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Reviewed November 25 

Policy Statement 

 
At St Ives School we believe that learning outside the classroom is an essential component of 
our curriculum. It gives our pupils unique opportunities to develop their resourcefulness and 
initiative and to spend time together in an informed environment. Each trip is different. Some 
are directly related to the curriculum, some are designed to promote social awareness, or to 
enhance physical skills, self-reliance and team working. Others will extend pupils’ knowledge 
of the world. The common factor is that they all make an essential contribution to our pupils’ 
development and education in the broadest sense of the word. 
 
St Ives School values the experiences that pupils can gain from educational visits, tours, 
fieldwork and learning outside the classroom and believes that safely managed visits, with a 
clear purpose, play an essential part in meeting the school’s aim of providing a broad vision of 
excellence for our pupils and staff. St Ives School seeks to make reasonable adjustments to 
the organisation of visits so that those with SEN and disabilities are not prevented from 
participation. Specific arrangements are discussed with the parents and student prior to the 
visit taking place.  
 
At St Ives School we aim:  
 

• to enrich the curriculum for our pupils through a range of educational visits and other 
activities that add to what they learn in school.  

• to support staff in the safe planning of trips and activities on-site and those that take 
pupils off-site and the safe conduct of them once underway.  

• make excellent use of our own school grounds.  
 
The safety of pupils on visits is of paramount importance. St Ives School accepts that visits 
cannot be completely without risk but requires staff who lead and accompany visits to assess 
those risks and to take all reasonable precautions to protect staff and pupils’ health, safety, 
and welfare.  
The types of trips organised include:  

• Theatre productions  

• Museum and gallery visits  

• Outdoor adventure activities 

• Sporting trips 

• Residential trips 
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The Educational Visits Policy is informed by:  
 

A) United Learning Health and Safety policies – Educational Visits Policy. 

B) OEAP NG national guidance document 5.3b-Writing an Establishment Visits Policy 
(24j) 

C) Outdoor Education Advisors Panel – http://oeapng.info 

D) Adventure Activities Licensing Regulations (2004) (for England, Scotland and Wales) 
– http://www.hse.gov.uk/aala/index.htm 

E) DFE Health and Safety on Educational Visits (2018) 

F) National Minimum Standards for Boarding (2022) 
https://www.gov.uk/government/publications/boarding-schools-national-minimum-
standards 

All staff must follow OEAP guidance as well as the school’s policy. National Guidance | 

(oeapng.info). in the event of any apparent conflict between this policy, the employer’s 
policy or OEAP National Guidance, the employer’s policy must be followed and clarification 
sought from the Educational Visits Coordinator (EVC) or management. 

 
This policy applies to all members of our school community, including those in our EYFS 
setting. 
 
St Ives School is fully committed to ensuring that the application of this policy is non-
discriminatory in line with the UK Equality Act (2010).  Further details are available in the 
school’s Equal Opportunity policy document. 
 
St Ives School seeks to implement this policy through adherence to the procedures set out in 
the rest of this document. 
 
In line with our Provision of Information policy, this document is available to all interested 
parties on our website and on request from the main school office. 
 
This document is annually reviewed by the Head (Kay Goldsworthy) or as events or legislation 
change requires.  The next scheduled date for review is November 2026.  
 

Key Personnel 

 
The Education Visits Co-ordinator is Nicola Smith 
The main functions of the EVC are to:  
 

• Be a champion for all aspects of visits and outdoor learning; 

• Challenge colleagues across all curriculum areas to use visits and outdoor learning 
effectively to provide a wide range of outcomes for children and young people and 
contribute towards establishment effectiveness;  

• Support/oversee planning so that well considered and prepared arrangements can 
lead to well-managed, engaging, relevant, enjoyable and memorable visits and 
outdoor learning;  

• Support the head in ensuring that the establishment fulfils its duty of care and 
complies with legal requirements regarding outdoor learning and offsite visits (OEAP 
National Guidance document 3.2a) 

http://oeapng.info/
http://www.hse.gov.uk/aala/index.htm
https://www.gov.uk/government/publications/boarding-schools-national-minimum-standards
https://www.gov.uk/government/publications/boarding-schools-national-minimum-standards
https://oeapng.info/about-national-guidance/
https://oeapng.info/about-national-guidance/
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• Ensure good practice in the provision of visits and outdoor learning (OEAP National 
Guidance document 4.3a) 

• Mentor leaders and aspirant leaders, supporting their ongoing development and 
training; 

• Ensure that leaders are competent to lead the activities and visits to which they are 
assigned (OEAP National Guidance document 3.2d) 

• Ensure that Disclosure and Barring Service (DBS) disclosures are in place as necessary 
(OEAP National Guidance document 3.2g) 

• Support leaders to ensure that parents are fully informed about visits, and to obtain 
parental consent as necessary – (OEAP National Guidance document 4.3d) 

• Ensure that emergency arrangements are sufficient, and that there is an emergency 
contact for each visit – (OEAP National Guidance document 4.1d) 

• Monitor provision in the establishment to ensure good practice and compliance with 
employer and establishment requirements, and to identify any training needs (OEAP 
National Guidance document 3.2b) 

• Ensure that planning complies with the employer’s requirements and that, where 
required, the arrangements are submitted for approval within agreed timescales;  

• Support the head/manager and governors/trustees in approval decisions so that all 
those with responsibility have the competence to fulfil their roles; 

• Ensure that all activity is reviewed and evaluated, that good practice is shared, and 
that any issues are followed up – see OEAP National Guidance documents 4.2c 
“Reviewing” and 5.1d “Evaluation”;  

• Keep records of individual visits including reports of accidents and near-misses;  

• Keep the Head/ Manager informed about the visits and outdoor learning taking place 
and their contribution to establishment effectiveness and assist the Head in keeping 
governors/trustees informed . 

 

Procedures 

Responsibility 

 
• The Head bears ultimate responsibility; all staff liaise with her concerning the 

arrangements and follow the guidelines in this policy. The Head keeps the Governing 
Body informed on St Ives outdoor learning and its contribution to school 
effectiveness. (See 3.4g Head Teacher Manager Checklist OEAP) 

The governors check  

• that the school is fully aware of its responsibilities under health and safety law, that 
there is a policy for offsite visits/ outdoor learning in place that includes charging for 
visits and activities and a plan for emergencies. (OEAP 5.3b, 3,2c, 4.1d)  

• that the school has appointed an EVC (Educational Visits Coordinator) and roles and 
responsibilities of EVC, head and other staff are clear. (OEAP 3.1b),  

• that the Head and the EVC take all reasonable and practicable measures to include in 
visits those with disabilities, special educational or medical needs, and those from all 
ethnic and socio-economic backgrounds.  

• that there are formal notification and approval procedures for visits  

• that the school has access to advice to inform its policy and procedure. 

• They challenge the nature of an activity or visit when the educational objectives are 
not clear or where the means to meet them do not appear to be realistic. 
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• that there are procedures in place to monitor the safety, quality and effectiveness of 
off-site visits and outdoor learning – and that robust systems support implementation 
of the guidance. (OEAP 3.4f -Member of Managing Board or Governors.) 

 

• Teachers who plan a day or residential visit are designated as the group leader and, 
as such, have responsibility to make sure the visit is properly organised. A single group 
leader should be designated. If this role changes during a visit, a clear handover should 
be made. All leaders have a legal duty of care. The group Leader has overall 
responsibility for a visit. This includes the learning, development, supervision and 
welfare of the participants and the health and safety of all, including any other leaders 
and helpers. (OEAP The key requirements for group Leaders are that they must be 
competent to lead, confident and accountable.) (See Appendix 8 or OEAP 3.4K 3.1b.) 

• The group leader is responsible for completing a full risk assessment of the trip. This 
must be approved by the Head before the trip can go ahead. 

• St Ives School Behaviour Policy applies to all pupils on offsite visits.  The group leader 
is responsible for good behaviour on all visits. 

• The group leader (designated by the Head) will be responsible for coordinating and 
delegating tasks to all staff participating in the visit. (e.g. Activity leaders, Assistant 
Leaders, Helpers.) (See OEAP 3.4k, 3.4l, 3.2d for roles) 

• Staff accompanying children on visits will have appropriately designated 
responsibilities, suitable awareness of school policy in relation to them, and a clear 
itinerary of events. 

• The group leader will complete a visit evaluation form after the visit, reporting back 
to the Head any problems/issues and successes. 

• The monitoring of visits is undertaken through visit documentation and scrutiny and 
involvement by the EVC, Head and Governors and the Health and Safety Committee.  

 
Health and safety 

 

• Safety is the prime consideration when planning or carrying out a school trip; all 
appropriate health & safety and child protection procedures must be followed.  

• All risks will be assessed and reported prior to the event and any possible measures 
towards safety and welfare undertaken. 

• The school has recommended supervisor: child ratios. The group leader will consider 
whether the nature of the activities requires these ratios to be exceeded. The Head 
will make final decisions on any adjustments to ratios. 

• The staffing of every off-site visit should include an adult who has an appropriate first 
aid qualification. In the case of an off-site visit involving pupils in the EYFS, at least one 
accompanying adult will hold a current paediatric first aid qualification. 

• Appropriate first aid provision will be available at all stages of the trip. 

• Teachers, assistants, and volunteers accompanying school trips will be suitably record 
checked and appropriately trained in procedures. 

• All transport arrangements and venues will be checked for suitability and safety 
beforehand. 

• Risk assessments will be completed and approved for all aspects of the trip. 
 

Educational Value 

 
● For curricular visits, a clear aim and objective must be identified by the group leader and 
clearly communicated to the other accompanying adults. 
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● Visits are not taken in isolation. Pupils are well prepared for the visit and, subsequently, put 
the experience to good effect as a stimulus for work in class.  
  
 

Parents and information 

 

• At the start of each academic year, parents are asked to sign a consent form for their 
child to participate in regular off-site activities, such as visits to local sports amenities, 
churches and for sports fixtures against other schools.   

• Such standard events do not then require further parental consent but are otherwise 
regulated by this policy.  

• Parents will be notified of the details of school visits in advance and where 
appropriate, permission for a school trip will be received from parents/guardians in 
writing prior to the visit date. (e.g. for enhanced trips -residential trips, adventurous 
activities or other trips that need a higher level of risk assessment). In practice, written 
parental permission is not a legal requirement (except in Nursery) for trips which 
occur entirely within the school day and do not require a higher level of risk 
management. However, on all occasions, parents must be told where the children will 
be and of any extra safety measures required. 

Risk Assessment and First Aid  

 
The objective of risk assessment is to enable the staff undertaking a visit to adopt proactive 
procedures to managing identified risks. The risk assessment and arrangements for a visit 
must include consideration of matters such as hazardous activities, fire precautions and fire 
procedures, pupil supervision, transport, and pupil free time.  
 
Before the visit, the party leader must brief all staff to remain vigilant for new or emerging 
risks during the visit.  
 
Matters likely to require assessment may include: 

A) hazardous activities  
B) fire precautions and fire procedures  
C) pupil supervision  
D) transport  
E) first aid and the administration of medicines  
F) safeguarding 
G) security 
H) welfare of pupils  
I) ‘Plan B’ procedures 
J) emergency procedures 
K) insurance  
L) clothing and equipment  
M) inclement weather 
N) School contact person (people) 
O) Pandemics. 

 
First aid provision must be considered when assessing the risks inherent on a visit. The staffing 
of every off-site visit at St Ives aims to include an adult who has an appropriate first aid 
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qualification. In the case of an off-site visit involving pupils in the EYFS, at least one 
accompanying adult must hold a current paediatric first aid qualification. 
For adventurous activities, visits that involve overnight stays, or visits abroad, there must be 
at least one trained First-Aider in the group. When there is more than one trained First-aider 
on the trip, one must be designated as the main First-Aider. When a trained First-Aider is not 
accompanying a visit, the provision for First Aid must be addressed in the risk assessment.  
 
All staff must know how to contact the emergency services, including on visits abroad. The 
party leader must carry a mobile phone. Personal mobile phone numbers should not be 
distributed. First aid kits must be available on a visit.  
 
Before the visit leaves, the party leader will always brief all staff accompanying the visit on the 
need to adopt a proactive attitude to previously unidentified risks that emerge during the 
course of the visit, always bearing in mind the nature and purpose of the visit set out by the 
party leader.  
 
Prior to departure, the medical conditions of the pupils (available from Medical files / Medical 
Information and Management plans in Office) accompanying the visit must be assessed and 
taken into account when risk assessing the visit and arranging adequate supervision. The 
medical notes, which must be given to all staff going on the visit, can refer to Individual 
Healthcare Plans for certain pupils. Pupils with any special medical needs and/or physical 
disability must understand, before the trip departure, the nature of any special provision that 
is being made for them.  
 
All staff accompanying a visit must be aware of how to administer autoinjectors e.g. an EpiPen. 
All staff must attend the training sessions for this and ask for refresher training before a visit 
if needed.  
 
St Ives School tries to encourage all pupils with special medical needs to participate in school 
trips where safety permits.  
 
Any medication taken out on a trip must be approved with the school office by the trip 
organiser.  
 
Teachers taking pupils out on Learning Outside the Classroom activities should take 
appropriate first aid kits with them.  
 
Staff supervising pupils on school trips are made aware of any medical needs in their 
information pack. The Senior First Aider will advise on any special precautions or emergency 
procedures that may be required. A first aid bag is provided for all school trips. Medicines are 
only administered on school trips by experienced members of staff following written 
instructions.  

Additional Information for Parents 

 
● Parents will be told specifically if a day visit involves a return to school after the end of the 
normal school day. 
● Parents will be required to notify the trip leader of their child’s special or medical needs and 
of any other considerations affecting the welfare and safety of the child and of staff and other 
pupils.  
● Parents are also asked to sign a consent form for emergency medical treatment. 
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● For residential visits and trips overseas, the school will hold an information meeting for 
parents and pupils at the early stages of planning.  An information meeting may be held for 
other visits as appropriate. 
● Pupils’ emergency contact details, medical information and any other relevant information 
will be collected prior to the visit. This information will be taken on the visit. 
● Costs for visits will be calculated in advance. Parents will be notified of the cost of the trip 
well in advance where this is not absorbed by the school.  All trips must be paid for prior to 
departure.  

Procedures for organising an educational visit. 

General Information 

 
Early planning is essential for any visit. Plans for residential visits and overseas trips are 
formulated well in advance.  All off-site visits and activities must be approved by the Head 
who is kept fully informed throughout the planning stages.   
 
Activities of an outdoor pursuit or adventure nature must be within the ability of the children 
participating and the accompanying staff. 
 
When planning an activity involving caving, climbing, trekking, or water sports, a check is made 
that the provider holds a licence as required by the Adventure Activities Licensing Regulations 
2004.  
 

Preliminary Planning 

 
An outline plan is presented to the Head for approval prior to more detailed plans being made. 
Once outline permission has been granted and any particular conditions set, one or more 
meetings of the proposed staff involved will be held to formalise the administration and 
organisation of the visit. Specific duties, and the names of the pupils for whom each person is 
responsible, are identified if necessary. 
 
Discussions will take place with the Head about any other school events or  
trips which may be occurring at a similar time in order to establish a balance. 
Once the trip is approved, parents will normally be informed and provided with as much 
information as is appropriate.  
 
 Greater detail will be expected for trips overseas or involving overnight stays.   
 Preparing for such trips will include an information meeting for parents. 
 

Provision of Information to Parents/ Guardians 

 
The provision of information to parents will normally include the following, as appropriate: 

• Information about accommodation/venue. 

• Itinerary 

• Emergency Contacts/Medical Forms 

• Staffing/Grouping Details 

• Personal Items/luggage requirements 

• Insurance Details 
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• Finance Arrangements 

• Spending Money 

• Information about the coach company and any other transport arrangement 

• Food arrangements 

• Passport requirements if needed. 
 

A signed parental consent form must be obtained for each participating pupil, agreeing to 
emergency treatment and medication to be given if needed and for staff.  This information is 
requested when a child joins St Ives School but may be requested again during their time at 
the school depending on the nature of the trip. 
 

Further provision of information to parents/ guardians. 

 
Where provision of information to parents was given in a long time in advance or information 
about the trip changes, further provision of information to parents may be required. It is 
imperative that parents have comprehensive and up to date information on the trip.  

Insurance 

 
The group leader will liaise with the Business Manager/Head to check that insurance cover for 
all children and adults involved in visits is appropriate. Extra insurance cover may be needed 
for residential visits, trips abroad and any activities of a hazardous nature. If insurance cover 
is not provided by the commercial centre or tour company or comes under the school’s/ UL 
group’s insurance, it is arranged by the Business Manager/Head and added to the cost of the 
visit. All parties are provided with access to the precise details of the insurance policy, so that 
there is no doubt about the cover and, in particular, what eventualities fall outside such cover. 

Preliminary Visit 

 
Except in the case of repeated visits, an exploratory visit by the group leader or another 
designated member of the accompanying staff is usually made. In the case of repeat visits, the 
group leader should contact the venue(s) to establish that there have been no significant 
changes to the premises or arrangements, which may affect the organisation of the visit. 
 
 
A preliminary visit should establish at first hand: 
 

• that the venue is suitable 

• that the venue can cater for the needs of pupils and staff 

• an assessment of potential areas and levels of risk, completing a Risk Assessment with 
details being given to the Head. This will incorporate any risk assessment provided by 
the venue/tour operator. 

• familiarity with the area before taking the children 

• information concerning staff qualifications, if not already known 

• suitable checking of staff at the venue to ensure that they are suitable to work with 
children. 

• Further information from the OCAP on Assessing venues and Providers can be found 
in Appendix 7. 

 



11 

 

 

 

In certain circumstances, for example when all the activities are run by the centre’s own staff, 
to whom the risks and area are well known, a preliminary visit is not always necessary.  
Nevertheless, a visit may be needed to establish such matters as a safe place for a picnic lunch, 
staffing, the safe use of toilet facilities, distances to walk from car parks etc. 
 
If it is not possible to make a preliminary visit, every endeavour must be made to acquire 
information about the accommodation and the area, before the visit. 
If a preliminary visit has not taken place, as a matter of priority when the party arrives, a 
member of staff inspects the facilities and accommodation and any areas where there might 
be dangers or potential hazards. Where necessary, risk assessments are then reassessed. 

Staffing 

 
The group leader will liaise with the Head/EVC to ensure that the adult: pupil ratios for the 
visit are appropriate. These will take account of: 
 
● Appropriate legislation 
● The ages of the children involved 
● Whether the nature of the activity and/or the pupils involved require the ratio to be 
exceeded.   
 
 
A useful framework for assessing requirements for ratios is OEAP’s STAGER framework  
Staffing:  Who is needed/available? The plan must work within the limits of available numbers, 
abilities and experience.   
Timing: Time of year/ day? In school hours? If not how will this affect staffing/ support at 
base? 
Activities to be undertaken:   
Group characteristics: prior experience, abilities, behaviour and maturity, gender, any specific 
or medical/dietary needs.  
Environment: indoors or out; a public space or restricted access; urban, rural or remote; quiet 
or crowded; Environment passing through? Environment of residential accommodation? 
Remoteness, impact of water levels or ground conditions. 
Remoteness: Do the activities take place within the establishment grounds, close to the 
establishment or at a distance? How easy are communications between the group and base. 
For example; ease of emergency services reaching the group and summoning emergency 
help? (OECP NG 4.3b) 
 
 
A common example of where guideline ratios may be more intensive are activities involving 
water.  
 
Normal St Ives minimum guidelines (group leaders should assess risk and alter  
accordingly): 
 
The Early Years Foundation Stage (EYFS) Statutory Framework no longer sets out different 
requirements for minimum ratios during outings from those required on site but the 
appropriate ratio on an EYFS outing is recommended in this policy to be between 1:4-1.5 for 
2 year olds and no more than 1:6 for older EYFS. Ratios must not be less than those required 
in Early years on the school site. 
The following provide a guide for the main school.  
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1 adult for every 8 pupils in school Years 1-3 
1 adult for every 10-15 pupils in Years 4 to 6 
Final ratios will depend on risk assessment and the Headteacher may make exceptions either 
way to these ratios. 
 
In normal circumstances, all adults accompanying a visit will have enhanced CRB clearance. If 
an adult does not have such clearance, his or her participation must be approved by the Head, 
following a risk assessment and cross check with the barred list.  
 
In such situations, the group leader must make necessary arrangements so that the adult does 
not have any unsupervised access to the children. In all trips involving an overnight stay or 
involving pupils in the EYFS, all adults must have enhanced CRB clearance. 
 
For visits which involve children working with staff at another venue or organisation, the 
group leader must obtain written confirmation from the organisation that it has undertaken 
all appropriate checks on its staff and that they are appropriately qualified and suitable to 
work with children. The centre may make a statement to this effect in its publicity materials. 
 
Checking a provider has Learning Outside the Classroom (LOtC) is an easy way to confirm 
quality and safety has been externally accredited.  
 
When planning an activity involving caving, climbing, trekking or water sports, the group 
leader must check that the provider holds a licence as required by the Adventure Activities 
Licensing Regulations 2004 (for England, Scotland and Wales).  
 
Other accreditations such as Adventuremark, AHOEC Gold Standard and National Governing 
Body Approvals provide additional reassurances. 
 
On residential trips involving both boys and girls, the staff should ideally include both men and 
women. The Head has the discretion to waive this requirement depending on the nature of 
the trip and staffing available, but arrangements should be in place to manage foreseeable 
issues.   
 
Staffing must be appropriate, in terms of ratios and qualifications, to cope with any child on 
the trip with special or individual medical needs. 
 
The group leader should liaise with the Head to discuss cover arrangements back at school as 
necessary for all adults involved in the visit; classes to be covered in the absence of staff, work 
set, duties needing cover etc. 
 

Financial Arrangements 

 
Records of all payments by individual pupils are kept by the group leader and School Business 
Manager. At the Head’s or Business Manager’s discretion, residential visit payments may be 
made in stages. All payments normally go on the end of term bill. Payment by the school in 
advance for trip costs will be made by the Business Manager. For payments and other sundry 
expenses during the visit, including, if appropriate, issuing of pocket money, the group leader 
should make appropriate arrangements with the Business Manager. Similarly, the group 
leader should liaise with the Business Manager when foreign currency is required. (Several 
months prior to the trip to allow processing time.) 
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The group leader must ensure maximum security for money, passports and other valuable 
documents before and throughout the visit. 
 

Calculating Costs 

 
Factors to be considered when calculating the cost of the trip include: 
● travel, transport and parking 
● entrance fees for staff and pupils 
● hire of equipment (for activities) 
● insurance 
● preliminary visits 
● extra staffing and supply cover at school 
● meals 
● materials 
● rewards, incentives, prizes for pupils’ work, conduct etc. 
● spending money 
● contingency fund 

Pupil Behaviour and Supervision 

 
The group leader has responsibility for the good conduct of pupils on the trip. All 
accompanying adults have a duty of care. Teachers should be briefed that they are in loco 
parentis at all times on the visit and, thus, are legally responsible for the wellbeing and safety 
of the children and also for their behaviour, which should be impeccable at all times. St Ives 
School Behaviour policy and procedures are applicable to children’s behaviour on all 
educational visits.  
 
Children should never be on their own, but always remain in a group, and must always be 
supervised by an adult. Groups and their leaders should be decided in advance and well 
publicised.   
 
On residential visits, close supervision of the pupils in the hostel, centre or hotel during the 
night must be maintained. Adults’ rooms must be located in close proximity to the children’s 
rooms. Staff should be allocated “on call” responsibilities on a rota basis and those adults 
should refrain from the consumption of alcohol to be able to perform their duties properly in 
the case of an emergency. All children complete a Code of Conduct and parents sign it too.  

Prior to the Trip 

 
Risk Assessments, including those from the place to be visited where applicable, should be 
put on Teams and the Head/EVC notified at least two weeks before the trip. The information 
section of the Risk Assessment Document should also be filled out by this point, including 
which pupils are attending and information on children with specific medical/ dietary needs. 
(See Information and Final Arrangements section for trip information needed). The Sandwich 
request (if applicable) and financial arrangements form should be completed. These forms are 
located on Teams (All Staff-Educational Visits). The Sandwich form should be given to the 
Kitchen (at least a week before), the Finance form to the Business Manager (prior to booking) 
and a purchase order should be raised for the trip. Parental consent forms (if required as 
additional permission and/ or letters sent to parents) should be shared with the Head/EVC. 
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Letters to parents should be sent via Isams so a record is kept. This will form part of the 
information detailed under “Information and final arrangements” below. 
 
In the event of consent forms not being returned by the specified time, the pupil will not be 
allowed to travel. It is the responsibility of the group leader to check that all the consent forms 
and medical details for each child have been successfully collected by the deadline.  It is the 
responsibility of the Head to give final consent to the trip going ahead after reading the Risk 
Assessment.  If there are any worries or uncertainties, the group leader should always ask the 
Head for help.   

At least 2 full days before the trip 

 
The risk assessments and forms noted above, having been checked / signed by the Head, 
should be copied for the staff on the trip and other relevant staff.  
In the case of residential visits and trips taking place outside term time, these should also be 
copied to the nominated contact at school (If this is not the Head). Staff on the trip (excluding 
the Leader who should be in possession of them all) need only have the consents / relevant 
information of the children in their care for the trip. 

Information and final arrangements  

 
Final details of the visit, including the final version of the risk assessment, will have been 
submitted to the Head for approval at least two weeks before the visit. The group leader holds 
the same information for the duration of the visit and checks immediately prior to departure 
for any late changes, for example due to pupil illness or absence. In the case of pupil number 
changes, she informs the Business Manager and Head. Such changes are noted and amended 
on documentation.   
 
As a minimum, the final trip information with the trip leader and available to the EVC/ Head 
for the trip should include details of: 
 
 
● itinerary 
● pupils and staff involved 
● emergency contacts 
● contact information for staff while on the trip 
● specific information about any children with individual special or medical needs, including 
their medical plans as appropriate (Parental Medical Consent Forms must be taken on the trip 
from the office) 
● insurance details + copies of any insurance documents, contracts, etc 
● risk assessments + relevant emergency procedures. 
 

Trip Logistics 

 
Communication 
 
The group leader must take a working mobile phone and must ensure that the school has all 
the necessary contact information for each stage of the trip. In advance of the trip, pupils 
should be given clear safety instructions based upon the nature of the activities and the 
associated risks. 
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First Aid 
 
All accompanying adults must be familiar with the school’s first aid and administering 
medication policies, copies of which should be included in the group leader’s information. On 
departure the group leader must take the First Aid kit for school visits (from the First Aid 
Room.) This must be returned to the school office after the visit together with details of any 
items used. The group leader must also ensure that any special medical equipment or 
medication to meet individual pupil needs, such as inhalers, Epi-pens, etc, are taken on the 
trip and returned immediately afterwards. 
 
In the event of an accident or a near miss, a written report should be given to the EVC. The 
regulations for the reporting of accidents (RIDDOR) apply to educational visits and can be 
found in the school’s first aid policy. 
 
When the trip involves the use of a venue which provides first aid facilities, the group leader 
must ensure that all adults are aware of the arrangements and the location of first aid points. 
 
In the EYFS a paediatric first aider will accompany the trip.  

 

Transport 

 
It is the school’s policy that only coaches with seat belts are booked. Vehicles used should 
comply with the current requirements on seat belts. All seats should be forward facing and 
use of front seats, seatbelts and child restraints in minibuses should comply with legal 
requirements. For EYFS children, only three-point seatbelts will be used.  
 
Should a trip be organised to a country where legislation does not require coaches to be fitted 
with seat belts, the group leader must endeavour to book a coach fitted with seat belts and 
must do everything possible to ensure the safety of staff and pupils. Parents must be made 
aware of such circumstances. 
 
Supervision on Transport 
 

• At least two members of staff should supervise the pupils getting on and off  
the coach – one on the coach and one by the steps. 

• A roll call must be taken at regular intervals, including each occasion when  

• pupils embark and disembark. 

• On a coach, pupils should not sit on the first seat facing the front window or next to 
the emergency exit. 

• Staff should sit at intervals spaced through the coach to ensure proper  

• supervision 

• On a minibus and coaches, pupils must be settled before setting off and must wear 
their seat belts throughout the journey, unless told to remove them in an emergency. 

• The group leader should delegate an adult to check for lost property and litter when 
the group leaves the coach/ minibus. 

• At least one qualified teacher should be on each coach and have a mobile phone with 
them. 
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• On minibuses, degree of passenger assistance must be considered as part of the risk 
assessment process, considering journey length, proximity, road circumstances, age 
and needs of the pupils. 

 
Other Transport: 
 

• If school staff use their own cars to transport children, they must have appropriate 
car insurance. Staff concerned must liaise with the Head/ Business Manager to 
establish whether the transportation is legal and safe, whether the driver is suitable 
(i.e. has a valid driving licence), and to clarify whether they are covered by the school’s 
or their own insurance. If the latter, documentary proof must be provided to the 
School Office. Specific written permission must be obtained from parents. Other than 
in exceptional circumstances, a teacher should never use his or her own car to 
transport a single pupil. Relevant legislation relating to pupils sitting in the front and 
the use of booster seats must be followed. Seatbelts must be worn. 

• We do not ask parents to transport children as volunteers as part of the school’s 
transport arrangements. If parents are being asked to organise their own transport, 
the school will not be involved in the arrangements or have responsibility for any 
made. 

• For transport by other means (train, ferry, aeroplane etc.), detailed risk assessments 
must be included in the overall risk assessment for the trip. 

 
Pick up Arrangements 
 

• Parents should be fully informed of the time and place to collect the children. 

• A staff mobile phone should be taken to the event in case of emergency. 

• It is the responsibility of the group leader to look after pupils not collected after a visit. 
The pupils must not be left unsupervised and appropriate efforts should be made to 
contact parents if no information has been received about their late arrival. Reference 
should be made to the school’s policy on supervision. 

 
Emergencies 
 
Despite the best planning and organisation, emergencies that require immediate response by 
the leaders sometimes occur. Whilst still controlling and supervising the rest of the group, 
leaders should contact the appropriate emergency/rescue service immediately. St Ives School 
should be contacted as soon as possible. All staff must remain vigilant for new or emerging 
risks during the visit. 
 
Emergency Procedures 
 
If an accident or other emergency occurs, the group leader or supervisor should do  
the following: 
 
1. Assess the situation. 
2. Safeguard the uninjured members of the group.  
3. If there are injuries, establish immediately the names of the injured people  
and the extent of their injuries. 
4. Attend to the casualty/ies, liaising with the group’s trained first aider. 
5. Inform the emergency services/ everyone who needs to know, about the accident. 
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6. Follow the school’s first aid and medication policy as appropriate including, when possible, 
the procedures for recording the accident and contacting parents. 
7. Notify the police if necessary. 
8. Share the problem; advise all other group staff that the accident/emergency procedure is 
in operation.  Make sure every member of the group is accounted for.  
9. Ensure that the injured are accompanied to hospital, preferably by an adult whom they 
know. 
10. Ensure that the rest of the group understands what has happened, is adequately 
supervised and kept together. 
11. Inform St Ives School and pass on all the details, including names of casualties, their 
injuries, action taken and names of others involved.   
If abroad, contact the British Embassy/Consulate, if advisable. 
12. Notify insurers, especially if medical assistance is required. 
13. Notify tour operator. 
14. Ascertain telephone number for future calls. 
15. As soon as possible, write down accurately relevant facts and witness details. 
16. Preserve any vital evidence. 
17. Keep a written account of subsequent events, times, and contacts after the incident. 
18. Complete accident forms. 
19. No-one in the group should speak to the media.  All media enquiries should be politely 
referred to the Head. 
20. No-one in the group should discuss legal liabilities with other parties. 
21. As soon as possible, liaise with the school’s appointed lead first aider to fulfil the school’s 
legal requirements in relation to reporting of accidents (RIDDOR). 

After the Visit 

 
After the visit the group leader should complete a feedback/evaluation form identifying any 
area for improvement, including the guidance on organising trips. This should be put in 
Teams in Educational Trips. The risk assessment for the visit should be reviewed to enable 
any necessary improvements to be made for future visits. Where relevant, the experience of 
the trip should be used to improve the school’s risk assessments. It is expected that the 
majority of trips are organised to stimulate and motivate pupils in aspects of the curriculum.  
Follow-up classwork should therefore be undertaken. It may also be appropriate to organise 
an assembly or a meeting for parents after the trip, enabling the pupils to share their 
experiences and their follow-up work, and for photography and video footage to be 
displayed. Trip writeups should be written for social media/ newsletter. Such reflections 
feed into school self-evaluation of educational visits. 

Pandemics 

 
During pandemics, procedures may differ/ be extended to reflect any revisions in 
government, UL and OEAP guidance.  

Training 

 
EVC will receive OEAP approved EVC training. Staff running trips receive training on leading 
trips. 
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Data Protection  

 
Processing of all personal information pertaining to a trip should be in accordance with 
GDPR and the school’s Data Protection Policy. The school’s Data Retention Schedule should 
be adhered to in relation to relevant documentation relating to it. Consideration should be 
given to how personal information is carried. Assurances should be sought that a provider is 
compliant with GDPR before handing over personal information. 

Conclusion 

 
It is the aim of the school to ensure that there is a continuity of approach throughout the 
school regarding the safety of children in its care.  New members of staff will be informed of 
the department’s policy on Educational Visits and Trips, and all staff should abide by this. 
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APPENDIX 1:                                       St Ives School 
 

 
 

Risk Assessment Form For Educational Visits 
 (Non-Residential) 

 

GENERAL TRIP INFORMATION 

 
Year Group:                          Group Leader:   
 
Visit to:   

 
Date of visit:                      Time depart school:                           Arrival back at school:   
 
 

Purpose of visit and educational objectives: 
 
 
 
 
 

DETAILS OF TRIP VENUE 

 
Company name:   
 
 
Address:  
 
 
Telephone number:  
 
 
 
Adventure Activities Licensing Authority number (if applicable):  
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FINANCIAL AND INSURANCE ARRANGEMENTS 

Financial Arrangements 
 
Total cost of trip: 
(Please set out as itemised e.g. transport, entrance, workshop) 
 
 
 
 

Insurance arrangements for all members of the proposed party, including voluntary helpers: 
 
Insurance cover:                                         Address:      
 
 
Policy number:  
 

PROGRAMME FOR THE DAY 

Programme of Activities: (Brief Outline) 
 
 
 
 
 
 
 
 
 
 
 
 
 

Alternative Arrangements 
 (If applicable e.g. for wet weather) 
 
 
 
 

Toilet Arrangements 
 
 
 

Food Arrangements   
(e.g. if school packed lunch needed/host meal provided) 
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GROUP DETAILS 

Name, relevant experience, qualifications of group 
leader: 
 
 

 
 
 
 

Group leader contact telephone number for 
duration of visit: 

 

Names, relevant experience, qualifications and 
specific responsibilities on the trip of staff 
accompanying the party: (please list) 
 
 

 
 

Names, relevant experience, qualifications and 
specific responsibilities on the trip of other adults 
accompanying the party: (please list) 
 
 

 
 

Name, address and telephone number of the 
contact person in the home area who holds all 
information about the visit or journey in case of an 
emergency: 
 
 

Hayley Dibb 
St Ives School 
Three Gates Lane 
Haslemere Surrey 
GU27 2ES 
(01428) 643734 

Age range of group:  

Number of children:  

Number of Adults  

Ratio of Adults to Children:  

Leader/participant ratio (if applicable) 
 

 

SEN AND MEDICAL NEEDS 

Names of children  Details of any special arrangements for trip e.g. 
medication to be taken, differentiated resources. 

With Special Educational Needs 
 
 
 
 

 

With Medical/Dietary needs  
 

 
 
 

PRE-VISIT FAMILIARISATION 
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Existing knowledge of places to be visited and whether an exploratory visit is intended or has occurred 
(and when): 
 

Please fill in the risk assessment at the end of this document 
 
Does the site have its own risk assessment?                                           Yes                  No 
If YES please attach with this document. 
 
 

TRIP CONSENT 

 
 
Signed (Group Leader): 
 
 

To the Group leader: 
 
I have studied this application and am satisfied with all aspects including the planning, organisation and 
staffing of the visit. Approval is given. 
 

a) Please ensure I have all relevant information including a final list of group members, any details on 

parental consent and a detailed itinerary at least seven days before the trip is due to leave. 

b) Your report/ evaluation of the visit including details of any incidents should be with me as soon as 

possible after the trip but no later than 14 days from when the party returns. 

 
 
Signed (Head teacher):      Date: 
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Appendix 2:                      St Ives School 
 

 
                              TRIP RISK ASSESSMENT                                        
Name of Assessor:                                             ____________ Date of Assessment: 

________________Trip to: ___________________________ 

 

 

Activity/ 

Process/ 

Operation 

 

What are the 

Hazards to 

Health and 

Safety 

 

What Risks do 

they pose and to 

whom? 

 

Risk 

Level 

H/M/L 

 

What existing control 

measures are in place to 

reduce the risk? 

 

Risk 

Level 

Achieved 

H/M/L 

 

What further action / 

control measures are still 

required to reduce the risk 

 

Date to 

complete 

further action: 

 
 

 

 
 

 
 

 

 
 

 

 

       

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



24 

 

 

 

 

 
 
 

                                    
     Appendix 3:                  ST IVES SCHOOL TRIP EVALUATION FORM 
  

 
 

Trip Details 

Date of trip: 
 

 

Year group: 
 

 

Number of children: 
 

 

Place visited: 
 

 

Group Leader: 
 

 

Evaluation of Trip 

Aspects that went well: 
 
 
 

 

Aspects I would change for next time: 
 

 

Would I recommend this trip for a future 
cohort?       
 

YES                          NO 

Incidents or Hazards 

Were there any incidents?                              
YES                            NO 

 

 
If YES please outline below details of any 
incidents/hazards that occurred. 
 

 

Were there actions that proved useful in 
preventing any incident or hazard? 
 

 

Group leader’s signature: Date: 
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Appendix 4 

 
Trip Check List  

 
Before trip  

 
• Booking of trip and transport (liaise with JL / AJ re minibus availability and 
let HD know and then let allocated minibus driver know)  
• Risk assessment from venue downloaded  
• St Ives trip/ travel risk assessment filled in and notify KG / NS that on Teams/ 
send a copy of the  Risk Assessment to KG and NS. A copy should be saved in All 
staff Team- Educational Visits. Title of any docs you make should be name of trip 
and date e.g. Butser06.11.25. 
• Packed Lunch Order to Kitchen (At least a week before)  
• Finance form given to Alex (Business Manager) - very important to keep 
track of spend. 
• Email to parents re trip should be sent by staff via isams. (Do ask Hayley or 
member of SMT if you are unsure)   
•  Please let HD/ KG know you are sending a letter / email or send them a 
copy of the email to parents to ensure they know the details enclosed before 
you send it to parents. The email should give details of where, when, with whom 
and what, including the cost of the trip, transport and which uniform they 
require. Where practical, blazers should be worn.   
• A newsletter entry may be needed as a reminder.  
 

On the Day  
• Camera  
• First aid  
• Sick bags  
• Medication –remember auto injectors.  
• Medical files (In office in large cupboard)  
• Entrance details, workshop times, Risk Assessment etc.  
• Amend any arrangements as required e.g. if children away etc. 
• Lunch collected for those on a trip.  
• School Rucksacks-from cupboard near drama room.  
• Check for waterproof coats, sun cream, appropriate clothing etc.  

  
 
 
 

After trip  
  

• Return medical folders and medical bag/medication as soon as back.  
• Return St Ives rucksacks and check they are empty  
• Evaluation of trip on form and in Teams - Educational Visits.  
• Let Alex know if any children did not attend the trip for billing purposes.  
• Load trip photos onto Teams-Current Photographs or explain to KG/BN that 
they are on school camera.  
• Write up of trip and notification of photos emailed to BN/ KG for social 
media and newsletter.  
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Appendix 5 
SANDWICH LUNCH REQUEST FOR SCHOOL TRIP 

Trip venue  

Trip Date  

Time in day sandwiches need to be 
ready. 

 

Year Group  

Group Leader  

Number of Children needing 
sandwiches 

 

Number of adults needing 
sandwiches 

 

SANDWICH FLAVOURS N O BUTTER BROWN BREAD 

HAM 
 
 
 
 
 
 

   

   

   

   

   

   

   

   

CHEESE 
 
 
 
 
 

   

   

   

   

   

   

   

   

   

MARMITE 
 
 
 
 
 

   

   

   

   

   

   

   

   

   

TUNA 
 
 
 
 
 
 

   

   

   

   

   

   

   

   

   

There is at times salad for staff to add to fillings above. Please state if you want 
it.  
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APPENDIX 6 

Trip Organiser:  

Date of trip: 
 

 

Name and contact details of trip 
location: 

 
 
 
 

Year group(s):  
 
 

Payment required: (e.g. for venue & transport 

etc.) 
 
(Please provide a breakdown of payments and 
who to make payment to or attach invoices, if 
sent to you. Please make it clear what form of 
payment is needed.) 
 

 
 
 
 
 
 
 
 
 
 

Total cost per pupil: 
 
 

 

Staff/Transport Cost: 

@ 70 pence per mile 

 

Driver: yes/no  

Who driving? ___________________ 

 

Total cost per pupil £  
 

Date payment(s) need to be made 
from St Ives: 
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TRIP FINANCE FORM 

   Please hand in to Alex Viner 
 

APPENDIX 7 

Assessing Venues and Providers 

(Drawing on OEAP Guidance 4.4g) 

  
 When planning an off-site visit, the suitability of the venue, facilities and third party provision 
should be checked to ensure it meets the group’s needs and expectations.   
A ‘provider’ means any person or organisation external to your establishment contracted to 
organise and/or lead all or part of a visit or activity.  
A ‘facility’ is a venue or resource external to your establishment which you use for a visit, but 
which does not organise or lead any part of the visit.  
 
When choosing a suitable provider the following should be considered 
In addition to the basic quality and safety checks when choosing a provider, you  
should consider the following questions: 
• Do the location, facilities and activities offered by the provider match your  
desired outcomes? 
• Do the values and ethos of the provider match your expectations? 
• How experienced and competent are the provider’s staff (e.g., in facilitation of  
learning)? 
• Can the programme be tailored to fulfil your requirements? 
• Is the programme flexible, to meet changing circumstances? 
• What provision will be made for any special needs? 
• Is there a clear understanding about the responsibility for supervision and  
welfare of participants at all times during the visit?  
• What will be the respective roles of provider staff and your staff? 
• To what extent will you be able to involve the provider in evaluation of the  
visit’s outcomes? 
• Is any travel to the venue worth its time and environmental impact? 
• Is the total cost value for money and within your budget? 
To what extent will the school be able to involve the provider in evaluation of the visit’s 
learning objectives?  
The trip leader has a duty of care to ensure that the provider meets acceptable standards. This 
may be as simple as checking that it holds appropriate accreditation.  Where the provider has 
no external accreditation, or where the group has particular special needs or programme 
requirements, checking may involve further questioning and information gathering. Checking 
that the provider holds the Learning Outside the Classroom (LOtC) Quality Badge is the easiest 
way to confirm that quality and safety has been externally validated. Where the visit involves 
certain adventure activities, within scope of the Adventure Activities Licensing Regulations 
2004, then the provider is required by law to hold a licence from the Adventure Activities 
Licensing Authority (AALA).  If a provider holds the LOtC Quality Badge this is evidence that 
they hold an AALA licence if they need one.  
Other accreditation schemes may help to offer reassurances about providers and reduce the 
need for further research or questioning.  For example: ‘Adventure mark’, AHOEC Gold 

Name(s) of children not taking part 
from the year group(s) involved: 
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Standard and National Governing Body centre approval schemes. If a provider does not hold 
a such accreditation which covers all aspects of their provision, the leader must check all 
aspects of provision to satisfy their suitability. (Refer to  OEAP 4.4g and 4.4f Checklist) 

 
 

APPENDIX 8 
Approval of Staff Leaders 

(From OEAP guidance 3.2d) 
 

Employers should have clear processes for approving people to lead visits or activities. This 
should ensure that leaders are accountable, confident, and competent to lead the specific 
visits or activities for which they are approved. Being accountable means that the leader has 
been engaged through an appropriate recruitment and selection process, which includes 
vetting and induction into the establishment’s policies and procedures. The details of this 
process may depend upon whether the leader is employed, contracted, or acts as a volunteer, 
but in all cases should be thorough. Regardless of a leader’s employment status, they should 
understand the chain of accountability, what is expected of them, and the establishment’s 
policies and procedures. Being confident includes leaders having the ability to take charge of 
a situation while being aware of, and understanding, their abilities, as well as their limitations. 
Being confident does not mean being complacent.  
 
Being competent means that the leader has demonstrated the ability to operate effectively 
and has sufficient relevant experience and knowledge of the activities, the group, and the 
environments in which the visit will take place. Competence is a combination of skills, 
knowledge, awareness, judgement, training and experience. It is not necessarily related to age 
or position within the establishment. It is situational – a leader who is competent in one 
activity or environment may not be so in another, and it involves breadth as well as depth. 
Relevant experience is not necessarily gained by repeating the same thing several times, but 
by experiencing a range of different activities and environments. 


