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1. Introduction 
The school, aims to provide trips that are:  

• Of genuine educational benefit.  

• Safe and appropriate for the children under our care. 

• Properly researched and prepared for, including a Risk Assessment.  

• Enjoyable and purposeful.  

 To this end, the procedure we follow is: 

 

2. Curriculum links 
For each subject in the curriculum there is a corresponding programme of activities (which 

includes visits to the school by specialists). All these activities below are not an exhaustive 

list.  

• English – theatre visits, visits by authors, poets and theatre groups; 

• Science – use of the school grounds, visits to botanical gardens; 

• Mathematics – use of shape and number trails in the local environment; 

• History – castle visits, study of local housing patterns, local museums; 

• Geography – use of the locality for fieldwork, village trails; 

• Art and design – art gallery visits, use of the locality; 

• PE – a range of sporting fixtures, extra-curricular activities, visits by specialist coaches; 

• Music – a variety of specialist music teaching, extra-curricular activities, local schools’ 

orchestra, concerts for parents to hear; 

• Design and technology – visits to local factories or design centres; 

• ICT – its use in local shops/libraries/secondary schools etc; 

• RE – visits to local centres of worship, visits by local clergy. 

• PSHE and citizenship – visit to the fire station or an old people's residential home, visits 

by local police officers and health workers. 

 

3. Group leader/Class teacher planning  
The class teacher will be responsible for: 

• risk assessment; 

• report on preliminary visit; 

• applications for approval of visit; 

• names, ages, contact details, permission forms, medical records and other relevant 

details of all those going on the visit; 

• travel schedule; 

• accommodation plan (if applicable); 

• full plan of activities; 



 

 

 

• fire precautions and evacuation procedures; 

• intended arrangements for supervision; 

• insurance arrangements for all members of the group; 

• emergency contacts and procedures; 

• first-aid boxes and medication  

 

The school office will normally book coaches and complete the needed insurance and DBS 

forms but only with information and appropriate notice from the group leader.  

4. Risk Assessments 
Please see the risk assessment procedure for full information. 

A risk assessment must be completed by the class teacher/party leader and submitted to 

the Headteacher and the School Business Manager.  

Staff planning an off-site activity should make a preliminary visit to the venue, in order to 

carry out an on-site risk assessment. It is important to take into account the probable 

weather conditions at the time of year proposed for the trip, and the party leader should 

take careful account of the facilities available, with due regard to the proposed size of the 

group. They should also assess the site’s suitability with regard to the age and any particular 

needs of the children. They will also consider the venue’s own approach to security and to 

health and safety.  

Venues providing instructor-led activities will have their own risk assessments for particular 

sessions, and these assessments may be adopted if it is impractical for the group Leader to 

experience the activity beforehand, or if s/he lacks the skills required to make informed 

judgements about the risks it may involve. The LA will not have given its approval for the 

visit unless it is satisfied with the venue, its instructors and their risk assessment 

procedures. 

 It is important to assess and record any health, safety or security issues that are identified 

during the preliminary visit. Any such issues will be taken into account when the final 

decision is taken on whether the visit should proceed, and the Visit Plan must state both the 

extent of any risks involved, and the measures that will be taken to reduce or eliminate 

them. The cost of these preliminary visits will be borne by the school, and should be built 

into the overall financial arrangements for the visit itself. 

5.  Further health and safety considerations 
All adults accompanying a party must be made aware, by the party leader, of the emergency 

procedures which will apply. Each adult should be provided with an emergency telephone 

number. This will normally be the school number, but where an activity extends beyond the 

normal school day the home telephone number of a designated emergency contact should 

be provided. 



 

 

 

Before a party leaves school, the school office should be provided with a list of everyone, 

children and adults, travelling with the party, together with a programme and timetable for 

the activity. 

The safety of the party, and especially the children, is of paramount importance. During the 

activity the party leader must take whatever steps are necessary to ensure that safety. This 

involves taking note of any information provided by medical questionnaire returns, and 

ensuring that children are both safe and well looked after at all times. 

Prior to an activity, if it is felt that the behaviour of an individual child is likely to 

compromise the safety of others or the good name of the school, the party leader should 

discuss with the headteacher the possibility of making additional arrangements for that 

child. 

In the unlikely event that a child becomes separated from their group, they must follow the 

steps below, about which they will have been briefed prior to departure: 

• Wait so that the trip leader can re-trace their steps to locate the child  

• If a child has been left on the tube/train, they are to get off at the next station and wait  

• Speak only to adults in uniform, e.g., police etc. but under no circumstances go with them 

The trip leader and one other member of staff will search the immediate vicinity. Another 

member of staff will assume overall responsibility for the group during the absence of the 

trip leader to maintain the safety and well-being of the other children.  

If the child is not found after approximately 20 minutes, the trip leader will phone the 

school office to notify them and ascertain whether they have any information. The school 

will notify the parents.  

The trip leader will contact the police after 30 minutes of the child going missing. Once the 

police arrive, all relevant information about the child will be given, so that the police can 

take over the search. The trip leader will remain with the police to comfort the child when 

found and maintain regular contact with the school. The remaining staff and adult helpers 

will return to the school with the rest of the children.  

When the situation has been resolved, the headteacher will conduct a full investigation to 

ascertain how the incident occurred and revise the risk assessment procedures where 

appropriate. 

6. Costing  
Please see Charging and Remissions Policy for full information.  

The costing of off-site activities should include any of the following that apply: 

• transport; 

• admin fees 



 

 

 

• entrance fees; 

• insurance; 

• provision of any special resources or equipment; 

• costs related to adult helpers; 

• any refreshments the school has opted to pay for. 

 

 


