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Rationale  
 
Educational visits and visitors are an integral part of the life of our school. They: 

 enhance the education of the child; 

 widen the child's experience of the world and environment around them; 

 bring a different perspective to aspects of the curriculum; 

 widen the child's social and cultural skills; 

 add relevance to the children’s learning; 

 add joy to their lives. 
 

Aims  

 
To ensure that:  
 

 Clear aims should exist for every visit/trip and visitor in school. 

 Safety and supervision is of paramount importance and should not be compromised. 

 Experiences should be carefully planned in accordance with school guidelines (see 
below). 

 Children should be involved in the planning, implementation and evaluation of the 
visit/experience. 

  Outside educational trips, visits and visitors in school enhance the education of the 
child and provide experiences and activities that would be near impossible to reproduce 
in the class or school environment.  

 Enable access to further adult expertise.  
. 
 
 

Planning a visit 

 All educational visits must have a designated Group Leader who works in conjunction with 
the EVC to consider the following aspects: 

 Nature of the planned activity 
 Composition of the group 
 Level of approval required 
 Qualifications and experience of staff and volunteers 
 Risk assessment including those for pupils with additional needs 
 Welfare requirements 

 

Approvals of Visits are: 

 

 In Summary, all aspects of approval have been delegated to the Governors and Head 
Teacher for all visits that are not overseas, residential or involve adventurous activities. 

 

Visit Description Approval Parental approval 

Local Sports fixtures, swimming, 
local visits 

School approval * Annual HSA signed 
parental consent 

Distant within UK  School approval * Specific signed 
parental consent 

Residential Overnight stay School and LA 
approval 

Specific signed 
parental consent 

Overseas  School and LA 
approval 

Specific signed 
parental consent 

 
* If these activities include adventurous activities LA approval must be sought 
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 Both Head teacher and Governors give permission for trips to take place after looking at all 
relevant documentation: 

I. Proposal, including selection of group leader(s), staffing ratios, AOTTs, parental 
consent, insurance, etc. (Appendix 7) 

II. Risk Assessment, including child protection issues (Appendix 8) 
III. This policy document  
 

 Approval by the Head Teacher and Governors 
o Approval of local visits (where no transportation is involved), swimming and sports 

fixtures can be given by the Head Teacher 
o Approval of all other visits requires both Head Teacher and Governor approval. In 

the case of residential, overseas and visits including adventurous activities LA 
approval must also be sought. 

o Where Governor approval is sought the proposal will be put on the agenda for the 
next Curriculum committee meeting. If the trip is to take place prior to the next 
meeting approval will be sought from the Chair of Governors or the Chair of 
Curriculum and subsequently recorded in the minutes. 

 

 Parental Permission: 
o Permission is requested from parents/carers in a letter before a trip is to take place. 

 
o At the start of each academic year a permission slip for trips, visits, sports fixtures 

and walks is completed by parents and returned to school. 
 

o In the case of sports fixtures the child is given at least 24 hours notice that they will 
be representing the school and a fixture letter is given to them.  

 
o Teacher’s/parent’s cars are often used to transport children to fixtures. Risk 

assessments have highlighted the need to: 
 Ask parents to confirm that their car has the correct level of motor insurance 

and that it is in a roadworthy condition (Appendix 12) 
 Ensure that all drivers have read, understood and signed the “Guidance for 

parents who are driving on school trips” pro forma (Appendix 12) 
 Ensure that “Guidance for parents who are driving on school trips” – car 

details (Appendix 13) is completed and that a copy is kept by the trip leader 
and a master copy remains in school 

 Ensure that no children are transported in vehicles on their own.  

 

Finance and Insurance 

 

 Charging: 
o Trips should not aim to make a profit.  
o Children are not allowed on any trip unless the permission slip is returned.  
o Charging is permissible on residential visits, which take place wholly or mainly 

outside school hours. The charging for musical instrument tuition will be reviewed 
annually.  

o Money paid for a trip is paid into the school fund. Full payment for the trip is then 
usually made using a school fund cheque. 

 

 Insurance 
o School buys into the LA insurance package (copy of policy is in Appendix 3 of the 

Bolton LEA Policy and Guidance on Educational Visits) 
 

Staff supervision 

 It is important to have an appropriate ratio of suitable adult supervisors to pupils based on 
risk assessments. The following are  minimum levels: 
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Adult/Child Ratios  
 

 Reception - 1:4  

 Years 1, 2, 3 - 1:6  

 Years 4, 5, 6  - 1:15 
 

CRB Disclosures 

 Not every volunteer who helps to supervise an educational visit has to obtain a disclosure. 
Parents and others who from time to time help teachers to supervise local visits need not 
be CRB checked (though they should be verified as competent in their allotted tasks and 
trained and briefed as necessary). 

 Volunteers helping teachers to supervise a residential visit should be checked. 

 Anyone who is likely to be in sole charge of a pupil on a one-to-one basis should also be 
checked. 

 

Procedures and Guidelines for visits and trips 

 
The planning and submission of the proposal form to the Headteacher in the initial stages of 
planning a trip is the responsibility of the class teacher (Appendix 7).  
      ↓ 
A checklist of procedures is available to support the process (Appendix 6) 
      ↓ 
An initial visit by the teacher, where possible, is advised. 
      ↓ 
When the proposal form is submitted the Headteacher and Governors make a decision 
based on educational value, cost, ratio and risk assessment and signs the form. A risk 
assessment must be completed (Appendix 8). 
      ↓ 
If the trip involves using transportation, the trip is then put on the agenda for the next 
Governors’ Meeting for approval and on the list of trips/visits in the Headteacher’s office. If 
the trip is to take place prior to the next Governors’ meeting approval will be sought from the 
Chair of Governors or the Chair of the Curriculum Committee and subsequently recorded in 
the minutes.   
      ↓ 
A standard letter to parents informing/asking for permission to take the child is sent. This 
must include reference to the Governor’s charging policy, itinerary, etc. (Appendix 9) 
      ↓ 
Transport is booked with a reputable coach firm – seat belts must be fitted. 
      ↓ 
The number of appropriate adult helpers is determined.  

       ↓ 
Kitchen staff need to be notified 3 weeks prior to the visit taking place. 
      ↓ 
The code of conduct is made clear to the children before the trip (Appendix 11). 
      ↓ 
Roles and responsibilities of parental helpers also need to be made explicit (Appendix 10). 
 
 

Procedures and guidelines for visitors in school 
 

The planning and submission of the proposal form to the Headteacher in the initial stages of 
planning is the responsibility of the class teacher (Appendix 7). 
      ↓    
A checklist of procedures is available to support the process (Appendix 6) 
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       ↓     
When the proposal form is submitted the Headteacher and Governors make a decision 
based on educational value, cost, ratio and risk assessment and signs the form. A risk 
assessment must be completed. 
      ↓  
If the visitor is to instruct and/or coach the children verification of their Third Party Liability 
insurance must be sought. 
      ↓ 
A standard letter to parents informing/asking for permission for their child to take part is sent. 
This must include reference to the Governor’s charging policy, itinerary, etc. (Appendix 9) 
      ↓ 
It is vital that adequate supervision by staff members is maintained – this is for both 
insurance purposes and out of politeness to our visitors. 

 
 

The LA has designated an Education Visits Adviser and other key people who can support 
and advise schools in their planning. These include Asset Management, The Occupational 
Safety and Health Unit, Risk Management and insurance services. Contact details are given 
in Appendix 1 in LA Policy Document 

To achieve its responsibilities for the health and safety of pupils and employees on 
educational visits the LA has: 

 defined four types of educational visit - local, distant, residential and overseas. In 
addition it has defined the nature of the activities undertaken according to 
categories A, B and C; 

 implemented an approval system for the planning and risk management of these 
different types of visits which includes early notification for higher risk activities and 
group leaders; 

 a training programme for school staff and governors in the management of 
educational visits; 

 a system of maintaining and monitoring training records and extra qualifications 
held by school staff; 

 arrangements to assess the competence of Educational Visits Coordinators and 
group leaders; 

 a system for maintaining and monitoring contractors used by schools which 
requires schools to complete evaluation forms - to provide a satisfaction grading 
and source of information for schools to use 

 emergency arrangements, including 24 hour access, to support schools in cases of 
extreme difficulty or grave emergency. 
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This section summarises the key points of the role of governing bodies. This gives a clear 
outline of the scope and extent of their role in supporting the head teacher and school staff in 
the safe management of educational visits. Non LA controlled Governing Bodies should 
ensure that their policies reflect these guidelines. 
 
To fulfil its responsibilities for the health and safety of pupils on educational visits the 
Governing Body shall: 

 formally adopt the LA Policy and Guidance on Educational Visits; 

 determine and keep under review the school’s policy on educational visits which will 
detail the scope and range of visits normally conducted by the school and the internal 
procedures by which visits are proposed and approved; 

 ensure that the school’s policy enables, whenever reasonable and appropriate, the 
inclusion of pupils with additional needs; 

 nominate a governing body committee to oversee the procedures and give approval as 
required by the school’s policy on behalf of the whole governing body (governors 
involved should not be staff/teacher governors) [It is suggested that this role could be 
included as part of the work of an existing committee that has the health and safety 
remit and that two governors have authorisation to sign the relevant approval forms]; 

 take advantage of LA and other training and advice in order to understand roles and 
responsibilities and to be in a position to ask informed and reasonable questions; 

 establish that each visit has clear educational objectives appropriate for the age, 
needs and experience of the target group; 

 ensure that the school’s policy establishes clearly the level of risk assessment 
information required to be seen for different types of visits in order for governing body 
approval to be given; 

 ensure that monitoring procedures are in place to evaluate the effectiveness of policies 
and procedures including feedback following visits and to ensure that the school 
receives value for money; 

 ensure that it is clear about its role in the event of an emergency. 
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Responsibility within the school for the approval of visits remains with the headteacher and 
governors, but, with the approval of the governing body, the headteacher may delegate 
certain of these tasks to the Educational Visits Coordinator (EVC), who will normally be a 
senior member of staff.  

The headteacher must: 

 be aware of relevant regulations and guidelines including Health and Safety 
responsibilities, this Educational Visits Policy and Guidance, the DfES HASPEV 
Guidance and its supplements, school policies and related documents. These must be 
available and accessible to anyone involved in educational visits; 

 take account of the above in developing, implementing and maintaining the school’s 
policy and procedures for educational visits; 

 ensure that the educational objectives for visits are clearly defined and commensurate 
with the age, maturity and capability of the pupils; 

 ensure that the governing body has considered and supports the nature and objectives 
of any planned educational visits and is provided with appropriate levels of information 
sufficiently in advance to enable governors to fulfil their responsibilities; 

 be satisfied that all aspects of any visits, including the granting of approval, will be 
dealt with in accordance with this policy and guidance and the school’s own policy and 
procedures; 

 ensure that an assessment of the safety management systems of external providers 
has been undertaken prior to booking, e.g. AALA licences  

 ensure risk assessments are reviewed during the planning process and changes are 
made in the operating procedures and/or control measures where identified; 

 actively involve pupils in the risk assessment process, to a level appropriate to their 
understanding, including the planning, organisation and conduct of visits; 

 ensure that visits are evaluated to inform the planning and operation of future visits; 

 be satisfied of the competence of group leaders to lead, manage and control pupils in 
the proposed setting;  

 be satisfied that staff roles and responsibilities (including those of accompanying 
adults) are commensurate with their experience and competence to undertake them;  

 ensure all staff are aware of their continuous pastoral care responsibilities (even when 
using a technical leader with their group) and are familiar with the school’s child 
protection policy; 

 be satisfied that the arrangements for supervision are 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]; 
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 secure the allocation of sufficient resources to meet identified training needs, including 
courses run by the LA, for staff and governors; 

 record accidents and incidents, and report them to the governing body and LA who will 
then report to the HSE when necessary. A clear reporting system for accidents and 
incidents should be in place and staff must be made aware of the procedures; 

 ensure all involved in visits are made aware of and understand the LA’s emergency 
procedures; 

 ensure the school has emergency procedures in place in case of a major incident on a 
school visit; 

 ensure that the school adopts a clear and effective system for recording risk 
assessments which is understood by those involved in visits; 

 be aware of the contractual arrangements to be put in place with third party providers 
and the central role of the school in making external contracts.  [Appropriate 
consideration must be given to best value, financial management, risk management, 
Health and Safety, choice of contractors, and contractual relationships]; 

 ensure that written contracts are made with the school and any school travel 
agent/tour operator on behalf of the pupils involved in the visit; 

 ensure that all finances for the visit are controlled through the schools financial 
systems so that should any contract fail the school is able to withhold further 
payments. 
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A member of staff has been nominated as the Educational Visits Coordinator (EVC). This 
person must: 

 have experience in leading and managing a range of educational visits similar to those 
typically run by the school; 

 have sufficient credibility to be able to influence colleagues;  

 be involved in the planning and management of educational visits led by school staff. 
They will support visit leaders, colleagues, the headteacher and school governors by 
ensuring that the LA and school’s policies and guidance are followed; 

 produce an annual plan of educational visits with an agreed rationale for the ‘when and 
how’ as well as the implications for the curriculum and management of the school 
diary; 

 work with group leaders to ensure that the objectives of the educational visit are 
achievable;  

 support the headteacher and governors in their decision-making; 

 be the principal contact with the LA over visits planned by the school; 

 be able to confirm that the leadership of the visit is appropriate and to ensure all staff 
and AOTT’s qualifications and experience are appropriate to meet their respective 
roles; 

 confirm that consideration has been given to the group concerned and the location 
(group/site risk assessment); 

 organise the induction and training of group leaders, teachers and other adults taking 
pupils on educational visits; 

 ensure that emergency procedures are in place for each visit and that group leaders 
and school contacts know how to liaise with the LA should an emergency occur; 

 establish suitable record-keeping practices for use during educational visits e.g. 
medical matters, Health Care Plans, Medical management, accidents and significant 
management decisions; 

 ensure that the school has a code of conduct applied consistently to all educational 
visits; 

 monitor and review the school’s programme of educational visits, establishing a clear 
picture of current practice and reporting on successes and targets for improvement; 

 take the lead for any review of the school’s policy for educational visits. 



 10 

 
 

A Group Leader must be appointed for each planned visit. 
 
Group leaders are responsible for the safe planning and execution of visits and should: 

 have the experience, training and qualifications to control the group and lead the team 
of accompanying teachers and adults; 

 be conversant with good practice in planned activities including those he/she will not 
be instructing; 

 prepare and brief the pupils, their parents and accompanying teachers and adults; 

 make a comprehensive risk assessment and management plan and present it to the 
EVC/headteacher; 

 have regard for the health and safety of the group, including teachers/adults and 
pupils, at all times; 

 determine the level of first aid that may be required and to nominate a teacher or other 
adult, who is suitably trained, to have that responsibility (see HASPEV paragraphs 64-
68); 

 determine the level of additional support and supervision needed for pupils with 
additional needs; 

 assess the initial and on-going suitability of the group in relation to the planned 
activities; 

 be conversant with any advice and information relating to pupils with additional needs; 

 ensure that the visit operates in accordance with the school and LA policies and 
guidance.  

 The school should contact the LA if there is doubt regarding the competence of a 
member of staff to lead an educational visit. 
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School Trip – Guidance for parents/ helpers 
 

 
1. Thank you for helping on the trip. These guidelines have been written to help you and the children 

enjoy the trip safely. 
 
2. The overriding consideration is safety and professionalism. You will be looking after other people’s 

children as you would your own. 
 
3. Children should be accompanied at all times, to the toilet, shop, activity, workshop etc. 
 
4. Gather the group at an early opportunity, make sure they know your name, remind them that they 

must stay close to you and not wander off alone or with a friend. 
 
5. Count them. Try to learn their names. Get them to repeat your name back to you. Earmark one 

sensible child to be your messenger if anything goes wrong. 
 
6. On the trip or activity gather them at frequent intervals to check on numbers. Before they get on 

the coach/train count them again. 
 
7. On the coach/bus check seat belts are fastened for your group. Check fire exits on the coach/bus 

and when you get to the destination. Make a mental note of fire assembly points. 
 
8. Keep an eye on behaviour. Shouting, rudeness, litter dropping, running about, climbing on fences 

or benches, pushing and shoving are not acceptable and should be stopped. Be firm. Say: “Don’t 
do that please” or “Would you do that at home? Or school?” If a child persists in bad behaviour 
keep them next to you and if it does not improve, inform a member of staff. 

 
9. In case of emergency, illness or accident, stay with the group and send a sensible child for help to 

a member of staff. Tell them what to say and to come back to you. Wait for help to arrive.  
 
10. Above all, be professional at all times. On the trip you are acting as a member of staff, in loco 

parentis. The children have been given a code of conduct before the trip and know the 
expectations regarding behaviour, money, food and drink, toilet visits etc. so you are acting within 
boundaries with which they are familiar.  
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LADYBRIDGE CP SCHOOL 
 

TRIPS AND VISITS 

 

 
This proforma is designed to ensure that all the necessary procedures have been completed with 
regard to school trips and visits. 
 

Please ensure that the Office Manager has your completed proforma and risk assessment at least 

four weeks prior to the day of the trip. 
 

INITIAL PROPOSAL 
 

Venue:  
 

Name of person organising the trip 

 

 

Class/Group being taken on the trip 

 

 

Number of children involved 

 

 

Date and time of the trip 

 

 

Numbers of adults 

Teachers 

Support Staff 

Parents 

 
…………………………………………... 
………………………………………….. 
…………………………………………... 
 

Coach cost: 

Workshop cost: 

Guide cost: 

Entrance cost: 

Other misc cost: 

 

 

Total cost: £ 

 
 
 
 

Cost per child: £ 
 

Any other information 

 

 

 

 

 

 

 

Adult/Child Ratios: 

Reception       - 1:4 

Years 1, 2, 3   - 1:6 

Years 4, 5, 6   - 1:15 
 

These initial proposals must be discussed with the Headteacher so that the trip can be put in the school 

diary.  This must be done at the earliest possible opportunity and at least two months prior to the trip. 
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LADYBRIDGE PRIMARY SCHOOL 

 

 

TRIPS AND VISITS 

 

 
If the initial proposal is accepted then please tick/date the boxes below when the following 
arrangement have been made: 

 

 

 

Transport a) Bus (public) 

b) Coach 

c) Walking 

d) Other   ……………. Please specify 

Information letter sent home to parents 

 

 

Insurance cover arranged 

 

Annual contract with Local Authority 

Arrangements for lunches completed (inform school 

kitchen) 

 

 

Risk assessment completed 

 

 

Name of adults involved A) Teachers: 
 

_______________________________ 

 

_______________________________ 

 

 

B) Support Staff: 

_______________________________ 

 

_______________________________ 

 

_______________________________ 

 

_______________________________ 

 

 

C) Parents: 

_______________________________ 

 

_______________________________ 
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Appendix 8 

RISK ASSESSMENT FORM 
This form must be used to record the findings of risk assessments associated with educational visits and the necessary control measures that are to be implemented to manage the risk. The risk assessor 
must ensure that everyone affected by this assessment is informed of its findings and controls, including the Educational Visits Co-ordinator and Group Leader. Controls should be monitored during the visit 
by the Group Leader and changed as necessary, to ensure risks continue to be managed effectively. Any changes should be recorded and fed back to the Group Leader and Educational Visits Co-
ordinator.  

PART A:  VISIT / ASSESSMENT DETAILS 

Assessment Reference No.:  
 

Assessed by (Name/ Post):  

Activity / Situation : 

 

 Signature:  

Location / Address:  Names of Persons Assisting in Assessment:  

Date(s) of Visit:  Educational Visits Co-ordinator (Name/ Post):  

Group Leader:  Signature:  

No. Staff  / Supervisors:  Date of Assessment:  

No. Pupils / Persons on Visit:  Review Date:  

Notes / Comments: 

 

 

 

PART C: ACTION PLAN (please complete after PART B ~ overleaf) 
Action 

No. 
Action Required 

Action By Risk / 

Priority 

Projected 

Timescale 

Date 

Completed 

Notes / Comments 
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PART B: ASSESSMENT FINDINGS (please complete before PART C ~ overleaf) 
 

 

 

No. 

Item 

(e.g. activity  / activities 

/ travel arrangements /  

environment / premises 

/ individuals) 

 

Hazard 

 

(i.e. something that has 

the potential to cause 

harm) 

 

Who Might be 

Harmed 

 

Type of Harm / 

Outcome 

(e.g. fracture, cut, 

bruise, assault, 

damage to property 

or equipment, etc.) 

 

Risk Rating 

  

 

Existing Precautions and 

Controls 

 

(e.g. guidance to students / 

welfare arrangements/ 

supervision ratios) 

 

Remaining  

Risk  

 

Further Action / Additional Controls (and 

revised risk level if necessary) 

 

(e.g. monitor student progress with activity 

and increase risk taking / advance as 

appropriate) 

     

 

 

 

 

            

 

 

 

                

 

 

 

                

 

 

 

                

 

 

 

                

 

 

 

                

 

 

 

                

 

 

 

                

 

 

 

                

 

KEY:  RISK RATING 

Likelihood: 

3 – Extremely likely  

2 – Likely to Occur 

1 – Unlikely to Occur 

 

Severity: 

3 – Death, major injury, damage, loss of property 

2 –  3+ days absent, moderate injury, damage 

1 -  minor injury, loss, damage 

Risk Level: 

1 – 3 = Low 

4 – 6 = Medium 

7 – 9 = High 

 
 

 


