
Cornwallis Academy Visits Policy 
Adopted by NLL Academies 01 September 2007 

 
All of the information in this policy and on the Learning Platform has been provided for your 
information and you should read carefully before applying for a visit. If the procedures are not 
followed correctly then this may result in your visit not being approved.  
 
It is the Cornwallis Academy policy that all visits must be applied for via the platform and electronic 
copies of all forms must be used. You will also gain approval or be given suggestions for improvements 
through this system.  
 
For the purpose of this policy, where the EVC is referred to this means The Educational Visits 
Coordinator. In Cornwallis this is either Charlie McGregor or Chloe Thompson.  
 
Visit criteria 
All visits that are applied for should fulfil the following: 

 All Visits should be a relevant and integrated part of the curriculum and should promote the 
personal, social and academic development of the students involved.  

 Materials used for visits should be structured, differentiated and of direct benefit and relevant 
to the curriculum of the students involved.  

 A GOF 1 will be required for all Residential and adventurous visits.  

 The time scale for applying for your visit must be adhered to. 

 All visits must follow the procedures set out in this policy.  
 
 
Time Scale for applying for visits 

 If a residential or adventurous visit that requires a GOF 1 you must give 2 Clear working 
calendar months notice of your intention to go on the visit. Clear instructions will then be 
given. 

 Any other day visits a full application online must be completed and approved at least 2 weeks 
prior to the visit. 

 In special circumstances if a visit is required to take place in a shorter period of time please 
contact The EVC directly for authorisation.  

 
Visits procedures 
 
County regulations for strict observation by Cornwallis Academy 

 It is the responsibility of staff arranging any out of school visit to be aware of the necessary 
regulations. Safe practice for offsite activities published by KCC 2002 is available on Clusterweb. 

 

 Parents must always be informed when their child will be off school premises and except for very 
local visits during the school day (e.g. team matches) a parental consent form is required.  The 
specimen copy of a parental consent form can be downloaded and adapted for your visit.  

 

 Copies of the signed consent forms must be taken with you on all visits.  
 

 Student : teacher ratios 
 



 The maximum teacher: student ratio for  
 

 field study and non-residential visits is 1:20;   

 for residential visits 1:15,  

 for visits abroad 1:10.   
 

 At least one male and one female teacher should accompany mixed sex groups.   
 

 On residential visits it is advisable to take 1 extra person than necessary in case of 
emergencies.  

 

 If any pupils on the visit are on the AEN register then the number of staff required to 
supervise needs to be reviewed accordingly. 

 

 It is encouraged that support and admin staff are invited to supervise on visits, please seek 
advice from the EVC. 

 

 A first aider is required on all visit, unless totally impossible and agreed by the EVC.  
 

 If teachers wish to use their own vehicles to transport students they should seek advice/permission 
from the EVC first. All cars and people driving MUST be insured for Business Use.  

 

 No charge may be made for visits taking place in school time although parents will normally be 
invited to make a voluntary contribution to cover the cost of the visit.  No student may be excluded 
from the visit because of inability or unwillingness to make the requested voluntary contribution.  
In the event of such a situation arising please discuss the matter with the relevant Director of 
learning/HOD. 

 
Checking you have completed everything 
 
A checklist has been provided for your use throughout your visit. You should print off and tick as each 
job is covered.  
 
Visit Justification and Objectives 
 
Each visit applied for must be fully justified in terms of educational value and must meet the criteria 
set out above. There should be clear objectives and outcomes. These must be detailed in the initial 
application and will be considered closely by the EVC when authorising the visits.  
 
Health and Safety on Visits 
 
Please consult the Health and Safety on School Visits Policy. The schoolΩs health and safety policy will 
be adhered to during all visits.  As detailed below risk assessments and pre visits checks will be carried 
out for all visits.  Any accident occurring on a visit should be dealt with according to the accident report 
flow diagram attached to this policy.  Any near misses are to be recorded in the visit evaluation and are 
to be use to inform future risk assessments.  
 
Risk Assessments 



 
All visits require a risk assessment to be completed. This should be done and attached to the 
application. A pro-forma for the risk assessment is on the website along with other standard 
assessments that can be used for your visit, but these must be updated according to the nature of the 
current visit.  
 
Pre visit checks 
 
These should be done for every visit, unless it is to a regular destination. This is of course particularly 
relevant for residential visits especially those abroad. This should be discussed fully with your EVC.  
 
Behaviour policy 
 
Please refer to the schools behaviour policy. This still applies whilst students are offsite on school 
visits.  
 
Emergency provision 
 
In the event of an emergency or any issue occurring where you feel you may need advice please 
contact Charlie McGregor ς 07725761789 or David Lord ς 07725761791. 
 
Visits Mobile 
 
Please collect the visits mobile from the finance office before departure. 
 
 
Cover  
 
Cover should be costed into your overall visit cost. This should be done on the basis of individual 
lessons, charged at £40 per period. If you find that the cost of cover is making your visit uneconomical 
to run then please seek advice from your EVC.  
 
 
Insurance 
Every visit must be covered by insurance. The school hold a blanket policy which is available from the 
Finance officer in the Student Reception. Please seek advice from them with regards to the amount of 
cover and the cost, in order to add it to your costings.  
 
 
Costing your visit 
 
The application form will help with costing your visit.  
 
When looking at expenditure all of the following should be taken into account if it is relevant: 

 Inspections visit costs: e.g. transport/travel/accommodation; 

 Any pre-training courses; 

 Travel; 

 Accommodation - combine with travel if an all-in package; 

 Entrance fees/ticket costs etc, main or incidental; 



 Insurance 

 Photocopying; 

 Photographic films and developing; 

 Video films and processing; 

 Catering - including refreshments at pre/post meetings; 

 Cash float for emergencies; 

 Supply teacher costs for cover (charged at £40 per lesson); 

 First Aid Training 

 Other 
 
Once you have complete the application form the financial section will provide you will a 
recommended minimum cost per person. You should make sure you have included all of the possible 
expenditure for the trip on the form and given the max no of students that will go on the visit.  
 
The minimum recommended price per person is worked out by dividing the total expenditure by the 
total no of students expected on the visit, and then 10% is added to cover any unknown costs or 
deficits.  
 
Money for visit should be collected by the teacher organising the visit and recorded on the form 
provided on the website. A copy of this, along with the money should then be taken to the student 
office where the finance assistant will record on the main school system. You should also keep your 
own records of who has paid and how much in order to keep a track.  
 
Excess money  
 
Should you have excess money once all of the visit costs have been taken into account this should be 
split equally and returned to those who paid for the visit.  
 


