EVC), and the employer’s policy may make this a requirement. In smaller establishments, the role of EVC is sometimes held by the head/manager. Where an EVC is not nominated, by default the responsibilities of the role rest with the head/manager. The EVC is the establishment’s focal point for planning and monitoring visits and outdoor learning. They should work closely with the head/manager and with Visit Leaders. The EVC should be an experienced Visit Leader with sufficient status within the establishment to guide the working practice of colleagues leading outdoor learning and visits. This cannot be a purely administrative role, although certain functions may be delegated to an administrator. Where the EVC does not meet these criteria (as where the EVC role is attached to an administrative post or where a post holder is not an experienced Visit Leader), they should have structured access to and support from a designated colleague who fits the recommended criteria and who will fulfil those aspects not covered by the post holder. The EVC should have access to expert advice provided by the employer, such as from a competent Outdoor Education Adviser or Technical Advisor who will hold several high level National Governing Body Award’s. This applies to All educational establishments including Schools that operate under the Policies of an Academy or Multi Academy Trust.
This memo is a reminder for Schools to look at their current operations and firm up procedures, revisit policies, if necessary, to engage in discussion between those staff running trips and those signing / approving offsite trips / high risk activities that take place as part of their schools’ curriculum. Failure to take notice could result in personal liabilities in a Court of Law or possible jail time!
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