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EDUCATIONAL VISITS POLICY 

Date: May 2017          Review May 2019 

Responsibility of: Full Governing Body 

INTRODUCTION 

Meadowdale Primary School acknowledges the immense value of off-site visits and 
related activities to young people, and fully supports and encourages those that are 
well planned and managed. 

This document provides concise and supportive guidance for the planning and 
management of off-site visits and related activities. The school organises a variety of 
activities to extend and support the curriculum, ranging from a simple walk down the 
street to look at features of the locality through to residential visits. Most activities fall 
somewhere between those extremes and are either directly curriculum-related (e.g. 
farm visits, trips to local museums) or contain a social and/or cultural element (e.g. 
theatre visits). Some activities which we may not readily classify as visits do nevertheless 
fall into the same category, e.g. “away” sporting fixtures, carol services in local 
churches, etc. 

All such activities share the common feature of taking place somewhere outside the 
school environment, and may involve exposing the children to unfamiliar hazards. A 
party off-site is also unable to call on the usual support from other staff in case of 
emergency. The national online guidance resource OEAP National Guidance 
(Guidance for the Management of Off-site visits and LOtC (Learning Outside the 
Classroom) activities) is an invaluable reference document, which should be read 
alongside this policy. It is available from: http://oeapng.info/ 

Much of the document does not affect our school, being specific material concerning 
leading adventurous activities such as rock-climbing and caving, but the more general 
material is relevant to us, and these Notes of Guidance contain the main provisions. 

If information in this policy is in variance to the advice in OEAP National Guidance, the 
advice in this Policy must be followed. If managers or visit leaders require further 
information or advice they should contact Leicestershire County Council’s (LCC) Off-
site Visits / Outdoor Education Adviser, Kevin Brooks (Tel: 0116 305 3113, e-mail 
kevin.brooks@leics.gov.uk).  

DEFINITIONS 

The word “visit” in these notes includes any activity involving children outside the school 
grounds. 

For “Headteacher” read “Headteacher, or in her absence the Deputy Headteacher or 
whoever is Acting as Headteacher at the time”. 

“Organiser” means the teacher arranging, and normally leading, a visit. 
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OFFICIAL APPROVAL FOR VISITS AND PARENTAL CONSENT 

At this school there are three categories of visits (as recognised by Meadowdale) as 
follows: 

Category 1 - Regular Curriculum based activities taking place within school 
hours.  

Examples include regular visits to the swimming pool, walks around the local area.  

Head teacher’s approval is required before the activity takes place and relevant risk 
assessments must be completed by the staff member in charge of organising the visit. 
In the case of year group visits to the swimming pool, a risk assessment must be carried 
out for each year group prior to start of the activity. General written parental consent is 
required annually. 

Category 2 - Day visits, school trips and other activities which parents would not 
regard as part of the normal school day, and activities which extend beyond the 
normal school day.  

Examples might include museum or theatre trips (for farm trips ask the headteacher 
first). 

Written parental consent is required for each visit (See Appendix 9) and the Head’s 
approval is required.  

Category 3 - Residential Visits 

These involve one or more nights away from home. The Headteacher must be informed 
and will ensure that the Governing Body gives permission. 
 

The arrangements for parental consent are very stringent.  The organiser of a visit must 
ensure that no child is included without the appropriate consent form being received, 
and these forms must be kept after the visit (See Appendix 7 and Appendix 9). 

PLANNING 

The organiser of each visit must make sure that all appropriate items from the following 
list are covered: 

• Purpose and educational objectives of the visit. 
• Dates and times. 
• Numbers involved. 
• Staffing. 
• Details of venue and activity. 
• Accommodation. 
• Potential hazards. 
• Transport. 
• Financial arrangements. 
• First aid. 
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• Implications for rest of school. 
• SENd/ EAL considerations. 
• Insurance. 
• Preliminary visit by organiser/other staff. 

A preliminary visit should be the norm and it is strongly recommended that the staff 
member leading the trip should personally carry out a visit, to be able to confidently 
and accurately complete the risk assessment.  In some circumstances it may not be 
required, eg if the same visit has been done before, but even so it is wise to check that 
nothing has changed. Staff should contact the residential visit location and request 
relevant risk assessments about their site.  These are shared with parents via the 
residential meeting and the site’s own website. 

STAFFING RATIOS 

Our guidance is that the following minimum ratios must be adhered to: 

• Foundation Stage – 1 adult to 5 children. 
• Years 1- 3  – 1 adult to 6 children. 
• Years 4-6  – 1 adult to 10 -15 children depending on trip venue. 

Note that the 5-7 category includes Year 3 pupils until they reach their 8th birthday. 

The leader of any visit, clearly identified as such, should be a teacher, and every visit 
should have at least two adults: these requirements may be waived for some very local 
activities but the Headteacher must be consulted first. Residential visits must always 
have at least two adults, and if the children are of mixed sex then both male and 
female adults should be present, if possible. 

Voluntary helpers including parents are perfectly acceptable as part of the supervision 
of visits, and can be counted into the ratios above. It is important that they have been 
DBS checked if they are to lead a group around a site without a teacher or teaching 
assistant. If this causes problems the leader should discuss this further with the 
Headteacher.  However, organisers and other paid staff remain responsible for the 
overall safety of the children and should bear this in mind when allocating groups of 
children to particular adults. Organisers should ensure that volunteers have a clear 
understanding of their role. This should be achieved  by a hosting a team meeting 
before the trips departs and sharing trip risk assessments which contain staff contact 
numbers and details of children’s medical needs. The suitability of any potential 
volunteers should be assessed by the group leader and the Headteacher at an early 
stage in the planning process. For the protection of both adults and pupils, all adult 
supervisors should ensure they are not to be left alone with a pupil wherever possible. 
Volunteers are covered by insurance for negligence in the same way as staff, provided 
they act at all times under the direction of the party leader. 

Staff who are assigned to support the special needs of an individual cannot be 
included in the overall staffing ratio. Their responsibility should not include the wider 
group. 
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RISK ASSESSMENT 

This should be carried out before any visit, normally by the organiser. (See Appendix 3) 
The risk assessment file and forms for visits is held in the school office and any re-visits to 
known places need to be re- signed and dated by the lead teacher for the visit. Whilst 
we cannot eliminate risk totally we must ensure it is thought about and planned for 
within acceptable limits. The assessment should cover the following: 

• What are the hazards, and what level of risk do they offer? 
• Who is affected by them? 
• What safety measures need to be in place to reduce risks to an acceptable level? 
• Can the organiser/leader guarantee that these safety measures will be provided? 
• What steps will be taken in an emergency? 

TRANSPORT 

This will normally be arranged by the school office, in accordance with times and other 
requirements stated by the organiser on the visit form. Organisers must ensure that 
booked times are adhered to, as bus companies usually have regular contracts as well 
as taking one-off bookings. It is the responsibility of the bus company to provide a 
roadworthy, legal vehicle with a competent driver.  It is our responsibility to supervise 
the children on the vehicle. 

Coaches used for school transport should be fitted with seat-belts, and on such vehicles 
each child (and adult) must have their own seat – it is illegal to put three children on a 
double seat. Staff must ensure that children use the seat-belts and must use seat-belts 
themselves.  Organisers should assume that the office will book coaches fitted with 
seat-belts.  It is important to remember that staff should not fit them for children. 

Children must be carefully supervised on coaches.  They must sit down throughout the 
journey, and wait to be told to get on and off the vehicle.  Staff should place 
themselves so as to effect maximum supervision – not all at the front of the vehicle.  
Children must not use the stairs whilst the vehicle is moving. Head counting of pupils 
should take place and be confirmed before leaving any venue. 

At Meadowdale, we do not recommend that staff use their own cars for transporting 
[pupils to sports fixtures and such like.  In some exceptional circumstance s(such as 
taking a child to hospital) private cars may be used but only if the staff member has the 
insurance cover required to carry the children. If private cars are used, eg for sports 
fixtures, vehicles must be roadworthy, legal, and properly insured. For staff, this means 
that insurance must include comprehensive cover and business use – beware that it is 
common for policies to give business cover to the policy-holder in person but not to a 
spouse or named driver. Voluntary helpers will not need business cover as they are 
involved in what insurers call “social, domestic and pleasure” use, but they should be 
reminded of their legal responsibility for the safety of children they carry, which implies 
that the cars are insured and have MoT certificates where required, and that drivers 
have full licences. Drivers must ensure that children wear seat-belts, and the number of 
children in a car must not exceed the number of available seat-belts. Parents should 
not normally be alone in a car with a child other than their own so organisers should 
arrange a central drop-off (e. g at school) rather than individual home drop-offs. At 
Meadowdale we discourage staff from transporting children to/ from sports fixtures or 
trips and ask parents to organise transport for their children without the school being 
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involved.  We do not ask parents to transport children other than their own and if they 
do, they are liable for any loss, damage or accidents. 

PREPARATORY WORK 

Besides the preliminary visit, the organiser should address the planning issues set out 
above, and the following three points: 

• Briefing other staff involved. 
• Briefing voluntary helpers. 
• Briefing the children. 

The last item is vital. It is easy to assume that a visit which has worked well in the past will 
run smoothly every time but we need to remember that the current cohort of children, 
unlike the staff, will not know the ground rules. Children should be told what the visit is 
for, where they are going, and what behaviour is expected of them. You need to 
check that they understand road safety rules and know what to do in an emergency – 
for instance if they get separated from the main party. 

WHAT TO TAKE ON A VISIT 

This will vary according to the type of visit, but for everything other than a very local 
activity you should take: 

1. the children's consent/medical forms, 

2. a first aid kit, 

3. an emergency contact card, ( Lost Card) 

4. any paperwork relevant to the visit, such as admission tickets, booking 
confirmation, 

5. a mobile phone (in case of emergency), 

6. crisis line card, 

7. inhalers, Epipens, and any similar medications.  NB. These must be with the 
appropriate staff if the group splits up during any part of the visit. 

8. Updated class lists (these must be given to all adults on visit).  The leader must 
also have access to a photo of all the children and adults for the police in cases 
of emergency (this can be obtained from the office if necessary) 

For every trip, whether close to the school or not, the organiser/leader must carry an 
accurate list of the children involved. This should include date of birth, address and 
medical facts, and a list including this information can be printed off by the office for 
each class on request. The organiser must consider who else should carry this 
information, having regard to the sensitivity and/or confidentiality of certain items if 
volunteers are involved. As a minimum, any person looking after a group of children 
should be given a list of names of those for whom they are responsible. This list should 
also include details for all staff & volunteers. 
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FINANCE 

Most visits have a financial cost, and this needs to be calculated at the planning stage. 
Organisers must include not only transport costs but also admission charges, insurance 
costs (advice can be given by the School Business Manager about this) and any other 
fees or donations involved.  If adults are to be charged admission the cost must be 
added to the total. If taking a group out of school involves bringing in a supply teacher 
to work with those left in school, the cost should be included – please discuss this with 
the Headteacher at an early stage. To arrive at a price per child divide by the total 
number of children then round the figure up to avoid odd pennies.  The office will 
check your calculations. If several classes are doing the same trip at different times in 
the same school year the whole lot should be booked and costed as one to avoid 
charging different prices.  Please be aware that consideration must be given to VAT 
when deciding the charge to be levied to parents.  Some venues and hotels may be 
VAT registered, if so, the VAT can be claimed back which will reduce the cost to 
parents.  It is essential, therefore, that you establish whether the venue is VAT registered 
at the time of booking so that parents can be charged correctly. 

The Pupil Premium may be used to make up the shortfall for families who cannot make 
a financial contribution if they are eligible for such funding. Families may apply to the 
headteacher to request deferred or alternative payment schedules if they find the 
repayments hard to make. These will be completely confidential and the office will issue 
a form for the family to complete to request a deferred payment plan. Organisers 
should liaise with the Headteacher about any predicted shortfalls before the trip takes 
place (if known).  The exact shortfall should be calculated by the office and the 
Headteacher will make a decision about the trip’s viability based on this. 

INFORMING PARENTS 

To enable parents to give informed consent for their child to go on a visit and to find 
the money to make a contribution, they should be given full details of visits well in 
advance. The purpose of the visit and the main activities should be explained, with 
details of anything the children are expected to bring. Times should be clearly stated. 
This information can be taken from the visit form (See Appendix 14) and put into a 
standard letter by the office but it is still the organiser’s responsibility to check that the 
letter is correct. 

ACCIDENTS AND EMERGENCIES 

However well any activity is planned something may go wrong. If it is a minor problem it 
can be dealt with on the spot and the school informed in due course. However, if a 
major emergency occurs the organiser and other staff should follow this procedure: 

• Call for relevant emergency services. 
• Share the problem with other staff. 
• Make sure all the children and adults are accounted for. 
• If there are injuries assess their extent, administer first aid. 
• Call appropriate emergency services if necessary. 
• Any injured pupil taken to hospital should be accompanied (preferably by an adult 

they know) and information from the consent form should go with them or be 
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communicated to the hospital as soon as possible. Make sure you know which 
hospital is involved – don’t make assumptions. 

• Record the names of those injured. 
• Record witnesses’ observations and their names and addresses. 
• Ensure the rest of the group are adequately supervised, evacuated as necessary 

and informed of what has happened and what is going to happen next. 

Inform the Headteacher as soon as possible of what has happened – remember news 
travels fast. Do not speak to any press agents.  Do not allow other members of the 
group to make telephone calls before you have done this.  

• 01858  465479 School number. 
• 07817 773683 or 0116 2402710 Headteacher (out of school hours).  
• 07380 184547 Deputy Headteacher (out of school hours). 

The Headteacher will immediately initiate the Emergency Action plan and contact the 
Education Department via Crisis Line, and they will designate someone to deal with the 
media – staff on the trip should refer all media enquiries to them and should be particularly 
careful not to give details of those injured. If you cannot get hold of the Headteacher, ring 
Crisis Line direct on: 

0800 953 1515 
PROCEDURES 
Prior to the booking of any visit, the proposed date must be checked with the 
Headteacher/School office. 

The organiser of any visit must complete all relevant details on the appropriate forms 
(See Appendix 14 and 15) and submit this to the Headteacher as shown in the table 
below. This also shows when letters should go to parents and when contributions are 
expected. 

 

TYPE OF VISIT FORM TO HEAD LETTER TO PARENTS MONEY 
RECEIVED BY 

Category 1 visit 1 working week 
beforehand 

3 days before visit 
if necessary 

N/A 

Sports away fixtures, etc 1 working week 
beforehand 

3 days before visit N/A 

Other non-residential visits 4 working weeks 
beforehand 

4 working weeks 
beforehand 

1 working 
week 
beforehand 

Residential visits 5 months 
beforehand 

4 months 
beforehand 

1 month 
beforehand 
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Please note if these deadlines are not met a trip is unlikely to be authorised. 

The Headteacher will check details and either approve the visit, refer back to the 
organiser, or pass on for Governors' approval as appropriate. The organiser is then 
responsible for following up all the necessary details, in particular for ensuring that the 
relevant consent is obtained from parents. 

A list of the children involved in any visit, plus any changes to the adults compared with 
the original form, must be left with the office staff immediately prior to leaving the 
school. For any non-residential visit involving financial contributions from parents, a 
financial summary must be given to the Headteacher on the day after the visit, with 
class list(s) showing amounts received, families who have not paid, absences on the 
day and any refunds due. Similar information is required for residential visits, as soon as 
all information is available. 

HEALTH & SAFETY 

All teachers must read the attached Appendix 1. before planning any educational trip. 
They should note particularly the roles and responsibilities of the group leader, teachers, 
adult volunteers and children. 

All staff involved in Educational Visits must also read the document ‘Guidance for the 
Conduct of Educational Visits and Adventurous Activities’, particularly Section 5 
‘RESPONSIBILITIES AND DUTY OF CARE’ and DfE document ‘Health and Safety of Pupils 
on Educational Visits’ (1998)  

Specific guidelines on the conduct of Residential Visits and Swimming are also available 
and should be read by all staff involved. 

Signing the visit forms (See Appendix 14 and 15) should only be done AFTER ALL STAFF 
INVOLVED IN THE VISIT HAVE READ THE APPROPRIATE DOCUMENTATION 

PAPERWORK 

Copies of the appropriate forms are attached, along with specimen letters which 
should be completed and attached to the form as appropriate when it is submitted to 
the Headteacher. 

The Leicestershire and DfE Guidance files may be consulted for more detail – ask the 
Headteacher. 

Kerry Rodger 

Headteacher/ EVC Co-ordinator, on behalf of the Governing Body 

Signed_________________________________  Date______________________ 
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APPENDICES: 

1. Health and Safety Details (Health and Safety at Work etc. Act 1974 and 
Regulations 1992) 

2. LEA Form A1 Notification of School/College Residential Visits 

3. Risk Assessment Form (Sample) 

4. Appendix 4 Fire Safety 

5. Appendix 5 Using Commercial Centres 

6. Residential Trip Parents Information Sheet (Sample) 

7. Residential Trip Medical/Consent Form (to be sent out 1 month prior and 
returned at least 2 weeks before the trip) 

8. Residential Trip Medicines Form (Sample) 

9. Educational Visit Medical Consent Form (Category 2) for all pupils including new 
admissions. 

10. First Aid Provision Leaflet 

11. Transport Safety 

12. Trip Organiser’s Checklist 

13. Sample Letter to Parents 

14. Visit Form Category 2 (Non-Residential) including Sports Away Fixtures 

15. Visit Form Category 3 (Residential) 

16. School Office Trips Form 

When a trip/activity date has been approved by the office/Headteacher, the office will 
issue Appendix 12 Checklist and the relevant paperwork pack to the identified trip 
leader. 
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APPENDIX 1: HEALTH & SAFETY OF PUPILS ON EDUCATIONAL 
VISITS:  DfEE (December 1998) 

Outline of Chapter 1:  Responsibilities for Visits 

INTRODUCTION 

Health and Safety of Pupils on Educational Visits is a ‘working document’, packed with 
detailed information about the planning and conduct of school visits.  Because of this, 
much of it is not amenable to summarising.  It contains the following chapters: 

1.  Responsibilities for Visits 

2.  Planning Visits 

3.  Supervision 

4.  Preparing Pupils 

5.  Communicating with Parents 

6.  Planning Transport 

7.  Insurance 

8.  Types of Visits 

9.  Visits Abroad 

10.  Emergency Procedures 

11.  Model Forms (for use by schools and group leaders). 

Of these, only Chapter 1 has been summarised - by means of a checklist of the legal 
requirements and roles/responsibilities of those involved. 

RESPONSIBILITIES FOR VISITS 

The Legal Framework (Health & Safety at Work etc Act 1974 and Regulations 
1992) 

Employees are responsible for the health, safety and welfare of participants in off-site 
visits. 

The LEA is the employer for county, controlled and special agreement schools (as from 
1/9/99 for Community, Voluntary Controlled and Community Special Schools), the 
Governing Body is the employer for CTCs, Voluntary Aided and GM schools (as from 
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1/1/99 for Foundation, Voluntary Aided and Foundation Special Schools) and the 
owner, governors or trustees are the employers for independent schools. 

Employers must: 

• assess the risk of activities; 
• introduce measures to control these risks; 
• tell their employees about the measures they have introduced; 
• have written procedures for arranging visits, including procedures for approval (but 

decisions about visits are usually delegated to the Headteacher). 

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; 
• act in accordance with teachers’ common law duty (ie as a reasonable parent 

would in the same circumstances); 
• follow the written procedures for arranging visits, including obtaining the 

Headteacher’s prior approval. 

The role of the Health and Safety providers: 

• provide written guidelines for Governors, Heads and teachers - including advice on 
risk assessment; 

• assess proposals for certain types of visit; 
• ensure that training needs have been addressed; 
• provide access to named staff for advice; 
• maintain appropriate insurance cover; 
• have procedures in place to monitor and review safety during off-site visits and 

activities. 

The role of Governing Bodies 

As our Governing Body is the employer, it should: 

• ensure that the visit has a specific and stated objective; 
• ensure that the Headteacher/group leader shows how his/her plans comply with 

regulations and guidelines and reports back after the visit; 
• ensure that they are informed about less routine visits well in advance; 
• assess proposals for certain types of visit (eg for overnight stay or visits outside the 

UK) and, if appropriate, submit these to the LA. 

The role of Headteachers 

Headteachers should ensure that: 

i. visits comply with regulations and guidelines; 
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ii. the group leader is competent to monitor the risks throughout the visit; 

iii. they are clear about their own role if taking part in the visit as a group 
member/supervisor. 

They should also ensure that: 

• adequate child protection/safeguarding procedures are in place; 
• all necessary actions have been completed before the visit takes place; 
• the risk assessments have been completed and appropriate safety measures are in 

place; 
• training needs have been assessed by a competent person, and the needs of staff 

and pupils have been considered; 
• the group leader has experience in supervising the age groups; 
• the group leader (or another teacher) is competent to instruct in the activity and is 

familiar with the location/centre; 
• group leaders are given sufficient time to organise the visit properly; 
• the teacher supervisors are vetted for their suitability; 
• the supervisor-pupil ratio is appropriate; 
• the LA or Governing Body, as appropriate, has approved the visit; 
• parents have signed consent forms; 
• arrangements have been made for the medical and special educational needs of 

all pupils; 
• adequate first aid provision will be available; 
• the mode of travel is appropriate; 
• travel times, pick-up and drop-off points are known; 
• there is adequate and relevant insurance cover; 
• they have the address and telephone number of the venue and a contact name; 
• a school contact has been nominated, with details given to the group leader; 
• the group leader, supervisors and school contact have a copy of the emergency 

procedures, the names of everyone in the group, and contact details of next of kin; 
• there is a contingency plan for any delays, including a late return home. 

The role of the group leader 

The group leader (a teacher designated by the Headteacher) should have overall 
responsibility for the supervision and conduct of the visit.  S/he should: 

• obtain the Headteacher’s prior agreement for the visit; 
• follow the health and safety regulations, guidelines and policies; 
• appoint a deputy; 
• clearly define each group supervisor’s role and ensure all tasks have been assigned; 
• be able to control and lead pupils of the relevant age group; 
• be suitably competent to instruct pupils in an activity and be familiar with the 

location/centre; 
• be aware of child protection issues; 
• ensure that adequate first-aid provision will be available. 
• undertake planning and preparation for the visit, including briefing group members 

and parents; 
• undertake a comprehensive risk assessment; 
• review visits/activities and advise the Headteacher where adjustments may be 

necessary; 
• ensure that teachers/supervisors are aware of what the visit involves; 
• have enough information to assess the suitability of pupils proposed for the visit; 
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• ensure an appropriate ratio of supervisors to pupils; 
• consider stopping the visit if the risk is unacceptable and have procedures in place 

for this; 
• ensure that supervisors have details of the school contact and that they, and the 

contact, have a copy of emergency procedures; 
• ensure that supervisors have details of pupils’ medical or special educational needs; 
• observe the guidance for teachers and other adults set out previously. 

The role of teachers 

Teachers on school-led visits act as employees of the academy, whether the visit take 
places within or outside normal school hours.  They must do their best to ensure the 
health and safety of everyone in the group, follow the instructions of the group leader, 
and help with control and discipline.  They should also consider stopping the 
visit/activity (notifying the group leader) if they consider that the risk is unacceptable. 

The role of adult volunteers 

Non-teacher adults should be clear about their roles and responsibilities.  Those acting 
as supervisors must: 

• do their best to ensure the health and safety of everyone in the group; 
• not be left in sole charge of pupils (unless previously agreed); 
• follow the instructions of the group leader and teacher supervisors, and help with 

control and discipline; 
• speak to the group leader/supervisors if concerned about the health and safety of 

pupils at any time during the visit. 

The responsibilities of pupils 

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

• not take any unnecessary risks; 
• follow the instructions of the leader and any other supervisors (including those at the 

venue); 
• dress and behave sensibly and responsibly; 
• if abroad, be sensitive to local codes and customs; 
• look out for anything which might be a threat and tell the leader or supervisor about 

it. 

Pupils whose behaviour may be considered to be a danger (to themselves or the 
group) will be excluded from the visit.  If this occurs, the curricular aims of the visit will be 
fulfilled in other ways wherever possible. The headteacher is the only person able to 
make this decision. 

Parents 

The group leader should: 
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• provide both written information and briefing sessions to help parents decide 
whether their child should do on the visit; 

• tell parents how they can help prepare their child for the visit (eg by reinforcing the 
visit’s code of conduct); 

• ask parents to agree the arrangements for sending a pupil home early and who 
should meet the cost; 

• make special arrangements, if necessary, for parents for whom English is a second 
language. 

Parents will need to: 

• provide the group leader with emergency contact number(s); 
• sign a consent form; 
• give the group leader information about their child’s emotional, psychological and 

physical health which might be relevant to the visit - usually by means of the 
consent form. 

• Provide in-date medication on the day of the trip to the named adult. 
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APPENDIX 2 

NOTIFICATION OF SCHOOL RESIDENTIAL VISITS 

School/College: Meadowdale Primary School DfEE No.: 8552002 

Contact Address: Meadowdale Road, Market Harborough 

Date Of Departure:     Date Of Return:     

 

Numbe
r in 

party  

AGE 5 6 7 8 9 10 11 12 13 14 15 16 17 18+ TOTAL 

(by age BOYS                

group) GIRLS                

 

Accommodation Address:           

        Telephone No.:    

Aim or Purpose of Visit:           

Activity Centre Licence No. (if applicable):        

Mode of Transport:    Operator/Tour Company Tel.:    

 

Staff Name M/F Qualifications Staff Party Leader 

 1.    

 2.    

 3.    

 4.    

 5.    

*   Please also list non-teachers or volunteers who may be used as Assistant Leaders/Instructors. 

*   Please list overleaf or enclose Programme of Activities. 

I/We certify that:  (Please delete sections that do not apply.) 

1.  Parents have been fully informed and have signed the consent form. 

2.  The visit has the approval of the School Governors. 
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3.  All monies collected and accounts will be subject to audit. 

4.  The appropriate sections of Guidance for Educational Visits and Adventurous Activities 
have been read by all adults accompanying the group. 

5.  A preliminary visit has been made to the area/all available information on the area has 
been obtained. 

6.  Additional insurance has been arranged. 

Signed: ………………………………………. ……………………………………… 

Name:  ……………………………………….……………………………………… 

  (Party Leader)     (Headteacher) 

Date: ……………………………………. 

To be returned to: 

Adviser/Inspector (PE) 

Room 121 

Education Department 

County Hall 

Glenfield 

Leicester LE3 8RF 

OFFICE USE 

RECEIVED  

ADV  

REFERENCE  
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APPENDIX 3: RISK ASSESSMENT FORM 

RISK ASSESSMENT 

Site 
Location: 

 Date of last 
assessment: 

 Date of new 
assessment: 

 

 

Activity/situation: 

 

 

 

Leader: 

 

   

 

HOW TO USE THIS FORM 

1.  Identify potential hazards, eg walking on roads, sunburn, getting lost, travelling 
by ferry. 

2.  Identify those at risk, eg young people, leaders and other adults. 

3.  Identify potential outcome and its likelihood and give numerical value.  Multiply 
your two values to arrive at your risk rating. 

4.  Where the risk is medium or high, either identify over-leaf the action required to 
reduce the risk or do not proceed with the activity. 

 

Hazards identified (Note: 
any serious and imminent 

danger will need 
procedure, etc) 

Person(s) 

at risk 

Potential 

outcome 

Likelihood
/ 

Probability 

Risk 

Rating 

Risk 

L/M/H 

 

 

     

ACTION REQUIRED 

 

 

 

 

 

     



18 

 

ACTION REQUIRED 

 

 

 

 

l     

ACTION REQUIRED  

 

 

PERSONS AT RISK 

L Leader 

OA Other Adults 

YP Young People 

I Instructor 

PV Public/Visitor 

 

RISK RATING 

1-5 Low 

6-12 Medium 

12+ High 

 

 

Potential Outcome Numerical 
Value 

Minor Injury 1 

Injury needing medical 
attention 

2 

Injury - off work/school 3 

Serious injury/long-term 
sickness 

4 

Fatality 5 

 

Likelihood/Probability Numerical 
Value 

Unlikely 1 

Low possibility 2 

Possible 3 

Probable 4 

Near certainty 5 

 

Assessment and Action Plan prepared 
by:  

      

Date:       
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RISK ASSESSMENT ACTION PLAN:  to be completed in the event of the initial assessment 
resulting in medium/high risk: 

 

ACTIVITY/SITUATION/HAZARD ACTION REQUIRED TARGET DATE 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 

Assessment and Action Plan prepared by:        

Date:      Next Assessment due:     
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APPENDIX 4: FIRE SAFETY 

Checklist for fire precautions and evaluation procedures 

• All premises with fire certificates should have fire routine notices and explain the 
emergency fire route. 
Obtain advice from the management on the means of escape available from the 
premises, including standing camps, and investigate ALL means of escape to ensure 
that they are adequate and unobstructed and, if there are locked doors, that they 
can be readily opened from inside. 

• Always familiarise yourself and those in your charge with the alternative escape 
routes by physically checking them.  A fire drill should be conducted as soon as 
possible after arrival.  Identify the assembly point and ensure the whole party is 
familiar with its location. 

• Check on fire alarm call point positions.  Ensure that each member of the group 
knows where the nearest call point is located in relation to his/her room and 
arrange for the alarm system to be rested so that the members of the group can 
hear and recognise the alarm.  If your room is too far from other members of the 
group or from an escape staircase or escape route, insist on being moved or 
changes made. 

Outline of procedure in event of fire 

• In the event of an outbreak of fire on the premises, you should give priority to the 
evacuation of persons in your group and on checking that all are accounted for. 

• Do not use the lift. 
• On operation of the fire alarm systems, all members of the group should proceed in 

a calm and orderly manner to the pre-arranged assembly point. 
• If it is safe to do so, you should check that those in your group have heard the alarm 

and are evacuating the premises. 
• Check that all persons are accounted for by carrying out the full roll call as soon as 

possible at the assembly point. 
• If any members of the group are found to be missing on roll call, report them 

immediately and without fail to the fire officer in charge at the scene. 
• On no account should you, or any member of your group, re-enter the premises to 

locate or attempt to rescue missing persons after carrying our the procedures 
above. 

• No-one should re-enter the premises until permission is given by the fire officer in 
charge at the scene. 

• Special precautions against fire are necessary at standing camps, particularly 
during periods of dry, hot weather.  Procedures must be established about conduct 
in the event of a fire. 
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APPENDIX 5: USING COMMERCIAL CENTRES 

CHECKLIST FOR USING A CENTRE 

The following guidance is offered, in the form of a series of questions which can 
reasonably be asked of a centre you may consider using: 

1. Recognition/accreditation 

• If providing in-scope adventurous activities is the centre licensed by the Adventure 
Activities Licensing Authority? 
 

• If not providing adventurous activities is the centre recognised or accredited by 
either: 

o Leicestershire County Council? 
o Local Tourist Board? 
o A National Governing Body? 
o School and Group Travel Association (SAGTA)? 
o British Activities Holidays Association? 
o Association of Residential Providers? 
o Is the centre licensed to provide in-scope adventurous activities is provided? 

 
• Where appropriate, is that centre/company bonded by ABTA and/or ATOL? 

2. Management and staffing 

• Is there a written policy for staff recruitment, training and assessment which ensure 
that all staff with a responsibility for the safety and welfare of participants are 
competent to undertake the duties to which they are assigned. 

• Does the centre take all reasonable steps to check all staff for criminal history 
and/or involvement in civil action for damage or negligence? 

• Is there a clearly understood chain of command? 
• Are there written operating policies for activities offered? 
• Are all staff who lead groups qualified by the appropriate National Governing Body?  

If no National Governing Body exists does the Centre guarantee leaders have been 
appropriately trained? 

• Is there a written staff list with names, ages and qualifications available? 
• Will groups always have ready access at all times to a suitably qualified First Aider? 

3. Equipment 

• Is all equipment safe, appropriate, correctly sized and a good fit for individual 
participants? 
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• Where applicable does the centre guarantee that equipment meets the 
appropriate UIAA, BSI, BMIF, CEN (or other equivalent), Nationally accepted safety 
standards? 

• Is the equipment use and condition subjected to frequent checks and the results 
recorded in an equipment log? 

4. Health, safety and emergency policy 

• Are there written accident and emergency procedures? 
• Are all staff practised and competent in these procedures? 
• Will there be a fire practice soon after arrival? 
• Does the centre have adequate public liability and third party insurance? 
• Is a copy of the current certificate available? 

5. Accommodation 

Not all establishments will provide residential accommodation and on many occasions 
activities will include overnighting in single accommodation such as tents, bivouacs, 
mountain huts and bunk houses.  However, where permanent accommodation is 
provided at a centre, or where providers sub-contract this out, organisers should ask: 

• Are there adequate provisions for the storage of cloths, rucksacks and other 
equipment? 

• Are there washbasins (with hot and cold water) with mirror for every 10 participants? 
• Is there adequate heating? 
• Do sleeping areas have at least one external window for ventilation? 
• Are there separate male and female sleeping areas? 
• Is there a drying room? 
• Is there adequate provision for sick participants? 
• Is there a bath or shower (with hot and cold water) for every 15 participants and 

one WC for every 10 participants? 
• Are fire regulations fully observed? 
• Is a fire safety policy in place? 
• Is there a fire practice soon after arrival? 
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APPENDIX 7: RESIDENTIAL TRIP CONSENT FORM   

CHILD’S SURNAME: ________________________ CHILD’S FORENAME:    

CLASS:                YEAR:    

1. Ailments 

Does your child suffer from any of the following: 

a. Travel sickness b Epilepsy c. Migraine d. Hay Fever 

e. Asthma  f. Diabetes g. Toileting difficulties 

h. Allergies (including medicines) See below:- 

Is your child allergic to any medication?  YES/NO 

If YES, please give details: 

Has your child had a tetanus injection in the last five years?  
 YES/NO 

2. Health 

Does your child suffer from any other medical complaint or ailment that will 
cause difficulty when partaking in strenuous walking or sport?  YES/NO 

If YES, please give details: 

3. Medication 

Is your child currently taking any medication (including inhalers)? YES/NO 

If YES please give details: 

4. Infections 

To the best of your knowledge has your child been in contact with any 
contagious/ infectious diseases or suffered from anything that may be 
contagious/infectious, in the last four weeks? YES/NO 

If YES please give details: 
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CONTACT DETAILS 

I can be contacted by telephoning the following numbers (please include area code): 

Work:       Home:         

Address:             

If not available at above, please contact: 

Name:       Telephone:     

Address:             

Details of family doctor: 

Name of Doctor:      Telephone:     

Address:             

National Health Number:          

CONSENT DETAILS 

I agree to my son/daughter taking part in the __________________residential trip and 
agree to his/her participation in the activities. I acknowledge the need for obedience 
and responsible behaviour on his/her part. 

I undertake to inform the school of any change in the medical circumstances between 
the date of signing and the date of the visit. 

I agree to my child receiving emergency medical treatment, including anaesthetic and 
blood transfusions as considered necessary by the medical authorities present. 

SIGNED:                          (Parent/Guardian)  DATE:    

NAME:             

THIS FORM OR A COPY WILL BE TAKEN BY THE LEADER ON THE ACTIVITY AND A COPY 
RETAINED IN SCHOOL 
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APPENDIX 10: FIRST AID PROVISION 

First aid provision should form part of the risk assessment for all visits. This will help to 
determine first aid staffing and equipment.  

On each visit one of the staff must be prepared to take the lead in managing first aid 
and take the role of appointed person. It is recommended that a competent first aider 
(with relevant epipen training) accompany visits, with a readily available first aid kit and 
the arrangements for providing first aid must be clear to all staff involved.  

The minimum first aid provision is: 

• a suitably stocked first-aid box 
• a person appointed to be in charge of first aid arrangements. 

For residential visits at least one adult should hold a recognised Emergency Aid or First 
Aid at Work qualification. 

First aid should be available and accessible at all times.  If a first aider is attending to 
one member of the group, there should be adequate first aid cover for the other 
young people.  The Head or group leader should take this into account when assessing 
what level of first aid facilities will be needed.  The contents of a first aid kit will depend 
on what activities are planned.  The Health and Safety Executive recommend the 
following minimum stock where no special risk has been identified: 

• a leaflet giving general advice on first aid 
• six individually wrapped sterile adhesive dressings 
• one large sterile, unmedicated wound dressing, approximately 18 cm x 18 cm 
• two triangular bandages 
• two safety pins 
• individually wrapped moist cleansing wipes for cleaning aiders’ hands, not for 

wounds 
• one pair of disposable vinyl or latex gloves. 

Full details of our HR policy relating to First Aid can be found in Code of Practice No 1. 

• Travelling First Aid packs should always be taken on visits and activities. 
• On residential visits it is essential for the leader to ensure first aid provision is available 

out of normal working hours. 



 

26 

 

APPENDIX 11: YOUNG PEOPLE AND TRANSPORT SAFETY 

For fuller guidance please refer to Administrative Memorandum No 81. 

Young people using transport on a visit should be made aware of basic safety rules, 
including: 

• arrive on time and wait for the transport away from the road, track, dock, etc. 
 

• do not rush towards the transport when it arrives 
 

• wear your seatbelt and stay seated whilst travelling on transport 
 

• make sure your bags do not block aisles on the transport 
 

• never throw things out of the transport vehicle’s windows 
 

• never get off a vehicle held up by traffic lights or in traffic 
 

• never run about whilst transport is moving, or pass someone on steps or stairs 
 

• never kneel or stand on seats, or otherwise impede the driver’s vision 
 

• never distract or disturb the driver 
 

• stay clear of automatic doors/manual doors after boarding or leaving the transport 
 

• after leaving the vehicle, always wait for it to move off before crossing the road 
 

• if you have to cross roads to get to the transport, always use the Green Cross Code 
 

• If you feel unwell whilst travelling tell the teacher or responsible adult, or the person 
who is otherwise responsible for the group 
 

• contingency arrangements if separated from the main party. 
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APPENDIX 12: EDUCATIONAL VISITS ORGANISERS CHECKLIST 

PRIOR TO VISIT  

Teachers/Trip Leaders  

1. Read ‘Guidance for the Conduct of Educational Visits and Adventurous Activities’ 

(Leics doc) � 

‘Health and Safety of  Pupils on Educational Visits’ (DfE) � 

‘Meadowdale Primary School’s Notes of Guidance’ � 
2. Completed Visit Form –either category 2 or category 3 � 
3. Carried out risk assessment and completed appropriate forms � 

Office 

1. Issued letters to parents � 

2. Received all payments and consent received via Parentpay � 
3. Confirmed visit details with venue and coach company etc. � 

4. Arranged additional insurance cover � 
5. Completed ‘School Trip Office Form’ �  

ON THE DAY 

1. Briefed all adults & children on responsibilities and Health and Safety issues � 

2. Signed pupils out � 

3. Provided updated lists of pupil groups to all staff & helpers, and the office � 

4. Provided medical information lists to all staff and helpers � 

5. Discussed with the children what to do in the event of getting lost � 

6. Collected First Aid Kit and Travel Kit � 

7. Collected inhalers, epipens and other medicines � 

8. Collected school mobile phone � 

9. Collected paperwork relevant to visit �  
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APPENDIX 13 

 

Name of Child: 
Pupil at MEADOWDALE Primary 
School 
Market Harborough, Leics LE16 7XQ 
Please contact Trip Mobile: 
 
Main School Number :  01858 465479 



 

29 

 

APPENDIX 14: VISIT FORM -CATEGORY 2 (Non-Residential) 
Including Sports Away Fixtures 

Please complete as fully as possible and submit to the Headteacher as soon as possible 
(Not later than two weeks before the date of the visit.) 

Organiser’s Name:  Date of Visit:  

 

Teacher in Overall Charge : Person I/C First Aid:  

Time leaving school:  Time back at school:  

Place(s) to be visited:  

Contact name/telephone number:  

The destination is: 

(please tick one box) 

In Leicestershire? 

 

Outside Leicestershire? 

 

Purpose of visit and specific educational objectives: 

 

Which children will be involved (eg Class/Year 
Group): 

 

How many children are involved: 

 

Names and specific responsibilities of staff accompanying the visit: 

(Also include information such as qualifications/experience of staff not employed by 
the school) 

 

Name and specific responsibilities of other adults accompanying the visit: 

 

Overall adult : pupil ratio: 1: 1 :  

Will the party be out over lunchtime? YES/NO 

Maximum number of free packed lunches required:  

First Aid Kit Prepared: YES/NO Medical Details Prepared: 
YES/NO 

Mobile Phone: 
YES/NO 
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Existing knowledge of place(s) to be 
visited: 

Is an exploratory visit required? YES/NO 

Any other information: 

 

A risk assessment has been completed and is attached.  I have read the notes of 
guidance for visits and off-site activities and will follow the arrangements set out for this 
type of visit.  Also attached is the information that will be sent to parents. 

Organiser’s Signature:       Date:  

Group Leader’s Signature:      Date:  

Headteacher’s signature giving approval on behalf of the Governors: 

         Date:  

How many letters home needed?  Please attach completed sample to this 
form 

 

 

PLEASE COMPLETE THE OTHER SIDE OF THIS FORM IF APPROPRIATE 
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Financial arrangements: 

Costs: 

Admission charge: number of children   

Admission charge: number of adults  
  

One-off admission charge 

Other (specify)      

Transport (office will supply this figure) 

 

@ £    each 
= 

@ £    each 
= 

 

 

£   (A) 

£   (B) 

£   © 

£   (D) 

£   (E) 

Total costs of visit     (A+B+C+D+E) £   (F) 

Divide by number of children to arrive at cost per child £   (G) 

Rounded up to give contribution requested from parents £   (H) 

Number of children who may not contribute (ie in receipt of free 
school meals)     @ £     (H) 
each = 

 

£   (I) 

Expected subsidy required    (F - I) £   (J) 

 

FOR OFFICE USE    

Transport Quotes: 

Company: 

Price: 

 

 

    

£     

 

    

£     

 

    

£     

Transport confirmed 

Initials and date 

   

 Form 
copied/returned 

Letters printed Kitchen informed 

Initials and date    
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APPENDIX 15: VISIT FORM - RESIDENTIAL VISITS (CATEGORY 3) 

Please complete as fully as possible and submit to the Headteacher within 5 months of 
the proposed date of the visit. N.B. Form A1 must also be completed and returned to 
County Hall at least 6 weeks prior to visit and copies provided for the Headteacher. 

Organiser’s Name:  

 

Date of Visit:  

 

Date & time leaving school:  

 

Date & time back at school:  

 

Places to be visited: 

 

Accommodation to be used (indicate type of accommodation, ‘phone number and 
full postal address): 

 

Contact name/telephone number: 

 

The destination is: 

(please tick one box) 

In Leicestershire (incl City)? 

 

Outside Leicestershire? 

 

Purpose of visit and specific educational objectives: 

(A programme of activities should be attached, even if provisional at this point.) 

Which children will be involved (eg Class/Year 
Group): 

How many children are involved: 

Names and specific responsibilities of staff accompanying the visit: 

(Also include information such as qualifications/experience of staff not employed by 
the school) 

 

Name and specific responsibilities of other adults accompanying the visit: 

 

Overall adult : pupil ratio: 1 :  
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Maximum number of free packed lunches required for the first day:  

Existing knowledge of place(s) to be 
visited: 

 

Is an exploratory visit required? YES/NO 

Any other information: 

 

How many letters home required?  Please attach completed sample to 
this form. 

 

 

PLEASE COMPLETE THE OTHER SIDE OF THIS FORM 

Financial arrangements: 

Costs: 

Accommodation: number of children   

Accommodation: number of adults  
  

Admission charge: number of children   

Admission charge: number of adults  
  

One-off admission charge 

Other (specify)      

Transport (office will supply this figure) 

 

@ £    each 
= 

@ £    each 
= 

@ £    each 
= 

@ £    each 
= 

 

 

£   (A) 

£   (B) 

£   (C) 

£   (D) 

£   (E) 

£   (F) 

£   (G) 

Total costs of visit    (A+B+C+D+E+F+G)) £   (H) 

Divide by number of children to arrive at cost per child £   (I) 

Rounded up to give contribution requested from parents £   (J) 

Any subsidy required (please give details, eg known cases of 
hardship, etc): 

 

 

£   (K) 

A risk assessment has been completed and is attached.  I have read the notes of 
guidance for visits and off-site activities and will follow the arrangements set out for this 
type of visit.  Also attached is the information which will be sent to parents. 
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Organiser’s Signature:       Date:  

Group Leader’s Signature:      Date:  

Headteacher’s signature giving approval on behalf of the Governors: 

         Date:  

 

FOR OFFICE USE    

Transport Quotes: 

Company: 

Price: 

 

 

    

£     

 

    

£     

 

    

£     

Transport confirmed 

Initials and date 

   

 Form 
copied/returned 

Letters printed Kitchen informed 

Initials and date    
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MEADOWDALE PRIMARY SCHOOL 

FINANCIAL SUMMARY FOR RESIDENTIAL VISIT 

 

Date of visit: 

 

Destination: 

 

Total costs of visit: 

 

 

£      

Total contributions 
received: 

 

 

£      

LESS refunds required: 

 

 

£    net income = 

 

£      

Actual subsidy: 

 

 

£      

 Signature of Organiser:   Date: 

 

 

Please submit official class lists with this summary to show contributions made, children 
from whom contributions are not expected, actual attendance or absence for the visit 
and refunds needed. 

Also enclose all receipts (stating VAT numbers)  
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APPENDIX 16: VISIT FORM - RESIDENTIAL VISITS Review form 
(CATEGORY 3) 

Please complete as fully as possible and submit to the Headteacher 2 weeks after visit. 
N.B. This form will be shared with Governors. 

 

Organiser’s Name:  

 

Date of Visit:  

 

Date & time leaving school:  

 

Date & time back at school:  

 

Place(s) visited: 

 

Purpose and objectives of visit: 

 

How were these met? 

 

Strengths: 

 

Areas of concerns: 

 

Key Incidents: 

 

Issues for next time: 

 

Comments: 

 

Signed by Trip Leader:                                                                                          Date: 

 

 


