Educational Visits Planning Procedure



Initial approval from DoL/HoY and then from Headteacher





Check Diary (CN)





Collect EV pack from CO


(CO will book transport / accommodation if needed)





Complete EV1, parental consents & risk assessments. Issue letter to parents 





Hand completed paperwork to GD for signature, or to Governing Body if residential / overseas (Formal Approval)





CO enters details on NYCC database





Dave Barham (LA Outdoor Education Consultant) raises concern





CO files details 





EV group leader to leave trip details and list at reception & KS4/5 office on departure day





Near misses reported to GD upon return and filed





Gary Davies (Educational Visits Co-ordinator)
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