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This policy should be read in conjunction with Lancashire County Council's the current 'Policy and Guidelines 2025-2028 for Educational Off-Site Visits. 
In additional the following school policies must be referenced: 
· Administration of Medication (2)
· Allergies and Anaphylaxis (4)
· Asthma (8)
· Child Protection and Safeguarding (15)
· Equality (?)

· First Aid (32)
· Handling of Critical Incidents (34)

· Health and Safety (35)
· Learning Support (incorporating SEND and EAL) (41)
· Missing Child (KGJS) 
· Use of the School Minibus (69)
The following 'external' policies and active documents should also be referenced: 

· Equality Act 2010
· SEND Code of Practice 

· Keeping Children Safe in Education 2026

· statutory framework for the Early Years Foundation Stage
Policy Statement
Kirkham Grammar School subscribes to the service level agreement for Educational Off‑Site Visits provided by Lancashire County Council (LCC).  In doing so, the school has agreed to adopt the LCC Educational Off-Site Visits policy and guidelines and to use the online system 'EVOLVE+' and other forms contained in the policy.  Whilst this document offers guidelines for off-site activities it must be acknowledged that the most up to date information is available on the LCC section of the EVOLVE website.  This information is regularly revised in view of the lessons learned from local and national accidents/incidents; legislative arrangements for safeguarding; feedback on procedural and operational arrangements in schools and the introduction of revised software as appropriate. Any departure from, or enhancement of expectation as set out in Lancashire County Council's Policy and Guidance for Educational Off-Site Visits must be authorised by governors, or via delegation to the Head.  
Purpose
This policy aims to:
· To outline the procedures that must be followed by any staff involved in organising an off-site visit to ensure it is safe, fully approved and meets current regulatory requirements.

· To provide all those assisting with the running of an off-site educational visit the details of what is expected and provide a framework of how the trip is expected to be planned and operated successfully. 
· To ensure that off-site visits remain an important part of education for all pupils.

· To highlight the central role of the Educational Visits Co-ordinators (currently Mr Lewis) who manage this policy on behalf of the Head.
Scope
This policy applies to:
· All pupils
· All employees
· Volunteers
· Governors
Core Principles
Kirkham Grammar School recognises that educational visits and off-site activities are an important and valuable part of the wider educational experience. They provide opportunities for pupils to extend their learning beyond the classroom, develop independence and confidence, experience new environments and participate in activities that enrich the curriculum.
All educational visits will be planned and conducted in accordance with the following core principles:

· Educational purpose and value – Every off-site visit should have a clear educational, developmental or enrichment purpose and provide meaningful opportunities that complement and enhance pupils’ learning and experiences.

· Safety and wellbeing – The health, safety and wellbeing of pupils, staff and other participants will remain the primary consideration throughout the planning and delivery of every visit. Appropriate risk management and safeguarding arrangements must be in place.

· Effective planning and preparation – All visits must be appropriately planned, assessed, approved and managed in accordance with the school’s procedures and the current Lancashire County Council Educational Off-Site Visits Policy and Guidance.

· Compliance and accountability – Staff organising or supporting visits must follow the procedures and requirements set out within the policy and the EVOLVE+ system. Responsibilities and lines of accountability must be clearly established before a visit takes place.

· Competent supervision – Visits will be staffed by appropriately experienced and competent adults, with suitable levels of supervision determined by the nature, location and circumstances of the activity and the needs of the pupils involved.

· Inclusion and accessibility – Educational visits should, wherever reasonably practicable, provide equitable opportunities for all pupils to participate. Individual needs, additional requirements and appropriate adjustments should be considered as part of the planning process.

· Positive pupil experience – Visits should be well organised and provide pupils with positive, engaging and memorable experiences. Staff should promote appropriate behaviour, responsibility, respect and independence throughout the visit.

· Continuous improvement – The school recognises the importance of learning from experience. Visit arrangements, procedures and guidance will be reviewed and updated in response to changes in legislation, safeguarding requirements, national and local learning from incidents, operational experience and developments in best practice.

· Clear leadership and coordination – The Educational Visits Co-ordinator(s), working on behalf of the Head, will provide oversight and support to ensure that educational visits are appropriately planned, authorised and conducted in accordance with the school’s policy and the requirements of Lancashire County Council.

The school will maintain a balance between enabling pupils to benefit from the opportunities provided by educational visits and ensuring that foreseeable risks are appropriately identified, assessed and managed. A well-planned visit should enable pupils to experience challenge and enrichment within a safe and appropriately managed environment.
Role of the Governors

School governors provide strategic oversight and hold ultimate health and safety accountability for off-site educational visits, while delegating day-to-day planning and operational approval to the headteacher and Educational Visits Coordinator (EVC).
Role of the Head
The Head is responsible for:
· Have oversight of all aspect pertaining to off-site educational visit, including but not exhaustive to, appropriate insurance, necessary health & safety considerations, planning, and approval. 

· Whilst oversight is retained by the Head, aspects may be delegated to specific individuals such as the Bursar, Educational Visits Co-ordinator or specific Governors. 

· Approving staff requests for educational visits 
· Making sure staff, including the educational visits co-ordinator, have received any necessary training
· Working with the governing board and EVC to ensure all Off-Site Educational Visits are conducted in a safe and appropriate manner, in keeping with current school policy, local and national regulations and Law. 
· Full details of the responsibility of the EVC are set out in section 7.2 (page 35) of 'Lancashire County Council Policy and Guidance 2025-2028 for Educational Off‑Site Visits'. 
Role of the Educational Visits Co-ordinator (EVC) at KGS
· 
To examine any application for an off-site visit to ensure that it meets school policy and complies with any regulatory legal requirements.  Matters such as risk assessments, supervision ratios, transport and emergency procedures are checked by the EVC.

· 
To attend EVC training courses as provided by Lancashire County Council.

· To provide CPD training on all aspects of organising an off-site visit.

· To assess, in discussion with the Head, the competences and, if required, the qualifications of the leader of any proposed visit.

· To advise the school and in particular to make recommendations to the Health and Safety Committee in relation to the health and safety implications of any particular educational off-site visit.

· Full details of the responsibility of the EVC are set out in section 7.2 (page 35) of 'Lancashire County Council Policy and Guidance 2025-2028 for Educational Off‑Site Visits'. 

Role of the Party Leader
The Visit Leader must recognise that whilst leading the visit s/he is in effect representing the Management. The Visit Leader must:

· Obtain the Manager's approval for the visit/activity, according to Lancashire County Council’s and the establishment’s procedures. 

· Laisse closely with the EVC on all aspects of planning, preparation and execution of the educational visit. 

· Full details of the expectations of the Party Leader, including competence to lead can be found in section 7.3 (page 37) of 'Lancashire County Council Policy and Guidance 2025-2028 for Educational Off-Site Visits'.
· Further guidance for visit leaders on planning and organising a visit can be found on Form 2 'Visit Leader’s Checklist' which is available under the Resource section of EVOLVE.
Requirements in preparation of off-site visit
1.
Supervision

Every person has a duty of care for the welfare and safety of all pupils taking part in an educational off-site visit to ensure the safe return of the party.  Every person has a duty to intervene where unsafe practice is observed or where it is likely to occur. Every adult accompanying the visit must have a role.  Effective supervision is about fulfilling a duty of care.  Staff should ensure that pupils are supervised effectively.
When planning supervision, they should take the following into account:

· The planned learning outcomes or benefits of the activity/visit. 

· The nature of the activity (including its duration). 

· The location and environment in which the activity is to take place. 

· The age, maturity and gender of the young people to be supervised. 

· The attitudes and behaviours of the young people (including their medical, emotional and educational or additional needs). 

· Any SEND needs of the pupils attending.

· Staff competence and experience.

Only pupils who are on the 'School Roll' are permitted to take part in off-site educational visits. In exceptional circumstances, such as if a child is on a taster-day, the Party Leader must confirm arrangements and seek permission form the Head and EVC. Checking insurance cover in such insurance with the Bursar is necessary.  
The child of a member of staff, who is not on the school roll, should not attend a school trip. In exceptional circumstances, the Party Leader must confirm arrangements and seek permission form the Head and EVC. Checking insurance cover with the Bursar is necessary.  The member of staff would be discounted from the staff:pupil ratios. 

An additional 'responsible' adult is required on a visit if any staff are related to anyone on the trip (this includes pupils and adults).

Staff:Pupil Ratios
· A minimum of two competent adults (one of whom must be a teacher) should accompany any Type B visit/activity.

· If the visit leader has an accompanying child or related adult, a suitably experienced assistant leader should be identified in the party who will be able to take over in the case of an emergency.  This is in addition to the extra adult requirement.

· For residential visits, high risk activities and any visit abroad, it is strongly recommended that the ratio should never be less than 1:10.

The following are regarded as the minimum ratios acceptable on any visit:

· 1 adult for every 6 pupils in Years 1-3 (under 5's in Reception/Foundation classes should have a higher ratio to meet their needs and ensure their safety).

· 1 adult for every 10 pupils in Years 4-6.

· 1 adult for the first 10 pupils and then one additional adult for every 20 pupils, or part thereof, for pupils in Year 7 and above.

· Post 16 years, the risk assessment should decide the ratios.

None Kirkham Grammar School employees (eg volunteers or occasional workers) may only join an off-site educational visit if approved by the Head all the necessary checks have been confirmed by the HR Manager and DLSs. The party leader should seek advice from these members of SLT or the EVC at the early stages of the planning process.
The expectation is that teachers, due to their professional training and experience, will provide an enhanced duty of care during a trip.  This exceeds the level of supervision that would be reasonably expected of a responsible parent and thus presumptions about teachers acting 'in loco parentis' are misleading.

There must be an element of supervision at all times during a trip (including overnight stays).  Supervision may be relaxed to an appropriate level at times depending upon the situation, for example once pupils are on a coach or in tents, but for trip leaders and other supervising employees responsibility for pupils is not removed or lessened in any way.

In the majority of cases, it is not appropriate for trip leaders and supervising employees/volunteers to have an alcoholic drink during a school trip.  There are occasions, however, when it may be acceptable for employees to take some 'free time' as allocated by the Party Leader, such as when attending an extended residential. During such instances, and when supervision is more relaxed, such as once pupils have gone to bed, an alcoholic drink may be permissible. However, this must be judged carefully as all employees on a trip are expected to be able to provide an enhanced duty of care at all times, particularly during an emergency when clear thinking and the ability to manage high levels of stress are required. Likewise, smoking, vaping, the use of tobacco products and other prohibited substances should not be undertaken whilst on a school trip, other than in allocated 'free time' as stipulated above. Such actions of 'drinking or smoking' should not take place whilst children are present or about to be present. 
At least one employee, and possibly more depending upon the situation, must not be under the influence of alcohol at any one time during an educational visit.  If there is an intention for employees to have an alcoholic drink during a trip, this must be made clear in the planning and approval stage and be authorised by the Head.  It is vital that all supervising adults and participants are fully informed about the level of supervision and control which trip leaders intend to exercise. 

It should be noted that it is a potential disciplinary offence for a teacher to be at work (as they are when accompanying a school trip) when affected by drink (even if not 'drunk' in the everyday sense of the word) or indeed by other substances which may affect their judgement and behaviour (other than those medically prescribed and of which the school is aware) as being in such a state potentially puts pupils and colleagues at risk and may also undermine discipline and good order and perhaps bring the school into disrepute.

2.
First-aid & Medication

First aid which is appropriate to the activity being undertaken should be available and accessible at all times.  The level of first aid cover and the number of qualified first aiders required will be identified by the Risk Assessment.


At least one nominated first aid person must be identified on the planning forms for all off-site educational visits. For as a minimum, this person must have a good working knowledge of first aid and a suitable stocked first aid kit carried.  In EYFS a minimum of one paediatric first aid qualified member of staff is to be present on the trip.  For overseas, residential, adventurous visits (Type B), it is generally a requirement that a suitably qualified first aider is present at all times when the group is off-site. 

On any visit, all adults in the group should know the emergency arrangements 'Emergency Procedures Action Plan' (Form 10) and how to contact the emergency services.

The Health and Safety Officer keeps a record of first aid qualifications, with regular checks that these qualifications are current.

Where a pupil has been prescribed or requires emergency mediation, such as an inhaler or auto adrenalin device, the Party Leader must ensure that the medication, together with any necessary supporting information, is available and accessible throughout the visit. Any such medication should be stored and administered in accordance with the pupil's individual healthcare plan and the school's Administration of Medication policy. Pupils must not normally participate where essential emergency medication or an agreed alternative arrangement is unavailable. The party leader should include medical and dietary needs in the risk assessment include how any risks will be managed and minimised. 

The school kitchens are aware of pupil's medical and dietary needs. If the trip will involve meals not prepared by school or pupils may bring their own snacks, the Party Leader must ensure that all medical and dietary needs are shared with the venues where food is provided (eg restaurants or activity centres). The risk assessment should include details on how medical needs, especially allergies and anaphylaxis, will be manged (eg Pupils informed not to bring nut-based products). The school operates a 'Nut-Free' kitchen.

Medical Details & Consent

For routine. Type A (Day visits) the party leader can access pupil medical details from the school information system (Isams). If an off-site visit involves overnight accommodation away from the school then the current medical status and medication of all staff and pupils, including emergency contact details, will be needed and must be requested from parents/carers.  In all trips, consent for staff to act in loco-parentis, when in an emergency, must be sought from parents/carers in the event that they cannot be contacted.  

3.
Transport
a.
Hired Coaches /Minibuses


Staff must ensure that they only use transport from a reputable company.  They must get advice on suitable companies from the EVC or the Bursar.  Staff using a hire/self-drive minibus must ensure that adequate insurance cover is in place. 
When hiring a coach:

· for journey's under 20miles from school, Coastal Coaches should be used. 

· For journey's over 20 miles from school, Holmeswood Coaches should be used.  

b.
School Minibus

Staff (who are registered to drive a minibus with the Bursarial Department) will need to book the vehicle and complete the pre-use checks prior to use.  At least one member of staff should have a mobile phone.  Please refer to the Use of the School Minibus (71) for further details.

c.
Own Vehicles

Under the school's 'vehicle fleet insurance policy' Staff are insured for using their own vehicle for 'occasional' school purposes including transporting pupils.  If using their own car to transport pupils, staff should seek clarification from the EVC and Bursar. The staff and car details must be registered with the bursary (eg copy of staff driving licence, proof of Current MOT, evidence of servicing). 

Staff should avoid transporting individual pupils (in keeping with Guidance for safer working practice for those working with children and young people in educational settings).  
Staff transporting pupils in their own vehicle must to complete Form 8A and have consent from parents/guardians, via Form 8B. These documents should be added to the relevant trip application on Evolve.

4.
Venues & Providers

When planning an off-site visit or activity, it is essential to thoroughly research the venue's suitability and ensure that the facilities and third-party provisions meet the group's needs and expectations. If using an external providers, venue or instructors, the duty of care throughout the trip / activity must always be maintained by the school via the staff present. Full details about working with providers can be found in Section 5 (page 29) of 'Lancashire County Council Policy and Guidance 2025-2028 for Educational Off-Site Visits'.
5.
Accommodation

Staff must check that arrangements for the staff and pupil accommodation ensure security and as far as possible keep the group together.  Staff must consider and seek advice regarding what supervision is required for facilities such as swimming pools, sauna, weights and fitness rooms in hotels.

6.
Letter/Meetings

As a minimum, a letter (via ParentApp) to parents/carers giving details about the trip must be sent.  This letter should include a consent form and identify the teacher in charge, any cost involved, the timings, and an indication of any potential risks.  The letter should also include a statement outlining the consequences of poor behaviour.  Overseas trips or residentials will require several letters and an information evening to brief pupils and parents/carers.
7.
Trip Costing
Staff organising trips should be aware that they need to add the following surcharge (which funds the school's use of ParentApp and SchoolMoney) to the final cost of their trip:

Overseas Trips:






£25 per pupil

Residential UK trips (overnight):




£2 per pupil

Adventurous & Other (day trips/event tickets):                       
£1 per pupil

Tickets sold for internal events, eg Drama Productions, etc:
£0.50 per ticket
8.
Risk Assessments

The Risk Assessment process should always be considered an on-going and dynamic process and not a one-off exercise since events, such as accident, weather, or illness during a trip may need a reassessment of the potential risks.  Prior to the trip taking place a written Risk Assessment (on the latest version of Form 5) must be made of the main issues involved.  

These should include: 


a.
How problems with transport might affect the trip.


b.
What might happen if a pupil has an accident or becomes ill.


c.
How the activities should be carried out to ensure they are safe.


d.
What problems might occur in any accommodation used.

e.
Whenever possible and practical a pre-visit to the site and/or accommodation should be made to identify risks.  Clearly this may not always be practical.

Throughout the trip it is important that the teacher in charge, and other staff involved, should carry out an on-going dynamic Risk Assessment to ensure that they have considered any new, or unforeseen potential problems that may occur.  If possible any changes to the original Risk Assessment should be noted.

9.
Emergency Base Contact

Staff who are planning to take a school party away at any time must confirm emergency base contact arrangements with the EVC.  Emergency base contact(s) would normally be one of the following: EVC, member of the SLT or other member of staff by agreement with the EVC.  If the emergency base contact has a relative or child on the visit, consideration should be given to appointing an alternative base contact or a contingency plan.

The base contact must have access to a full group list of participants on the trip/visit and have access to the parent/guardian contact information. For Type A trips, this may be via Isams, and for Type B trips this may be via Isams or specific parent consent forms. 
For residential visits the information pack left with the base contact would include: staff contact numbers, accommodation address/phone number, itinerary, RA, consent forms and a copy of the base contact critical incident response sheet (Form 9).

10.
Adult helpers

Staff may include spouses or parents/carers on visits; but they should not be used as duty staff during a visit if accompanied by their own children.  It is recommended that Visit Leaders should not be accompanied by an adult with whom they have a close connection.  Adults having a close connection with a member of staff on the trip should be discounted for the purpose of calculating the adult:child ratio.  However, only 1 extra adult is required, no matter how many pupils/staff are related.

All adult helpers must be vetted in line with school safeguarding policy.  Should DBS checks not have been carried out they must not be left unsupervised with pupils.  This situation is also the case where other adults are used as helpers.  In all cases a risk assessment must be agreed.

All adults accompanying residential trips must be DBS checked.
10. Insurance
School visits are covered by the school's insurers, with details available to view in the 'Establishment Documents' section on Evolve. 
11. All staff taking visits should be aware of the school's Critical Incident policy as part of their preparatory work.  In addition to completing the evaluation on Evolve, any notable incident involving safeguarding, health and safety, including a 'near miss', should be reported to the EVC and the Head at the conclusion of the visit.

12. Visits Abroad
Any visits abroad must have the following:

· an extensive risk assessment

· a detailed travel plan

· proper insurance - especially medical insurance

· detailed and regular parental communication in advance of the trip

· a planning discussion with the EVC who will be able to offer advice on best practice

· The 'Post Trip Evaluation' must be completed by the Party Leader within 10 days of return to school.  (Failure to complete the Post Visit Evaluation may leave the Visit Leader vulnerable to legal action.) If applicable, a written report detailing all 'near misses' or 'incidents' should be presented to the Head and EVC as well as being logged on Evolve.  
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Appendix A
Booking an Educational Visit Outside School  
An Overview of the Process
Before the Visit:

· Seek approval from the Head well in advance of the visit using the Outline Approval section of Evolve+.
· Discuss any concerns with the EVC.
If approved:

· The EVC will release the trip on Evolve for completion of further details.
· Book the visit, then proceed to complete the various sections of Evolve including:

· Travel arrangements
· Staffing

· Emergency base contact

· Risk assessment(s)
· Upload any information shared with parents/pupils

Ahead Of/On the Day of the Visit:

Be sure to:

· Check you have all consent forms, book out at School Reception prior to departure and collect first aid kit(s) from the School Surgery (KGS) or Staff Room (KGJS).

· Collect any medication required by pupils from the School Nurse (KGS) or School Office (KGJS).

· Call the base contact to ensure telephone numbers are correct.

· Brief supervising parents (if applicable).

· Give supervising staff and parents/carers a list of the pupils in their group and emergency contact details. 

· Register pupils.

During the course of the visit, pupils should be double-counted regularly as appropriate, and always when changing locations.  Registers should be taken rather than a head count when boarding coaches.

The visit leader's mobile phone(s) should be switched on during the entire homeward journey.

After the Visit (Evaluation)

It is important that after each visit a proper debrief takes place.  Discuss any pertinent details with those who attended the visit and complete the Post Visit Evaluation on Evolve within 10 days of return to school.  (Failure to complete the Post Visit Evaluation may leave the school vulnerable to legal action.)

SPORTS FIXTURES (Under Review Autumn Term 1 2026)
Appendix B
KIRKHAM GRAMMAR SCHOOL
HEALTH AND SAFETY CHECKLIST FOR SPORT FIXTURES
Before a Fixture
1. Pupils/parents/carers must be notified of arrangements for fixture.  This will be achieved through:

· School Calendar, SOCS, fixture cards, etc
· Parent App messages
· Notice boards

· Announcements through meetings

· Team Meetings

· Letter - where appropriate for fixtures involving an overnight stay, an early or late return or for Junior School pupils.
The pupils must be informed of:

· Date

· Time of departure and approximate return

· Location of fixture

· Kit required 

· Contact numbers in case of cancellation

2. Have an identified Base Contact and complete the 'Away Fixture' cover sheet, along with a risk assessment (Form 5), specific for this fixture, and have a final team sheet / group list of participants. 

3. Arrangements for the fixture should be emailed to all those who need to be informed: e.g. Base Contact, Attendance Officer, Reception, Heads of Year, and anyone else that may need to be aware of the fixture.  

4. Ensure that an emergency staff contact is in place if the fixture is out of school hours.
5. Ensure travel arrangements are confirmed with relevant staff i/c.
6. Confirm minibus bookings.  
7. Check medical bag.
8. Check mobile phone availability.

9. Check first aid provision.
10. Team coach must have a list of emergency contact numbers for all members of their team.
Travel Arrangements (Outward and Return)

1. Check all emergency medication (eg inhalers/epipens) and care plans are carried by those that need them. The party leader, or nominated member of staff must be aware of the details and content of the condition and care plan. 
2. Insist on good behaviour on all transport.

3. Wear seat belts at all times.

4. Safe storage of luggage both on board and in storage.

5. Monitor any pupil returning with an injury.

6. On return, ensure all pupils have all their possessions.

7. Inform parents/carers of any injuries.  For suspected head injuries, staff i/c call or see parents and recommend the child is taken to A&E.
8. Ensure reasonable arrangements are in place for the collection and/or onward journey of pupils.

9. Check numbers before leaving for fixture and on return.

10. Complete necessary minibus paperwork in line with the minibus use policy and ensure left in a tidy condition.

At the Fixture

1. Ensure safety of changing area.

2. Ensure pupils are properly supervised whilst changing. Check location of toilets, etc.

3. Ensure collection and safe keeping of valuables including locking of changing area. 

4. Check pupils are wearing correct kit plus any required safety equipment, eg mouth guards, shin pads.
5. Supervise pupils whilst moving to playing area, particularly if roads or any 
hazards are evident.

6. Ensure water available.

7. Check playing area:
· First aid available.

· Emergency access.

· Suitability of pitch/surface, eg frost, waterlogged, loose debris?

· Protection equipment in place wherever appropriate, eg post protectors, perimeter fencing, etc.
After the Fixture

1. Make sure players warm down and re-hydrate (appropriate to the age of players and nature of the fixture).
2. Check for minor injuries – first aid where appropriate.

3. Supervise pupils on return to changing area, whilst changing and during any refreshment period.  Insist on high standards of behaviour.

4. Return valuables safely and ensure pupils collect all possessions.

Emergency Procedures

Depending on the nature of the situation, staff accompanying teams should use the following procedures.

	Situation
	Action
	Contact

	Pupil with minor injury
	First aid by qualified staff
Use host school facilities and procedures.
	Parents/carers when appropriate

	Travel delay
	Make school mobile 'phone available
	School Reception and/or school contact

	Pupil injury requiring hospital treatment
	Host school procedures

Escort pupil
	Parent/carer direct
School Reception
Staff contact

	Major travel incident
	Contact emergency staff immediately and ensure safety of group as appropriate
Launch the protocol for a critical incident.
	Contact Head/ Headmistress or member of SLT

	Adverse weather conditions
	Reassess the situation – possible cancellation.
	Parents/carers
School Reception

Staff contact

	Pupil with suspected head injury
	Contact parents and recommend pupil taken to A&E
Monitor continually
Pupil Accident form to be completed and passed to Surgery. 
	Parents/carers direct
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FIXTURE / PRACTICE OFF SITE

To be completed by member of staff i/c of team

Please attach a list / team sheet of those pupils attending

Email copies to: School reception / contact persons / Staff i/c

	Date of event:
	

	Team(s) / Squad(s)
	

	Destination: 
	

	Location / Contact: 
	

	Staff: 


	

	

	Departure Time:    
	Return Time:  

	

	Number in Party


	PUPILS (Please Attach List / Team Sheet)
	ADULTS
	TOTAL

	
	 
	
	

	
	

	Travel Arrangements:
	             Car(s) / Mini-Bus / Coach / Other (Please Specify)  

	

	ITINERARY 

(To be completed if additional places / stops are to be made while out of school)

	Places to be visited:



	

	

	Emergency contact information

	Leader
	Mobile: 

Other:  

	School Contact (During Office Hours)
	Name: 
	

	
	Tel. 
	

	School Contact (Outside of Office Hours)
	Name:
	

	
	Tel.
	

	Other Emergency contacts:
	


	Have you completed a Risk Assessment for aspects of the away fixture?
	YES / NO

	

	Additional Information:


	

	
	

	Signed
	Date:
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