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Definitions 
 

 "Educational Visit" includes but is not restricted to the following 
activities: off-site visits and trips, study and cultural visits, hazardous and 
adventure activities and expeditions, overseas trips and residential trips. It 
is also covers routine sporting activities or physical education when these 
take place off-site. 

 

 "The Educational Visits Co-ordinator" (EVC) is Martin Kettle 
 

 "Employer” means the Trustees of the Independent Education 
Association Ltd who are also the Governing Body of the School. 

 

 "Employee" means anyone who works under a contract of employment at 
the School. 

 

 "Hazardous Activities" include but are not restricted to activities such 
as winter sports, rock climbing, hill walking, mountaineering, skin or 
scuba diving, white-water rafting, caving, climbing, trekking and water 
sports or activities in or around water. An activity may be considered to be 
hazardous not only due to the nature of the activity itself but also the 
environment in which it will take place, to include but not restricted to 
activities in areas subject to extremes of weather, temperature or 
environmental change, on or near cliffs or steep terrain or in or near water. 

 

 "The Health and Safety Co-ordinator" is Martin Kettle 
 

 "Party Leader" means an Employee who has overall responsibility for 
the supervision and conduct of an Educational Visit. 

 

 "Parent" means those having Parental responsibility for a pupil. 
 

 "School" means the St James Junior School. 
 

 "Supervisor" means any competent adult, aged 18 or over who has 
responsibilities and duties assigned to him/her during an Educational Visit 
(to include but not restricted to Employees, volunteers, helpers, Parents, 
and host Parents).  

 
SCOPE 
 
This policy applies to all Educational Visits in the UK, including those undertaken in 
the EYFS setting. Educational Visits outside of the UK will be subject to the law of 
that country, but if a risk assessment is carried out in the UK, it will also be subject to 
UK domestic law. 
 
This Policy should be read in conjunction with the School's Health and Safety policy. 
For the avoidance of doubt this policy applies to all Educational Visits involving the  
School, notwithstanding the content of any other policy which also purports to apply 
to such visits. 



 
INTRODUCTION 
 
It is the policy of the school to encourage out-of-school activities and visits of an 
educational nature. There are many benefits to the pupils and staff who participate in 
these and the overall education is enriched as a result. 

London and its environs has a particularly extensive range of resources including 
cathedrals, museums, theatres, nature reserves, farms, parks, castles etc. 

The objectives of this Policy Document are to: 

 ensure visits are worthwhile and educationally valid 

 outline the legal requirements and responsibilities for visits 

 provide a mechanism for the approval of all visits 

 provide a planning outline for all visits 

 cover issues of Health and Safety that may arise with visits 

 cover all types of visit offered by the school 

 provide a means of recording all visits made 
 
Employees in charge of and assisting with Educational Visits must be conversant 
with: 

 This policy 

 The School's health and safety policy 

 The School’s ‘Safeguarding and Child protection’ policy and ‘Safer 
Recruitment’ Policy, 

 Any other School requirements detailed elsewhere 

Plus relevant up to date guidance including: 
 

 Departmental advice on health and safety for  Schools (DfE; 
February 2014) see: 
https://www.gov.uk/government/uploads/system/uploads/attach
ment_data/file/335111/DfE_Health_and_Safety_Advice_06_02_1
4.pdf 
Although this advice document states that it replaces a number of guidance 
documents on health, safety and security in schools, including Health and 
Safety: Responsibilities and Powers (2001) and Health and Safety of Pupils 
on Educational Visits (HASPEV 1998), the ISI regulations clearly state that 
school policies should continue to have regard to HASPEV. 

 

 School trips and outdoor learning activities: Tackling the health 
and safety myths (HSE; 2011) 

 

 Health and Safety of Pupils on Educational Visits (DfEE) 
(www.dfee.gov.uk)1 
 

 

                     
1
 The ‘forms’ contained in the publication or the forms at the end of this section should be 

used wherever practicable to formalise the arrangements for visits. 

http://www.dfee.gov.uk/


 
There are also a number of supplementary documents which would be of interest if 
planning activities which lie significantly outside our usual sphere of action: 
 

  ‘Standards for LEAs in Overseeing Educational Visits’ 

 ‘Standards for Adventure’ 

 ‘A Handbook for Group Leaders’. 

 ‘Group Safety at Water Margins’ 

These will be found on the Staff Drive: 
 
OUTINGS AND SCHOOL JOURNEYS\Policy Documents\Reference Documents 

There is also a useful website, http://oeapng.info/ run by the Outdoor Education 
Adviser’s Panel (OEAP) and National Guidance (NG) which offers advice and 
guidance for the management of outdoor learning, off-site visits and learning outside 
the classroom, for everyone involved in outdoor learning and visits. 

 
ROLES AND RESPONSIBILITIES 
The Employer 
The Employer has overall responsibility for the health, safety and welfare of all 
Employees, pupils and anyone else involved in Educational Visits. 
The Employer delegates appropriate responsibilities to the Board of Governors who 
in turn delegate these statutory tasks to the Head Teacher and/or the Educational 
Visits Co-ordinator.  
 
The Employer will: 

 ensure that each Educational Visit has a specific and stated objective; 

 ensure that the Head Teacher and/or Educational Visits Co-ordinator 
show how their plans comply with legislation, Regulations and guidance 
and the School's policies; and that the Head Teacher/Educational Visits 
Co-ordinator reports back after Educational Visits. 

 Ensure that they are informed in advance about and assess less routine 
Educational Visits, particularly Hazardous Activities and those visits which 
involve an overnight stay or travel outside of the UK. 

The Head Teacher/Educational Visits Co-ordinator will: 

 Ensure that the Educational Visit complies with legislation, Regulations 
and guidance provided by the Employer 

 Formally review their own training requirements on an annual basis and 
report to the School Health & Safety co-ordinator regarding any training 
needs 

 Liaise with the Employer to ensure that Educational Visits meet their 
Employer's requirements including those of risk assessment. 

 Assign competent people to lead and otherwise supervise the Educational 
Visit. 

http://oeapng.info/


 Assess the competence of Party Leaders and other adults proposed for 
supervision of Educational Visits. These may need accreditations from an 
awarding body and may include practical observation or verification of 
experience. 

 Organise a thorough induction of Party Leaders, Supervisors and other 
adults taking pupils on Educational Visits. 

 Organise the training of Party Leaders, Supervisors and the other adults 
going on an Educational Visit - this will commonly involve training such as 
first aid, hazard awareness etc. 

 Ensure that each Educational Visit complies with the School's Child 
Protection Policy and the guidance given in ‘Keeping Children Safe in 
Education, July 2015’ 

 Work with Party Leaders to obtain appropriate parental consent.  

 Organise emergency arrangements and ensure staff take School 
Emergency Card. 

 Keep records of individual Educational Visits, including reports of 
accidents and ‘near-accidents’, sometimes known as ‘near misses’ 

 Review systems and, on occasion, monitor practice. 
 

Responsibilities of Visit Leaders  

 The group leader, has overall responsibility for the supervision and conduct of the 
visit and should have regard to the health and safety of the group. 

 The group leader should: 
o obtain the head teacher’s prior agreement before any off-site visit takes         

place; 
o follow the school’s policy document on educational visits; 
o appoint a deputy; 
o clearly define each group supervisor’s role and ensure all tasks have been    

assigned; 
o be able to control and lead pupils of the relevant age range be suitably 

competent to instruct pupils in an activity and be familiar with the location/ 
centre where the activity will take place.  

o be aware of child protection issues ensuring all supervisors have security 
clearance (enhanced DBS checked) where appropriate 

o ensure that adequate first-aid provision will be available; 
o undertake and complete the planning and preparation of the visit including 

the briefing of group members and parents;  
o ensure generic and site/activity specific risk assessments are in place and 

copies taken on the visit. 
o review regularly undertaken visits/activities and advise head teacher where 

adjustments may be necessary; 
o ensure that teachers and other supervisors are fully aware of what the 

proposed visit involves; 
o Ensure any volunteer helpers e.g. parents, are named on the risk 

assessment and the Head has signed her approval on the risk assessment; 



o have enough information on the pupils proposed for the visit to assess their 
suitability or be satisfied that their suitability has been assessed and 
confirmed; 

o ensure the ratio of supervisors to pupils is appropriate for the needs of the 
group.  

o consider stopping the visit if the risk to the health or safety of the pupils is 
unacceptable and have in place procedures for such an eventuality; 

o ensure that group supervisors have details of the relevant school contact; 
o ensure that group supervisors and the school contact have a copy of the 

emergency procedures; 
o ensure that non-teaching supervisors are covered by school insurance 

(Public Liability, Personal Accident and vehicle insurance as 
necessary)(Confirmed with Bursar January 2012) 

Responsibilities of supervisors 
(Other staff and adult volunteers) 
 

Staff acting as supervisors have a responsibility to ensure the Health and Safety of 
pupils in their care. They must: 

 follow the instructions of the visit leader; 

 consider stopping the visit or the activity, (notifying the visit leader) if they    
consider the risk to the Health and Safety of any group member is 
unacceptable. 

 
Adult volunteers must understand clearly what their responsibilities are. Non-
teaching adults acting as supervisors should: 

 do their best to ensure the Health and Safety of pupils in their care; 

 not be left in sole charge of pupils except where it has previously been agreed 
as part of the Risk Assessment and the appropriate level of security clearance 
has been obtained; 

 follow instructions of the visit leader and teaching staff supervisor; 

 contact the visit leader if concerned about the Health and Safety of any pupil 
during the visit. 
 

Responsibilities of pupils 
The group leader must make it clear to pupils that they must: 

 follow the instructions of the leader and other supervisors, including those at 
any venues of the visit; 

 take no unnecessary risks 

 dress and behave sensibly and responsibly; 

 if abroad, be sensitive to local codes and  customs; 

 look out for anything that might hurt or threaten the safety of any member of 
the party and tell the visit leader or supervisor about it.; 

Any pupil whose behaviour may be considered to be a danger to themselves or to the 
group may be stopped from participating. 

 
Responsibilities of parents 
Parents should be able to make an informed decision on whether their child should 
go on the visit. The group leader should ensure that parents are given sufficient 
information about the visit and/or are invited to briefing sessions where appropriate. 



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. 

 
Parents should: 

 provide the visit leader with emergency contact numbers; 

 sign the appropriate consent form (where required) 

 give the visit leader information about their child’s emotional, psychological 
and physical health which might be relevant to the visit. 

 
 
 
TYPES OF VISIT 
 
Day Visits 
These types of visit are undertaken termly in support of particular aspects of the 
curriculum or for wider enrichment. Locations will include museums, the zoo, parks, 
farms, wildlife centres, farms etc. 
 
It will be necessary to seek approval for such visits and to carry out the planning 
process including Risk Assessments.  
 
 
Sporting Fixtures 
All “away” fixtures constitute an off-site visit and should be approved and planned 
accordingly including Risk Assessments. 
 
A core part of each sporting fixture will be transport arrangements and the relevant 
section of this Policy Document should be consulted (page 11) 
 
Residential Visits 
These are restricted to Class Holidays or Minstead weekends, though should other 
opportunities arise they can be considered, subject to following all relevant 
procedures, e.g. Year 6 Rugby Tour. 
Refer to section on class holidays. 
 
Visits Abroad 
These are currently limited to the Y5 Chartres class holiday. 
 
Adventure or Hazardous Activities (see Hazardous Activities below) 
There are three recognised categories of Adventure activities: 
 

Category A 
Activities that present no significant risk, e.g. walking on non-remote country      
paths. 

 
Category B 
Higher risk or higher profile activities, e.g. walking in non-remote country, 
camping. 
 
Category C 



Hazardous Activities including all activities which, if not school-led would be 
“in scope” of the current Adventure Activities Licensing Regulations 1996 and 
other “high risk” not licensable activities. 

 
Water Activities 
There is a clear distinction to be made between Water-based activities and 
Water-margin activities.  
 

Water-based activities are regarded as adventurous activities– see 
Hazardous Activities below 

 
Water-margin activities are “learning activities” near or in water. Staff 
leading/supervising those activities need to be conversant with “Group Safety 
at Water Margins” DfES/CCPR.  

 
 Both types of water activity require approval, planning, risk assessment and a 

Plan B in the normal way 
 
 
PLANNING A VISIT 
There are three stages: 
1. Before the visit: 
 

Outline approval 

 Submission of Proposed Fixture/Visit to Head/EVC 
 
Detailed planning(as appropriate) 

 Venue/activity suitability (licensing/accreditation) 

 Supervision 

 Exploratory Pre-visit 

 Medical information 

 Risk Assessment completed for visit 

 Contingency plan(Plan B) 

 Communication with parents 

 Parental consent 

 First Aid (see also first aid policy) 

 Transport arrangements 

 Budgeting 

 Emergency procedure 

 “School contact” 

 Accommodation 

 External providers 

 Insurance 

 Medical information 

 ‘Swimming’ supervision 
 

Substantive approval 

 Off-site Visits check List, or 



 Away Sports Fixtures Check List signed by Head/EVC at least 48 
hours before the visit. 

 
2. During the Visit: 

Briefing pupils and supervisors 
Supervision of visit 
 

3. After the Visit: 
Evaluation, review and monitoring 
Reporting accidents or incidents 

 
 

All Educational Visits must be preceded by assessment of the risks involved in the 
planned activity and an alternate activity (or Plan B) in case that planned activity 
cannot be undertaken for any reason.  
 
Arrangements for individual visits and activities and assessments of the significant 
risks involved should be recorded in writing. Appropriate training should be 
provided.  
 
 
Risk assessment should include generic assessment of hazards and risks involved in 
the planned activity, specific assessment of the risks posed by that visit and ongoing 
assessment of risk as the visit is underway. (see also ‘Risk Assessment’ below) 
 
 
Final authorisation for each Educational Visit (including approval of risk 
assessments), must be made by the Head Teacher or the EVC, who acts on behalf of 
the Head Teacher. 
The Party Leader is the teacher responsible for the planning, undertaking and 
supervision of the Educational Visit delegated to him by the Head Teacher and/or 
EVC. 
 
It is important that sufficient time is allocated to the preparation and planning of an 
Educational Visit to ensure its success and safety. A reconnaissance is usually 
advisable to enable the Party Leader to identify any potential hazards. 
 
RISK ASSESSMENT 
There are three aspects of Risk Assessment that need to be addressed for each and 
every visit: generic; event-specific and on-going (dynamic) 
 
Generic RA 
Generic RAs are available for general aspects of trips and activities on the server in 
the staff shared folder 

e.g crossing roads; travel by coach etc 
These are available from school.  Establishments which provide educational facilities 
and activities produce their own Generic RAs and are happy to provide them – don’t 
hesitate to obtain these especially where unusual activities are involved. 
 



Event-specific RA 
Event-specific RAs must be prepared by the leader and will reflect the particular 
event/location/activity and the group involved. 
An Event-Specific RA must be completed for every trip; however where trips are well 
known to the school, previous RAs may be used as a basis; careful attention must still 
be given to the relevant details below. 
Special consideration must be given to: 

Pupil age and adult:pupil ratios(see below) 
RAs for EYFS class outings MUST specify supervision ratio 
Suitability of accompanying adults – DBS status etc 

 Individual pupils and staff having special medical needs 
 Particular means of transport 
 Postcode and phone numbers for the visit location 

Any features of the location entailing unusual risk e.g. farms, locations 
adjacent to water etc 
Knowledge gleaned from previous visits. 
Provision of First Aid (First Aid kits must be taken) 
Suitable emergency contact information, in particular - School emergency 
numbers; staff should ensure they have copies of the junior school emergency 
contact card. Do NOT write the emergency numbers on the RA 
Details of most proximate A & E 

 Parents contact information 
Once completed the RA must be given to the EVC (Educational Visits Coordinator) 
no later than 2 weeks before the short outings or 6 weeks prior to residential or 
hazardous outings.) 
The RA must be checked and signed by the EVC before the trip can be allowed to 
go ahead. 
 
An RA should be a working document – amendments may be attached or written on 
it once the basic information and overall risks have been considered. 
Once approved it must be made available to all adults involved. 
 
On-going (Dynamic) RA 
As the name implies, this should be taking place throughout the visit - judgements 
and decisions are made as the need arises. 
  
Contingency Plan (Plan ‘B’) 
It is good practice to have a contingency plan in place in the event of the original 
proposal not being possible – it might just be ‘return to school’ or it could be a 
realistic alternative activity. 
The contingency plan should also be Risk Assessed. 
 
SUPERVISION 
Employee: Pupil Ratio 
Party Leaders and Employees accompanying the Educational Visit should be 
teachers employed by the School.  
The Party Leader should ensure that there is an adequate ratio of Supervisors to 
supervise pupils during an Educational Visit. The ratio should become lower, the 
more complex or more hazardous the activity. 
EYFS Ratios 



Where the majority of pupils are five or over within the school year, the staffing ratio 
is 1:30 provided that a person with Qualified Teacher Status or another suitable level 
6 qualification is working directly with the children. 
In practise all school trips are usually conducted with both reception classes and all 
four teachers (two teachers with QTS and two staff with level 6 qualifications) at the 
minimum. A thorough risk assessment is conducted for any off site trips and further 
support staff would be made available as necessary (according to the criteria below). 
 
 

 For pupils in Years 1 and 2 there must be a minimum of one Supervisor to 
8 pupils.2 

 For pupils in years 3 to 6 there should be a minimum of one Supervisor to 
10 pupils. 

In general, there should be a minimum of two Employees accompanying each 
Educational Visit.  
Otherwise appropriate ratios will derive from the risk assessment undertaken and 
the risk factors and control measures identified. When considering the ratio required 
for any Educational Visit the following points should be taken into account: 

 The gender, age, ability, competence, behaviour and temperaments of the 
pupils involved 

 General and specific competence and experience of Supervisors 

 First aid requirements and knowledge of Supervisors 

 The length and purposes of the visit 

 Travel and transport arrangements 

 The nature of the locality and the activities to be undertaken 

 Whether or not any Hazardous Activities are involved 

 Any special educational and medical needs or disabilities of any pupils 
taking part. 
 

Supervisors being accompanied by their husband/partner and/or children should be 
discouraged and should not be counted in the ratio. Research indicates that this has 
proven to compromise the interests of the group as a whole. 
If a joint visit is arranged with another school so that both schools share supervision, 
employees of the other school may be included in calculating the appropriate ratio, if 
appropriate. 
If female pupils are going on the Educational Visit, a male Supervisor should be 
accompanied by a female Supervisor and vice-versa. However, if compliance would 
result in difficulties for small groups of pupils, the Head Teacher has discretion on  
staffing requirements in the light of the nature and duration of the proposed visit and 
the ages of the pupils concerned. 
  
Parents and other Adult Helpers 
Whilst it is accepted that other suitable adults may play a useful role in assisting 
Employees and other Supervisors in connection with Educational Visits, they should 

                     
 



not be taken into account in the calculation of the minimum number of Supervisors 
required to supervise the group as set out above.  
Parents or other suitable adults should only be allowed to accompany the 
Educational Visit if: 

 Their inclusion is expressly approved by the Head Teacher who should 
reserve the right to refuse any offer of help; and  

 They have been informed of the nature of the visit and made aware of their 
duties and responsibilities; this should include familiarisation with the 
school’s Safeguarding duties – parents can access the Safeguarding Policy 
via the school website. 

Best practice also requires that they have been adequately assessed in accordance 
with the guidance given in "Safeguarding Children and Safer Recruitment in 
Education", a DBS check has been undertaken in accordance with the School's Child 
Protection Policy.  

However, for occasional, non-residential trips, DBS checks are not an essential 
requirement, providing the volunteers are not placed in a position where they might 
have unsupervised access to children on the trip. 

Remote Supervision 
In general, remote supervision is not acceptable for Junior School children. However, 
there may be some occasions where this may arise e.g. going to lavatories whilst on 
residential visits; sleeping in bedrooms. In these situations, clear guidelines must be 
given by the group leader, based upon Risk Assessment – the arrangements must be 
included in the written Risk Assessment. 
For overnight stays involving pupils aged 5 or under, at least one Supervisor should 
be awake and available at all times. 
 
TRANSPORT 
Various means of transport are possible – consideration should be given to merits 
and weaknesses: 
 
Coach 
 Preferred option:  Simple 
    Allows door-to-door transport 
    Supervision relatively straight forward 
 Expensive unless you can ensure full vehicle. 
 Use only our regular providers where at all possible. 
Always ensure operator has a Public Service Vehicle (PSV) Operator’s Licence and 
appropriate insurance. 
Be clear what the emergency plan is in event of breakdown. 
 
Coaches and EYFS 
The Early Years Foundation Stage document requires that “Vehicles in which 
children are being transported, and the driver of these vehicles, must be adequately 
insured.”  
 
 
 



Bus 
 Cheap – can be good for short journeys, at off-peak times and with 

children 8yrs or older. 
Supervision is challenging – needs high adult: pupil ratios to allow 
for possible splitting of party between vehicles 
Must be Risk Assessed. 

 
Underground 
 As for buses. 
 
Minibus 
 Good for small groups, but can be stressful for the driver. 

The driver must comply with the School's requirements as set out 
below. 
Except for the most local journeys at least 1 other required to 
supervise the children. 

 Vehicle check is mandatory 
 
Employees Conveying Pupils in Minibuses or Private Cars  
The use of private cars should be discouraged.  
A record must be kept of all transport arrangements including details of the vehicle, 
driver and insurance cover for every Educational Visit. In practice this should be 
done by recording the name of the driver and the minibus registration number. 
(Where a third party bus is used then the provider should be named and relevant 
policy/agreement number provided as well as the registration number of the 
vehicle.) 
Before allowing an Employee to drive a minibus or to use his/her own car to 
transport pupils, the Head Teacher should check that the Employee: 
 

 Is over 21 years of age; 

 Has a minimum of 2 years driving experience; 

 Holds the appropriate licence to drive the vehicle in the country of use;  

 Has never been disqualified (Employees must bring any endorsements to 
the attention of the Head); 

 Has sufficient competence and experience in handling the size or type of 
vehicle that will be used; 

 Has fully comprehensive insurance which covers use for the purposes of 
his/her Employer's business; 

 Is fit to drive and can comply with the minimum eyesight standard  

 
Before being authorised to drive a minibus, Employees are required as a minimum to 
attend a MiDAS minibus familiarisation course. Minibus drivers should note that 
Section 19 Permits are not valid for use outside the UK. 
 
Whenever Employees are driving, the risk assessment relevant to the trip must also 
include reasonable measures to control driver fatigue. Where possible drivers should 
not drive for more than 4.5 hours without taking a 45-minute break. 



 
The driver must ensure that the vehicle is roadworthy and has a valid MOT certificate 
and insurance certificate in place.  A valid tax disc (and Section 19 Permit in the case 
of minibuses) must be displayed at all times. 
 
The driver must ensure that seat-belts or appropriate child restraints are used at all 
times. 
 
INSURANCE 
The Party Leader will ensure that there is appropriate insurance cover in place for 
each Educational Visit, which includes (but is not restricted to) employer's liability, 
public liability, motor liability, travel insurance and personal accident insurance. 
Parents should be informed of the terms and extent of the insurance cover in clear 
terms. They should be told which insurances are arranged by the School and which  
are arranged and payable by Parents - and also of any insurances that have not been 
verified, for example, in relation to host Parents abroad.   
Parents should be told that if they require cover for specific events (for example 
repatriation to somewhere other than the United Kingdom) they must make their 
own arrangements. 
Parents should also be informed that the School cannot accept liability for the failure 
of insurance for reasons beyond the control of the School or where the School has 
made reasonable enquiries and exercised reasonable care. 
Note: St James School has Public Liability cover for all ‘approved’ activities on-site 
and off-site. 
Limited Personal Accident cover is given to staff and supervisors of ‘approved’ visits. 
Consult the Bursar’s office for details of limit of cover. 
Optional additional travel insurance, including ‘loss of deposits’ is available for an 
additional small premium. This is also available through the Bursary. 
 
HAZARDOUS ACTIVITIES AND EXTERNAL PROVIDERS 

“When planning an activity that will involve caving, climbing, trekking, skiing or 
watersports schools must currently check that the provider holds a licence as 
required by the Adventure Activities Licensing Regulations 2004. These regulations 
apply to adventure activities that take place in England, Scotland and Wales but 
these arrangements may be subject to change in the future.” (Departmental advice 
on health and safety for Schools: DfE; February 2014) 
 
Where Hazardous Activities are involved it is important to ensure that Supervisors 
accompanying the Educational Visit are appropriately qualified3 and competent and 
that all equipment used is to the appropriate safety standards and properly 
maintained. It is possible for activities to be undertaken at a specialist centre where 
properly maintained equipment and qualified and competent staff are available. Staff 
from external providers can be counted in the supervision ratios provided the 
provisions of this section are complied with. 

                     
3
Qualifications must be those approved by the sports/activity’s national governing body. See 

BAALPE ‘Safe Practice in Physical Education’. Qualifications must be checked in advance by the 

Party Leader. 

 



It is important that Parents are informed in writing of any Hazardous Activities to be 
undertaken and that these are specifically mentioned when applying for travel 
insurance e.g. mountain walking, rock climbing, water-sports, pony trekking etc. 
The Head Teacher must be provided with written evidence that instructors and 
proposed Supervisors are qualified and competent, that appropriate risk assessments  
have been carried out and that any activity centre to be used has a licence4, and must 
be provided with a copy of the centre's Health and Safety Policy. 
Written assurance should be obtained from the provider that any of their staff who 
will have contact with pupils have undergone suitable vetting procedures in line with 
the School's Child Protection Policy and with "Safeguarding Children and Safer 
Recruitment in Education." 
 
If the Party Leader is not leading the activity he/she should agree with the external 
provider their respective roles and in particular who is going to be responsible for 
pupils during the activity and for what period of time. Pupils must know who is in 
charge at any given time.  
 
Prior to commencement of any hazardous activity, whether licensable or not, the 
Party Leader should be fully satisfied with arrangements for health and safety.  
In the event that he/she is not satisfied he/she will consider whether it is appropriate 
to abort the activity altogether or whether it is safe and/or appropriate to undertake 
Plan B. 
 
RESIDENTIAL TRIPS 
The Party Leader should check the fire exits in any group accommodation and ensure 
that pupils are aware of them and of the fire procedures. If possible a fire drill should 
be held on the first evening, before bedtime. 
 

Class Holidays 
In all cases there must be adequate staff/supervisors of the gender of participants for 
cover should an accident/incident occur. 

Minstead ‘Weekends’  
These are open to Y4 and 5 at various times throughout the year; They involve an 
overnight stay, usually Friday to Saturday, at Minstead Study Centre in Hampshire 
where the children learn about issues relating to the environment and sustainability.  

Year 3 
This will involve no more than 3 days, 2 nights, away  – there may well be children 
who have never been away from home before. 
In the past locations have included the old vicarage at Great Staughton, Nanpantan 
Hall as well as activity centres at Graffham Water, Bath, Tree Tops and other 
locations. 
Over the last 8 years classes have gone to the New Barn Centre near Dorchester. 
The centre is based in beautiful, rolling countryside and has very appropriate though 
basic facilities for accommodating groups. The staff are friendly and helpful. This has 
proved to have been extremely popular, providing an excellent range of readily 

                     
4
 Activity centres providing caving, climbing, trekking (foot, pony, bicycle or ski) or water 

sports (other than rowing) and associated activities must be licensed. 



accessible activities and some highly relevant history forming an ideal precursor to 
the following year. 

 
 
 
Year 4 
This is 5  days in length, and is centred on the Spiritual tradition of the North East, 
early English History, and local Natural History. 
Accommodation is in the YHA at Once Brewed, Hexham or the YMCA, Consett.  
The principal activities and visits are: 
Hadrian’s Wall – a typical Roman Fort e.g. Housestead’s, Vindolanda; the wall itself; 
a mile castle; life as a legionnaire; archaeology. 
Bede’s World, Jarrow – The site of St. Peter’s monastery; life in a monastery; Anglo 
Saxon life - Bede 
Durham Cathedral – a great Romanesque cathedral; the tombs of Cuthbert and 
Bede. 
Lindisfarne/the Farne Islands – the Lindisfarne Gospels; pilgrimage; the life of 
Cuthbert; the Vikings; the natural history of the area. 
Other activities may be added; recently these have included: archery; problem 
solving and tower climbing.  

 

Year 5 
This is usually 5 days, to Chartres Cathedral. It has a strong inspirational aspect 
based on the almost unique qualities of the cathedral, its inception and construction. 
However the visit also gives an introduction to life in another culture with other 
activities included. Accommodation is at a local centre which we have used for a 
number of years now. 
In 2018/19, it is intended to visit the Cheddar Gorge area taking in the caves, Wells 
Cathedral, the Mendip Activity Centre and, on the return, Stonehenge. 
 
 
 
Year 6  
Since 2010 Y6 boys have been going to a camp organised by the Bushcraft Company. 
This Company was set up in 2007 by Alex McBarnet after he had spent 8 years 
working under the tutelage of survival expert, Ray Mears. 
The Bushcraft Company delivers outdoor education programmes, residential trips 
and recreational camps to schools across the UK, for students aged 7-18. From high-
adrenaline scenarios to leadership exercises and Bushcraft survival, they have 
designed a host of exciting programmes to make sure the experience is one pupils 
will never forget. (http://www.thebushcraftcompany.com) 
The weeklong Camp involves a range of subjects, including fire lighting and 
management, hunting and trapping, primitive tools and the fundamentals of 
survival. The children cook their own lunch on open fires, build Artic shelters in 
groups and enjoy the freedom that only being out in the wild allows. This is a unique 
opportunity, which, in all probability, will have a profound effect on the children. 
 
 



ORGANISING CLASS HOLIDAYS 
As with planning day trips, School Journeys require detailed planning; all the 
guidance concerning ‘outings’ must be followed 

1. Start organising early in the Autumn term. 

2. Speak to whoever was responsible for organising the previous year’s visit. 

3. Items to consider for planning and budget purposes will include: 

 Travel to and from the location; travel whilst away 

 Accommodation 

 Dietary needs, including any known dietary issues 

 Numbers of staff and accompanying adults 

 Who will be the designated Safeguarding person for the class holiday 

 Entry to museums; special educational programmes 

 Staff expenses 

 Any special equipment 

 Float 

 ‘Treats’ for children 

 Emergency fund 

 Passports and EHIC if appropriate 

 Likelihood of there being any children who may not be allowed to attend – 
this can have a significant impact on cost for all. 
 

4. When you have established the details, including a budget, show your proposal 
to the headmistress to seek her approval for the trip. 

5. Once you have the head teacher’s permission: 

i) contact the Bursar’ office to arrange for billing 
ii) write to parents in the Autumn Term, giving them  

 an outline of the proposed journey, 

 location  

 broad view of itinerary 

 costs 

 a reply slip seeking their consent for their child to go on the holiday 
Although some parents will be happy to pay the entire costs in one lump sum, it 
can be helpful to allow for instalments. However, ensure that your 
arrangements allow any costs that are required immediately to be covered. 

6. A Risk Assessment must be completed, covering all aspects of the holiday 

7. No later than the start of the summer term parents must have completed the 
appropriate consent form. This seeks vital medical, dietary and contact 
information. 

8. About 4 weeks before departure write a letter to parents, including: 

 a kit list including details of pocket money allowed 

 request for any special medicines and details for administering 

 time and location for departure/return 

 a full itinerary making clear any aspects of the trip which may be subject 
to variation 



 details of any parents nominated as contacts in London 

 full contact details whilst away - these may be staff mobile phones as well 
as centre phone numbers. (Parents must be able to contact children in 
case of emergency.) 

 a date for the parents to have a class meeting, when they can hear any 
further information from you, can meet the adults that are going and may 
ask questions. 

 if passports/EHIC’s are needed ask parents to provide photocopies which 
should then be checked to ensure they will be up-to-date on departure. 
 

It would be sensible to request passports and EHIC’s a few days before departure; 
they can be locked in the school safe. 
Children should not need to take mobile phones, but may do so at the discretion of 
the organising member of staff. If they are taken, clear rules should be given as to use 
and security. 
9. If going abroad give particular attention to H & S aspects; provide cards for 

children giving details of the schools they are with, where they are staying and 
contact numbers in case they get detached from a group at any time. 

10. Have a meeting with all accompanying adults to: 

 ensure everyone is clear of the itinerary 

 determine who will be in charge of what aspects of the holiday 

 ensure everyone is aware of all H & S issues and where responsibilities lie 
in event of emergency 

 ensure everyone is clear of the itinerary 
A ‘pack’ of key information should be provided; this must include copies of 
RA’s, all parental consent/information forms and itinerary. 

11. As a matter of course, you must ensure the office has full details of the holiday, 
and that the school is contacted regularly to keep abreast of developments. 

12. Ensure the children are well prepared for the holiday; base teaching around 
relevant aspects. Develop suitable projects; let them know the itinerary. Get 
them involved. Plan an assembly. 

13. After the event, follow up the holiday with completion of any projects, a display 
of photos etc and possibly a further assembly. 

 
 

 
REGULAR ROUTINE CURRICULAR ACTIVITIES OFF THE SCHOOL PREMISES  
These include PE activities that do not take place on the School premises during the 
normal school hours. It is not always necessary for Parents to sign a written consent 
form for these activities. Where the Head Teacher considers it appropriate he/she 
may take Parents and other adult helpers into account when deciding on the number 
of Supervisors required for any journey, provided an Employee is in charge.  
However, in EYFS, written consent must be sought for these activities, and 
supervision must conform with the regulations outlined earlier. 
 



 
DISSEMINATION OF INFORMATION 
Throughout the whole process of organising an outing it is important that key 
information is made available to all interested parties: 

1. Ensure the EVC/head is aware of the proposed trip before making final 
arrangements, especially where the proposed location is unusual. 

2. RA must be completed and signed off before final authorisation can be given. 
3. Ensure parents receive a letter giving full and accurate information about the 

trip.(see below) 
4. Ensure office staff and the receptionist are aware of the details. 
5. Ensure you give plenty of warning to any staff likely to be affected e.g. regular 

subject teachers, music teachers etc 
6. Complete an OUTINGS FORM and give copies to the EVC and the Office. 
7. Ensure all adults involved receive an appropriate briefing and receive copies 

of the ‘signed-off’ RA. 
 
 
Information Concerning Visits 
Parents must be fully informed in writing about the Educational Visits well in 
advance. If appropriate, Parents and pupils should be invited to the School to discuss 
details with the organisers. Where possible the Head Teacher or a senior member of 
the teaching staff who is not involved in the visit should also attend to give an 
objective view and independent advice. 
Written information should include the following: 

 Purpose of Educational Visit 

 Accommodation type and meal arrangements 

 Travel arrangements including time of return (be realistic and consider 
distance and likely local traffic conditions) 

 Activities (include remote supervision, if relevant) and visits in which 
pupils will be allowed to participate 

 Insurance cover and name and address of insurers 

 Health and hygiene requirements e.g. inoculations/safety or not of tap 
water 

 Names of Party Leader and Supervisors accompanying party and address 
and telephone number of Party Leader at destination (where there is none, 
for example in case of some exchange visits, details of a contact number in 
UK must be given) 

 A contact number for the pupil must be given (if pupil staying in family it 
may not be possible to give this information immediately in which case 
further information will need to be given) 

 Advice on clothing and equipment (if School uniform is not worn, means 
of identification in an emergency are recommended) and pocket money 

 Advice that the Head Teacher reserves the right to exclude a pupil from a 
visit on behavioural or medical grounds 



 All members of the group should be aware of the School's Code of Conduct 
and Behaviour and Discipline Policies for details relating to standard of 
behaviour expected from pupils during visits. 

 For all residential visits, visits involving an overnight stay or visits outside 
of the UK, a behaviour agreement should be signed by both Parents and 
pupils. (For visits of over twenty four hours, the Parents should be 
informed that any instance of severely unacceptable behaviour will lead to 
the Party Leader informing the Parent that the pupil concerned may be 
sent home as soon as possible and that the responsibility for paying for this 
including any accompaniment lies with the Parents; and that the pupil may 
jeopardise their chances of going on another School visit. Requirements in 
the code could include a statement that pupils are under the jurisdiction of 
the School during the visit and therefore: pupils must obey the instructions 
of group leader and Supervisors; pupils must not possess, use or purchase 
knives; pupils must take responsibility for their own possessions; pupils 
must use seat belts where provided and must remain seated on coaches 
and minibuses; pupils must not put themselves or others at risk; pupils 
must remain in their allocated groups; and pupils must behave and dress 
appropriately.) 

Consent Forms  
A pupil may not be allowed to participate in an Educational Visit unless an 
appropriate consent form has been signed by at least one of his/her Parents and 
returned to the School. In some cases, where parents have failed to give written 
permission before the visit takes place, the school will accept permission via a phone 
conversation. 
Written consent must be obtained for all activities for pupils aged 5 or under. 
 
 
It is important to note that specific written consent should be obtained for the 
following activities: 

 residential Educational Visits  

 Educational Visits abroad  

 Hazardous Activities  

 Educational Visits where the risk assessment has identified the activity as a 
high risk  

 Educational Visits involving a long journey (over 3 hours travelling)  

 Educational Visits outside of normal School hours 

 Off-site sporting fixtures outside of the School day. 

The Party Leader responsible for each visit must ensure he/she is aware of any 
medical condition, special educational need or disability affecting any of the pupils at  
the time of the Educational Visit and ensure he/she obtains up to date contact 
information for all attendees.  
Information for Pupils 
Pupils should be given clear safety instructions: 

 On risks associated with the particular type of travel to be used. 



 On any local customs they may meet which might surprise them and 
warned of the possibility of giving offence. 

 That the strength of the sun should never be underestimated, especially at 
high altitudes, and pupils should use sun protection cream and may need a 
hat. 

 That rabies can be transmitted by bites or scratches from infected cats, 
dogs, foxes and farm animals. 

Charging 
The School reserves the right to charge for Educational Visits, transport, 
accommodation, equipment and other related costs. Such details will be provided to 
Parents prior to the Educational Visit. 
 
If payment is not received in advance or as required or School fees are outstanding, 
the School reserves the right to exclude pupils from the Educational Visit.  
 
Parents will also be informed of the arrangements for sending a pupil home early. 
Parents will normally be required to meet the costs of such arrangements.  The 
School will not be obliged to refund the cost of the remainder of the Educational 
Visit. 
 
 
FIRST AID 
The Party Leader will have regard to the First Aid and Administration of Medicine 
Policies and will ensure that there is sufficient first aid provision on every 
Educational Visit. 
The minimum requirements are: 

 an adequate risk assessment dealing with first aid requirements; 

 a suitably stocked first aid kit;  

 at least one appointed person to take charge of first aid arrangements (for 
EYFS pupils aged 5 or under at least one person who has a current 
paediatric first aid certificate). 

Visit leaders must ensure they are familiar with all children on the ‘At Medical Risk’ 
register and ensure they are included within the Risk Assessment for the visit. 
 
Any special medication for these children must be available and the appointed staff 
must know how to administer it. 
 
If using the minibus, the leader should ensure its first aid kit is available and up-to-
date. 
 
EMERGENCY PROCEDURES  
Part of the written arrangements or risk assessments for the Educational Visit must 
include details on how to contact the School or a designated senior member of staff. 
Staff must carry the School Emergency Card whenever they go on a visit which 
contains the relevant contact names and numbers of the senior members of staff. A 
list of names, addresses and telephone numbers of all staff and pupils on the visit –
should also be lodged with the School office and held by the Party Leader. 



It will be necessary to contact the School or the designated member of staff or 
Parents as appropriate if there is “no show” by any pupil. 
A first aid kit and mobile phones (where appropriate pupils’ mobile phone numbers 
should be collected) should be carried and there should be trained first aid personnel 
(as set out above) in every group.  Careful estimates should be made of the need for 
cash (in the currency of the country to be visited). Employees should have sufficient 
funds available in appropriate form to provide for all anticipated needs plus an 
emergency fund.  
 
Serious or Fatal Injury – Emergency Procedures 
An emergency is unlikely to occur in circumstances where the following procedures 
are followed, but all Supervisors accompanying the party should be familiar with 
them and should be able to adapt them to the situation in which they find themselves 
and a copy of the procedures should be taken on each Educational Visit. 
 
The Party Leader (or other person in charge of any small sub-group if out of contact 
with the Party Leader until the Party Leader can be contacted) should: 

 Establish the nature and extent of the emergency 

 Take immediate action to safeguard themselves and other members of the 
group or sub-group  

 Summon emergency assistance and or medical assistance, if appropriate  

 If there are injuries and it is safe to do so, arrange for the administration of 
first aid,  

 Make sure all other members of the party are accounted for and are safe 

 Establish the name(s) of the injured person 

 Advise other party adults of the incident and that emergency procedures 
are in operation 

 If possible, arrange for an adult from the party to accompany the casualty 
to hospital. If this is not possible, ask the police the name and address of 
the hospital concerned and write it down 

 Ensure that the remainder of the party are adequately supervised 
throughout. It may be necessary to arrange for their early return to base 

 Arrange for one adult to remain at the incident site to liaise with the 
emergency services until the incident is over and members of the party are 
accounted for 

 Contact the Head Teacher, emergency contact point or designated senior 
Employee 

 Should there be any involvement with the Press, all questions should be 
referred to the Head Teacher or nominated press officer 

 Under no circumstances should liability be discussed or admitted. 

 Arrange for contact to be made for all Parents of those involved. Following 
serious incidents, the Parents of all party members should be informed. 
Parents should also be informed of any delays to the schedule 



 Commit to writing full details of the incident - 

 Name(s) 

 Nature, date and time of incident 

 Location of incident 

 Details of injuries 

 Details of police who attended/witnesses names, addresses (and 
telephone numbers if possible) 

 Action taken so far 

 Telephone numbers for future communication. 

Photographs of the accident location should be taken if appropriate and any 
equipment or documentation should be preserved. 
In any shared responsibility situation, the emergency procedures should be agreed in 
advance with the centre/other school involved. 
 
Reporting Procedures  
The Party Leader or another Employee should then complete the School 
accident/incident report form. 
Any death or incident where a pupil is taken from the accident site to hospital should 
be properly recorded and reported to the HSE. 
 
Any death or serious injury to an Employee or accident which prevents the injured 
person from doing their normal work for 3 days should be properly recorded and 
injuries over 7 days should be reported to the HSE. 
Dangerous occurrences sometimes known as near misses may also need to be 
reported.  
Further guidance can be found at www.hse.gov.uk/riddor/index.htm. Major or fatal 
injuries only can also be reported by calling the HSE's Incident Contact Centre on 
0345 300 99 23. 
Records must be kept and Parents must be informed of any accidents and/or first aid 
treatment administered to pupils aged 5 or under. 
The School will seek legal advice (where appropriate) in relation to any further 
reporting requirements arising out the accident/incident. 
 
 
Feedback 
The feedback form should be completed after each visit. 
 
 
APPENDIX: 
Forms – see the following pages 
 
 
 

http://www.hse.gov.uk/riddor/index.htm


Check List for Party Leader 

NB. No bookings should be made until the Head has given approval for the visit/activity and the dates have been 
checked to avoid clashes with other events or important classes and relevant staff informed. 
Proposed visit: 

Day and date  Party Leader  

Destination with address 

(and address if unusual) 

 

 

Accompanying 

persons 

 

Depart am./pm. Year group  

Return am./pm. Number of pupils  

  Employee : pupil 

ratio 

 

Check list of action to be taken: 

Action Tick + 
date 

Comment 

Agreed by Head   

Checked with calendar    

Staff informed: Visiting teachers(LR, PW, PS etc) 

   Peripatetic musicians 

  

Cover for duties arranged?   

Initial costing done    

Parents informed in writing   

Consent/Permission forms sent *   

Risk assessment completed**   

Meeting with Parents arranged (residential only)  Date & time: 

Coach booked   

Minibus booked   Drivers: 

Other transport booked/organized(give details)   

Kitchen informed    

Lunch arrangements in place   

Pupil list for office(where not whole class)   

Office staff advised 

Travel form completed(long/residential trips) 

  

Pupil emergency contact numbers obtained from 
office(long/residential trips) 

  

Head teacher informed if out of regular School hours   

Pupil medical details checked(at risk list)   

Adequate first aid cover, medical kit/ sick bucket/bags etc 
ordered 

 Nominated staff in charge of first 
aid: 

Awareness of site prior to intended trip/activity   

Visit evaluation form ready to be completed  Complete after visit 

*A consent form is required for residential trips, foreign visits, field trips, Hazardous Activities, visits involving a 
long journey and visits well outside of School hours (except evening theatre visits).  

All local visits require a short permission form. 

 

Every non curriculum off-site activity requires a separate Parental signature via one or other of the 
consent/permission forms. 



**If the risk assessment has been carried out previously this should be thoroughly reviewed and may then be used 
after resigning and redating. 

Action: Party Leader must keep this on file. Copy to Office and EVC before departure. 

 



Check List for Away Fixture 
All fixtures must be approved by the Head and have been set having all due reference to the 
school calendar to avoid clashes with other events. 

Fixture: 

Day and date  Party Leader  

Destination with 

address 

(and address if unusual) 

 

 

Accompanying 

persons 

 

Depart am./pm. Year group  

Return am./pm. Number of 

pupils 

 

Out of school hours? yes/no Staff : pupil ratio  

Check list of action to be taken: 

Action Tick 
+ 
date 

Comment 

Agreed by Head   

Checked with calendar & office staff   

Checked with class teacher   

Staff informed: Visiting teachers(LR, PW, PS etc) 

   Peripatetic musicians 

  

Parents informed in writing including collection 
arrangements, and permission slips 

  

Risk assessment completed**   

Coach booked   

Minibus booked   Driver: 

Assist: 

Other transport booked/organized(give details)   

Kitchen informed    

Lunch arrangements in place   

Pupil list for class teacher, office and receptionist   

Pupil medical details checked(at risk list)   

Adequate first aid cover, medical kit/ sick bucket/bags 
etc ordered 

 Staff in charge of first aid: 

Adequate numbers of games staff: 

(Consider Barn Elms staffing where appropriate) 

 Names: 
 

 

**If the risk assessment has been carried out previously this should be thoroughly reviewed  
taking into account any specific factors relating to the pupils involved on this occasion any other 
new hazards or risks and may then be used after re-signing and re-dating. 



 

Action: Party Leader must keep this on file. Copy to Office and EVC before departure. 

 



Application for the Approval of an Educational Visit 
This form should be submitted to the Head for all non-curriculum off-site activities before pupils are 
notified or any bookings made. 
 

Party Leader:  

Department:  

Year Group:  

Number of pupils:  Adult/Pupil ratio:  

Total number of accompanying Employees including Party Leader:  

Names of ALL other accompanying 

persons: 

CRB evidence required 

 

 

 

 

Date and time of visit:  

Venue and purpose of visit:  

Details of visit, including travel 

arrangements, (seniors only - any 

free time) and any potentially 

Hazardous Activities: 

 

 

 

 

Cost per pupil: 

A costing sheet should be submitted 

for residential trips 

 

Additional cost to School:  

(incl. paid cover) 

 

For residential Visits: 

 Type of accommodation 

 Outline of any Hazardous 

Activities 

 

 

 

 

Other relevant information: 

 Name of organisations, e.g. 

coach company, travel firm. 

 Awareness of site, e.g. 

previous visit 

 

Approval is given to proceed with arrangements for this visit as outlined above. 

N.B. Any changes to the above must be communicated to the Head for approval. 

Signed: 

Approved subject to risk assessment and other 

written arrangements. 

 

Date:  

 



Risk Assessment Form (as recommended by the HSE) 

As a guide, this must be submitted to the head for approval six weeks ahead of the 
departure date for hazardous, residential and foreign trips and two weeks ahead of 
the departure date for other trips. 
 
 

Establishment:- Senior Boys/Girls - Junior Boys/Girls- 
Other (please state detail) 

 Date 
carried 
out 

 

    

Activity / Event / 
Environment / etc. 

 Name 
(print) 

 

    

Educational 
Objective 

   

1. Hazard 
List significant 
hazards, which 
may result in 

serious harm or 
affect several 

people. 

2. Who might be 
harmed 

List individuals and 
groups of people 

who are especially at 
risk from the 

significant hazards 
identified. 

3. Existing Control 
Measures 

List existing controls or note 
where the information may be 

found. (e.g. Information, 
instruction training, systems 

or procedures) 

4
. A

ccep
ta

b
le

 
Y

 / N
 

5. What further action is 
required to control the 

risk? List the risks, which are 
not adequately controlled and 

proposed action where it is 
reasonably practicable to do 

more. 

6
. A

ccep
ta

b
le

 
Y

 / N
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Name of pupil: Form:  

  

Proposed visit to:  Cost of  

Day and date of 

departure: 

 Departure 

time: 

 

Day and date of return:  Return time:  

Travel arrangements:  

 

Passport number:  

European health card 

(EHIC) no: 

 

Medical information about pupil: 

Does the pupil have any conditions requiring/which 

may require medical treatment/medication?  Delete 

as appropriate  YES  /  NO 

Describe (use a separate sheet 

if necessary) 

Does the pupil have any allergies, e.g. to medication 

or specific foods? 

 

Does the pupil have any special dietary 

requirements? 

 

(If yes to any of the above, details must be supplied 

when returning this form) 

 

To the best of your knowledge has the pupil been in 

contact with any contagious or infectious diseases or 

suffered from anything in the last four weeks that 

may be contagious or infectious? 

 

Contact telephone number, Parent/guardian: 

Work:  Home:  Mobile:  

Home address:  

Alternative emergency  

Consent of Parent/Guardian for a Residential, Trips 
outside of normal school hours (including during 
holidays or at the weekend), Hazardous or high risk 
activities, Long Distance, or Foreign Visits 

Side 1 
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contact: 

Name:  Tel .No.  

Address:  

 
 
Signature of Parents/guardians 
I, the undersigned who have Parental responsibility for the above named pupil have 
completed the information requested above and overleaf. I have read and understood 
and I consent to the matters set out above and overleaf and in the visit programme or 
other relevant information. I agree to inform the School as soon as possible of any 
changes in the medical or other circumstances between now and the commencement 
of the journey. 

Signed:   

Relationship to 

pupil:  

 Date:  
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Consent of Parent/Guardian for a Residential, 
Hazardous, Long Distance, or Foreign Visit 

Side 2 

 

 Transport 

I consent to the pupil travelling by any form of public transport and/or in a motor 
vehicle driven by the Party Leader or any other responsible adult member of the 
party who is authorised by law and duly insured to drive. 

 Health 

I certify that to the best of my knowledge and belief the pupil is in good health and (if 
applicable) has received all necessary inoculations. I am aware of no reason on 
medical grounds why the pupil should not be a member of the party for this trip. 

 Passport etc (for foreign visits only) 

I certify that the pupil has a current passport and (if applicable) all necessary visa 
and satisfies the entry requirements of the country to be visited, and requirements 
for readmission to the United Kingdom. 

 Accident/Illness 

I consent to the pupil receiving medication as instructed and any emergency dental, 
medical or surgical treatment, including inoculations, general or local anaesthetic, 
surgery or blood transfusion, as considered necessary by the medical authorities 
present. 
 
I agree/disagree (Please delete one and initial), to my child being given a single 
dose of calpol in the event of them becoming ill on the class trip, at the discretion of 
the class teacher. 

 

 Remotely supervised time (Senior School only) 

I consent to the pupil having remotely supervised free time in the daytime in a group 
of pupils with the prior permission of the Party Leader 

 Swimming and other activities 

I certify that the pupil *is/is not a competent swimmer. (Please delete one and 
initial) I agree to the pupil taking part in any/all of the activities (where applicable) 
contemplated as listed in the visit programme, (including, for senior School pupils 
only on foreign trips, drinking a modest quantity of wine with a meal), except for the 
following:  
(N.B. all additions, deletions or amendments to entries in this box must be initialled 
by the Parent)  
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 Personal Effects of the Pupil 

I acknowledge that the pupil will be responsible for the safety of his/her own money 
and personal effects. I will not hold the School responsible for losses unless caused 
by the negligence of the School. 

 Insurance 

I understand the extent and limitations of the insurance cover provided, and know of 
no information that may affect the insurance. 

 Code of Conduct 

I understand the consequences if the pupil does not adhere to the code of 
conduct. 

 
     A COPY OF THIS FORM WILL BE TAKEN BY THE PARTY LEADER ON 
THE VISIT 
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Travel Form(to be used for long distance visits or residential) 

 

Purpose of visit:  

Date of visit:  

Employee organizing visit:  

Department:  

Other persons involved:  

Destination address:  

Emergency telephone number at 

destination: 

 

24 hour telephone contact number:  

Method of transport:  

Travel operator:  

Tour No. / Reference:  

Time and place of departure:  

Time and place of return:  

Flight Number/s or Ferry details  

Insurance details:  

Catering staff informed:  

Music department/peripatetics informed  

Cover for missing duties 

arranged(details): 

 

List of pupils and emergency contact 

numbers attached: 

 

Total cost per pupil for billing £ 
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Visit Evaluation Form 

 
Please complete this form as soon as possible after your return by ticking relevant 
boxes.  

Visit to  

Date  

Party Leader  

 Excellent Good Fair Poor Comment 

Educational value      

Transport 

arrangements 
     

Suitability of venue      

Value for money      

Pupil behaviour      

Timing      

 

 

Health & Safety 

issues 

 

Review of Risk 

Assessment – Any 

accidents/incidents? 

 

Other comment  

Worth repeating?  
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By resolution of the Governing Body 
 
 
 
[Date] 
 
 
 
Policy Co-ordinator 
 
 
 
Head Teacher 
 
 
 
Review date: Summer 2021 
 
Reviewed by Martin Kettle Summer 2018 
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Tracking Sheet – Educational 

visits reviews 

Item 

Summer 

Term 

2013 

Autumn 

Term 

2013 

Spring 

Term 

2014 

Summer 

Term 

2014 

Autumn 

Term 

2014 

Spring 

Term 

2015 

Summer 

Term 

2015 

Autumn 

Term 

2015 

Action plans 

resolved 
Y N Y N Y N Y N Y N Y N Y N Y N 

Local Management 

Arrangements for 

Safety 

reviewed/updated 

Y N  N Y N Y N Y N Y N Y N Y N 

Risk Assessments reviewed/updated 

1.Staff meetings Y N Y N Y N Y N Y N Y N Y N Y N 

2.Visit observations Y N Y N Y N Y N Y N Y N Y N Y N 

3.Visit reviews Y N Y N Y N Y N Y N Y N Y N Y N 

4.Staff Inductions Y N Y N Y N Y N Y N Y N Y N Y N 

5.Generic RA’s 

check 
Y N Y N Y N Y N Y N Y N Y N Y N 

6.Accidents/incidents 

reviewed 
Y N Y N Y N Y N Y N Y N Y N Y N 

7. Y N Y N Y N Y N Y N Y N Y N Y N 

8. Y N Y N Y N Y N Y N Y N Y N Y N 

9. Y N Y N Y N Y N Y N Y N Y N Y N 

10. Y N Y N Y N Y N Y N Y N Y N Y N 

11. Y N Y N Y N Y N Y N Y N Y N Y N 

12. Y N Y N Y N Y N Y N Y N Y N Y N 

13. Y N Y N Y N Y N Y N Y N Y N Y N 

 

 

 


