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EDUCATIONAL VISITS (EV) POLICY 

 

 

 
 
1. The governors and staff of Priory School are committed to providing a fully 

accessible environment which values and includes all pupils, staff, parents 
and visitors regardless of their education, physical, sensory, social, spiritual, 
emotional or cultural needs. 

 
2. The staff, governors and pupils are committed to the safeguarding and 

welfare of pupils and staff. 
 

3. To meet the needs of our school community all our policies, including this 
one, can be made available in different formats such as different font sizes or 
styles, colour or alternative languages. 

 
4. The governing body understands that it has responsibility for ensuring the 

effective oversight of this policy and will assess, evaluate and review as 
necessary. 
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Priory School Educational Visits Policy 
 
Rationale 
 
Priory School seeks to provide education of high quality and we believe that 
educational visits play an important role in achieving this goal as part of a broad and 
balanced curriculum. The school aims to provide pupils with a range of opportunities 
during their years in the school in order to encourage them to extend their 
experience (language exchanges, subject conferences); to promote personal, social 
and cultural development (overseas visits, theatre & gallery visits, expeditions); and 
to boost health and fitness (sports tours).  
Visits can also help boost self-esteem, self-reliance, teamwork and motivation while 
assisting in the development of interpersonal skills. We also believe that such 
opportunities promote a sense of enjoyment and adventure which will engender a 
life-long thirst for greater knowledge and pleasure in learning. 
All visits are organised and led by experienced teachers and where companies are 
involved these are always reputable. A strict set of guidelines is adhered to in their 
planning and conduct. This Policy includes the Early Years Foundation Stage. 
 
This policy seeks to inform Priory School Staff who take part in or lead school visits 
to ensure their safety, and that of their pupils. The overriding principle to be borne in 
mind is the in loco parentis responsibility, whereby the parents delegate their own 
authority to the teacher so far as is necessary for the child's welfare, and so far as is 
reasonable to maintain discipline both in the interests of the School and (above all) 
of the individual pupil. A teacher who takes a party away remains in loco parentis 
throughout the trip; however, teachers are only expected to take appropriate care. 
The more demanding or hazardous the trip, and the younger and less able the 
pupils, the greater the level of care needed. 
“Teachers in charge of pupils during a visit have duty of care to make sure that the 
pupils are safe and healthy. They also have a common law duty to act as a 
reasonably prudent parent would. Teachers should not hesitate to act in an 
emergency and to take lifesaving action in an extreme situation.” (DFES Publication 
‘Health and Safety of Pupils on Educational Visits’, 2001)  
 
Roles and Responsibilities 
The Governing body have ultimate responsibility for ensuring, as far as is 
reasonably practicable, the health and safety of anyone on a school trip.  
The Headmaster must ensure that visits comply with the requirements of the 
Governors. He must ensure that the group leader is competent to run the trip and 
monitor risk throughout the trip. (see Appendix 1) 
The EVC is advisor to group leaders and staff on visits, to parents and pupils, to the 
Head and the Governing body from a Health and Safety point of view. This role is 
currently in the remit of the Facilities Manager. (See Appendix 1) 
The Group Leader has overall responsibility for the supervision, conduct and health 
and safety of pupils on visits. (see Appendix 3) 
Teachers should follow the instructions of the Group Leader and consider stopping a 
visit or activity if they feel the risk to the health and safety of pupils is unacceptable.  
Adult Volunteers can only be left in sole charge of pupils if this has been previously 
agreed in the risk assessment, and they have received a ‘clean’ DBS check.  This 
includes parents of children at Priory School 
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Risk Assessment  
The aim is to prevent or reduce risk that may be encountered by pupils. If risks 
cannot be contained, then the trip must not take place.  
1) These will usually be carried out by the group leader.  
2) The person assessing risk must be competent to do so  
3) See Appendix 3 for how to carry out a risk assessment  
4) Risk assessments must be presented to the Facilities Manager. The Facilities 

Manager will sign off the risk assessment when it is felt that the risk assessment 
is complete  

5) Providers such as tour operators, activity leaders etc. must provide documentary 
evidence that they have carried out risk assessments (in addition to that 
undertaken by the group leader)  

6) An exploratory visit should, be considered by any teacher who is to lead a group 
abroad, on a residential visit or on a visit that is not a regular part of the school’s 
programme, where a tour company is not being used. Staff should budget for this 
in their costing to parents.  The school should create time for staff to undertake 
these visits.  

7) If an exploratory visit is not practical, then the group leader will need to complete 
an adequate assessment of risk. A MINIMUM measure would include specific 
information, in writing, from the venue, information from other schools that have 
visited the area, and information from other organisations such as the local tourist 
board and appropriate websites. Extensive research presented to SLT or PLT is 
essential in such cases. 

 
Whilst the Governors face ultimate liability should something go wrong, it will be the 
Group Leader who is found negligent in a court of law if s/he has not prepared the 
trip adequately.  
 
Ratios 
In considering ratios, the school will take into account the age and behaviour of 
children, experience of staff, nature of trip, duration of trip, type of accommodation, 
first aid cover. In Early Years Foundation Stage ratios will be reviewed before 
embarking on each specific outing. A qualified paediatric first aider will accompany 
EYFS children on every outing. 
 
Bearing in mind, the legal expectation is that the care provided should at least match 
that that of a prudent parent, a guide for ratios is as follows. The figures are for adult 
supervisors – more may be needed if fewer are teachers. Please note: some centres 
will indicate minimum ratios. 
 

 Nursery/  
Reception  

Y1-3  Y4-6  Y7-11  Y12-13 

Day visit with low risk  1 : 3-4  1: 6 1:10 1:15 1:20 

Day visit with higher risk*  1 : 4  1:5  1:8 1:10  1:15 

Residential visit with low risk  N/A  N/A 1:10  1:10  1:15 

Residential visit with higher 
risk* (in these cases, 
remember that activities are 
likely to be run by trained 
instructors)  

N/A  N/A  1:10  1:10  1:10 
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* any hazardous activity includes climbing, caving, trekking and water sports, and 
should be led by a qualified instructor. Companies selling these activities have, by 
law, to be licensed by The Adventure Activities Licensing Authority (01222 755715) 
who set standards to which members must adhere. Group Leaders’ risk 
assessments should ensure that this is the case  
 
** where the number of older pupils lies just outside the ratio,  up to 5 additional 
pupils may be added to day visits with low risk visits where there are 2 or more 
members of staff. For example, a trip with 33 pupils may proceed with two members 
of staff, but a trip with 36 pupils would require three members of staff. 
 
Any adult supervisor (including parents of children at Priory School) who may have 
unsupervised access to children must have undertaken a DBS check. This is 
especially important where a volunteer may be helping on overnight visits. 
 
Remote Supervision 
Older pupils may experience remote supervision where:  

 The objectives of the trip are better served by this  

 Parents have been informed in advance  

 Pupils understand clear boundaries. 
 
Staff will need regular contact with groups which are being supervised remotely. In 
most circumstance it would be expected that each group would be met every hour. 
Pupils will need to be told: 

 To stay together in their group of a given size 

 Where or how staff may be contacted 

 What time the group must return to be checked 

 Where to go if injured 

 Behaviour rules 

 Specific safety information related to potential hazards at the site 
 
Water Activities  
These present by far the greatest risk to life on visits, and most deaths that occur are 
water related. Swimming or even paddling in natural waters is a dangerous activity 
and group leaders should ensure that:  

 the competence of all pupils is known  

 parents have given specific consent for their child(ren) to partake in water 
activities 

 local conditions are fully understood  

 a safe area is designated for the group  

 there is a risk associated with sudden immersion in cold water  

 pupils have not eaten for 30 minutes before swimming  

 pupils and staff fully understand procedures in an emergency  

 ratios are at least 1:10  

 one supervisor remains out of the water  

 A designated teacher holds a current lifesaving qualification unless lifeguard 
cover is present  
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Residential Visits 
Group leaders must ensure the safety of accommodation. This includes location of 
sleeping rooms (ground floor rooms should be avoided if possible), staff sleeping 
rooms are located close to those of pupils, ideally the entire facility is for the group, 
but if this is not possible, the group’s sleeping accommodation must be located 
together, with staff rooms nearby and no other groups or members of the public 
located in the vicinity of the group.  
 
Host Families  
If appropriate measures are not available for checking the health, safety and welfare 
of pupils staying with host families, then it is necessary to reconsider whether the trip 
is to take place.  
 

Consent for Visits 
The consent of parents is required whenever pupils are taken out of school. In 
practice this means: 

 At the beginning of the academic year all parents will complete and sign a blanket 
information form for curriculum visits and sporting fixtures FORM 3A, covering 
behaviour contracts, medical and contact details. 

 A separate information form is required for each trip that involves overnight stays. 
FORM 3B 

 Each activity will have a standard letter like 3C 3D or 3E sent by the Headmaster 
using parentMail 

 Each section of the school may opt to use a termly consent form via parentMail 
for repeated enrichment visits and sporting fixtures where these are known in 
advance.  
 

Financial Management 

 Prepare a fully researched budget before requesting approval for an Educational 
visit (Form 1) 

 Parents will pay through trips using Parent Pay at the same time as giving 
consent for an educational visit. 

 Staff may spend money for items such as entrance fees using a debit/credit card, 
cash or personal cheque and then claim it back from the finance department if 
absolutely necessary. Receipts will be required for all expenditure irrespective of 
amount.  

 Keep an accurate spreadsheet of income and expenditure. A pro forma (Finance 
Forms for trips) is stored in the policy folder on the virtual staffroom. 

 Staff usually attend visits free of charge, as their priority is that of supervision.  
Where pupil attendance is smaller than required to make the trip viable, then staff 
may agree to contribute to the costs equitably after consultation. 

 For expensive visits an initial non-returnable deposit will be required from 
parents, followed by one or more additional payments. 

 The letter to parents must indicate under what circumstances monies may be 
refunded if a pupil withdraws from a trip. 

 Use cheques, travellers’ cheques or credit cards where at all possible during the 
trip to avoid the risk of losing cash. 

 Following the trip, submit accounts to the finance department for signing off.  
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Insurance 

The School’s insurance cover under the AIG Lifeline Plus Policy provides 
comprehensive personal accident and travel insurance cover for pupils and staff. 

 if a child acts under instruction from a teacher or other authorised representative 
and is injured as a result - cover will be provided by the PI insurance element;  

 if a child is injured due to negligent supervision, then cover will be provided by the 
Public Liability element 

 if a child is injured through accident, with no fault of the School, there will be 
cover under the Personal Accident element of the policy.  In addition, the parents 
may be able to claim under their individual PA policy if they have taken that out 
for the child 

If the educational visit is part of a package, organised through a travel company, it is 
possible that the package will include insurance. However, should this be the case, it 
is important to obtain a copy of the insurance policy and read it carefully in order to 
check the extent of the cover and to ensure that the Lifeline Plus policy covers any 
gaps in the package policy.  
In order that there can be no question of the degree of insurance cover, it is 
advisable that parents with personal travel insurance policies are not given the 
opportunity to opt out of the collective insurance cover, either as described above or 
as part of a package arranged through a travel company. 
 
Code of Conduct 
Behaviour should be acceptable at all times. Pupils should be reminded that they are 
on public view and that any poor behaviour will bring discredit on their school. School 
rules apply on school visits. In addition, the law in the country/countries being visited 
must be observed.  Staff should be particularly vigilant with older pupils to avoid 
smoking and consumption of alcohol or use of drugs. 
 

If behaviour threatens safety, brings the school party into disrepute, or makes the 
continuation of the trip impossible due to supervision procedures put in place for the 
pupil, the Group leader will need to consider sending the pupil home. (Appendix 6) 
 
Review of the Policy 
 
This policy is regularly reviewed and updated where necessary.  Such updating will 
be based on the experiences of recently appointed staff and will take account of their 
comments and ideas.   
 
Monitoring and Review 

The curriculum is constantly being reviewed to take account of educational initiatives 
and respond to the future priorities of the school. 

This policy will be monitored by the Deputy Headteacher, who will report to the 
Headmaster on its implementation on a regular basis. 

 
Policy reviewed and revised by FG – APRIL 2021 
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APPENDIX 1 
 

HEADMASTER’S RESPONSIBILITIES 
 
The Head master should ensure that: 
 

 Adequate child protection procedures are in place 

 All necessary actions have been completed before the visit begins 

 A suitable risk assessment has been completed and appropriate safety measures 
and emergency procedures are in place 

 Training needs have been assessed by a competent person and the needs of the 
staff and pupils have been considered 

 The group leader has experience in supervising the age groups going on the visit 
and will organise the group effectively 

 The group leader or another teacher/instructor are suitably competent to instruct 
the activity and are familiar with the location/centre where the activity will take 
place. 

 Group leaders are allowed sufficient time to organise visits properly 

 Non-teacher supervisors on the visit are appropriate people to supervise children 

 Ratio of supervisors to pupils is appropriate 

 Parents have signed consent forms 

 Arrangements have been made for the medical needs and special educational 
needs of all the pupils 

 Adequate first-aid provision will be available 

 The mode of transport is appropriate 

 Travel times out and back are known, including pick-up and drop-off points 

 There is adequate insurance cover 

 The school has: the address and telephone number of the visit’s venue; a contact 
name; details of companies providing transport, including flight numbers 

 A school contact has been nominated and the group leader has details 

 The group leader, supervisors and nominated school contact have a copy of the 
emergency procedures 

 The group leader, supervisor and nominated school contact have the names of 
all the adults and pupils travelling in the group and the contact details of parents 
and the teachers’ and other supervisors’ next of kin 

 There is a contingency plan for any delays including a late return home 

 Governors are advised on all matters relating to school visits via the Health and 
safety committee and approval is given for residential visits. 

 The financial and cash handling aspects of the trip meet the requirements of 
School policy. 
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Appendix 2  
 

EVC RESPONSIBILITIES 
 
 
The EVC (Facilities manager) should ensure that the Headmaster is kept informed of 
all matters relating to school visits in close consultation with the Deputy 
Headteachers. In particular to: 
 

 Ensure that group leaders are competent and skilled to carry out their task  

 Be aware of the annual calendar plan for the majority of school visits  

 Support the Deputy Head teachers in overseeing the procedure for school visits  

 Ensure that Group Leaders carry out their tasks  

 Ensure that risk assessment and risk management procedures are in place, 
completed to the required standard and presented for onward evaluation within 
the agreed timescales.  

 Ensure that all documentation is completed and collected prior to a trip taking 
place with the support of the Deputy Headteachers 

 Support the Deputy Headteachers in monitoring and reviewing the school’s 
programme of educational visits  

 Report to VLT on targets for improvement of school visits.  

 Participate in any review of school policy  

 Undertake such training as is necessary to perform the role  

 Whilst the Headmaster or governors, in the case of residential visits, will make 
every final decision as to whether a trip should, or should not, take place, advise 
the Headmaster (and deputies) to assist them in making that decision  

 Periodically participate in visits to monitor processes (DHTs/AHTs may take on 
this role to balance out school needs) 

 Monitor and review incidents, accidents, near misses and complaints, revising 
procedure where necessary  

 Oversee the provision of staff training  

 Ensure that a review of educational visits in all sections of the school feature on 
Health and Safety Committee meetings agenda. 

 
 
The EVC will act as advisor to Group Leaders and other staff, by helping to:  

 Access information for Leaders  

 Offer advice from experience of running day and residential visits, home and 
abroad  

 Offer advice on undertaking procedures, risk assessment and risk management  

 Offer other advice as required  

 Source and provide INSET as required  
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APPENDIX 3 
 

GROUP LEADER’S RESPONSIBILITIES 
 
 
 
The Group Leader has overall responsibility for the supervision, conduct and 
health and safety of pupils on visits. Therefore, when on the trip, the Group 
Leader has authority over all other staff, including more senior staff.  
 
 
The group leader must: 
 

 Complete the formal procedure for running a trip (Appendix 4)  

 Obtain the Headmaster’s and relevant Deputy Headteacher’s prior consent 

 Appoint a deputy who is competent to run the trip in your absence 

 Clearly define the role of all adults and ensure all tasks have been assigned 

 Be able to control and lead pupils of the relevant age range 

 Where tuition is given by school staff, check that they are suitably competent to 
instruct pupils in an activity 

 Where tuition is given by external provider, ensure that their competency has 
been demonstrated 

 Be familiar with the location/centre where the activity will take place. If this is not 
possible then evidence of risk assessment and full organisational details must be 
sought from the centre to be visited. 

 Be aware of child protection issues 

 Ensure that adequate first-aid provision will be available 

 Undertake and complete the planning and preparation of the visit including the 
briefing of group members and parents 

 Undertake and complete a comprehensive risk assessment 

 Review all undertaken visits/activities and advise the EVC, Deputy Headteacher 
and the Headmaster where adjustments may be necessary  

 Ensure that staff parents and pupils are adequately briefed 

 Have enough information on the pupils to assess their suitability or be satisfied 
that their suitability has been assessed and confirmed 

 Ensure the ratio of supervisors to pupils is appropriate for the needs of the group 

 Consider stopping the visit if the risk to the health or safety of the pupils is 
unacceptable and have in place procedures for such an eventuality 

 Ensure that pupil details (including parental and emergency contacts, medical 
information) are completed and at hand 

 Ensure that group supervisors and the school contact are aware of the 
emergency procedures 

 Ensure that the group supervisors have the details of pupil’s special educational 
or medical needs which will be necessary for them to carry out their tasks 
effectively 

 Observe the guidance set out for teachers and other adults in the main policy and 
other appendices 
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APPENDIX 4 

 
PLANNING THE VISIT AND RUNNING THE TRIP – THE PROCEDURE FOR 
GROUP LEADERS  
 
1. Discuss budget and insurance with the Finance department. All pupils, staff and 

adult volunteers going on a trip must be covered by a suitable insurance policy. 
2. Outline the proposal to the appropriate Deputy and the Headmaster after planned 

finances are agreed. (FORM 1). If approval in principal is gained, talk to relevant 
school staff to confirm broader viability from a calendar point of view.  

3. Ensure that enough pupils will take part in the trip to make it viable in terms of 
cost.  

4. Get exact details, organise an exploratory visit if required and perform a risk 
assessment  

5. Set a form on ParentMail for consent and finance and ensure that all parents 
respond well ahead of the 2 weeks before a trip. 

6. Once done, send letters home with visit details and costing (standard letter 3C 
3D) via the Headmaster on ParentMail 

7. Check that the annual FORM 3A is in for all pupils on the trip. This details 
medical, dietary or special needs of each child, but also gives signed permission 
for emergency medical treatment in the event that parents cannot be contacted in 
time and arrangements in case of unacceptable behaviour.  A separate form is to 
be completed for each residential trip (FORM 3B). 

8. Hold a briefing for parents (residential visits only), at which all information 
concerning the trip is made available to them. 

9. Hold a briefing for pupils at which the aims and objectives for the trip are 
discussed along with expectations for behaviour and procedures to be followed, 
including emergency procedures. 

10. Present a TRIP PACK, containing details of the trip for clearance by the relevant 
deputy, who will ensure that the trip is approved by the Headmaster. This should 
be submitted at least two weeks in advance of the trip for day visits and a month 
in advance for residential visits (Note, residential visits must be ‘signed off’ by the 
Governors’ Health & Safety Committee nominee, the Facilities manager.) 

11. Ensure that you have with you at all times: 
a. The trips or a school mobile phone where pupils are remotely supervised (do 

not share your own mobile number)  
b. Details of specific medical/diet/special needs of pupils 
c. Contact details of parents/carers 
d. Contact details of liaison staff at school 
e. First Aid kit 

12. Go on the trip, monitoring risk at all time 
13. Evaluate the trip in detail to assist future improvements (FORM 6).  
14. Submit all three finance forms and receipts to the Finance assistant for signing off 

and scrutiny 
 
 
 
A simple flow chart has been developed to assist with this process. 
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Appendix 5 
 

RISK ASSESSMENT 
 
 
Risk Assessment Policy  
Risk assessment is an essential, and legally required, aspect of any trip. Risk 
assessments must be carried out by people competent to make the assessment. In 
most cases, this will be the trip leader. The relevant EVC and Headmaster are 
available to support staff in carrying out risk assessments. All School visits will have 
a risk assessment completed prior to the trip taking place, and an on-going review of 
risk will take place during the trip. A review sheet will be submitted for discussion by 
PLT and SLT after all Priory School visits.  
 
The Law: Four key points  
a. Teachers on visits have a duty of care. They must act like a PRUDENT PARENT  
b. Negligence can only occur if a problem is REASONABLY FORESEEABLE. 

Therefore, the risk assessment ensures that anything reasonably foreseeable 
has been covered.  

c. It is necessary to employ REASONABLE and PRACTICABLE ways to control 
risk. This will always fall into one of 3 categories – supervise pupils around the 
hazard/protect against the hazard/train people about the hazard  

d. Where two professionals have considered a risk, and worked out a way of 
dealing with the risk, and are in agreement, courts will, according to advice, 
support the action of the professional.  

 
Whilst it is legally necessary to carry out a risk assessment, the law does not 
prescribe how it should be done. However, Priory School has decided that a 
common approach to Risk Assessment will be used.  
 
Carrying out a risk assessment.  
Where possible, all sites to be visited should be assessed. If this is impractical, then 
all methods possible should be undertaken to assess risk.  
 
Where a company is used to provide activities or part of the itinerary, then that 
provider should supply a risk assessment. This risk assessment is to be used to 
SUPPLEMENT and not REPLACE the trip leader’s risk assessment.  
 
School policy is that should a provider refuse, or be unable, to supply a risk 
assessment, then that provider will not be used by the school.  
 
There are six stages to carrying out a risk assessment. 
1) Identify the hazard  
2) Identify who might be harmed  
3) Assess risk in terms in likelihood of harm, and severity of harm. In each case, 

grade the risk under one do the following headings – VERY HIGH; HIGH; 
MEDIUM; LOW; VERY LOW (with a numerical score of 5 to 1)  
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4) Complete the standard Priory School Risk Assessment pro forma, and include it 
in your paperwork for approval by the EVC.  

5) Apply control measures and communicate them  
6) Constantly review risk whilst on the trip, and formally review the trip after it has 

been completed, supplying that review to the EVC for discussion at SMT.  
 
To determine whether a risk is too great, use the following guidance – attach the 
figure 5 to VERY HIGH down to 1 for VERY LOW. Multiply together the score for 
likelihood to the score for severity. A score greater than 17 indicates risk that is too 
great, scores of10 or over should make you ensure that you can control the risk, and 
the benefits are sufficient for the activity to go ahead.  
 
PLEASE REMEMBER – it is not the risk assessment that is important, but the 
action you take in controlling the risk. It is more important to DO than WRITE 
DOWN 

 
 
 

Potential Hazards  
 

Generic – you may wish to consider the risks associated with: 

 Adult volunteers – use of Photography 

 Air travel Rail travel 

 Bus travel Self-drive minibus travel 

 Centre/Hostel/Hotel Pupil(s) becomes victim/perpetrator of 
crime 

 Coach travel Pupil(s) seriously ill or injured 

 Comfort/Refreshment/Service Area stops Terrorism threat - General 

 Ferry crossings Terrorism threat – UK Airport 

 Lost pupil(s) at time of departure Terrorism threat – UK Port 

 Member(s) of staff seriously ill or injured Travel by private car (parent or teacher) 

 Passports Walking Route to/from Venue 

   

Special Needs including Medical Needs – you may wish to consider the specific 
needs of children who may have the following special needs: 

 Asperger's Syndrome Hearing Impairment 

 Asthma Mobility Impairment 

 Bladder problems (including Enuresis) Mobility Impairment (temporary) 

 Bowel problems Prescription Medicines 

 Diabetes – Insulin Dependant Severe Allergic Reactions 
(Anaphylaxis) 

 Dietary requirements Sight Impairment 

 Epilepsy Special Educational Need (Behaviour) 

   

 Staff are advised to consult School Office/SENCo about children with specific 
needs 
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Appendix 6 
 

Parents evening check list 
 

PRIORY SCHOOL – PARENTS EVENING CHECKLIST 

 

 Trip leader and accompanying adults, including non-teachers introduced. 
 

 Aims and objectives and Curriculum links/relevance explained. 
 

 Duration of visit defined, including departure and return dates and times. 
 

 Details of Tour Company (if applicable). 
 

 Mode(s) of travel and name(s) of travel company(ies) to be used. 
 

 Coach travel – seating arrangements and DfES guidance relating to seat belts. 
 

 Name(s) and address(es) of base(s) from which group will be operating. 
 

 Details of accommodation, including security and supervision arrangements. 
 

 Emergency contact telephone number(s) for parental contact, including local 
contact. 

 

 Details of insurance cover explained. 
 

 Description of activities planned, including any that are hazardous, with an 
indication of the daily programmes. 

 

 Times when pupils will not be closely supervised. 
 

 Risk assessment explained. 
 

 Parent responsibilities for ensuring that the pupils are fit to participate. 
 

 Clothing and equipment requirements. 
 

 Mobile phones (credit and cost implications when used abroad). 
 

 Items that pupils should not take, purchase whilst on the visit or bring back. 
 

 Luggage – type, quantity and labelling. 
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 Effective means of communication (telephone tree) in the event of change to 
return time. 

 

 Financial matters including arrangements/responsibilities for spending money. 
 

 Nominated person in charge of welfare/first aid duties. 
 

 Procedures in the event of pupils becoming ill/injured. 
 

 Importance of Form of Consent and photo to include any medical details and/or 
dietary requirements. 

 

 Importance of European Health Insurance Cards (EHIC) (for visits abroad). 
 

 Code of Conduct explained. 
 

 Arrangements for dealing with pupils behaving inappropriately, including the 
possibility of returning them home early.  
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Appendix 7 
 
 

PROCEDURES TO BE TAKEN IN THE EVENT OF A MAJOR ACCIDENT OR 
INCIDENT 

 
 
The overriding concern is that the pupils’ health and safety should be paramount. 
 

. 
1. Make sure that ALL the members of the group are accounted for. 

2. If there are injuries, immediately establish the names of the injured people and 

the extent of their injuries and seek medical assistance. 

3. Note the names and telephone numbers of any independent witnesses. 

4. Advise all other supervisors that the accident/emergency procedure is in 

operation. 

5. Contact the next of kin. In some cases it may be necessary for the Headmaster to 

do so. 

6. If hospitalisation is required, ensure that the injured are accompanied, preferably 

by an adult they know who should remain there until parent(s)/carers arrive or 

procedures have been agreed with parent(s)/carers and medical staff. 

7. Ensure that the rest of the group is adequately supervised and has understood 

what has happened. Explain the implications for the rest of the visit. 

8. Inform the Headmaster. If he is unavailable then contact a member of the 

Leadership Team using the emergency contact numbers. 

9. Restrict access to telephones until you have contacted the Headmaster, or a 

member of the Leadership Team. Pupils should not be allowed to phone home 

initially. 

10. The headmaster will inform those who need to know, will act as the point of 

contact with the media, and will liaise with the police and other emergency 

services about what information may be released. 

11. If comment at the scene of the accident/emergency is requested by the media, all 

enquiries should be addressed to the Headmaster and the names of participants 

should NOT be released.  

12. Caution is required in the preparation of any statement, as legal proceedings may 

follow an accident. 

13. The Group leader should prepare a written report of the accident/emergency at 

the earliest opportunity, whilst events are still readily recalled. 

14. An accident report form must always be completed in the event of any accident, 

however minor.  
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PROCEDURES TO BE TAKEN IN THE EVENT OF A SERIOUS BREACH OF THE 

CODE OF CONDUCT 

 

 

The overriding concern is that the pupils’ health and safety should be paramount and 
the trip remain viable. 
 

1. The group leader will contact the Headmaster or in his absence the Deputy Head 

to make a decision whether the pupil should be sent home due to poor behaviour 

2. The group leader or the Headmaster will contact parents of the pupil to explain 

their decision and arrange for transport home. 

3. The group leader will contact the Headmaster again to confirm transport 

arrangements. 

4. If the parent refuses to pay for transport of pupil or teacher the cost should 

initially be paid by trip staff and will be reimbursed by the school to the teacher 

upon the return of the trip. The finance department will then be responsible for 

pursuing the parent for payment. 

5. As soon as is possible, the trip leader should prepare a written report detailing 

the behaviour and the return home arrangements 

 

 

 

Transport home will normally occur in one of these ways: 

 

1. A parent comes and fetches the pupil from the trip venue and takes them home 

2. If the parent refuses or is unable to meet the pupil, the pupil will have to be 

accompanied back to school by a member of staff. The parent will be asked to 

pay for the transport of the pupil and the two-way travel of the teacher. 

3. If air transport is required and available, the parent will agree to meet the pupil at 

the home airport. A ticket is purchased by the parent and an arrangement made 

for ticket to be collected at the airport. The pupil is then accompanied to airport by 

school staff and checked in as an ‘unaccompanied minor’. Staff may leave pupil 

once he/she has passed through passport control into the departure lounge. 
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