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1. Introduction 
 
1.1 This policy has been written with reference to the DfE guidance ‘Health and Safety of 

Pupils on Educational Visits – 1998’ (HASPEV),  and the supplementary guidance 
published in support of HASPEV in July 2002.  Copies of these documents are 
available on the Department for Education website or from the Educational Visits Co-
ordinator at the School/ College. Relevant documents may also be found within this 
policy and accompanying trip planner as well as in additional guidance manuals at the 
individual School/College. 

 
1.2 The key responsibility is for staff and accompanying adults to take all reasonable steps 

to ensure that pupils have a safe, appropriate and worthwhile experience during their 
educational visits.   
 

1.3 The Management of Health & Safety at Work Regulations 1992, made under the 1974 
Health & Safety at Work Act require employers to: 

 Assess the risks of activities 

 Introduce measures to control those risks 

 Tell their employees about these measures 
 

Also under the H&S legislation, employees must: 

 Take reasonable care of their own and others’ health and safety 

 Co-operate with their employers over safety matters 

 Carry out activities in accordance with training and instructions 

 Inform the employer of any serious risks 
 

These duties apply to all School/College visits.  Teachers and other staff in charge of 
pupils also have a common law duty to act as any prudent parent would do in the same 
circumstances. 
 

1.4 This policy covers all visits organised by the School/ College including trips to the 
theatre, away sports fixtures, CCF, Duke of Edinburgh (DofE) expeditions and 
overnight stays at home and abroad. 

1.5    GLOSSARY OF TERMS 
 

Activity  Any specific element of the planned programme for a visit 
 
Adult Any adult accompanying a visit in a supervisory capacity except teachers 

employed at the School/ College and employees of third party 
contractors.   

 
EVC An Educational Visits Co-ordinator – the member of staff identified by 

the Headmaster to ensure that all visits are planned in accordance with 
the School/ College policies 

 
Group All those on the visit (principally pupils, teachers and adults) 
 
Group Leader A teacher approved by the Headmaster or EVC to plan and have 

overriding responsibility for the safety of the group, the activities and the 
procedures involved in the visit 
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Instructor A person with technical skills and qualifications contracted to instruct 

adventurous activities 
 
Parent Includes a person who is not a parent of a pupil but has parental 

responsibility for him/her or who has care of the pupil 
 
Risk Assessment A formal process of assessing the potential of an activity, procedure or 

location to cause harm to an identified person or group and recording 
steps that can be taken to minimise those risks 

 
Risk Management The identification of a procedure or course of action to minimise a 

potential risk to an acceptable level 
 
Designated 
Contact   A member of staff who will be available in the locality of the School/ 

College to assist with any emergencies and who will hold all the 
emergency contact information during the duration of the visit 

 
Teacher A teacher employed by Prior Park Educational Trust 
 
Visit Any venture taking place outside the physical boundaries of the School/ 

College, and including the entire period between departing and returning 
to the establishment 

 
2. Equal Opportunities and Inclusion 
2.1 All reasonable effort is to be made during the course of planning and risk assessment 

to include any disabled pupil whose parents have given consent to the activity or visit.  
The final decision of whether a pupil may be included on a visit will be made on a case-
by-case basis by the EVC but in doing so the EVC will take into consideration the 
views of the, group leader and parent of the pupil. 

 
 
3. The Role of the Educational Visits Co-ordinator (EVC) 
3.1 Responsibility within each individual school for the approval of visits rests with the 

Headmaster who delegates much responsibility to the Deputy Head, Educational Visits 
Co-ordinator or other senior member of staff, as appropriate: 
Louise Blake (PPC); David Barratt (TP); Sally Trim (PPPS). 

 
The Co-ordinator will require reassurance from the group leader proposing the visit 
that: 

 
3.2 The educational objectives are clearly defined and commensurate with the age, 

maturity and capability of the pupils. 
 
3.3 All aspects of the visit, including the granting of approval, are dealt with in accordance 

with this policy and guidance, and other related policies and procedures including 
those of the DfE. 
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3.4 All reasonable checks of the safety management systems of external providers have 
been undertaken prior to booking, including fire safety precautions for overnight stays. 
(Please ensure that external organisers are licensed for running adventurous activities 
before booking the trip). 

 
3.5 Written Risk Assessments are to be produced before the visit and are to be reviewed 

as appropriate, with changes being made in the control measures where identified.  
Risk assessments are to be cleared with the EVC and recorded centrally at the 
School/College and made available to other staff. 

 
In some instances, for example away sports fixtures, existing Risk Assessments may 
be used.  However, the member of staff in charge/group leader is responsible for 
reviewing whether any special circumstances apply and should make any suitable 
amendments for a specific trip in advance. 
 

3.6 The EVC should be satisfied that group leaders are competent to lead, manage 
and control pupils in the proposed setting.  This includes consideration of 
experience, qualification, organisational skills, personal qualities, fitness, any medical 
condition, knowledge of the group and environment, and prior experience of leading 
or assisting in the activity.  Training can be arranged and should be requested when 
necessary. 
 

3.7 The EVC should ensure that all paperwork for planning is received in advance of the 
trip taking place, including risk assessment, possible parental consent forms, code of 
conduct and an approved budget form as per school specific requirement. 

 
4. The Approval of Visits 
 
4.1  There are two levels of approval: outline and substantial. Approval in principle should 

be sought from the EVC prior to submitting a detailed trip information form ahead of 
departure.  Both forms can be found as an appendix to this document. 

 
4.2 For local visits not involving adventurous activities, outline approval must be sought 

and granted from the EVC ahead of publication of the date and time in the termly diary.  
Final approval will only be given if the EVC is satisfied with the arrangements put in 
place.   

 
4.3 For all local, long-distance, adventurous or overnight visits, this policy should be 

adhered to: permission should be sought from the EVC using the form at Appendix 1 
and parental consent and medical information obtained using the forms at Appendix 4 
and 5. 

 
4.4  As a matter of courtesy, colleagues should be advised of pupils participating in visits 

and cover for any lessons should be organised.  A list of pupils should also be available 
in the staff work room and be provided to the EVC and Financial Controller. The Group 
leader should request feedback on any reason  why a pupil should not be allowed to 
attend the trip (behaviour, finances etc) 

 
4.5  Organising staff must ensure that adequate arrangements have been made for day 

pupils to reach home on their return, and, during holiday periods, that boarders 
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can go directly home or to guardians.  If there is a need for an overnight stay in 
boarding houses during the holidays, consultation must have taken place with the 
Housemaster concerned and with the Assistant Bursar, and consent received. The 
Group Leader will be in charge of students staying in boarding houses in such 
circumstances. 

 
4.6  If visits span a Sunday or a religious feast day, arrangements must be made, in 

advance, for the group to attend Mass.  Pupils must be made aware of the 
arrangements. 

 
4.7 Pupils are to act in accordance with the stated standards of the School/College and 

for overnight and overseas trip should sign a code of conduct which must be available 
to the EVC. 

 
5. Responsibilities of the Group Leader   
 
5.1  Every trip must have a clearly designated leader who must be a teacher employed by 

the School/College. Everyone should know who is in charge and must take instruction 
from the leader. It is also advisable to designate a deputy leader where there is a large 
party or extended trip planned, particularly in case of illness. 

 
5.2 Group Leaders are responsible for the safe planning and execution of visits and must 

be in a position to reassure the EVC on all points identified in Item 3. 
 
5.3  Staff must be made aware of their continuous pastoral responsibilities, even when 

using external agencies and/or a technical leader with their group, and should be 
familiar with the Prior Park Schools’ Child Protection Policy. 

 
5.4 Group leaders should: 

 Complete the form in Appendix 1 and, if appropriate, a budget proposal.  

 Be conversant with good practice in activities planned for the pupils, including those 
he/she may not be instructing and, if they are instructing, group leaders should have 
the competency and qualifications to instruct the activity. 

 For potentially hazardous pursuits, the group leader is to have the appropriate 
qualifications and the ratio of adults to pupils is normally to be at least 1:5. (See para 
5.10 for details on required ratios which are to be considered minimums).  The staff 
ratios should be dictated by the risk assessments and advice from the organisers of 
trips if appropriate. 

 Ensure that all involved in visits are aware of and understand the School/ College 
emergency procedures in case of major incident.    

 Ensure any limitations on the School/College insurance have been checked through 
the Bursary and appropriate arrangements put in place for the trip. 

 Ensure that pupils will be suitably clothed and equipped for particular activities and 
conditions likely to be encountered. 

 Determine the level of first aid that may be required and nominate a suitably qualified 
teacher or other adult to take responsibility for this. That person should then ensure 
that a first aid ‘Trip kit’ is prepared in consultation with the School/College nurse and 
taken on the trip. 

 A paediatric first aider must be present on every EYFS visit. 
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 Ensure that accidents and incidents are recorded in accordance with the School/ 
College Health and Safety Policy, and reported to the HSE where required.   

 Ensure visits are evaluated within 7 days of return to inform the planning and operation 
of future visits. 

 Provide any additional information as may be required by the EVC, SMT, Head teacher 
or Governors which may be required to evaluate the benefits/risks associated with the 
trip and which may inform future planning 

 
5.5 Group leaders are responsible for preparing and briefing the pupils, their parents and 

accompanying teachers and adults. For short visits, an information letter giving details 
and approximate costs involved should be sent to parents, with the opportunity to opt 
out if desired.  If a permission slip is not provided, parents should be instructed to email 
the school office should they not wish their child to participate in the outing. For all 
visits involving an overnight stay, the briefing should include formal meetings with the 
Deputy Head and other teachers and the School/ College nurse to discuss any medical 
conditions or requirements to take into consideration. Whenever possible, a face to 
face parents meeting should also be arranged to discuss the trip. 

 
5.6 The group leader must produce a detailed risk assessment and management plan, 

giving priority to the health and safety of the group at all times.  This should include 
the initial and on-going suitability of the group in relation to the activities planned.  In 
the case of sporting fixtures and some other excursions, standing Risk Assessments 
may be acceptable, but must be checked and countersigned. When producing the 
Risk Assessment, the Group Leader should seek the guidance of the EVC/Health and 
Safety Officer if required. 

 
5.7  If possible, pupils should be involved in the risk assessment process, to a level 

appropriate to their understanding, including the conduct expected on visits.  
Responsibility should be given to pupils consistent with their age, maturity and 
capability. Pupils are to be told emergency procedures, such as how they should 
vacate premises quickly and safely and whether there will be a central meeting point 
on the trip. 

 
5.8 Assess the initial and on-going suitability of the group in relation to the planned 

activities.  
 
5.9  Determine the appropriate levels of supervision. Arrangements for supervision should 

be appropriate, agreed and known by all concerned. Staff involved will be required to 
have a clear understanding of the different strategies required for direct supervision 
and, when the circumstances are right, for indirect or more remote supervision. Where 
indirect supervision is contemplated, Risk Assessments must clearly identify the 
control measures in place and staff involved should act as if a reasonably prudent 
parent when considering the appropriateness of indirect supervision in any particularly 
circumstances. 

 
5.10 The following ratios are required and are necessarily commensurate with the age of 

the pupils involved. The group leader must also consider other factors and ensure that 
there is an appropriate level of supervision, for example:  
gender and ability of the group; any special educational or medical needs; the nature 
of activities (adventure or water sports may require a higher ratio of staff to pupils); 
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experience of supervising staff; duration and nature of the journey; type of any 
accommodation; competence of staff, both general and on specific activities; 
requirements of the organisation or location to be visited; competence and behaviour 
of pupils. 
 

Nursery & Reception (EYFS) Minimum 1:4* 

Years 1-3 Minimum 1:6 

Years 4-6 Minimum 1:10 

Year 7 onwards Minimum 1:15 

Overnight stays Minimum 2:20 

 
*Only members of staff who have Paediatric First Aid training may be included in the 
ratios for EYFS visits. 
 

a) If the minimum ratios are used, this should be specifically justified in the risk 
assessment. 

 
b)  Ratios for Year 7 onwards are to be no less than one adult per 15 pupils with an 

additional adult for each further 15 pupils, for visits of one day or less. Overnight visits 
should have no less than two adults per 20 pupils and an additional adult for each 
further 15 pupils. In certain circumstances family members may accompany a trip, but 
adults with a child among the group will not normally be allowed to assume 
supervisory status. At least 50% of the supervisors must be members of staff.  All staff 
must be DBS checked.  Refer to Section 8.1 for requirements for volunteers. 

 
c) Please consult the document entitled ‘Group safety at water margins’ when a visit 

may include the use of swimming pools, or takes place near streams, rivers or lakes. 
This contains top tips and guidance as well as useful emergency contact numbers 
and organisations that may be able to advise further on specific issues and can be 
found in the guidance manual at The Preparatory School and available on-line or on 
request from the EVC at The College and The Paragon. 

 
d) For overnight stays, at least one of the adult members of the group should be male 

for parties of boys and at least one should be female for girls.  If the visit is 
coeducational then both genders should usually be represented among the staff. 

  
e) Ensure that the visit operates in accordance with the School/ College policies and 

guidance. 
 

f) The Group Leader and the teachers on the trip remain responsible for the children on 
each trip until such time as they are passed back to parents and/or guardians at the 
end of the trip. Should the Group Leader/teacher be unhappy or concerned about 
such arrangements they should inform the EVC, on call person immediately and take 
whatever action is appropriate and they believe to be in the best interests and welfare 
of the child concerned 
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6. Early Years Foundation Stage 
 
6.1 All necessary procedures for the planning, organisation and supervision of educational 

visits for children within EYFS are to be found within this policy. 
 
6.2 Educational visits for children within EYFS are normally local visits.  Distant and 

residential visits are not undertaken. 
 
6.3 Adult to pupil ratios are necessarily higher for this age group.  The minimum ratio is 

one adult to four children. 
 
7. The Role of Other Teachers and Accompanying Adults 
 
7.1 Teachers and adults accompanying any visit should be clear about their roles and 

responsibilities.  All must do their best to ensure the health and safety of everyone in 
the group, and must follow the instructions of the group leader. 

 
7.2  Instructors or other staff working for contracted organisations can support teachers 

and adults in their pastoral duties but cannot assume a full pastoral role. 
 
7.3  Each accompanying adult must carry a list of names of children and regular checks 

on names and numbers must be carried out. 
 
7.4  Children must not leave the party without express permission which should not be 

allowed for young children where they would be unsupervised or at risk. Younger 
pupils should be encouraged to choose partners in groups of two or three so that 
partners report if someone is missing or in difficulty. 

 
7.5 It will be assumed that pupils will wear uniform unless a specific request is made and 

approval given by the EVC. For residential stays, pupils should be given a code of 
conduct, which they must sign. 

 
7.6 Teachers and adults accompanying any visit should be aware of and have been given 

a copy of the risk assessment by the Group Leader at least 48 hours prior to the trip 
or visit. Teachers and Adults should confirm to the Group Leader that they have read 
and understood the Risk Assessment in advance of the trip or visit and if they have 
any doubt or concerns they must seek clarification 

 
8. Vetting of staff and volunteers  
 
8.1 An adult who is known to the School/College may accompany a local visit without 

obtaining an enhanced DBS disclosure, subject to there being a written risk 
assessment. However, they are not to be permitted to have substantial unsupervised 
access to children. An enhanced disclosure must be sought for any adult 
accompanying overnight stays and anyone who is to have regular contact with pupils 
(i.e. – more than three occasions during one month.) 

 
8.2  All external contractor staff likely to have access to pupils as part of their normal duties 

will need to be DBS checked.  This information  needs to be checked by the Group 
Leader as part of the planning process. Please see the Child Protection (Part of 
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Safeguarding) Policy for more details on vetting requirements. As far as recruitment is 
concerned, it is best to err on the side of caution. 

 
9. Exploratory or Pre-Visits 
 
9.1 Exploratory visits by the Group Leader to the venue form an important part of the 

planning process for educational visits. They ensure that there is good prior knowledge 
of the places to be visited and that site-specific risk assessments are appropriately 
completed.  Exploratory visits must be sanctioned and approved by the Deputy 
Headmaster or EVC in advance. 
 

9.2 Where the venue is a familiar one ie. a visit has taken place there at least once in the 
year immediately preceding the proposed visit date, the Group Leader may contact 
the venue management by telephone, email or fax and gain information about any 
changes to the venue since the last visit. If these changes are substantial, a new 
exploratory visit may be needed to enable a site specific risk assessment to be 
completed. 

 
9.3  Costs of any pre-visits will be met by inclusion in the total cost of the trip charged to 

parents. 
 
10. Insurance 
 
10.1 Where relevant, and particularly for trips abroad, parents are to be informed of the 

insurance that is applicable to the expedition and whether the individual School/ 
College normal insurance policies will be supplemented with travel insurance.   

 
10.2  There are certain exclusions in the range of activities covered, and the Group Leader 

should ascertain whether the range of activities planned for the visit is within the terms 
and conditions of the insurance policy.  Where necessary and on request, the Bursary 
staff will contact the insurance company to ensure adequate cover for any visit. 

 
11.  Finance  
 
11.1  All charges associated with educational visits are normally passed on to the parents 

of the pupils concerned. A budget proposal is to be drawn up and agreed with the 
EVC, Finance & Business Director or Financial Controller and submitted to the EVC 
as part of the Approval process.  As a general rule, charges should be kept as low as 
possible, with the costs of any pre-visits (see para 9) included as part of the total cost 
of the trip charged to parents. 

 
11.2 A deposit should be requested in order to secure a pupil’s place on a visit. This can 

be added to the pupil’s bill but can also be made as a separate payment towards the 
trip in part or in full. A deposit should be requested at least one term prior to the 
planned date of the trip. All deposits will usually be non-refundable. 

 
11.3 The booking of transport should be via email to the Transport Manager.  Payment for 

tickets etc should always be via the Bursary by cheque, bank transfer or GPC.   
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11.4 Cheques from parents should be made payable to the individual school or College and 
never to an individual member of staff.   

 
11.5 Written accounts are always to be kept. These need only be simple and the EVC, 

Finance & Business Director or Financial Controller will be pleased to advise on what 
is necessary. Any expenditure of cash must be supported by a clear invoice or receipt. 
Advanced bookings should be made through the ordering and invoicing system. The 
final cost of each trip, with the amount that each pupil is to be charged, should be given 
to the Bursary staff as early as possible in the proceedings and no later than 7 days 
after returning.  For major trips involving overseas travel or individual costs in excess 
of £100, the cost should ideally be given to the Bursary at least one term prior to the 
date of the planned trip.    

 
11.6  For major trips, complete and detailed accounts of income and expenditure are to be 

handed in to the Bursary on return. The Bursary team at each School/ College would 
be happy to advise on how best to keep records and assist group leaders in the 
preparation of appropriate record sheets. 

 
11.7 Free staff places will be determined by required staff:pupil ratios (see para 5.10) for    

the visit concerned and will be determined on a case by case basis during the approval 
stage of the trip planning process. 
Staff are deemed to be ‘at work’ whilst supervising a visit, with all the responsibilities 
that this entails, even if the visit is during school holidays. 

 
11.8 Staff should note that trip funds should not normally be used to purchase alcohol, but 

reasonable expenses for meals are admissible.    
 
12.  Transport 
 
12.1  Transport by coach or minibus in the UK should be arranged through the Transport 

Manager (and via the Bursary at the Preparatory School). 
 
12.2  Coaches contracted from a third-party company should be roadworthy, insured and 

comply with the minimum standards associated with the country in which they are 
registered.  Where coaches are hired from companies who do not regularly provide 
transport for the School or College, evidence of public indemnity and liability insurance 
should be sought by the Transport Manager, Bursary staff or Group Leader prior to 
contracting.  If the coach is hired through a tour operator or other provider, then the 
Group Leader must ensure that the tour operator has vetted the coach company in 
question including the competence and training of drivers, and including valid DBS 
checks. 

 
12.3  In exceptional circumstances only, a private car may be used for transporting pupils 

on an educational visit. The car must belong to a member of staff or another 
supervising adult associated with the visit.  The member of staff in charge of the trip 
must reassure themselves  that drivers are satisfactorily insured, that cars are 
roadworthy and journey length is kept to a minimum to avoid driver fatigue. 
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12.4 PPET has an insurance policy to cover this eventuality, but there are limitations to its 
use.  Bursary staff should be consulted in advance before private cars will be used in 
such circumstances.   

 
12.5 The training, qualification and monitoring of drivers of the School/ College minibuses 

is detailed in the School/ College Health & Safety Manual.  Group Leaders should be 
aware of this policy and ensure that all drivers comply with the guidance and 
regulations within it.  Driving licences must be verified by the Transport Manager. 

 
12.6  All cars, coaches and minibuses used in the transport of pupils must be fitted with 

seat-belts and booster seats used when appropriate. 
 
13. Prior to Departure 
13.1 For local or short visits and sports fixtures, details of the trip should be lodged with the 

designated person at the School/ College, including itinerary, timetable and pupils 
names, usually: 
 
The Deputy Head Operations (PPC); The School Office (PPPS); Reception (TP) 
Contact telephone numbers should be included and a departure and estimated return 
time given. Sports teams are published centrally and supervising staff register all 
participants. 

 
13.2 For visits involving an overnight stay, more detailed information is required.  An 

emergency contact, from among the staff, must be ‘on call’ for the duration of the visit.   
This person and the Headmaster’s PA must be given: 

 A detailed itinerary including flight information and hotel/hostel addresses and 
telephone numbers. 

 Names, addresses and telephone contacts of all supervising adults. 

 Copies of the Parental Consent forms, with full emergency contact information, 
for every student travelling. 

 Contact information for any tour operator who may be involved. 

 Risk Assessment 

 Access to signed Code of conduct 
 
13.3 Ensure that you take with you contact numbers for the person on call, for the 

Headmaster, Deputy Headmaster and Finance & Business Director as well as copies 
of the parental consent forms.   

 
13.4 Parents of those participating should be given a contact number for the Group Leader 

and the person on call, for use in an emergency only. 
 

13.5 It is useful to set up a group contact via One Drive, Outlook or Whats App to ensure 
that staff on overseas trips (and the EVC) can communicate with each other quickly 
and effectively. Staff should be given mobile devices that provide such functionionality 
in the destination country.  
 

 
13.6   All teachers and adults accompanying a trip and the “on call” member of staff 

contactable at the school must be aware of the local procedure, telephone numbers 
and have the necessary language skills to be able to summon emergency assistance 
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in the destination country as well as in any country through which the trip may pass en 
route. 

 
14. Emergency Procedure 
14.1 In case of accident or emergency the following procedure should be followed: 

 Ensure the injured person receives appropriate medical attention and ensure 
the safety of the remainder of the party. 

 Alert police, rescue team or other authorities as necessary. 

 Inform the person on call and either the Headmaster, Deputy Headmaster, or 
Finance & Business Director. 

 A School/College representative will inform the parents concerned. 

 Do not speak to the media. Statements will be prepared and issued by the 
Headmaster of the individual school, College or by the Finance & Business 
Director 

 Parents must be informed as soon as possible if a child sustains anything but 
a minor injury or fall. If a serious incident occurs, a full report must be submitted, 
including statements from eye witnesses. 

 For overseas trips insurers must be informed using the emergency helpline. 
 

15. Information and Training 
 
15.1 Academic staff who wish to lead groups on educational visits should have the 

experience of shadowing the Group Leader on a distant visit or residential tour prior 
to taking Group Leader responsibilities. Where this is not possible, an experienced 
leader should be included in the supervisory group and should act as a mentor to the 
Group Leader on his/her first visit/tour experience. 
 

15.2 Risk assessments and approval forms will be filed in a central location or with the EVC 
for staff to have access to and refer to if planning a similar trip in the future. Over time 
a database of information about the range of educational trips will be developed. 

 
15.3 The EVC will also gather risk assessments from school tour companies and other 

external providers and, if appropriate, recommend these for approval by the 
Headmaster or Governing Body. 

 
15.4  Evaluation forms are to be sent to the EVC within 7 days of the end of the visit for 

review.  These will be kept centrally and will inform future visits and the planning of 
them. It is not essential that evaluation forms are completed after every sports fixture 
or local visit. 

 
15.5 The School/ College EVC will undertake training, as required. They will also arrange 

additional training for staff where required or requested, such as risk assessment 
sessions and other support and guidance. 
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16. Information Specific to The Paragon School 
 

Local Visits 
 
These are usually regular visits within the annual cycle of the school calendar.   
 
Sports fixtures will be notified in the termly school calendar and it is therefore 
assumed that permission from the Headmaster/Deputy Head has been given for 
these fixtures to go ahead. Parents will be notified of these fixtures through the 
school calendar. Unless a charge will be made to parents for transport or any facility 
or service, no further notification is deemed necessary. A generic risk assessment 
will be appropriate for most sports fixtures. The teacher in charge should review the 
appropriate risk assessment to ensure it covers the individual event or fixture and 
amend if necessary, particularly in relation to staff/pupil ratios. Contact and 
emergency procedures should be determined. No formal evaluation of the fixture is 
necessary. 
 
Trips off site but within the immediate locality, which do not include a charge to 
parents, do not require formal notification to parents. (The consent form signed by 
parents on enrolment, covers local trips within the boundaries of the city of Bath.)  
Permission of the Deputy Head is necessary although this would not extend to 
lessons at PPC. A risk assessment for any identified hazards of the trip is to be 
drawn up, using the agreed form, and a copy put in the shared area. Supervision 
ratios should be determined carefully using the table above (5.10). Contacts and 
emergency procedures should be determined. No formal evaluation of the trip is 
necessary. 
 
Distant Visits 
 
These are visits which take the party outside the immediate locality, but are 
completed within one school day. 
 
Key processes: 
 

 There are two levels of approval: outline and substantial. Approval in principle 
should be sought from the EVC (The Deputy Head) prior to submitting a detailed 
trip information form ahead of departure. Both forms can be found as an appendix 
to this document. 

 Information regarding the dates and timings of the visit must be sent to the 
Head’s PA. The Head’s PA will confirm whether the trip may proceed or if there 
are ‘clashes’ in the diary which mean the date/time should be changed. If there is 
no record of the visit being approved in principle by the EVC, the Head’s P.A. will 
not enter the visit in the school diary. 

 When the venue is a new venue, a pre-visit to orientate and inform should be 
made by the Group Leader. 

 Permission from parents is necessary. The letter should contain full information 
about the visit, its activities and the cost. A reply slip should be included for the 
parent to give written permission. 
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 A risk assessment is drawn up and copied to all teachers and adults with 
supervisory responsibilities during the visit. A copy must be put in the shared 
area and emailed to the Deputy Head. 

 If any unusual activities are planned, check with the Deputy Bursar that the 
school travel insurance covers the activities planned. 

 Emergency (including medical) and other contact information is determined and 
circulated to the appropriate members of staff. 

 Other pro-formas may be completed depending on the scope of the activities i.e. 
swimming pool checklists, and parental consent for swimming activities.   

 An evaluation of the visit should be completed within seven working days of the 
visit being completed. The risk assessment should also be reviewed in retrospect 
and any changes or amendments noted.  A copy of the evaluation and amended 
risk assessment should be put in the shared area and emailed to the Deputy 
Head. 

 
 
Residential Visits 
 
These are visits which take place for longer than one school day and require an 
overnight stay.  
 
Key Processes: 
 

 The processes for residential visits are the same as for distant visits (see 
above). In addition, the following processes are required: 

 Emergency (including medical) and other contact information is determined and 
circulated to the appropriate members of staff. 

 Other pro-formas may be completed depending on the scope of the activities i.e. 
swimming pool checklists, and parental consent for swimming activities.  

 A briefing meeting with parents, pupils and staff involved with the visit should be 
held at least one month prior to the visit taking place. 

 
Early Years Foundation Stage 
 
A paediatric first aider must be present on every EYFS visit. 

 
17. Information Specific to the Prior Park Preparatory School 

Educational Visits – Summary of Policy 

 
The key responsibility is to take all reasonable steps to ensure that pupils have an 
enjoyable, safe, appropriate and worthwhile experience during their educational visits.  
There is a line of accountability which includes the Headmaster and the Governing 
Body of the school and this is detailed in the school’s Health & Safety Manual (Part 1).   
 
This summary outlines the key points of process for the planning and management of 
school visits, and the full policy is to be found in the Educational Visits Guidance 
Manual which is kept in the Common Room. 
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Educational Visits are categorised as follows: 
 Field trips and local visits which do not include hazardous activities.  This will 

include most ‘away’ sports fixtures. 
 Visits which are outside of a 50 mile geographical radius of the school but which 

are completed within one school day (Distant visits). 
 Residential visits, which include overseas tours. 
 
Field Trips and Local Visits 
 
These are usually regular visits within the annual cycle of the school calendar.   
 
Sports fixtures will be notified in the termly school calendar and it is therefore 
assumed that permission from the Headmaster has been given for these fixtures to go 
ahead.  Parents will be notified of these fixtures through the school calendar and in 
the weekly newsletter.  Unless a charge will be made to parents for transport or any 
facility or service, no further notification is deemed necessary.  A generic risk 
assessment will be available for most sports fixtures. The teacher in charge should 
review the appropriate risk assessment to ensure it covers the individual event or 
fixture and amend if necessary particularly in relation to staff/pupil ratios.  Contact and 
emergency procedures should be determined.  No formal evaluation of the fixture is 
necessary. 
 
Field trips and Sunday outings which do not include a charge to parents or contain a 
hazardous activity do not require formal notification to parents.  Permission of the 
Headmaster is necessary using the appropriate form.  A risk assessment for any 
identified hazards of the trip is to be drawn up and a copy handed to the Educational 
Visits Coordinator (EVC).  Supervision ratios should be determined using the risk 
assessment and the guidance given in section 5 of the policy. Contacts and 
emergency procedures should be determined. No formal evaluation of the trip is 
necessary. 
 
Distant Visits 
 
These are visits which take the party outside of a 50-mile geographical radius of the 
school, but are completed within one school day. 
 
EYFS Visits 
 
All of the following advice and guidance applies not only to the organisation and 
management of educational visits for Years 1 to 8, but also those in the Nursery and 
Reception year groups i.e. the EYFS stage. 

 
Children in Nursery and Reception will only undertake local visits or outings i.e. 
to venues within a fifty mile radius of the school and which are completed in day 
time school hours.  These trips include visits to the Forest School and swimming at 
the local leisure centre and may, occasionally, venture further afield e.g. to the 
theatre in Swindon or Cheltenham. 
 
Staff to pupil ratios are necessarily higher for children in this age group.  The 
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minimum requirement is one adult for every four children, however risk assessment 
will need to justify why the minimum ratio is adopted for any visit.  Issues which may 
influence the staff to pupil ratio include having children with medical conditions within 
the group who may need one to one supervision; including adult volunteers or gap 
year tutors in the group who will not be allocated supervisory duties; having an adult 
in group which includes their own child; the activities scheduled for the trip etc. 

 
Key processes: 
 
 Permission from parents is necessary.  The letter should contain full information 

about the visit, its activities and the cost.  A reply slip should be included for the 
parent to give written permission. 

 Permission from the Headmaster is necessary.  The appropriate form is used. 
 When the venue is a new venue, a pre-visit to orientate and inform should be made 

by the Group Leader. 
 A risk assessment is drawn up and copied to all teachers and adults with 

supervisory responsibilities during the visit.  A copy should also be given to the 
Educational Visits Coordinator.  

 Check with the Deputy Bursar that the school travel insurance covers the activities 
planned. 

 Emergency (including medical) and other contact information is determined and 
circulated to the appropriate members of staff. 

 Other pro-formas may be completed depending on the scope of the activities i.e. 
swimming pool checklists, and parental consent for swimming activities.  See the 
Educational Visits guidance manual for further information. 

 An evaluation of the visit should be completed within 10 working days of the visit 
being completed.  The risk assessment should also be reviewed in retrospect and 
any changes or amendments noted.  A copy of the evaluation and amended risk 
assessment should be passed to the EVC. 

 
Residential Visits 
 
These are visits which take place for longer than one school day and require an 
overnight stay.  All overseas tours will fall into this category. 
 
Key Processes: 
 
 Permission from the Headmaster is necessary.  The appropriate form is used. 
 Permission from parents is necessary.  The appropriate form which seeks written 

permission and other areas of essential information (including medical and out-of-
hours contact information) is sent to parents to complete and return.  The form 
should be accompanied by a letter giving full details of the trip including duration, 
cost, itinerary and activities. 

 A risk assessment is drawn up and copied to all teachers and adults with 
supervisory responsibilities during the visit.  A copy should also be given to the 
EVC. 

 Check with the Deputy Bursar that the school travel insurance covers the activities 
planned. 

 Emergency (including medical) and other contact information is determined and 
circulated to the appropriate members of staff. 
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 Other pro-formas may be completed depending on the scope of the activities i.e. 
swimming pool checklists, and parental consent for swimming activities.  See the 
Educational Visits guidance manual for further information. 

 A briefing meeting with parents, pupils and staff involved with the visit should be 
held at least one month prior to the visit taking place. 

 An evaluation of the visit should be completed within 10 working days of the visit 
being completed.  The risk assessment should also be reviewed in retrospect and 
any changes or amendments noted.  A copy of the evaluation and amended risk 
assessment should be passed to the EVC. 

 
The planning flow chart included in the Educational Visits Guidance Manual is an easy 
aide-memoir to the processes involved.  The Educational Visits Guidance Manual is 
available to give further advice, support and information.  The Educational Visits 
Coordinator is also always happy to support and advise. 
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Related policies: 
 
Missing Child Policy 
Child Protection Policy (Part of Safeguarding) 
First Aid/ Medical policy 
Health and Safety Manual – staff student ratios and risk assessments 
Major Incident Policy/Emergency Action Plan 
Recruitment Policy 
 
Related guidance: 
 
Other planning literature and top tips available within the individual school or College 
‘Health and Safety of Pupils on Educational Visits: A Good Practice Guide’ (HASPEV), DfE, 
and accompanying ‘Handbook for Group Leaders’, DfE 
 
Related forms: 
Incident Form 
Purchase Order Form 
 
18. List of Appendices 
 
The following appendices are included either because it is compulsory that they are 
completed ahead of any trip or visit (clearly marked as compulsory) or because they are 
useful templates. 
 
Compulsory Documents 
 

1.  Initial Application for the Approval of Educational Visits Seeking Approval in  
Principle (Compulsory) 

2.  Additional Information Requirements Following Approval in Principle and  
Ahead of Trip Departure (Compulsory) 

3.  Risk Assessment Template (Compulsory) 
4.  Parental Consent and Information Form for Educational Visits (Compulsory) 
5.  Medical Form for residential visits (Compulsory) 

 
Templates 

 
6.  Budget Proposal – Income and Expenditure 
7.  Evaluation of Educational Visit  
8.  Checklist for Pupils 
9.  Emergency Contact Information for Leaders  

10.    Checklist for Planning an Educational Visit 
11.             Cover sheet for Off Site Risk Assessment (Day) 
12.    Student Code of Conduct    
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TRIP------------------  
Appendix 1:  Initial Application for the Approval in Principle of Educational Visits  

(Seeking Approval in Principle)  (COMPULSORY) 
 

School/Group:  

Group Leader:  

 

Purpose/ type of visit and specific educational objectives: 

 
 
 

 

Places to be visited: 

 
 
 

 

Existing knowledge of places to be visited and whether an exploratory visit is intended: 

 
 
 

 

Proposed Date and Time of Departure from school:  

Proposed Date and Time of Return to school:  

 

Size and composition of the group: 

Year group(s):  

Estimate of total pupils attending:  

Proposed staff attendees:  

 

Transport arrangements (ie. coach, minibus etc) 

If arrangements for day pupils and boarders are different, please give details: 

 
 
 

 

 

 

Agreement in principle granted (and information on Form at Appendix 2 now required) prior to 

departure.   Or  Agreement in principle NOT granted: 

Reason: 

Date: ___________________________ 
 

Signature: __________________________________(Educational Visits Coordinator) 

Will you need to cater for meals?: Yes/ No 

Is the cost of this proposed trip provided for within 

your current Departmental budget?: 

Yes/ No 

Approximate cost per student  
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Appendix 2:  Additional Information Requirements 

(following approval in principle and required ahead of trip departure) (COMPULSORY) 
 

Names and specific responsibilities of all adults accompanying the party: 

 
 
 
 

 

Insurance Arrangements: 

 
 
 

Please list any hazardous activities likely to be undertaken and which insurance policy these are 

covered by? 
 
 

  

Name, address and telephone number of the contact person in the school who will hold all 

information about the visit in case of emergency: 

 
 
 
 

Safety considerations: 

Names of pupils with any medical or special 

educational needs: 

 

First Aider on the trip and any other 

arrangements: 
 

Name of paediatric First Aider for EYFS 

trips: 

 

DBS checks on staff and volunteers on 

overnight stays both completed and 

satisfactory? 

Yes/ No 

If no, please include this as a risk taken into consideration in 

your risk assessment if not an overnight stay. 

Any additional measures needed for 

inclusion of all pupils, eg disabled access? 

 

Have pupils and staff been briefed on what 

to bring/wear/expectations? 
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Has the group leader received all consent 

forms duly completed? 
Yes/ No 

(These may be received before or after trip approval)  

Does this include consent to medical 

treatment if parents are not contactable? 
Yes/ No 

Please attach to this consent copies of 

the following documents: 

1) Copy of information sheet/ letter sent to 

parents; 

2) Copy of parental consent form;  

3) Risk assessment form. 

 

 

Please ensure that the Educational Visits Coordinator has all the necessary paperwork in connection 

with this trip before departure (having referred to the checklist), including risk assessment, budget 

proposal, list of pupils, all medical details, detailed itinerary and parental consent information (as 

appropriate) before the trip is due to leave. 
 

Please provide a contact mobile phone number for the party leader. 
 

Please raise any concerns or issues encountered on this trip with the Educational Visit’s Coordinator 

as soon as possible on your return from the trip (along with records of any incident that occurred 

whilst away). 
 

Any petty cash should be returned to the Financial Controller along with records of expenditure. 
 

Signed............................................................... Date:  

Educational Visits Co-ordinator 
 

Signed................................................................Date: 

Headmaster

Assessment of safety management system of 

providers completed? 

Yes/ No/ Not required 

By: Date: 

Details on any accommodation to be used: 
 

 

Financial arrangements. 

Total cost of the trip: 
 

 

Total cost to each pupil: 
 

 

To be met by: 
 
 

 

Is a copy of the budget proposal attached 

to this application? 

Yes/ No (please delete as appropriate) 

Are prizes and/or thank you letters required? Yes/ No        Prepared? Yes/ No 
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Appendix 3: Risk Assessment (COMPULSORY) 
 

Risk Assessment Form 
(to be prepared and reviewed within a week of the trip departing by the Group Leader) 

 
Carried out by: 

 

Date: 

 

Review Date: 

 

Task/Activity/Trip: 

 

 
Hazards Risk Existing Controls Groups 

At  

Risk 

Proba-

bility 

Severity 

Factor 

Risk  

Factor 

Further 

Action 

Yes/no 

 

 

 

 

 

 

       

Additional Controls 

 
Additional Controls 

 

Responsible Person Target Date Completion Date 

Copy of school insurance with.... 

Medical notes for all students 

Safety / behaviour briefing by .....................date....... 

   

 

Hazard (  eg) Risk (    eg) Severity of   Risk Risk factor = probability x severity 

Electricity   Electrocution , burns (chemical or heat) Death   5   

Manual   handling Poisoning     Major  injury 4 High  = 16 - 25 

Special   effects Cuts     or abrasions Medium   3 Medium  = 12 - 15 

Lighting    Fractures     Low   2 Low   =   6 - 11 

Noise    Eye     injury Nil   1 Trivial    =   0 - 5 

Poor  Housekeeping Head injury  



Prior Park Educational Trust, Charity No:281242, Co. No: 01521832, Registered Office: Prior Park College, Ralph Allen Drive, Combe Down, Bath BA2  5AH 
    24 

Adverse   Weather Contagious    diseases Probability of Risk 

Use of   Chemicals Skin     Complaints Likely   5 

Lone   Working Verbal     abuse Probable   4 

Suffocation   Assault      Possible   3 

Public   contact Epileptic     fits Remote   2 

Slips, trips, falls   Asthma      Improbable  1 

Working at  height Physical injury (back etc) 

 

Severity Categories 

Score 
1. Nil   No risk of injury or disease 

2. Low     Causing a minor injury which would allow the person to continue work after first aid treatment on site or at a local surgery.  The duration of the stoppage or 

treatment is such that the normal flow of work is not seriously interrupted. 

3. Medium  Causing injury or disease capable of keeping a person off work for more than 3 days which is reportable under R.I.D.D.O.R. 

4.  Major Causing a major injury reportable under R.I.D.D.O.R. 

5.  High Causing death to one or more people. 

 

Probability Levels 

Score 
5. Likely  If the work continues as it is, there is almost a 100% certainty that an accident will happen; e.g. broken rung on a ladder, defective brakes on a  vehicle etc. 

4. Probable   The effects of humans or other factors could cause an accident but is unlikely to happen without this additional factor; e.g. ladder not secured properly. 

3. Possible   The accident may happen if additional factors precipitate it, but unlikely to happen without them; eg obstructing fire exits. 

2. Remote If other factors were present the incident or illness might occur but the probability is slow and risk is minimal. 

1. Improbable  There is not really any risk present.  Only under freak conditions could there be any probability of an accident or illness.  All reasonable precautions have 

  been taken so far as is reasonably practicable. 
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Appendix 4: Parental Consent and Information Form for Educational Visits (COMPULSORY 

at PPC, Optional at TPS and PPPS.  If this form is not used by TPS or PPPS staff then key 

details must be included on permission slip)      
 

Name of Pupil:  

Class/Form:  

Visit to:  

Date of Visit:  

 

I agree to (name)………………….......…………………… taking part in the visit.  I acknowledge the 

need for…………..........................………….to behave responsibly. 
 
 

 

Does your child have any condition 

requiring medical treatment, including 

medication? 

 

Yes/No 

If Yes, please give details:  
 

Detail the type of medication your child 

may be given for pain/flu relief: 

 

Please outline any special dietary 

requirements:  

 

 

Declaration 

(* Please delete) I do/ do not agree to my child receiving medication and to any emergency dental, 

medical or surgical treatment, including anaesthetic or blood transfusion, as considered necessary by 

the medical authorities present.  I understand the extent and limitations of the insurance cover 

provided. 

Contact Details in the event of an emergency for the duration of trip 

Name:  

Home Address:  
 
 

Telephone:  

Mobile:  
 

Please sign and return this form to.................................................before.................................  

 

Signature of Parent(s) 

Date: 
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Appendix 5: MEDICAL FORM FOR RESIDENTIAL VISITS (COMPULSORY) 
 

Name  

of  

Child 

 Class 

1. Name and telephone number of G.P. 
 

 
 

2. Detail of any medical issue including 

allergies. 
 

 
 

 

3. Does your child take any medication for 

these issues? 
 
 

Detailed instructions for use, for each item of 

medication, including when required: 
 
 

4. Is there any other medication your child 

may require? If yes, you will need to 

provide this medication. It must be 

provided in a box labelled with your 

child’s name, with instructions for 

administration clearly visible. 

 Piriton 

 Travel sickness pills 

 Hay fever pills 

 Epi-Pen 

 

 
 

5. I give permission for my child to be 

given Calpol 6+. This will be 

administered according to medical 

guidelines. 

Yes/No* 
 

*Delete where applicable. 

6. Emergency Contact name and phone 

number 
 

 

 

Declaration 

I understand that it is my responsibility to make sure I am contactable at all times during the visit. In 

the event of injury, accident or sudden illness, staff will make every effort to contact me. Every effort 

will be made to obtain prior consent should a pupil require any surgical or emergency procedures, 

however the signature of a parent or guardian on this form is taken as authorization for the teacher in 

charge to give consent when recommended by a hospital doctor. 
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I hereby authorise the teacher in charge of medicines (or nominated person if not present) to 

administer suitable medication or care should it be considered necessary. I understand that the staff 

cannot be held responsible if any medical details have been withheld.  
 
 

Name: ……………………………………………………… 
 
 

Signed:………………………………………………………               

Date:…………………………………                               
 

Relationship: ……………………………………………            
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Appendix 6: PRIOR PARK EDUCATIONAL TRUST  
      

 BUDGET PROPOSAL - INCOME & EXPENDITURE  

(Insert name of Visit)  ................................ 
      

Group Leader: name, 

role and school:   

  

DATES:   LOCATION:    

NO OF PUPILS:     NO OF STAFF:     

  

INCOME  EXPENDITURE  REMARKS  

  £     £   

SCHOOL/ COLLEGE 

BUDGET  

 
TRAVEL  MINIBUS/COACH       

  
 

  RAIL      

PERSONAL 

CONTRIBUTIONS  

 
  AIR      

   
 

  FERRY      

FUND RAISING    ACCOMMODATION        

1 
 

        

2           

3           

4           

    INSURANCE        

OTHER INCOME            

    FOOD        

1.  Grants            

2           

3           

4   VISIT TICKETS E.G. 

Museum   

      

5           

            

    Miscellaneous        

    Petrol        

    tolls       

            

            

            

Total Income  0 Total Expenditure    0   
      

Bursary Signature: 
   

Date:  
 

      

EVC/ Headmaster signature: 
  

Date: 
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Appendix 7:  Evaluation of Educational Visit  

 

Visit to:  

School/Group:  

Group Leader:  

Number in Group: Boys:                   Girls:                Supervisors: 

Date(s) of visit:  

Venue:  

Commercial Organisation:  

 

Please rate and comment on the following: 1 = poor and 10 = outstanding 
 

 Rating out of 10 Comment 

The Centre’s pre-visit 

organisation: 

  
 
 

Travel arrangements: 
 

  
 
 

Content of education programme 

provided: 

  
 
 
 

Instruction:   
 
 
 

Equipment:   
 
 
 

Suitability of Environment:   
 
 
 

Total:                 / 60  

 

 

Any other comments: 
 
 

 

General feedback from the 

group: 
 

 

Signed and dated by Group 

Leader: 
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Appendix 8:  Checklist for Pupils         

            

 

Name:  

Form/ class:  

Place of visit:  

Date of visit:  

Who is the group leader?  
 
 

Where am I going to visit?  
 
 

How can I contact my group leader?  
 
 

How do I use the phone if I need help?  
 
 

What will be done to keep me safe and 

secure during the visit? 

 
 
 

What is the code of conduct for the 

visit? 

 
 
 

What do I do to keep my money and 

valuables safe? 

 
 
 

For Residential Visits and 

Exchanges: 

 

The address and telephone number(s) 

of the place(s) where I shall be staying: 

 
 
 
 

How I should behave (rules):  
 
 
 

Where I am to sleep and how I am to 

dress: 

 
 
 
 

What I should do if I am worried or 

unhappy about anything when I am 

staying with a host family: 
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Appendix 9: Emergency Contact Information for Leaders     

Place of visit: 
 

 

Visit departure info: 
 

Date                      Time                   Location 

Return Information: 
 

Date                      Time                   Location 

Number of pupils: 
 

      

Number of adults: 
 

 

Attach emergency contact list to this sheet – names and telephone numbers 

 
 

Emergency telephone contact information (during school hours): 

Headteacher:  

Deputy:  

Other (specify):  

 
 

Emergency telephone contact information (out of school hours): 

Headteacher:  

Deputy:  

Other (specify):  

 
 

Travel Company 

Name:  

Address: 
 

 

Telephone  

Fax:  

Name of Travel Rep:  

Telephone of Travel Rep:  

Insurance/Emergency 

Assistance: 
 

 

Hotel Name:  

Hotel Address:  

Hotel Contact:  

Other emergency numbers: 

i.e.) Emergency services 

number for the country you 

are visiting 
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Appendix 10: CHECKLIST FOR PLANNING AN EDUCATIONAL VISIT 

Action:  
Completed 

(Yes/ No/ Date) 

1. 
Gain outline approval for the visit from the EVC using the Initial 

Application for the Approval in Principle of Educational Visits (Appendix 1) 
 

 

2. 
Check that the proposed date for the visit is viable (eg. no clashes with 

other school activities/events). 
 

3. 
Assess the venue (make a pre-visit visit to the venue if new or if the trip 

is residential). 
 

4. Book venue/activities/tickets. Liaise with Finance re: payments.  

5. Book transport (if required) through Transport Manager.  

6. 

Write to parents with details of visit, costs etc and request written 

consent to be returned if a charge is to be incurred.  

Letter must first be sent to the EVC and Headmaster for approval. 

Send letter with Friday bulletin. 

 

7. 

Arrange staffing for the visit, ensuring correct pupil/adult ratios (see 

Policy 5.10) Have a designated member of staff in place ready to step in 

, in case of illness 

 

8. 
Organise to have a designated contact person at the School/ College. For 

residential trips another member of staff must also be point of contact. 
 

9. 
Check with the Bursary that School/College travel insurance policy 

covers all activities planned – if not, arrange extra cover. 
 

10. Collect all permission slips (if required).  

11. For residential trips, send parents Parental Consent and Information 

Form for Educational Visits (Appendix 4) and  Medical Form for 

Residential Visits (Appendix 5). 

 

12. If required, consult with the School/College Nurse as to suitable first aid 

resources that may be required for the make up of the group and 

activities planned. Obtain any supporting medical information for 

individual pupils. 

 

13. Write the Risk Assessment – copy to Educational Visits Co-ordinator 

and copy on the shared area, or RA e-library (PPPS).  
 

14. Complete the Additional Information Requirements (Appendix 2). Send 

this form to the EVC, with the Risk Assessment, copy of the letter to 

parents, permission slips, Parental Consent and Information Form for 

Educational Visits. 

 

15. Provide members of staff and parents who are accompanying the trip 

with copies of the risk assessment at least 48 hours in advance (and at 

least 7 days for residential trip) and request their confirmation that they 

have read and understood the risk assessment and have no concerns. 

 

16. Assess implications of visit on other activities and liaise with staff – i.e. 

individual music lessons, learning support. Have all necessary colleagues 

been informed?  

 

17. At least seven working days before the date of the visit, inform the 

Catering Manager about any changes to lunch requirements (eg. need for 

packed lunches to be provided). 
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18. Staff who are accompanying the visit need to arrange cover or inform the 

relevant person or EVC if cover needs to be organised. 
 

19. Staff going on visits need to swap/arrange cover for duties.  

20. Agree the pupil Code of Conduct for the visit – pupils to sign, if 

appropriate for age group. Give the EVC access to this. 
 

21. 

Meet with supervisors/volunteers on the visit, to discuss visit details, 

Code of Conduct and Risk Assessment. Ensure all staff/ volunteers are 

given a list of names of pupils on the trip and emergency contact details. 

 

22. 
Nominate a First Aider for the visit. (A paediatric first aider must be 

present on any EYFS visit.) 
 

23. Collect cheques for admission charges and/or cash for pupils’ pocket 

money from the Bursary. 
 

24. 

Ensure the designated emergency contact has mobile telephone number 

of group leader, venue contact numbers, etc. Make sure students on 

overseas trips have a card with all staff contacts and key details. Ensure 

staff have mobile phones or other ways of communicating quickly and 

effectively. Set up an Outlook or Whats App group for staff. 

 

25. 
Final check for parental consent (if requested) and make arrangements 

for any child who has to stay in school. 
 

26. Take First Aid bag – available from Medical Room/Health Centre  

27. Ensure appropriate medication for asthma sufferers, etc, is taken.  

28. Meet the EVC to discuss the substantial arrangements for the trip before 

leaving. Go through all key details especially the level of supervision 

throughout the trip. Where remote supervision is contemplated the risk 

assessment must clearly set out the parameters and teachers and adults 

should act as if prudent parents. During the trip one member of staff 

should be designated ‘On duty’ each night. Obviously (in accordance 

with staff policy), no alcohol should be consumed whilst on duty.  

 

On Return: 

29. Evaluate the visit within 7 days of returning.  

30. Review the Risk Assessment – amend or annotate for repeat visits.  

31. Send any financial information, records and receipts to the Bursary.  

32. 
Any further follow up actions to be completed, such as contacting a 

parent? Any incidents to report? 
 

 
 
 

Other things to consider may include: 

 obtaining foreign currency 

 completing a swimming risk assessment checklist 
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Appendix 11:  Off Site Risk Assessment (Day)    
 

Destination including address  Date Departure time PPPS Return time PPPS 

 
 
 

   

Group Leader  Mobile Number 
Person in charge of  
First Aid (& admin of meds) 

Mobile Number 

    

Additional Staff Mobile Number Additional first aiders Mobile Number 

 
 
 

 
  

Year(s) Number of pupils Single point of contact Mobile Number & Landline 

 Male Female (SPOC)  

 
  

  
 

Coach Company/Minibuses Total pupil number Adult/Pupil Ratio Emergency Number 

 
 
 

   

Assessment undertaken by Date Review Date 
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Group 1 
Medical or  
other notes 

Group 2 
Medical or  
other notes 

Group 3 
Medical or  
other notes 

Staff  Staff  Staff  

      

Pupils  Pupils  Pupils  

      

      

      

      

      

      

      

      

      

      

Group 4 
Medical or  
other notes 

Group  
Medical or  
other notes 

Group  
Medical or  
other notes 

Staff      

      

Pupils      
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Appendix 12 : Student code of conduct 

 

 

Code of Conduct 
NAME:..................................................................... D.O.B....................................................... 

ADDRESS:...............................................................................................................................................

.......................................................................................................................................... 

TEL NO:..................................................  Student MOB: ............................................................ 

 

I (name) .............................................................................of tutor group................................. 

 

I understand and accept the Code of Conduct for Prior Park College, Bath when on a school visit. 

I will: 

 Listen and obey instructions from members of staff on the journeys and on visits 

 Return to meeting points promptly at the given times 

 Always remain in a group of no less than three 

 

I will not: 

 Smoke or take drugs or have cigarettes or drugs in my possession 

 Drink or buy alcohol 

 Carry/buy a knife of any sort 

 Behave in such a way as to endanger myself or others 

 Buy/carry explosive material or anything which might cause a fire 

 Bring the College into disrepute 

Pupil Signature: ............................................................... 

Name of Pupil: ...................................................................................... 

I have discussed the Code of Conduct with my son/daughter. I understand that if the Head has reason 

to think that he/she will not observe the Code of Conduct, he/she will not be allowed to participate in 

the visit.  I also understand that he/she may be returned home at my expense if he /she do not observe 

the Code. 

 

Parent Signature: ............................................................................................... 

Name of Parent/ Guardian: ................................................................................ 

Date: ................................................... 

 

If any part of the Conduct is breached, the pupil will be returned home immediately at the expense 

of the parent. 

 


