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Procedures for Organising Educational Visits 
 

 
Rationale 
 
This policy has been produced with the aim of clarifying the procedures for school1 visits. 
This policy is not intended to be a complete guide to organising a visit but contains certain 
standard procedures that all staff should follow. 
 
Responsibility of the Local Authority 
• acts on behalf of the employer to discharge health and safety responsibilities for             

educational visits through: 
– producing policy and guidance, based on risk assessment, including defined          

standards of competence 
– monitoring arrangements to ensure compliance 
– providing training opportunities 
– providing associated information and advice 

• is informed by knowledge of educational objectives, legal requirements and relevant           
practical experience 

 
Responsibilities of the Educational Visit Co-ordinator (EVC) 

● ensures educational visits meet employer and establishment requirements 
● supports leaders and managers with approval and other decisions 
● assesses competence of prospective group leaders and staff  
● ensures risk assessments meet requirements 
● organises training and induction 
● ensures parents are informed and give consent 
● over-sees emergency arrangements 
● keeps records of accident or incident reports 
● reviews systems, monitors and evaluates practice 
● …….. all within a framework guided by “common sense” 

 
Responsibilities of the Visit Leader 

● has overall responsibility for the supervision and conduct of the visit including direct 
responsibility for young people’s health, safety and welfare  

● and must: 
❏ be approved by the EVC as competent and knowledgeable 
❏ comply with LA/MAT and establishment policies, procedures and paperwork 
❏ plan and prepare for the visit, assess the risks and organise emergency 

arrangements 
❏ define the roles and responsibilities of other staff and young people and ensure 

effective supervision 
❏ review and evaluate after each visit 

 
 
Arranging for a School Visit to take place 
 
All pupils should be given the opportunity to go on at least one educational visit in each half 
term. Subject and phase leaders should build up a library of recommended places to visit 
relevant to the school topic programme.  

1 ‘School’ refers to KH Primary School and KH Children’s Centre 
2 

 



 
Before booking an educational visit, the organiser should complete the Educational Visits 
Approval Form (Appendix A) and discuss their plans with the EVC lead to ensure that the 
visit is appropriate and to agree some provisional dates. Once this has been agreed, you will 
need to write a Risk Assessment (Appendix B) for the visit and present this to the EVC lead 
at least 2 weeks before the date of the visit.  
Please attach the Approval Form and letter to parents to the Risk Assessment. A copy of the 
signed risk assessment should be handed back to the Educational Visit Lead who keeps a 
file of all risk assessments. 
 
Wherever possible, travel should be by public transport. We are able to get free travel using 
London Underground for educational visits. This application to TfL needs to be processed at 
least 14 days before the date of the visit. This booking should be made by class teachers 
leading the visit. It will, however, sometimes be more appropriate to travel to some 
destinations by coach. Coach bookings should be made through the finance assistant. An 
order form should be signed by the EVC lead and then handed over to the finance assistant 
who should be given clear details about the date of the trip, the destination and the number of 
persons travelling (this should include the number of adults travelling).  
NB: Clearly indicate that you are booking a coach and not a bus, as buses do not have to 
provide seatbelts. 
 
To ensure that the required visits are booked and that parents receive appropriate notice all 
visits should be fully booked at least 2 weeks before the date of the visit. 
 
A paediatric first aider must accompany the visit whilst out of school for pupils in EYFS for 
any visit and for residential visits. Where possible, paediatric first aiders should accompany 
KS1 and KS2 pupils on any visit, however registered first aiders are also allowed if paediatric 
first aiders are not available. 
 
An educational visit day form (Appendix C) should be left at the office on the day of the visit 
to inform them of the number of pupils leaving the premises, which pupils are staying behind 
(if any) and in which class. 
 
Lunch Arrangements 
 
Pupils are entitled to be provided with a packed lunch. On the parent return slip, please 
ensure that there is a tick-box which asks if parents provide their children with their own 
packed lunch. You may need to order a few extra school packed lunches than the pupil 
request. The school cook should be informed in writing of the number of pupil who will require 
a packed lunch at least two weeks before the trip is due to take place, to order ingredients in 
advance. 
 
Notification of parents  
 
Written consent from parents/ carers is not required for pupils to take part in the majority of 
off-site activities by a school during school hours. This is only required once during pupil 
enrolment at the school. Written consent is usually only requested for activities that need a 
higher level of risk management or those that take place outside school hours. 
 
All parents should be informed in writing about a forthcoming visit at least two full weeks 
before the visit is to take place. Letters can be typed by the organising teacher or phase 
leader. A member of SLT assigned to the phase group should approve all letters to parents 
before they are circulated to parents. The letter to parents should include information about: 
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● the place being visited 
● the reason for the visit (i.e. links to the scheme of work) 
● the cost of the visit 
● transport arrangements 
● lunchtime arrangements 
● Time of departure and arrival back to school  

 
Collection of Money 
 
Class teachers should maintain a class list that clearly indicates those pupils for whom a 
permission slip has been received and those pupils who have returned payment. On a daily 
basis any money received should be sent to the school office to be kept safe. (See: Parental 
Contributions section below) 
A final list of the pupil taking part in the visit should be given to the office on the morning of 
the visit.  
On the day before the visit, the school office should be advised about how much money will 
be required at the time of the visit for fares etc. This will then be made available on the 
morning of the visit. Please note money sent to the office is paid into the school account and 
then you are given money from school account to pay for the visit. This is to allow us to keep 
a clear record of which visits are being subsidised.  
 
Parents should be given an opportunity to pay for a visit over a period of time and where 
possible visit leaders should try to take advantage of free opportunities to keep costs to a 
minimum. No child is ever excluded because of non-payment and it is understood that some 
of the visits require parental contribution. However, it is necessary for visit leaders to keep a 
record of the costs that they ask from parents so that the requests are reasonable. Pupil 
Premium Grant will be used for any pupils who are PPG and parents are unable to pay fully 
or are only able to pay a certain amount. 
 
No child should be allowed to take part in a school visit unless written permission from 
parents has been received. Verbal permission is not adequate. When a signature has been 
given, it must be from the adult with parental responsibility.  

 
Class TAs are allowed to make phone calls on the day to get verbal permission from parents/ 
carers if slips have not been handed in on time; however this should only be done as a 
matter of urgency. It is not the responsibility of office staff to make these phone calls. 

 
Parental contributions 
 
Money is brought in by pupils who then hands it to the teacher or TA, who will make a record 
of the child’s name and amount paid. The teaching assistant then brings the money to the 
office and completes a slip detailing the date and total amount of money being given to the 
office staff and signs the slip. The office staff signs to confirm that the amount is accurate. 
The money is then kept in the safe until time to bank.  
 
Guidelines for good practice on a School Visit 
 
A week before the visit takes place, year groups need to discuss the visit and risk 
assessment in planning meetings to ensure that all adults are aware of the potential hazards 
on the visit and discuss any questions that they may have. 
Pupils should be aware of the rules and procedures for visits before a group leaves school. 
This should be done with the pupils before the visit with the pupils being involved in the 
process. On visits that involve travelling beyond the local area, pupils should have competent 
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supervision. Staffing ratios for visits are difficult to prescribe as they will vary according to the 
activity, age, group, location and the efficient use of resources.  However, a general guide for 
visits to local historical sites and museums or for local walks, in normal circumstances, might 
be: 

● 1 adult for every 4 pupils in EYFS  
● 1 adult for every 6 pupils in years 1 to 3  
● 1 adult for every 8 - 10 pupils in years 4 and 5 
● 1 adult for every 10 – 15 pupils in years 6 

 
Visit leaders must assess the risks and consider an appropriate safe supervision level for 
their particular group.  For the majority of visits, there must be a minimum of one teacher. 
NB: Teaching Assistants who are specifically allocated to particular pupil should not be 
included in these calculations.  
 
All accompanying adults must be named on the risk assessment; this should include parents/ 
carers of pupils and any staff family member who may be accompanying school on the visit. 
 
If appropriate, the teacher organising the visit may allow pupils to take spending money. It 
should be made clear to the pupils that this money is their responsibility.  
 
Good practice for pupils 
● When travelling to and from school visits, pupils should not be allowed to eat or drink.  
● Pupils should not be allowed to bring cans or glass bottles. 
● Pupils should not be permitted to take mobile phones, electronic games or personal 

stereos with them on school visits.  
 
Learning before and after Educational Visits 
 
It is the requirement of all teaching staff to plan a series of lessons, which integrates the 
Educational visit into the learning journey. Pupils will be made aware why they are going to 
visit a place of interest, the objective and the outcome of the visit. After the visit, learning 
should be evident in the books with what the pupils have learned, experienced and taken part 
in.  
 
Parental support 
 
In EYFS and KS1, parents/ carers may be required to support the educational visit. All 
parents/ carers need to be deemed competent by a member of SLT. Staff need to inform 
EVC which parents/ carer they would like to take on the visit before any agreement has been 
given. Parents/ carers need to read and sign the ‘guidelines for parents/ carers’ form 
(Appendix D) before they can be allowed to join the visit. The form should be discussed and 
signed a day before the visit takes place with all parents by the visit lead. 
 
 
Inclusion 
 
All pupils in school have the right to take part in educational visits no matter their disability or 
educational need. Reasonable adjustments need to be made so they can be included. 
Activities may need to be adapted so that pupils are able to access the learning. Individual 
risk assessments will be carried out for those pupils who are at risk. (Appendix E) Pupils can 
only be excluded from visits when their behaviour can cause significant safety risk to 
themselves and others during the visit or if they are excluded from school; following the 
school’s policy and procedures for exclusions. 
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Emergency Procedures 
 
In the event of a medical emergency on a school visit: 
● In conjunction with the First Aider, the Visit Leader will make the decision as to whether 

the emergency services need to be called.  
● The visit leader will make the decision as to who will accompany the child and who will be 

responsible for the rest of the group. 
● The Headteacher or Deputy Headteacher need to be contacted and the LEA Risk 

Assessment Adviser will be contacted if necessary. 
● The school will be phoned so that parents can be contacted. 
● If a child needs to be taken to hospital, 2 adults should accompany the child where 

possible and the adults should be member of staffs or the parent if they have come to the 
visit and a member of staff. 

● At hospital, one adult will remain with the child while the other is in contact with the 
school/parents of the child. 

● In the event of a fatality, all pupils and adults must not speak to a member of the media or 
press. This is the responsibility of the LA.  

● Emergency contact during Residential Visits are the Headteacher and Deputy 
Headteacher(s) on a rota basis. 

 
In the event of a security alert: 
● Follow the emergency instructions of the place that you are visiting and make contact 

with school so that they are able to inform parents. 
● If you are travelling, find a place of safety such as a local school or religious building and 

inform school as soon as possible.  
● If no phone network is available, a member of staff to find the emergency services and 

inform them where your place of safety is 
● Always follow the instructions of the emergency services. 

 
On return to school, please make sure that all necessary paperwork has been completed, 
e.g. Accident Forms.  
Please complete a borough accident form (you can get this from the office), even if you have 
completed an accident form from the place that you are visiting. 
 
Insurance 
 
The school is covered under the London Borough of Newham educational visit insurance, 
this includes medical and cancellations. 
 
 
GDPR 
 
Only members of staff should have a copy of the risk assessment; on return to school this 
should be shredded. Any medical information regarding pupils should be discussed during 
planning meeting before the visit commences. No medical forms should be taken on visits.  
For residential visits, medical forms will be completed before the visit commences and if 
needed, only the visit lead will have a copy of any medical forms. This should be shredded 
when returning to school. No care or EHC plans should be taken on educational visits. 
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Guidance for members of staff organising visits from external agencies and speakers 
 
The following procedures should be followed by all school staff involved in organising visits 
from outside speakers:  
 
● Prior to the visit discuss with the visitor how their session will add value to the pupils’ 

learning experience. 
● Ensure that the visitor/ external agency has the required expertise and necessary 

experience/ skills to deliver sessions that are age appropriate and factually accurate.  
● Discuss and agree the aims of the session.  
● Inform the visitor/ external agency regarding about any needs of the children (where 

applicable) so that the sessions are inclusive.  
● Ensure that the activity meets Health and Safety guidelines and that visitors are aware 

of the school’s safeguarding procedures and policy.  
● Inform any visitors to bring their DBS checks for photocopying. If they do not bring this 

in, the visitor may not be able to provide the workshop or activity planned. 
● Ensure that the visitor/external agency has a named contact and telephone number/ 

email address.  
● Ensure that the relevant staff members are present during the session as they are 

responsible for class discipline, monitoring and evaluation 
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Appendix A 

Keir Hardie Primary School 
 
PLANNING AN EDUCATIONAL VISIT  
All sections must be completed and handed to the EVC lead at least 3 weeks before visit date for 
approval.  A risk assessment MUST be done at least 2 weeks before travel. 
 

 
Policy no: 0010626597 
The insurance policy has now been arranged with Chartis – Lifeline Plus. 
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PLACE TO BE VISITED  
(name, address and phone number)  
 

EDUCATIONAL VALUE  
(learning objectives)  
 
 

LEADING TEACHER 
 

MOBILE NUMBER 
 
  

PROPOSED DATE   
(check school diary) 
 

YEAR GROUP INVOLVED  
 
 

PROPOSED TIME OF DEPARTURE AND ARRIVAL 
TO AND FROM SCHOOL  
 
 

CONTACT DETAILS OF STAFF AT SCHOOL  
School Office: 020 7476 1284 
Astrid (Deputy Head): 07496 430 336 
Violet (Head): 07496 430 335 
LEA: 07770 227 094 

INTENDED MODE OF TRAVEL/ ROUTE  
 
 
 

PROVISIONAL COST  
(overall, children, adults and travel)  
 
 

PRE VISIT ARRANGEMENTS  
(when and whom –this MUST be the same 
adult leading the visit on the day)  
 
 

PROPOSED 
ACCOMPANYING ADULTS 
(NAMED) 
 
 

NUMBER OF PARENTS 
NEEDED 
 

ADULT TO CHILD RATIO  
 
 

RISK ASSESSMENT ATTACHED OR TO BE DONE ON: 

COOK INFORMED AND PACKED LUNCHES 
ORDERED  
(cook’s signature)  
 

HEAD/ DEPUTY TEACHERS APPROVAL OF EDUCATIONAL 
VISIT TO GO AHEAD  
(Head teacher’s signature) 



APPENDIX B 

Keir Hardie Primary School 
 

Risk assessment for Educational Visits 
 

General Information 
 

 

 

Risk Rating: 1 – Low/ 2 – Medium/ 3 – High 

Destination of Visit   

Date of the Visit   

Year Group    

Pupil Numbers 

 

  Children with SEN 
Needs 

(Named) 

  Children w
Needs 

(Named) 

Person in Charge   

Other Members of staff 
on Visit 

 

Parents/ Carers on visit   

Signed by Visit Lead    Signed and accepted by 
(EVC/Head Teacher or 
equivalent): 

Date:    Date: 

Hazard 
observed 

Risks before 
control measures 
implemented 

Control measures to be implemented 

BEFORE THE VISIT 
Planning the visit  ● Visit leaders are familiar with and will follow LA educational visits policy and guidelines 

● All staff will be appropriately trained, experienced and qualified to competently fulfil their leadership roles 
and responsibilities 

● All teachers will meet prior to departure to discuss and share risk assessments and implement management 
plans. 

● All staff to be made aware of roles and responsibilities prior to departure 
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Risk Assessment 
from 
establishment – 
added onto risk 
assessment if 
needed. 

● The establishment visited has an emergency plan for dealing with an incident on an offsite visit, and knows 
how to contact sources of help 

● Ensure you have enough staff to deal with incidents and have experience to take charge of the group 
● Staff will carry a mobile phone (with ready charged battery and call credit) N.B. Mobile phones may not 

work in some areas due to weak signal. 
● Leaders  and office will have immediate access to a copy of emergency procedures, (emergency event 

cards) including all emergency contact numbers, a list of young people and contact details of parents, visit 
leader, school and, if appropriate head / establishment contact’s after-hours number 

● Plan appropriate programme, and ensure that young people are aware of clothing and equipment 
required  

TRAVELLING 
Preliminary visit  
 
Name of person who has done risk 
assessment: 
Astrid Tromp 

● Prior inspection of the intended journey will be undertaken by at least one group leader 
to identify potential hazards and choose safe walking route. 

● The route will be planned to avoid fast or dangerous junctions or sections of road. 
● Leaders will have prepared a contingency plan in the event of an incident or other 

cause for a change to the original plan –Plan B on Risk Assessment below. 
● If preliminary visit cannot be done; discuss this with Educational Visit Coordinator and 

discuss if the visit can still go ahead. 
TRAVELLING BY ROAD 
Collision with 
vehicular 
traffic (roads 
with 
pavements) 

High 

 

Controlled 
measures: 

 

● Pupils given appropriate briefing regarding hazards and required behaviour e.g. 
Remain on pavements unless instructed otherwise, courtesy to public, etc. 

● The planned route utilizes wide pavements where possible 
● The planned route will cross roads only at designated crossing points or at specified 

locations which are considered to be the lowest risk 
● All journeys, especially road crossings, will be supervised by staff by stopping traffic. 
● Young people will be briefed not to cross roads, unless instructed to do so by staff 
● One supervisor (or appropriate group member) will be at the front of the group, one at 

the back, with the others positioning themselves alongside the group between the 
young people and the road itself 

Collision with 
vehicular 
traffic (roads 
with no 
pavements) 

High 

 

Controlled 
measures: 

● Walking beside roads with no pavements will be kept to a minimum, and only 
undertaken if the risk is considered reasonable, and there is no suitable alternative 
(consideration will be given to factors such as speed and business of traffic, and widths 
of road and verge) 

● Pupils given appropriate briefing regarding required behaviour  i.e. – 
o to stay together as one group, on one side of the road only 
o to walk in a single file close to roadside 
o to walk off the road and on the verge, if at all possible 

● The group will normally walk on the side of the road facing oncoming traffic; group 
leader will choose the safest side according to road conditions, width of verge, and 
visibility of traffic. Particular care will be taken around corners, when oncoming traffic 
may not be visible. 

● Leaders will be positioned at the front and back of the group. N.B. It will not normally be 
safe for staff members to walk alongside the group  

● If visibility is poor, leaders at the front and rear of the group will be positioned at an 
appropriate distance ahead and behind the group to give prior warning to oncoming 
vehicles (wear bright clothing – high-viz jackets) 

● Leaders will warn group members of oncoming traffic and give instructions to the group 
to move onto the verge if appropriate 

● Roads will be crossed only at safe locations where visibility is clear and sufficient time is 
available to cross  

Young people 
lost or 
separated 
from group, 
inadequate 
supervision  

High 

 

Controlled 
measures: 

● Ensure staff are competent and understand their roles and have a copy of any risk 
assessments 

● Staffing ratios will be in line with LA guidance 
● Leaders to use suitable group control measures  (e.g. buddy systems, large groups split 

in small groups each with named leaders)  
● Staff will discuss itinerary and arrangements with pupils 
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    ● Pupils briefed as what to do if separated from group e.g. meeting points, informing 
members of the emergency services if possible. 

● Leaders to conduct regular head counts, particularly at arrival/departure points, and 
when separating and reforming groups. 

● Inform school immediately if a child is lost or separated from group. 

Collision with 
vehicular 
traffic when 
crossing roads 

High 
Controlled 
measures: 
 

● Pupils given appropriate briefing regarding required behaviour when crossing roads e.g. 
walk, utilize pedestrian islands, cross in waves/small groups, leave clear exit at far side, 
no running across the road but walking. 

● Pupils only to cross roads when specifically directed to do so by staff 
● Staff will be appropriately positioned and clearly visible to signal traffic to stop and 

guide group safely across 
TRAVELLING BY BUS, COACH, TUBE, TRAIN AND DLR 

Accidents / 
Incidents on 
Coach/ bus 

 

High 

 

Controlled 
measures: 

● An adult to be the first and last person on/off the bus/ coach to ensure: 
- Pupils enter / exit the bus safely 
- No pupils remain on/off bus - unaccounted 
- Pupils are seated/ positioned standing safely in designated areas 
- Check for any immediate hazards and respond accordingly 
● An adult to be the first and last person on/off staircase when using to ensure: 
- Pupils are using staircase safely – hand rails / single file 
- Staircase is clear of members of the public ascending / descending staircase 
● Pupils to be seated (where as much as possible) next to a partner rather than a member 

of the public 
● Staff members to position themselves at the front/middle/back of the group -  also 

taking exit doors into consideration  
● Pupils to remain seated until requested by a member of staff to stand. 
● Staff to be seated at varied locations throughout coach to ensure effective supervision.   
● Pupils are not to sit on the seat behind driver, speak to or distract the driver in any way.   
● Take advice from emergency services and coach company. 
● Contact school in the event of an emergency 

MEDICAL INCLUDING FIRST AID 
Before 
travelling 
 
Special needs 
of specific 
young people 
– medical and 
other 

High 

 

Controlled 
measures: 

 

● Obtain information from parents/carers and/or GP/consultant as appropriate 
● Pupils (and parents in letter) will be reminded to bring personal medication if 

required  
● Obtain location of First Aid from establishment before travelling. 
● Individual risk assessments to be carried out if required 
● Additional supervision to be arranged if required  
● Pupils will have written parental consent and will inform leaders if medication taken or 

required 
● Pupils will be briefed / assisted to eat and drink sensibly 
● Care plans to be taken onto visit and shared with relevant people. (NB. Do not share 

sensitive medical information with parents accompanying on the visit.) 
● The programme / itinerary will be arranged with due regard to the mobility and 

special needs of all members of the group 
● Particular care will be given to access and inclusion issues e.g. wheelchair users. 

Child requiring 
medication 
while out of 
school 

High 

Controlled 
measures: 

 

● Children who need medication to bring it on the visit with them (i.e. asthma 
pumps)  

● Parents to sign permission slips for First Aiders to administer medication. 
● If medication is specialist (i.e. injections), parent(s) to accompany child on the 

educational visit, if needed/ possible. 
● Seek medical advice from parents/ school nurse for administering any medication. 
● Seek advice from Alan Merry in rare circumstance if medication is highly unfamiliar. 
● List of children’s medical conditions to be with class teachers and first aiders. 

First Aid 
Arrangements 

High 

Controlled 
measures: 

● Basic first aid equipment to be taken (plasters, wipes, gloves etc)  
● First aid bag available, gloves and carrier bags for sickness 
● Trained first aiders to come onto visit if possible 



12 
 

● Establishment first aiders to be used in case of an emergency whilst on site 
 
First Aiders accompanying on visit are: 
 

OUT IN PUBLIC 

Confrontation 
with members 
of public 

High 

Controlled 
measures: 

● Appropriate briefing of staff on expected behaviour 
● Ensure no name badges are worn 
● Appropriate briefing to students on required  behaviour / Code of Conduct: 

o young people will operate buddy system - each responsible for named other(s) 
and must accompany each other at all times (inc. visits to the toilets) 

o Young people will be briefed regarding their response if approached 
inappropriately by a stranger, or if they are offered anything by a stranger 

Unfamiliar 
and/or dark 
public places 
e.g. Theatres & 
Cinemas   
 

High 

Controlled 
measures: 

 

 

● Seats will be booked and reserved in advance 
● The group will be in a block seating area together 
● Adult leaders to sit at the both ends of each row so that young people will not sit next 

to other members of the general public 
● Ensure no name badges are worn 
● Appropriate briefing to students on required  behaviour / Code of Conduct: 

o young people will operate buddy system - each responsible for named other(s) 
and must accompany each other at all times (inc. visits to the toilets) 

o Young people will be briefed regarding their response if approached 
inappropriately by a stranger, or if they are offered anything by a stranger 

Inappropriate 
behaviour → 
injury to self, 
other party 
members, or 
passers-by 

High 

Controlled 
measures: 

● Staffing supervision is within LA recommended ratios, sufficient to meet pastoral needs 
and maintain good behaviour   

● Overall party divided into smaller groups for more effective supervision by staff 
● Young people appropriately briefed to include the following: - 

o Purpose and duration of activity 
o Expected standards of behaviour and pertinent safety rules – follow instructions / 

directions from provider’s staff where applicable 
● Emergency procedures - what to do if there is an incident or they become lost or 

separated from group 
Exposure to 
adverse effects 
of weather 
cold injury, 
heat injury, 
over exposure 
to sun etc 

High 

Controlled 
measures: 

● plan appropriate programme, and ensure that young people are aware of clothing 
and equipment required  

● Specialist personal protective clothing and equipment will be made available to 
group members if appropriate 

● Staff will plan and make provision for young people who may not bring suitable kit, 
including arranging a check before departure and/or bringing spares 

● Use of sunshades and natural shaded areas in strong sunlight. (See Standard 
Procedure 28 – Care in the Sun) 

● Long sleeves, long trousers and sun hats or umbrellas may be appropriate in the 
strongest sunlight. 

● Plenty of cool drinks to be available in hot weather. 
● Appropriate wet and cold weather clothing to be provided and worn as necessary. 
● Staff will obtain daily weather forecast and adjust plans accordingly 

Misbehaviour  High 

Controlled 
measures: 

● Staffing supervision levels conform to LA guidance and will be sufficient to maintain 
good behaviour  

● Code of Conduct/Behaviour agreed with young people beforehand, with clear 
understanding of likely consequences if this is breached.  

● Individual risk assessments to be carried out if required 
● Advice to be taken from SENCO where appropriate 
● Additional supervision to be arranged if required 
● Inform school of any major incidents of misbehaviour 

ACTIVITIES 



 

Identified risks for individual establishments:  
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Various, 
depending 
upon activities 
involved 

High 

Controlled 
measures: 

 

If activity falls within the scope of the Adventure Activities License, scheme and you are 
using a Licensed provider. You must ask to see the centre’s risk assessments and attached 
this onto the school’s risk assessment/or operating procedures for those activities.  

You should include on your risk assessment as a control measure that you reserve the right 
to stop any activity that you feel is unsafe and that you will, where necessary, ascertain 
the qualifications of instructors prior to activities.  This will be completed in the section 
below for each separate activity.  

Read Section 6, Special Risk Activities, Standard Procedure 54.  

Hazard 
observed 

Risks before 
control measures 

implemented 
Additional control measures to be implemented 

Route taken  High 
 
Controlled 
measures: 
 

●  

Alternative 
route home 

High 
 
 
Controlled 
measures: 
 
 
 
 

●  

Plan B  
What would 
you do if the 
destination 
station or the 
place you 
visited was 
closed or 
weather 
conditions 
were 
unsuitable? 

High 
 
 
Controlled 
measures: 

GENERIC 
● Inform school and take advice from a senior member of staff 
● Return to school 
● Take advice from emergency services if applicable 
 
 

Specific 
hazards seen: 
(road works/ 
closure of train 
stations/ 
exhibitions 
etc.) 

High 
 
 
Controlled 
measures: 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

14 
 



APPENDIX C 
EDUCATIONAL VISIT DAY FORM 

 
This form must be completed by the educational visit leader and handed to the office staff 

when leaving the premises. 
 

DATE: ___________________         CLASS/GROUP: ___________________ 
 
TOTAL NUMBER FROM EACH CLASS: _______________ 
 
LEAD MEMBER OF STAFF: _______________________________________________________ 
 
OTHER MEMBERS OF STAFF: _____________________________________________________ 
 
MOBILE NUMBER OF LEAD MEMBER OF STAFF: ____________________________________ 
 
NAME OF TRIP VENUE: __________________________________________________________ 
 
TOTAL NUMBER OF PUPILS: __________________ NUMBER OF STAFF: _______________________ 
 
NUMBER OF PARENTS: _____________________________      RATIO: __________________ 
 
HAVE ANY PUPILS BEEN LEFT AT SCHOOL?  YES/ NO 
 
IF YES, WHO ARE THEY AND WHICH CLASS HAVE THEY BEEN SENT TO?  
 
___________________________________________________________________________________ 

 
ESTIMATED TIME OF ARRIVAL BACK TO SCHOOL: ____________________________________ 
 
IF YOU ARE TAKING A GROUP NOT A WHOLE CLASS, PLEASE ATTACH A LIST OF NAMES TO THIS 
FORM. 
 
MEDICAL 
 
HOW MANY PUPILS NEED MEDICATION?  _______ 
 
WHAT MEDICATION ARE YOU BRINGING WITH YOU? ________________________________ 
 
_________________________________________________________________________________ 
 
WHICH MEMBER OF STAFF HAS HAD SPECIALIST TRAINING (E.G. EPIPEN) OR FIRST AID?  
 
_________________________________________________________________________________ 
 
WHICH MEMBERS OF STAFF ARE CARRYING THE REQUIRED MEDICATION?  
 



________________________________________________________________________________ 
 
   
SIGNED: ___________________________     PRINT NAME: ______________________________ 
 
 
 
 
 

Appendix D 
 
 
Keir Hardie Primary School 
Guidelines for Parents/Carers accompanying classes on Educational 
Visits 
 
 
We are very pleased that you are able to help out on this school trip and we want you to 
know that your help is highly valued. 
 
It is important that whilst an educational visit may be fun, it is still part of the school day, and 
is an integral part of the children’s learning. 
All children are still the responsibility of the school, which means that: 
 

❖ All children should still follow school rules. 

❖ All children should be treated equally – you should not treat your own child any 
differently than any other child, this includes the way you would discipline your child. 

❖ We would expect all our children to treat adults and other children with respect – if a 
child does not show respect (for example not following instructions) we would like you 
to report this immediately to a member of staff. 

❖ We ask the same of all adults accompanying a class – think of how you would like 
adults to speak to your child. 

❖ Please do not give your child extra sweets/drinks etc. as this is not fair to the other 
children in your group. 

❖ Please stay with the group during the duration of the visit, do not take your own child 
or any other children off at any time. 

❖ We expect all children to return to school together – please do not take your child 
home before the end of the school day. 

❖ Please stay with the group you are with until they are safely back into the classroom. 

❖ Please do not smoke at any time during the visit. 

❖ Please make sure that any topic of conversation you may share with other adults is 
child friendly and please do not swear in front of any children or members of staff. 

❖ Sometimes you may hear something that is of a confidential nature.  If this happens, 
please respect confidentiality and do not share the information. 
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These guidelines are our way of ensuring the safety and well-being of all children on the visit. 

 
 

……………………………………………………………………………………………………………… 
 

The school would like you to sign below to say that you accept and agree the guidelines as 
set out above when accompanying children on any educational visit. 
 
Name……………………………………………………………………….. 
 
Child’s name and class…………………………………………………. 
 
Date of trip………………………………………………………………… 
 
Signed……………………………………………………………………… 
 
Please note that for insurance purposes, any person accompanying children on educational 

visits must be above the age of 18 and under the age of 65. 
 
Appendix E 

Keir Hardie Primary School 
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Individual Risk Assessment  
Visit to    
Group Leader    
Date Of Visit    
Name of Pupil   
Pupil needs: 
 
 
What are the hazards? 

●  
Safety measures that will be put into place to reduce the risk to an acceptable level: 
 
● Ensure that emergency first aid kit is carried and is fully stocked 
● First Aiders:  
● Brief pupil on code of behaviour for the visit:  
 
 
Evaluate: 
 
 
Changes to be made: 
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Emergency procedures 
 
 
 
Signed by:                                                                                              Signed by: 
Date:                                                                                                       Date: 
 
 
Risk Assessor                                                                                           SEN lead/ HT 


