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Introduction  

 

Stratford Preparatory School places great value on educational visits for all of its pupils, including the 

very youngest, recognising that they provide a unique opportunity to enhance the curriculum and to 

extend and support class and setting based work. They provide opportunities which cannot be 

provided in classrooms and on site and can extend the knowledge and understanding of the 

youngest pupils. All of the accompanying adults are members of staff and have Enhanced DBS checks.  

 

Stratford Preparatory School Policy for Trips, Outings and Off-site Visits: applies to all children 

including those in the EYFS (Nursery and Reception)   

 
Visits  

 
Supervision – walks around the school grounds including visits to the Paddock.  

 

Staffing ratios are maintained during all walks around the school grounds. At least one of the adults 

with a valid qualification in Paediatric First Aid will accompany EYFS children on walks around the 

school grounds including visits to the Paddock. Staff ensure that the children wear the appropriate 

protective clothing on such walks. The children are always briefed in advance by their Class Teacher 

leader about the visit and the expected standards of behaviour.  

 

Supervision – trips, outings and off-site visits  

 

Most Trips do not involve overnight stays except the residential trip with Junior 4. A trip involving 

an overnight stay, any adult accompanying the trip must have DBS clearance at enhanced level. Any 

adult who does not have an Enhanced DBS must not be given unsupervised contact with the 

children. The correct staffing ratios are maintained or exceeded in accordance with the risk 

assessment for the trip, outing or off-site visit.  

 



At least one member of the accompanying staff will have a valid Paediatric First Aid qualification and 

at least one member of the accompanying staff will have been trained in allergy awareness and be 

willing to administer an Epipen or its equivalent in an emergency.  

 

All classes are less than 20 children. In Nursery and Reception, the children are supervised by their 

Class Teacher and who holds a full and relevant Level 3 qualification as defined by the Department 

for Education. Additional members of staff including Teachers, Teaching Assistants or Parent Helpers 

will accompany the children on trips, outings and off-site visits.  

 

Staffing ratios are 1:4 for Nursery trips, outings and off-site visits.  

 

Staffing ratios for Reception trips, outings and off-site visits are at least 1:7.  

 

Staffing ratios for Infant 2 – Junior 4 trips, outings and off-site visits are at least 1:12 

 

The children are counted at regular intervals throughout any trip, outing or off-site visit. The 

children are always briefed in advance about the visit and the expected standards of behaviour by 

their Class Teacher. The Class or Subject Teacher is usually the designated Trip Organiser for the 

visit.  

 

In the infants and juniors the children will be supervised by their Class Teacher, additional Teacher 

or Teaching Assistants or Parent Helpers on most trips, outings and off-site visits.  

 

For theatre visits the children will usually be supervised by their Class Teacher and other members 

of the school teaching staff. The staff ensure that the children wear the appropriate protective 

clothing for trips, outings and off-site visits. The children are counted at regular intervals throughout 

any trip, outing or off-site visit. The children are always briefed in advance about the visit and the 

expected standards of behaviour by their Class Teacher.  

 

Visits - Nursery 

 

The children are taken on walks round the school grounds and the Paddock for various activities 

including nature walks and also when using the school environment for activities linked to the EYFS 

Areas of Learning and Development.  

 

In the Trinity Term the Nursery children usually take part in an outing lasting all day to the Butterfly 

Farm in Stratford Upon Avon.  

 

Visits – Reception and Main School 

 

Children in Reception to Junior 4 take part in trips and outings lasting all day.  The outings are linked 

to the work the children will be covering in class. Coaches or Minibuses with front-facing seats and 

seat belts are hired for the journeys for these outings. Occasionally children are transported in 

private cars.  Please see (Volunteer Driver and Private Car Policy) 

 

The children might make visits to the local area as part of work on the school and its environs. 

Children are always fully supervised during these visits with the relevant staffing ratios.  

 
Information and Consent  

 

Information about off-site visits and outings is given in advance detailing the cost and whether it 

involves an extension to the normal length of the school day. All visits and outings are optional. 

Written parental consent is required every time the children are taken on off-site visits and outings 



other than walks in the immediate vicinity of the school grounds. The children will not be taken on 

the off-site visit or outing without a Consent Form. These forms are taken on the trip.  

 

Risk Assessments  

 

All visits are thoroughly planned, and a risk assessment is carried out which includes an assessment 

of the safeguarding risks either from staff or from members of the public. A reconnaissance visit is 

made to all new venues. The risk assessment includes details of the modes of travel, possible hazard 

areas and precautions to minimise the risks, staffing ratios, medical and special needs of pupils and 

staff, and staff and school telephone contact details.  

 

Staff ratios are adjusted if necessary to ensure that adequate provision is made for the supervision of 

children with special educational needs, disabilities or medical needs. The risk assessment is 

reviewed before a repeat visit is made. The register is taken before the children leave school. The 

children are counted at regular intervals throughout the trip, prior to leaving the venue and on their 

return to school. The children remain under the supervision of the adults at all times. The children 

walk in pairs when by roads and in pairs or small groups during the visit. When walking by roads, 

one adult will be at the front, one in the middle and one at the back of small groups of children 

wherever possible. Children are reminded about basic road safety and of the expected standards of 

behaviour. Members of staff are responsible for ensuring that the children embark and disembark 

from the coaches in a safe place. If they consider the place to be unsafe, they must ask the coach 

driver to find a more suitable place. A member of staff will check that all the pupils are sitting 

properly and wearing seat belts on coaches and minibuses.  

 

 Lost or Uncollected Children  

 

The procedures are structured to ensure that a child does not go missing; but in the event that a 

child is missing – either from school, or on a visit, the procedures set out in the Policy for Lost or 

Uncollected Children are followed.  

 

First Aid  

 

At least one member of staff on each coach or minibus on every trip, outing or off-site visit has a 

valid First Aid qualification. This qualification will be a Paediatric First Aid qualification for children in 

the EYFS. If the children are to be taken round the venue in class groups or smaller groups, then 

there will be a person with a valid First Aid/Paediatric First Aid qualification with each class or group. 

Each Class Teacher will have a First Aid kit. The required contents of the First Aid kit for trips, 

outings and off-site visits are listed in the school First Aid and Health Policy. At least one member of 

the accompanying staff on each coach or minibus will have been trained in allergy awareness and be 

willing to administer an Epipen or its equivalent in an emergency. All of the adults will have a mobile 

phone and the telephone numbers of all of the other adults on the trip, outing or off-site visit. 

Water is also taken on trips, outings and off-site visits.  

 

Delay  

 

The Trip Organiser will ring the school if there is any delay, for example, because of heavy traffic. 

The School Office has copies of all permission slips and will phone the parents to warn them of a 

delay, if appropriate.  

 
 

 

 

 

 



Responsibilities  

 
The role of the Educational Visits Co-ordinator (EVC)  

 
The role of the Educational Visits Co-ordinator at Stratford Preparatory School is to maintain an 

overview of approving visits, ensuring that they are spread through the different age groups and the 

school year (although there is inevitably a concentration during the last part of the Trinity Term, 

when exams have finished and the weather is at its best). The EVC helps staff involved with 

organising visits and ensures that all of the necessary documentation for the trip has been completed 

correctly. The EVC ensures DBS checks are in place as necessary. In addition, the EVC ensures that 

any new TOs undertake a session on planning school visits as part of their induction training.  

 

The EVC is responsible for ensuring that the TO has checked that external activity providers have 

appropriate safety standards and liability insurance. The Council for Learning Outside the Classroom 

(LOtC) awards the LOtC Quality Badge to organisations which meet nationally recognised 

standards. Where the organisation does not hold the badge, the School must check that they are an 

appropriate organisation to use. This will include checking the following: their insurance; they meet 

legal requirements; their risk assessments and control measures; their use of vehicles; staff 

competence; safeguarding; accommodation; any sub-contracting arrangements they have; and that 

they have a licence where needed. If the activities include caving, climbing, trekking, skiing or water 

sports (other than rowing) the TO must also check that the provider holds a licence as required by 

the Adventure Activities Licensing Regulations 2004 (for England, Scotland and Wales). There should 

also be an emergency plan and communications plan, known to the TO. The website for the 

Outdoor Education Advisers’ Panel is a useful source of advice. The TO must check the LOtC 

award or similar local accreditation for overseas trips.  

 

The EVC is responsible for ensuring that all visits are evaluated after completion and records kept of 

incidents, accidents and near misses so that lessons can be learnt. 

 

 

The Headmistress, is the EVC for the school and as such is responsible for approving all requests for 

trips, outings and off-site visits. She is responsible for ensuring that all the necessary documentation 

has been completed correctly and for giving guidance on carrying out risk assessments and on 

permission slips. The EVC ensures that DBS checks are in place as necessary.  

 
Role of the Trip Organiser (TO)  

 

Every visit, however local, or short, must be planned in advance by the member of staff who is in 

charge of it. The member of staff must have had previous experience of accompanying similar visits 

before organising a visit. The TO will have overall responsibility for the management of the visit and 

must recognise that whilst leading the visit s/he is representing the school. Therefore, the TO must 

ensure that all accompanying adults, whether school staff or adult volunteers, are fully briefed on 

their roles and responsibilities, and must ensure the overall maintenance of supervision, order and 

discipline at all times. The TO must be fully aware of the requirements of the relevant School 

policies including the Safeguarding and Child Protection Policy, Lost or Uncollected Children Policy 

and First Aid and Health Policy and must ensure that accompanying adults are also fully aware of the 

requirements of these policies. The TO must ensure that these are not compromised during the 

trip. The TO must make appropriate and adequate preparations for emergencies in conjunction with 

the EVC and ensure that all accompanying staff are familiar with these procedures.  

 

The TO must liaise with the Headmistress as part of the planning process for the visit. The member 

of staff in charge must ensure that the staffing ratios and first aid requirements are correct for the 

visit as set out above. The TO must ensure that a list of all of the children’s particular medical or 



special needs is compiled and taken on the trip.  If the trip is within school hours then emergency 

contact details do not need to be taken as the TO will contact the school for any information.  

 

If there is more than one coach for the trip, then the TO is responsible for checking that all of the 

children are in the coaches and ready for the journey before the coaches depart.  

 

 

The role of accompanying adults  

 

Accompanying adults must recognise that they act as employees whenever visits take place. They 

have a responsibility for maintaining order and discipline, safeguarding the health, well-being and 

safety of the young people in their care, and informing the visit leader of any relevant incidents 

affecting, or likely to affect, group members.  

 

As well as the general responsibilities for all adult trip members, mentioned above, those who are 

volunteers and who are not employees at Stratford Preparatory School must understand and agree 

to the expectations of them during the trip, recognise the limits of their responsibilities, follow 

instructions from staff and raise concerns for young people’s welfare with the TO.  

 
Personal Liability and Insurance  

 

Staff in charge of pupils have a common law duty to act as any reasonably prudent parent would do 

in the same circumstances. The November 2018 DfE Guidance “Health and Safety on Educational 

Visits” provides useful guidance for all staff in charge of visits.  

 

Staff who take part in visits and activities outside school may feel concerned about the possibility of 

being held personally liable if an accident should occur. However, they can be assured that Stratford 

Preparatory School, as their employer, will always stand behind them in the unlikely event of an 

accident occurring, provided they have exercised reasonable care and followed the School’s 

guidelines. Stratford Preparatory School has £10 million of Employers’ Liability Insurance and £20 

million of public liability insurance. The TO must ensure that any trip fulfils the requirements of the 

School’s insurers.  

 

Use of Hired Transport  

 

Coaches are hired for outings and for other visits such as theatre trips when necessary. The school 

has a long-standing relationship with a local company that understands that all drivers must come 

from a list of named drivers, have current DBS disclosures, and carry mobile phones. All of the 

vehicles have front-facing seats that are fitted with seat belts.   

 
Preparatory Arrangements  

 

The visits undertaken by the children are all reasonably local. Visits are planned in outline at least a 

term in advance. Parents are informed about visits in letters well in advance.  

 

Actions for the Trip Organiser (TO)  

 

Visits which need to be booked in advance, need transport booking or involve additional costs for 

parents should be organised well in advance following the timeline of the Visits Trip Planning Sheet 

(Appendix 1). Parents should be consulted about individual children’s special and medical needs and 

advice sought about any specific arrangements. The TO must ensure that a list of all of the children’s 

particular medical or special needs is compiled.  

 



All stages of the trip planning checklist must be followed and tasks signed off by the Senior Member 

of Staff. 

 

Staff should be informed that the travelling First Aid Kits will be required on the date of the visit. 

The bookings should all be confirmed and payments made. The school chef should be informed, and 

lunches should be ordered. The risk assessment should be finalised and approved by the 

Headmistress.  

 

Prior to the visit the TO for the visit should ensure that the other members of staff participating in 

the visit have received a copy of the risk assessment, that they are aware of the role of the TO and 

understand the emergency procedures. The EVC, the School Secretary and all staff members 

participating in the visit should be issued with the following items, which must be taken on the trip:  

 

• The itinerary (including address, phone numbers etc of all locations to be visited).  

• Lists of all the pupils for whom they are primarily responsible and any medical or special needs of 

those pupils.  

• Mobile number of the TO, the relevant school phone numbers  

• A copy of the risk assessment.  

• Details of any required medication for the pupils and staff who will be taking part in the trip, outing 

or off-site visit. This includes Epipens/JEXTS (or equivalents) and inhalers.  

• Location of local hospital.  

 

The School Secretary will issue copies of the parental consent forms for the children in their class.  

 

The children should be reminded by their Class Teacher or Key Person of the aims of the visit and 

the expected standards of behaviour. The TO should ensure that the First Aid packs are ready for 

the outing and that staff have checked that the contents are adequate. They should ensure that all 

required medication is taken on the trip, outing or off-site visit, including Epipens/JEXTS (or 

equivalents) and inhalers and that there is at least one member of the accompanying staff who is 

trained to administer these. They should ensure that they take all of the documentation listed above 

on the trip. They should ensure that the lunches are ready.  

 

In planning a trip, the TO must ensure that persons instructing adventure activities are competent 

and properly qualified, that the visit and activities are suitable for the group and that accompanying 

adults are aware of any special educational or medical needs. The TO must also prepare and 

organise a comprehensive risk management system. 

 

Parents should also rest assured that safety is a top priority for Stratford Preparatory School. To this 

end parents are expected to support the school in ensuring that their children are reminded about 

the importance of following the instructions given either by a member of staff, or by a qualified 

instructor. Any TO reserves the right to send any pupil home early, at his or her parents’ expense, if 

he or she declines to follow reasonable instructions given for his or her own safety or does not 

follow the school’s behaviour code. 

 

Planning and organisation 

 
The amount of advance planning and preparatory work needed will obviously vary considerably with 

the type of activity. Very little preparation may be needed for walking with a group of pupils to a 

local museum, spending an hour there and walking back in time for school lunch. By contrast, a visit 

lasting a week or more overseas requires considerable research and preparation. Repeat visits and 

shorter visits will need less planning, and can be arranged at shorter notice, though it is always 

desirable to give parents as much notice as possible when planning visits for school holidays and half-

terms.  

 



The list that follows is designed to cover all the planning that a TO needs to undertake for a longer 

type of visit. It is designed to be as systematic as it is comprehensive and may therefore be useful for 

shorter day trips as well, although obviously different timescales will be used.  

 

The following information is an overview of what is included on the Trip Checklist (Appendix 1).  

The checklist must be followed and each task signed off by the relevant member of staff. 

 
Months before the trip:  

 

1. Consult with Headmistress about a potential trip.  

2. Check dates with the school calendar.  

3. Make appropriate checks with the intended venue, including checking that the provider holds a 

Council for Learning Outside the Classroom (LOtC) Quality Badge, or suitable alternative for non-

UK venues. Where there is any proposed form of adventurous activity an outline risk assessment 

must be made prior to booking  

4. Book the trip well in advance, having visited the destination in person, where appropriate. 5. 

Check individual arrangements for pupils with special needs. Determine whether child protection 

procedures have been followed by those at the intended venue, where appropriate. 6. Check the 

school’s travel and health insurance, and confirm it is appropriate to the visit. Treat safety and 

insurance matters seriously.  

7. Decide on the accompanying staff and/or adults. If a certain member of staff is not deemed to be 

entirely committed to the trip, or if an additional adult is not considered to be sufficiently 

responsible, then he or she should certainly not be asked to be a member of the trip party.  

8. Ensure that there will be at least one of the accompanying staff with a valid first aid certificate on 

each coach, minibus or car (if children are to be transported by car) and that there will be at least 

one of the accompanying staff who has received training in allergy awareness and who is prepared to 

administer an Epipen or its equivalent travelling with any children with allergies.  

9. Write a letter to parents, clearly outlining the nature of the trip and the programme of activity, 

including pick-up and drop-off dates and times. In this letter, give unequivocal deadlines for payments 

or cancellation. Outline the expectations of each pupil, clarify these expectations to the pupils and 

their parents, and ensure that these expectations are met during the trip.  

 

For residential trips you should include the following details:  

• what children may/may not do  

• sanctions for poor behaviour  

• bedtimes  

• minimum group numbers  

• clothing lists.  

 

10. Arrange for any adult accompanying a trip involving an overnight stay to have a DBS check at an 

enhanced level, if he or she does not already have one. This must be a clear check.  

 

Weeks before the trip:  

 

1. Finalise Risk Assessments to the required level and forward these to the Headmistress for 

approval. Risk Assessments must include an assessment of the safeguarding risks either from staff or 

from members of the public.  

2. Check that parents have signed permission slips for all activities and compile a list of contact 

names for all participants.  

3. For all residential trips, arrange a meeting for parents of participating children at which questions 

can be asked and issues raised, if appropriate.  

 

At this meeting:  

• listen to parents’ concerns and temper these with information from other colleagues  



• reiterate codes of conduct during the trip  

• collect in spending money (accounting for everything)  

• collect and retain passports and European Health Insurance Cards (where necessary)  

• make a list of medical requirements receiving signed parental permission to administer medicines  

• provide parents with emergency contact arrangements  

 

4. Ensure that lunches are ordered for the trip, if necessary.  

 

5. Confirm that all accompanying adults on trips involving an overnight stay have a clear enhanced 

DBS check.  

6. Collate a list of any children’s particular medical or special needs. This list must only be made 

available to the Trip Organiser and a named deputy (or deputies). Ensure that staff are informed 

about the particular medical or special needs of children for whom they will be directly responsible. 

7. Collate a list of emergency contact details for all trip members. This list must only be made 

available to the Trip Organiser and a named deputy (or deputies). If there is more than one 

coach/minibus for the trip, then the Consent Forms must be available on every coach/minibus so 

that they can be used in the event of an emergency.  

 

Days before the trip:  

 

1. Ensure that First Aid kits are prepared and available for the trip. The required contents of the 

First Aid kit for trips, outings and off-site visits are listed in the school First Aid and Health Policy.  

2. Set cover work for any classes that may be missed. Make the work interesting for the pupils and 

clear for a colleague to administer.  

3. Ensure that all accompanying staff are informed about the particular medical or special needs of 

any children for whom they will be directly responsible.  

4. Ensure that all accompanying staff are aware that the Trips Organiser and named deputy (or 

deputies) have emergency contact details for the trip members, including staff.  

5. Forward lists of trip members to the School Secretary so that email can be used to inform parents 

of any problems on the trip, such as late arrivals at school.  

6. Take a mobile phone. Give its number to a named contact at the school, but not to parents. 7. 

Check that the coach driver and his coach match the details on the booking form.  

8. Check with the coach driver and hosts, if any, to determine their expectations. Ensure 

familiarisation with any regulations concerning the transportation of children by private vehicle, by 

school minibus or by other forms of transport.  

 
On the trip:  

 
1. Carry a definitive list of children and check it often. Always do a roll call of the children getting on 

and off the coach after every activity. Ensure that all pupils wear their seat belts. Enforce expected 

standards of behaviour.  

2. A list of any children’s particular medical or special needs must be taken by the TO and the 

Deputy (e.g. for use by the emergency services in the event of an accident). Consent forms must be 

available on every coach/minibus being used for the trip.  

3.A list of pupils’ emergency contact details must be taken on a residential trip outside of school 

hours.  

4. Ensure that any required medication is taken on the trip (including Epipens/JEXTS or equivalents 

and inhalers) and that all medication is administered to the pupils at the appropriate time as 

necessary by an appropriately trained member of staff.  

5. Keep account of all expenditure and record any accidents or near misses.  

6. Define a clear meeting place and time for each event.  

7. Carry a copy of the School’s Travel Insurance Policy. 

 

 



Managing risks  

 
The steps followed are set out in the model risk assessment form below, which guides the TO in:  

 

• Identifying the potential hazards of the venue to be visited  

• Listing those groups of people especially at risk from significant hazards  

• Listing existing controls or indicating where the appropriate information may be found  

• Considering how he/she would cope with hazards that are not currently identified or fully 

controlled  

• Carrying out the continual monitoring of hazards throughout the visit.  

 

However, it should be noted that professionally operated licensed activity centres and tour 

operators specialising in school visits will conduct their own risk assessments. The TO should ask 

for copies at the planning stage (see above) and ensure that s/he is satisfied that such an assessment 

will meet the requirements of Stratford Preparatory School for the activity part of the visit.  

 

Nevertheless, additional risk assessments will be needed to ensure complete coverage of all aspects 

of the visit. Risk assessments carried out for previous visits can generally be updated and re-used 

unless there has been a change of circumstances. At Stratford Preparatory School the EVC maintains 

a dossier of generic risk assessments, which covers sports fixtures, and theatre, museum and most 

other regular visits.  

 

The following risk assessment form (see below) helps the TO to identify:  

 

• The hazard – something with the potential to cause harm;  

• The severity – the seriousness of the hazard, the risk;  

• The probability of the hazard occurring;  

• The risk assessment – the resulting assessment of the potential severity of the outcome;  

• The risk control measures – the measures and procedures in place to minimise the consequences 

of unfettered risk 

 

 
During the visit  

 

Primary responsibility for the safe conduct of the visit rests with the TO. He or she has sole 

responsibility for amending the itinerary or cancelling the visit in the event of unforeseen delay or 

sudden deterioration in weather conditions. S/he may delegate part or all of the responsibility for 

the following to one or more of the accompanying staff:  

 

• Carrying out head counts of the children on leaving school, on getting on and off each form of 

transport, entering or leaving a theatre, museum, centre, etc.  

• Checking that all pupils wear their seat belts.  

• Enforcing expected standards of behaviour.  

• Ensuring that any required medication is administered to the pupils at the appropriate time.  

• Keeping account of all expenditure.  

• Recording any accidents or near misses.  

 

 

 

 

 

 

 



Emergency Procedures  

 

Illness or Minor Injuries  

 

If a pupil has a minor accident, First Aid should be administered by one of the qualified First Aiders 

on the trip, outing or off-site visit. If a pupil becomes ill, the TO, or another member of staff, will 

phone the school who will contact his or her parent’s emergency contact number at once and 

arrange for him/her to be collected.  If parents cannot be contacted the TO will see advice from the 

School First Aid Officer.  

 

Serious Injuries/Accidents  

 

In the event of a serious accident resulting in the death or injury of one or more of the pupils and/or 

staff, the TO’s (or another Class Teacher’s) first priority would be to summon the emergency 

services, and to arrange for medical attention for the injured. At least one of the accompanying 

members of staff should accompany the injured pupil(s) to hospital and remain with the 

child/children until their parents arrive. The TO must ensure that the rest of the group is safe, 

secure and adequately supervised. If necessary, the TO would make the decision for the remaining 

group to return to school immediately.  

 

The TO would then be responsible for ensuring that school staff are informed of the incident and 

resulting actions that have been taken. Follow-up communications should be maintained with the 

school until the group has returned to school. S/he would also need to arrange, if necessary, for the 

parents of the uninjured children to be contacted on their emergency contact numbers. It might be 

necessary for parents to be asked to collect their children from either the venue or the school, 

depending upon the circumstances. The school Proprietor would notify the insurers as quickly as 

possible. A full record should be kept of the incident, the injuries and the actions taken.  

 

At Stratford Preparatory School, depending on the nature of the incident, the families of the injured 

and the families of those who are unhurt would be informed as swiftly as possible. It is recognised 

that in an era of instant communications, it may not be possible for members of staff to be the first 

to break the news. Nevertheless, a member of staff will speak personally to the parents of any pupil 

who has suffered some injury or mishap. Mass communication methods such as SMS, email, messages 

on the school website and local radio will be used for communicating with those whose children are 

not affected.  

 

Where possible, communication with the media should be left to the Headmistress. The TO should 

refer the media to the school. If comment is unavoidable, it should be factual and calm, and no 

attempt should be made to cover gaps in knowledge.  

 

Further details about managing incidents and accidents on trips, outings and off-site visits are given in 

the school First Aid and Health Policy.  

 
After the Visit  

 

Each TO should provide the EVC with a report of any accidents or near misses, on his or her 

return. Personal observations and lessons learned are always valuable. This report should be used to 

inform future Risk Assessments to the same or similar venues. The TO should return all school 

property and ensure that arrangements are made for any lost or damaged equipment to be replaced 

or repaired.  

 

The TO must also complete the health form records of any First Aid that has been administered 

during the trip, outing or off-site visit, and complete records regarding the administration of any 



medication in the school First Aid and Health Policy. He or she must also ensure that all medication 

is returned to the appropriate place.  

 

Each TO must ensure that all other accidents and injuries are reported in the Pupil Accident Book 

or in the Accident Book (adults) as set out in the school First Aid and Health Policy. This Policy also 

sets out those accidents and incident that must be reported to comply with ‘Reporting accidents and 

incidents at work: Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

(RIDDOR) 2013’.  

 

The TO is responsible for producing a schedule of all expenditure on the trip.  

 

The TO is responsible for ensuring that lists prepared for the trip, such as children’s contact details 

and information about children’s medical or special needs are shredded after the trip.  

 

The TO is responsible for ensuring that the EVC is provided with an evaluation of the visit after its 

completion which includes records of incidents, accidents and near misses.   

 

Report for the Proprietor  

 
The Headmistress’s weekly report to the Proprietor always contains an account of all school trips 

that have taken place since the last meeting.  

 

Related Policies, Monitoring and Policy Review  

 

This policy should be read in conjunction with other related policies, including: the Safeguarding and 

Child Protection Policy, the Policy for Lost or Uncollected Children, the First Aid and Health Policy 

and the Behaviour Management and Exclusions Policy.  

 

This Policy will be reviewed annually in the Michaelmas Term. It will be presented to the Proprietor 

for approval. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 1 Trip Form 

 

 
 

 

 
 



 
 
 
 
 
 



Appendix 2 Trip Checklist

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix 3 Risk Assessment Pro Forma 

 
 

 
 
 



 
 



 
 

 


