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1. Purpose of Educational Visits 

Educational visits are activities arranged by or on behalf of the school, and take place 
outside the school grounds. Such visits can supplement and enrich the curriculum of the 
school by providing experiences which would otherwise be impossible and are an essential 
element of good primary practice. All off-site activities must serve an educational purpose, 
enhancing and enriching the learning experiences of pupils by giving them first-hand 
experience of historical, geographical and religious sites and visiting exhibitions, galleries, 
theatres and other places of interest. Alfred Street Junior School (ASJS) is committed to 

enriching the curriculum by providing educational visits which support and extend pupils’ 
learning or cultural experience. 

The purpose of this policy is to establish a clear and coherent structure for the planning and 
evaluation of off-site visits, and to ensure that any risks are managed and kept to a 
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minimum, for the safety and health of all pupils at all times. Visits may take place within the 
school day, after school, overnight or over several days. 

For the purposes of this policy, reference to ‘parents’ includes all adults who have a caring 
responsibility for a child or children in the school. This may include parents, step-parents, 
grandparents and other relatives, foster carers and adoptive parents as well as other adults 
who have a legal responsibility for a child. 

2. Aims 

The school aims for offsite visits are as follows: 

 to enhance curricular and recreational opportunities for pupils; 

 to provide a wider range of experiences for pupils than could be provided on the 
school site alone; 

 to promote the independence of children as learners, and enable them to grow and 
develop in new learning environments. 

3. Inclusion 

Every effort will be made to ensure that outdoor learning activities and visits are available 
and accessible to all, irrespective of special educational, medical needs or disabilities, ethnic 
origin, gender or religion. If a visit needs to cater for children with special needs or 
disabilities, every reasonable effort will be made to find a venue that is both suitable and 
accessible and that enables the whole group to participate fully and be actively involved. 

At Alfred Street we follow ‘The Northamptonshire County Council’s Policy for the 
Management of Learning Outside the Classroom guidance for employees’ [1] which states 
that: “Establishments should take all reasonably practicable measures to include all young 
people. The principles of inclusion should be promoted and addressed for all visits and 
reflected in establishment policy, thus ensuring an aspiration towards: 

 an entitlement to participate 

 accessibility through direct or realistic adaptation or modification 

 integration through participation with peers 

Employers, Heads/Managers, Curriculum Planners, Educational Visits Coordinators(EVCs) 
and Visit Leaders should be aware of the extent to which Inclusion is or is not a legal issue.” 

Under the Equalities Act 2010 [2], it is unlawful to: 

 treat a disabled young person less favourably; 

 fail to take reasonable steps to ensure that disabled persons are not paced at a 
substantial disadvantage without justification. 

See also Equality Policy [3] 

Further Guidance can be found at Outdoor Education Advisers Panel (OEAP) National 
Guidance Head / Manager [4] File 3.2e Inclusion. 

In some cases, it may be reasonable and necessary to prevent a pupil from participating in 
the trip to protect their safety and the safety of the other pupils attending. 

However, school will always consider if there are other ways to help the pupil access the trip 
safely, with any support given: 
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 Focused on the individual circumstances of the pupil 
 Planned in consultation with the pupil and their family 

4. Types of Activity 

All pupils will be encouraged to participate in as wide a variety of visits and activities as 
possible. These might include (for example): 

 Theatre visits 

 Library visits 

 Trips to museums 

 Trips to local parks 

 Fieldwork in the locality 

 Sporting fixtures and events 

 Visits to local shops/factories 

 Visits to local places of worship 

 Visits to care homes 

 Visits to emergency service stations 

 Activity centres 

 Visits to historical sites 

 Visits to sites with geographical interest 

 Visits to art galleries 
Consideration must be given to the educational value of all such trips. 

5. Planning Guidelines 

The planning and organisation of an educational visit is crucial to its success. With rigorous 
organisation and control, a visit should provide a rich learning experience for the pupils. This 
policy is written in conjunction with the Northamptonshire County Council’s Policy for the 
Management of Learning Outside the Classroom guidance for employees [1]. 
 
The following guidelines support the planning and implementation of educational visits 
organised at ASJS. 
Common Law expects people acting in enhanced duty of care to take the same care as 
would a reasonable and careful parent. This duty is continuous during any visit or off-site 
activity and cannot be delegated. 
In addition, there is a higher duty of care on teachers and other professional staff, as a 
consequence of the greater knowledge they are assumed to have of children and specified 
activities. The level of judgement expected of staff is related to that individual’s knowledge, 
experience and training. 
 

When planning a visit consideration needs to be given to the following areas: 

 Purpose of the visit 

 Choice of venue 

 Activities to be undertaken 

 Exploratory visit and research 

 Programme of activities 

 Staffing 



 

Educational Visits 
Policy  Alfred Street Junior School   Page 5 of 35 

 

 Emergency procedures/First Aid 

More thorough details are outlined in Appendix 1 (Planning a Visit – Key Questions) 

6. Educational Visits Coordinator (EVC) and Training 

The school has two named Educational Visits Coordinators who will attend any statutory 
training required. 

Currently the EVCs are: 

 Mrs Sharon Smith (Assistant Head Teacher) 

 Mr Craig Butler (Deputy Head Teacher). 
The EVC must be aware of any visits organised from the school and ensure that they are 
planned, conducted and reviewed in accordance with this policy and the guidance which 
forms part of this policy. Risk assessments will be completed by the staff organising the visit, 
with assistance from the EVC. 

The EVC must become aware of any new legislation or LA requirements regarding 
educational visits. 

As an employer the school is required to ensure that its employees are provided with: 

 appropriate guidance relating to visits and Learning Outside of the Classroom 
activity; 

 employer-led training courses to support the guidance to ensure that it is 
understood; 

 suitable systems and processes to ensure that those trained are kept updated; 

 access to advice, support and further training from appointed Advisers who have 
proven expertise and professional understanding of the guidance, the training and 
expectations set by current good practice. 

The appropriate guidance for the management of outdoor learning and Learning Outside of 
the Classroom at ASJS is the Learning Outside of the Classroom (LOtC) National Guidance 
web site [5]. 

Further support for EVCs at Alfred Street is available through: www.plumsun.com [6] 

Appropriate, available courses include: 

1. Educational Visit Coordinator (EVC) Training 
2. Educational Visit Coordinator (EVC) Revalidation 
3. Visit Leader Training 

For the purposes of day-to-day updating of information and availability of relevant courses 
EVCs and group leaders should be directed to the posting of “Training Courses and Events” 
[7] 

7. Planning & Authorisation of Visits 

Staff planning an off-site activity, must make a preliminary visit to the venue, in order to 
ascertain its suitability (this is essential for every visit, even if they have visited the site 
before). Whilst there, they must carry out an on-site risk assessment by completing the 
designated form (Appendix 2). It is important to take into account the probable weather 
conditions at the time of year proposed for the trip, and the party leader must take careful 
account of the facilities available, with due regard to the proposed size of the group. They 

http://www.plumsun.com/


 

Educational Visits 
Policy  Alfred Street Junior School   Page 6 of 35 

 

must also assess the suitability of the site with regard to the age and any particular needs of 
the children. They will also consider the approach of the venue 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 they 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 risk assessment 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 will be 
built into the overall financial arrangements for the visit itself. 

Before an educational visit can be approved, a ‘Notification of an Offsite Visit form’ 
(obtained from the school office in ‘Educational Visits Forms’ booklet) should be completed 
and handed to the Head Teacher/EVC. 

Visits where the element of risk is similar to that encountered in daily life (Category A and B 
– see Appendix 3), should be approved by the Head Teacher or EVC before any detailed 
arrangements are made. 

Any plans to organise an off-site activity involving hazardous outdoor and adventurous 
activities, should be approved by the Head Teacher or EVC and plans should be endorsed by 
the County Advisor for Outdoor Education using relevant forms and a risk assessment. 
Through uploading the completed risk assessments and trip details to Plumsun[6], this 
endorsement will be obtained on our behalf. 

The Educational Visits Day and Residential Timescales and Expectation sections of this policy 
(Section 19) and the responsibilities (Section 12) must be followed. 

8. Risk Assessment 

Once a decision has been made to approve an off-site visit, a group leader will be appointed 
by the Head Teacher/EVC. It is an expectation that all leaders and their assistants have been 
formally assessed as competent to undertake such responsibilities as they have been 
assigned in line with the LOtC guidance ‘Approval of Leaders’ [8]. 

A comprehensive risk assessment then needs to be completed by the group leader before 
setting out on a visit. This will be completed using the school’s agreed pro-forma (see 
Appendix 7) which can be found on the school server (Staff Shared/Educational 
Visits/Proformas). The risk assessment should guide the level of adult supervision required. 
The risk assessment should include the following considerations; 

 What are the risks? 

 Who is affected by them? 

 What safety measures need to be in place to reduce risks to an acceptable level? 

 Can the group leader guarantee that these safety measures will be provided? 

 What steps will be taken in an emergency? 

 What is the acceptable ratio of adults to children for this visit? 

 What are the medical and additional needs of the children attending? 
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The group leader and other supervisors should continually reassess the risks throughout the 
visit and take appropriate action if pupils are in danger. These additional risks should be 
noted and reported as part of the monitoring of a visit (see 24 Monitoring) so that these can 
be risk assessed prior to the commencement of a similar visit in the future. 

The group leader should take the following factors into consideration when assessing the 
risks: 

 The type of activity and the level at which it is being undertaken. 

 The location. 

 The competence, experience and qualifications of supervisory staff. 

 The group members’ age, competence, fitness and temperament. 

 Additional support required for pupils with special educational, behavioural or 
medical needs. 

 The quality and suitability of available equipment. 

 Seasonal conditions, weather and timing. 

The person carrying out the risk assessment should be aware that most venues create their 
own risk assessments but these should not stand alone and an ASJS risk assessment form 
must be completed. 

Risk assessments must be done for all elements of the visit including walking to and from 
the coach or venue etc. 

Once completed, the risk assessments must be uploaded to Plumsun [6] for approval. 

9. Supervision and Staff Ratios 

Pupil to staff ratios for educational visits are not prescribed in law. Those planning visits, 
on the basis of the risk assessment, will decide the ratios taking into account the range of 
variables determined through an informed risk assessment. Supervision ratios will relate to: 

 The category of the educational visit 

 The specific educational objective(s) and: 

 The outcome of a risk assessment 

 Any additional needs of the group 

On the basis of the risk assessment, it is likely that additional supervision may be required 
for Category C visits, residential visits and hazardous activities. 

The risk assessment may also include the assessment of individual pupils. This will have a 
direct influence on supervision ratios. 

The key factors which will be taken into consideration in the establishment of appropriate 
ratios are as follows: 

 nature and location of activities to be undertaken; 

 age and ability of the group; 

 pupils with special educational and/or medical needs; 

 day visit or overnight stay; 

 mixed or single gender group; 

 experience of supervisory staff in off-site supervision; 

 duration and nature of the journey type of any accommodation; 

 competence of supervisory staff, both general and in relation to specific learning 
activities; 
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 requirements of the organisation/ location to be visited; 

 competence and behaviour of the pupils; 

 prevailing weather conditions and time of year; 

 duration and location of planned activities; 

 first aid cover. 

The following issues will also be considered when establishing ratios: 

 Under normal circumstances, where it is possible, at least one male and one female 
leader will accompany mixed sex groups, where an overnight stay is involved. Where 
this is not possible, parents will be made aware and give their consent to the 
proposed arrangement prior to the visit. 

 Arrangements will be made to ensure that appropriate ratios are maintained if a 
staff member needs to leave the group e.g. to accompany a pupil to hospital, escort 
a pupil home, personal illness or attend to a personal emergency. 

 It is acceptable to involve volunteers e.g. parents or governors with clearly defined 
roles and responsibilities. 

While it is not possible to set down definitive ratios for a particular age group or activity, the 
OEAP gives the following starting points for consideration: 

 Years 1 to 3: 1:6 

 Years 4 to 6: 1:10 or 1:15 [9] 

However, a minimum of two adults is required for every school visit. Consideration will need 
to be given to the nature of the visit and the transportation used. Extra adults above the 
minimum (eg on a coach trip) may be required. 

The OEAP provides one example as a way of remembering the issues to consider when 
assessing the supervision ratios [9] – SAGED 

 Staffing requirements – trained? experienced? competent? ratios? 

 Activity characteristics – specialist? insurance issues? licensable? 

 Group characteristics – prior experience? ability? behaviour? special and 

medical needs? 

 Environmental conditions – like last time? impact of weather? water 

levels? 

 Distance from support mechanisms in place at the home base – 

transport? residential? 

10. Communicating with Parents 

An effective, two-way communication process between the school, centre and parents is 
important for all visits. Effective communication will ensure that parents are made aware of 
the purpose and nature of the visit and will ensure that parents inform the school about any 
particular needs and issues of their child relevant to the visit. 
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10.1. What do parents need to know? 

Information to parents may, depending on the visit, include: 

 The aims and the benefits of the visit; 

 Dates of the visit or series of visits; 

 Destination details; 

 Times of departure and return and whether parents will be required to meet their 
children on return; 

 Mode(s) of travel and the travel; 

 Details of accommodation; 

 The size of the group and levels of supervision; 

 Arrangement and provision for medical, dietary and/or special educational needs; 

 Names of leaders, of other staff and of other accompanying adults; 

 The planned programme of activities; 

 Agreed arrangements for non-emergency contact during the visit; 

 Arrangements/protocols for parents to make contact with the child; 

 Arrangements/protocols for the school or pupils to make contact with their parents; 

 A list of potential circumstances when a parent will be contacted by the school eg 
when a pupil: 
 Reports feeling unwell and the symptoms/condition is giving cause for concern; 
 Requires medical attention; 
 Is injured as a result of an accident or emergency; 
 Is in breach of the established code of conduct for the visit. 

 Arrangements for the early return of a pupil for any reason during the visit; 

 The code of conduct for the visit detailing expected standards of behaviour and 
sanctions; 

 Details of insurance taken out for the visit; 

 Clothing and equipment to be taken; 

 What pupils should not take on the visit or bring back; 

 Advice on pocket money and how it is allocated during the visit; 

 The information required of parents about their child; 

 Details on the cost of the visit; 

 The risks associated with the visit and the safeguards that are in place to minimise 
them; 

10.2. Information Sharing 

Information sharing will (where relevant): 

 Be sent as far in advance of the visit as is practicable; 

 Involve convening a meeting to clarify detail if appropriate – ensuring that parents 
who are unable to attend receive details of the communication. 
 

10.3. Parental Consent 

Parental consent must be obtained for educational visits. This may be done on a blanket 
basis for regular visits in the local area or on a one-off basis for non-regular visits. The 
contents of a consent form for the parents to sign will vary according to the type of visit. For 
residential trips and any trips involving coach travel, the Off-site Visit Parental Consent 
Forms (obtained from the school office in ‘Educational Visits Forms’ booklet) must be 
completed. 

 



 

Educational Visits 
Policy  Alfred Street Junior School   Page 10 of 35 

 

10.4. Medical and Dietary Information 

For visits that require parental consent, parents should be asked to supply up to date 
medical and dietary information. This should be entered on the Off-site Visit Parental 
Consent Forms (obtained from the school office in ‘Educational Visits Forms’ booklet). The 
information on these forms is strictly confidential and will be used by staff for the duration 
of the visit and then shredded – see section 11. Information on these forms may be passed 
onto the relevant people as outlined in the OEAP advice on Participant Information and Data 
Protection [10]. 

If a parent requires medication to be administered by a member of staff, then a ‘Request for 
group leaders to administer medication’ form should be completed by the parent. In the 
case of inhalers, it may be more appropriate for the child to carry their own medication. In 
this instance, a ‘Request for pupil to carry his/her own medication’ form will need to be 
completed by the parent. Both of these forms can be obtained from the school office in the 
‘Educational Visits Forms’ booklet. 

Dietary information that is collected, usually for a residential, will be passed onto the 
residential Centre the school are visiting prior to the visit. 

10.5. Contact with Parents during the Visit 

All parents will be provided with communication procedures in advance of the visit. At ASJS, 
pupils are not allow to take mobile phones on visits. The group leader will carry a school 
mobile telephone and parents can contact the group leader directly outside school hours or 
the school office during school hours. With trips taking place outside school hours, these 
telephone numbers will be provided for parents. 

11. Participant Information 

In order to fulfil GDPR responsibilities and to follow current data protection guidance, all 
personal information gathered related to participants will be stored securely in the school 
office. Data information sheets will be signed out from the office by the group leader on the 
day of the trip - details of which will be kept by the office. On returning from the trip, all 
paperwork will be returned to the office and signed back in. This paperwork will then be 
shredded. 

Any records of medical logs completed on the visit will be stored in the school office 
indefinitely. Any incidents, including behaviour incidents, will be logged on CPOMS on 
return to school and paper records then shredded. 

Further information can be obtained from the OEAP’s: Participant Information and Data 
Protection guidance [10]. 

The use of personal information for educational visits adheres to our GDPR Policy [11]. 

12. Responsibilities 

12.1. Governors 

Governors should focus on: 

 Regular review of this policy 
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 Health and safety policies and procedures which should include effective 
arrangements for ensuring the competence of staff and for child protection 
(strategic overview rather than any sort of hands-on role) 

 Developing a charging policy for learning outside the classroom 

 Approving the visit on the advice of the head teacher 

 Checking that procedures outlined in this policy have been followed 

Some other important points: 

 Where governors are involved in activities, they should have a clear role – for 
example helping to supervise pupils, or delivering some aspect of the activity under 
the direction of a teacher. 

 Governors should not expect to observe or monitor teachers and pupils during 
learning outside the classroom activities. 

12.2. Head Teacher 

The main responsibilities of the Head teacher are to ensure that the following areas are 
addressed: 

 Child protection including vetting at an appropriate level (including voluntary helpers 
where these are used) 

 Medical and special educational needs 

 Transport – meeting regulatory requirements 

 Insurance – at an appropriate level and set up to reduce bureaucracy 

 Contingency planning – what to do if an activity has to be significantly changed or 
cancelled (Plan B); 

 Emergency planning 

 Set format for recording sensible and proportionate risk assessments (where 
needed) – these will vary according to the nature of the activity 

 Using an external provider – ensuring high quality experiences, with safety 
effectively managed (e.g. Residential Centre has appropriate Quality Badges) 

 Staff – there are important factors to take on board – staff contracts, staff time and 
how the school will manage visits 

 Costings for the visit, including the use of school funds to subsidise a visit, measures 
taken to ensure all pupils can participate including those whose parents will not 
make a financial contribution towards it 

 Seeking the approval of the governing body 

A full checklist is available from the OEAP [12]. 

12.3. Educational Visits Coordinator (EVC) 

The school’s Educational Visits Coordinator will be involved in the planning and 
management of off-site visits. They will ensure that: 

 They have appointed a suitable group leader. 

 They support the school in approving the visit. 

 All necessary actions, including a preliminary visit, have been completed before the 
visit begins (This applies even when the Head/EVC is not going on the visit). 

 All necessary risk assessments are complete and that it is safe to make the visit. 

 Training needs have been met. 

 The group leader has experience in supervising and controlling the age groups going 
on the visit and will organise the group effectively. 
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 The group leader has the relevant skills, qualifications and experience if acting as an 
instructor, and knows the location of the activity. 

 All supervisors on the visit are appropriate people to supervise children and have 
appropriate clearance. 

 The governing body has approved the visit if necessary. 

 Parents have signed consent forms and medical forms. 

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

 Arrangements have been made for all the dietary needs of all the children. 

 The mode of transport is appropriate. 

 Travel times out and back are known. 

 There is adequate and relevant insurance cover. 

 The address, phone number and contact name at the venue are held in the school 
office. 

 Details of all adults and ppupils travelling on the visit are held by the office, and 
include the contact details of parents and next of kin details for all adults 

 A prepared action plan for occasions relating to late return is in place. This could 
include emergency contact details and notifying parents. 

 Appropriate adult to child ratios are adhered to. 

A full checklist is available from the OEAP [13]. 

12.4. Group Leaders 

The group leader, is responsible overall for the supervision and conduct of the visit, and will 
have been appointed by the Head Teacher/ EVC. The group leader will: 

 Appoint a deputy. 

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

 Be suitably qualified if instructing an activity and be conversant in the good practice 
for that activity if not. 

 Undertake and complete the planning and preparation of the visit, including the 
briefing of group members and parents and conduct a preliminary visit of the site of 
the visit. 

 Undertake and complete a comprehensive risk assessment. 

 Have regard to the health and safety of the group at all times. 

 Know all the pupils proposed for the visit to assess their suitability. 

 Know what standard of behaviour is expected from pupils 

 Know who is responsible for each member of the group. 

 Know what to do if anyone is approached by a stranger. 

 Know what to do if anyone is separated from the group. 

 Plan and share emergency procedures (see Appendix 4). 

 Plan and share rendezvous procedures. 

 Provide copies of the risk assessment to each adult attending along with any other 
pertinent documentation for the pupils they are responsible for. 

 If needed recruit additional adults to support the visit, supported by the EVC. 

A full checklist is available from the OEAP [14]. 

12.5. Accompanying Staff 

Accompanying staff on educational visits are responsible to the school whether the visit 
takes place within school hours or outside of these hours. They should: 

 Accept the authority and follow the instructions of the group leader 
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 Under direction of the group leader, assist with the organisation of activities and 
discipline of the pupils; 

 Ensure that the established code of conduct, for leaders and participants (Appendix 
5 and Appendix 6) is adhered to; 

 Consider stopping the activity and notify the group leader, if they think the risk to 
the health and safety of the group members in their charge, is unacceptable. 

12.6. Volunteers 

To satisfy staffing rations, it may be necessary to involve persons other than staff members, 
as volunteers. Prior to any visit they need to be briefed on their roles and responsibilities 
during the visit. 

Volunteers should: 

 Endeavour to ensure the health and safety of everyone in the group 

 Not be left in sole charge of group members except where it has been previously 
agreed as part of the risk assessment and should not take a child to the toilet 

 Follow the instructions of the group leader and other accompanying staff, and help 
with control and discipline 

 Speak to the group leader or accompanying staff if concerned about the health or 
safety of the pupils, at any time during the visit 

 Endeavour to ensure that the established code of conduct is adhered to (Appendix 6) 

13. Transportation 

The transportation of children by private vehicle is at the discretion of the Head Teacher. 
The following criteria must be met; 

Operators used have: 

 A valid Operator’s License (this can be checked out by contacting the Department of 
Infrastructure or looking at their website) 

Any vehicles used are; 

 Roadworthy 

 Well maintained 

 Have a working seat belt for every passenger 

 Taxed 

 Have a valid MOT certificate. 

Drivers are; 

 Competent. 

 Experienced enough for the type of journey. 

 Able to maintain concentration. 

 In possession of a valid driving licence. 

 Insured to carry pupils. 

The school will only use reputable companies for the hire of vehicles for visits. If any 
concerns regarding any of these points develop, the leader should not hesitate to stop the 
vehicle and contact the school to express concerns. The school will then contact the 
company concerned to arrange a return/ replacement vehicle. 

Risk assessments will be completed for each journey. 
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Staffing levels should reflect the needs of the group and activity. 

Where leaders or parents choose to transport pupils in their cars, organisers of the visit 
need to: 

Satisfy themselves that the vehicle is licensed and insured for the purpose by asking for a 
copy of insurance details 

 Seek the agreement of the parents of the pupils involved in writing 

 Satisfy themselves that other car users do not carry more passengers than the 
number of seat belts available 

 Do so in accordance with the school’s Child Protection and Safeguarding Policy [15]. 

Occasionally, the school may wish to hire a minibus to transport children to an educational 
visit. Here we would follow the guidance from the OEAP [16] 
 
Further OEAP guidance is available on General Considerations for Transport [17] and the use 
of Private Cars [18]. 

14. Insurance 

Employer’s Liability Insurance is a statutory requirement and ASJS holds a policy that 
indemnifies it against all claims for compensation for bodily injury suffered by any person 
employed by it. This cover will extend to those persons who are acting in a voluntary 
capacity as assistant supervisors. ASJS also holds Public Liability insurance, indemnifying it 
against all claims for compensation for bodily injury from persons not in its employ, as well 
as for the accidental loss of, or damage caused to, property. Employees (as agents of the 
employer) are indemnified against all such claims, as are voluntary helpers acting under the 
direction of the employer’s staff. The indemnity covers activities such as off-site activities 
and visits organised by all establishments and settings for which the employer is 
responsible. 

Some level of Personal Accident Insurance is provided for all ASJS employees in the course 
of their employment, providing predetermined benefits in the event of an accident. 
However, Visit/ Activity Leaders should be advised that they should consider taking out 
less limited personal accident cover privately, or obtain cover through a professional 
association. 

The School Business Manager should contact the School Insurance Provider to seek 
clarification of the above, including any circumstances requiring early notification of 
specialist activities to the insurer. They should also ensure they have obtained current 
information regarding any special policies that may be available to offer more 
comprehensive cover. 

See also OEAP Guidance on ‘Insurance’ [19]. 

15. Vetting 

ASJS employees who work frequently or intensively with, or have regular access to young 
people or vulnerable adults, must undergo an enhanced DBS check as part of their 
recruitment process. 

For the purposes of this guidance: 
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 frequently is defined as "once a week or more"; 

 intensively is defined as 4 days or more in a month or overnight. 

However, it must be clearly understood that a DBS check (or other vetting procedure) in 
itself, is no guarantee as to the suitability of an adult to work with any given group of young 
or vulnerable people. 

The placement of an adult within a situation of professional trust (where young people 
could be vulnerable to physical or mental exploitation or grooming) should always be on the 
understanding that an overview based on a common sense risk-benefit assessment process 
has been considered. 

Further guidance is provided by the OEAP in their ‘Vetting’ document [20]. 

16. Volunteers 

For volunteers attending an educational visit, the following considerations will be made: 

 A DBS will be required for regular volunteers 

 All volunteers should have received induction training covering protocols on 
confidentiality and acceptable behaviour 

 Volunteers must not act as visit leaders 

 Volunteers must not be left unsupervised with children if they do not have the 
appropriate DBS clearance 

OEAP guidance gives further clarity on this [21] 

17. Funding & Payments 

Funding for off-site activities is provided mainly by parental contributions (voluntary except 
in the case of residential visits). This must be made clear to parents in all correspondence 
about an educational visit at the planning stage. 

No child may be excluded from an activity because of the unwillingness or inability of the 
parent to make a voluntary contribution. Parents are informed of this principle through the 
school prospectus and letters sent home about intended visits. 

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

 transport; 

 entrance fees; 

 insurance; 

 provision of any special resources or equipment; 

 costs related to adult helpers; 

 any refreshments the school has opted to pay for 

 the cost of a pre-visit. 

The timetable for the payment of contributions should allow for the Head Teacher to make 
a decision about the financial viability of the activity in reasonable time. 

During their child’s time at ASJS, parents in receipt of state benefits may receive a remission 
if funds allow to cover the cost of board, lodging, specialist instruction for activities and 
insurance as appropriate. 

Please refer to ‘Charging and Remissions Policy’ [22] 
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18. Residential Visits 

Children in upper Key Stage 2 have the opportunity to take part in a residential visit. The 
residential visit enables children to take part in outdoor and adventure activities as part of 
their PE work, as well as having links with PSHE, Science and Geography. The visit is 
undertaken only with the written agreement of the LA. The establishments provide qualified 
instructors for all specialist activities that we undertake and hold appropriate accreditations 
e.g. Quality Badge awarded by the Council for Learning Outside the Classroom [23], AALA 
Licence [24], Adventuremark Badge [25]. 

19. Residential Visit Timescales & Expectations 

19.1. 6 to 12 months before the visit; 

1. Appoint a designated leader and deputy leader for the visit. 
2. Cost up the visit. This should include all transport and driver costs, entrance fees, any 

adult residential costs, purchase of additional resources, some emergency fund, 
insurance costs. The designated leader will make every effort to find the best value 
for money. At least two quotes and ideally three will be gathered before making a 
commitment. 
The cost to children should be calculated on the assumption that no profit can be 
made and no financial contribution can be made from the school budget. 

3.  Discuss with the Head Teacher and School Business Manager schedules for payment 
that parents may choose to use to spread the cost of the visit 

4. Identify children who may be eligible for support under pupil premium funding, 
subject to availability. 

5. Discuss the planned programme and costs with the Head Teacher. 
6. Provisionally book accommodation, coaches, visits. 
7. Send out a letter to parents to find the extent of support and whether the visit is 

viable. 
8. Follow this up with a request for a deposit, making it clear that the deposit is non-

returnable. 
9. Confirm and book up accommodation, coaches, and visits. 
10. Make insurance arrangements through the LA. 
11. Arrange for admin staff to bank all money and pay all invoices following the school’s 

financial procedures. 

19.2. At least 3 months before the visit 

1. Identify all staff and delegate responsibilities. 
2. Ensure staffing is organised to reflects the needs of the group and the activity. 
3. Identify Specific Objectives for the visit. 
4. Carry out a preliminary visit during which risk assessments will be undertaken. 
5. Prepare an itinerary for the visit. 

19.3. At least 2 months before the visit 

Risk assessments must be carried out- this is a legal requirement. (The potential hazards; 
how they will be avoided or the risk reduced; the emergency procedures should anything 
untoward happen) The EVC has a prepared set of generic risk assessments, which will form 
the basis of the documentation needed. The specific hazards will need to be supplied by the 
group leader. 
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1. Finalise the coach booking and details of timings and planned stops. 
2. Ensure adequate first aid arrangements are in place, including a named first aider. 
3. Ensure specific dietary and medical arrangements are in place. 
4. Confirm arrangements for children who will not attending the residential visit – who 

the pupils are, staff to teach them for the duration of the visit, learning experiences 
to be covered etc. 
An exciting and stimulating programme of activities and events needs to be in place 
in order to compensate those children who do not go on the residential. This will 
usually be a programme lasting the duration of the residential visit and for the 
duration of the follow up week. 

19.4. At least 1 month before the visit 

1. Ensure arrangements and deadlines for payments have been met, and all monies 
have been collected. 
Arrange for parents who have not completed payments to be contacted by the 
School Business Manager or Head Teacher 

2. Meetings/ activities to prepare children for the visit. 

A meeting must be arranged to provide information for parents on; 

 Staffing arrangements. 

 Educational objectives. 

 Accommodation arrangements- including the address. 

 Travel arrangements; times etc. 

 Visit itinerary. 

 Kit lists. 

 Medical/ first aid arrangements. 

 Issuing of medical/ dietary/ parental consent forms (DFES P54/55). 

 Pocket money arrangements 

 Behaviour expectations. 

 Illness/ emergency procedures and telephone number of school mobile. 

 Any questions. 

The designated leader should be conversant with the school’s “Critical Incidents” policy [26]. 
This sets out what is to be done in the event of a disastrous event. 

19.5. At least 1 week before the visit 

A list of children (on visit and left at school), staff and emergency contact information is 
given to the Head Teacher, school office and to other members of staff involved. 

20. Day Visit Expectations 

It is essential before visits take place that the following have been organised; 

1. Arrangements need to be discussed with Head Teacher/EVC. 
2. Cost of the visit. This should include all transport, entrance fees, any adult costs and 

additional resources. The cost to children should be calculated on the following 
assumptions; 

 No profit can be made. 

 All children with parental permission must be allowed to go whether they pay 
or not. 
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 There is no budget funding to support school trips. Fund raising activities are 
the only means of providing financial support. 

 Certain identified children may be eligible for support from pupil premium 
funding, subject to availability. 

3. Appoint a designated leader for the visit. This needs to be agreed by the EVC- a 
formality, but essential. 

4. Identify all staff and delegate responsibilities. Staff/ adults should reflect the needs 
of the group and activity. 

5. Identify specific Objectives for the visit. 
6. Preparatory visits must take place even if the leader has been before. 
7. Prepare an itinerary for the visit (to be shared with all adults attending the trip at 

least 2 days before the visit). 
8. Risk assessments must be carried out- this is a legal requirement. (The potential 

hazards; how they will be avoided or the risk reduced; the emergency procedures 
should anything untoward happen) 

9. Risk assessments should be shared with EVC at least one week before the visit, and 
with all adults attending at least 2 days before the visit. 

10. Coach details need to be finalised and booked. Pick up times need to be negotiated 
directly with the coach company. 

11. Ensure adequate first aid arrangements. 
12. Ensure lunch arrangements are in place (arrange schools meal provider to provide a 

packed lunch for pupils entitled to a free school meal). 
13. Arrangements and deadlines must be set for payment and all monies collected. 
14. A list of all children and adults going on the visit and staying at school must be given 

to all adults and a copy left in the office. 
15. Emergency contact information must be shared- mobile phones etc. 
16. Meetings/ activities to prepare children for the visit. 
17. Arrangements are made for the pupils who are not going on the visit- who will be 

teaching the children? 
18. Ensure that any medication is taken for the children who require it, accompanied by 

the relevant paperwork. 
19. Ensure that there First Aid boxes/bags are taken on the visit. 
20. Inform parents in writing about the visit – giving as much notice as possible (at least 

8 weeks if a voluntary payment will be required). Include full details about the date, 
timings, purpose of visit, destination, arrangements for lunch, what the children will 
need to wear and take, and payment arrangements. Also include a permission slip 
which has to be signed by parent and returned to school at least one week before 
the visit, even if the parent will not make a financial contribution to the trip. This 
permission slip should also ask for information about particular medical or 
medication needs. 

21. Health & Safety (Further Considerations) 

21.1. Checking in and Out 

Before, during and after an educational visit, regular checking in and out needs to take 
place. 

The minimum requirements are as follows: 
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 A register will be taken on arrival at school and follow-up phone calls made to 
children not in attendance, for which information has not been provided prior to the 
visit; 

 Checking of numbers prior to getting on a coach/other form of transportation or 
walking; 

 Checking that everybody is seated and seat-belted on the coach or other mode of 
transport before leaving school; 

 Checking off coach/mode of transport at arrival at final destination or stop-off; 

 Re-checking back onto coach after a stop-off with further seatbelt checks; 

 Check ins when transitioning between activities; 

 Checking out of the coach on arrival back at school/accommodation after an 
excursion 

 Checking in and out before and after meal times; 

When on excursions that are not confined within a centre, children will be given an ‘In case 
of becoming detached from the group’ card/band which contains the name of the school, 
the school mobile number (which will be carried by the group leader). These should be 
collected back in on return to school. 

21.2. Food 

For residential trips, dietary requirement and food allergy data is collected as part of the 
‘Off-site Visit Parental Consent Form’. This information will be collated by the group leader 
and relevant information past onto the residential centre. This should be re-iterated on 
arrival. 

It is the responsibility of parents to ensure that they communicate this information on the 
form. 

For day trips, when parents provide packed lunches, normal school rules will apply as to the 
types of food and drink allowed. 

21.3. Social Media 

School social media sites will be updated by school staff during a residential visit to ensure 
that parents are kept up to date with how the group is doing. Children are not allowed to 
take mobile phones with them so this alleviates the problem of children themselves adding 
anything inappropriate onto social media. 

22. Emergency Procedures 

A critical incident is an incident where any member of a group undertaking an off-site 
activity has: 

 either suffered a life threatening injury or fatality; 

 is at serious risk; 

 or has gone missing for a significant and unacceptable period. 

As an employer, ASJS is committed to providing emergency planning procedures to support 
establishments in the event of a critical incident. 

Group leaders will agree emergency procedures with the EVC or Head Teacher and should 
consider the elements of Appendix 4 in respect of their planned visit. These will include 
instructions of how to alert the 24-hour emergency contact in the event of an emergency, as 
well as other actions for the visit leadership team. 



 

Educational Visits 
Policy  Alfred Street Junior School   Page 20 of 35 

 

All members of the visit leadership team will have easy access to the emergency procedures 
throughout the visit and be able to take action if there is a problem. 

Further information can be obtained from the following documents at: 
https://oeapng.info/visit-leader/ 

 4.1a Avoiding Accidents and Emergencies [27] 

 4.1c Emergencies and Critical Incidents - Guidance for Leaders [28] 

 4.1g Model Emergency Procedures for Visit Leaders [29] 
The school emergency contact numbers for during and after school hours will be carried by 
leaders at all times during an off-site activity but will only be used in the case of a genuine 
emergency. Under no circumstances should these numbers be given to young people or to 
their parents. 

23. Code of Conduct 

23.1. For children 

The ASJS code of conduct for pupils (Appendix 5) applies equally to all pupils. 

In advance of an educational visit, accompanying staff, volunteer supervisors, pupils and 
parents should all be made fully aware of the code, including possible sanctions. All pupils 
participating in an educational visit must agree to abide by the code of conduct at all times 
during the visit. 

Failure to follow these rules could involve them missing part or all of an activity or in 
extreme cases, where the group leader feels the safety of the group has been/is being 
compromised, could result in them being sent back to school on the advice of the Head 
Teacher. 

During the course of a visit, positive behaviour methods should be employed as much as 
possible in line with the school behaviour policy. 

23.2. For staff 

The ASJS code of conduct for all leaders, staff and supervisors (Appendix 6) applies to all 
adults throughout the visit. 

24. Monitoring 

The Visit Leader should undertake an evaluation of each educational visit and submit this to 
the Head Teacher and EVC. This will form the basis of whether the educational visit is 
considered for repeat visit or not. An evaluation form is provided in the ‘Educational Visits 
Forms’ booklet which is available from the school office. 
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26. Safeguarding 

Safeguarding our children is our priority – see Child Protection and Safeguarding Policy [15]. 
All concerns must be reported to our Designated Safeguarding leads: 

ASJS: Mrs K O’Connor, Mr C Butler, Mrs S Smith, Mrs W Watts, Mrs A Love 
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Appendix 1. Planning A Visit Key Questions [26] 
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Appendix 2. Pre-visit Form 

ALFRED STREET JUNIOR SCHOOL PRE-VISIT FORM 

Date and Time of Visit  

Venue/Provider  

Venue/Provider Address  

 

 

Venue email  

Distance to venue (miles)  

Visit carried out by  

When carrying out a pre-visit for a proposed educational visit, the answers to 
the following questions (taken from OEAP National Guidance [30] should be 
established to ascertain if they are the right provide for your group and aims of 
the visit: 

Quality Assurance 

 Does the provider hold a valid Learning Outside the Classroom Quality 
Badge? 

 Does the provider (in the case of adventurous activities) hold an AALA 
License? 

 Does the provider’s approach and ethos match those of your 
establishment and visit leadership team? 

 Do the provider’s staff have the experience and competence to meet 
your requirements? 

 Can the provider supply contact details of other users who will attest to 
quality? 

Notes: 
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Accommodation 

 Do the provider’s setting, accommodation, facilities and activities meet 
the needs of the group and the intended learning outcomes? 

 Are there security measures in place to prevent unauthorised people 
entering the accommodation? 

 Are separate male and female sleeping accommodation and washing 
facilities available? 

 Is staff accommodation sufficiently close to the children’s accomadation 
to provide adequate supervision? 
 

Notes: 

 

 

 

 

 

 

Group Requirements 

 Are you confident that the provider understands the needs of your 
group? 

 Can the provider cater for the full range of group needs, including any 
special needs? 

 Can the provider supply a point of contact for communication about 
learning outcomes and group needs, before, during and after the 
course? 

Notes: 
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Activities 

 Can the programme or other aspects of provision be tailored to your 
needs? 

 Are alternatives available if the conditions or circumstances on the day 
don’t allow for the planned activities or programme? 

 Do domestic arrangements support the intended learning outcomes? 
 Will participants need any particular clothing or equipment? 
 Will the Visit Leader need any particular equipment for the group? 
 Will participants need to be prepared or trained? 

Notes: 

 

 

 

 

 

 

Health and Safety 

 Will the provider follow guidelines for avoiding infection during an 
epidemic? 

 Are there any particular hazards or other aspects of the venue or 
provision that need to be considered in your risk assessment? 

 What first-aid provision is there for activities being led by the provider’s 
staff? 

 Is the equipment that the children use regularly checked to ensure that 
it is safe, suited to the tasks and meets statutory requirements? 

Notes: 
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Leaders & Responsibilities 

 Is there clarity about the respective roles of the provider’s leaders and 
your leaders, including during activity sessions, at mealtimes, between 
sessions and overnight? 

 Will there be clear arrangements for the handover of responsibilities 
between the provider’s leaders and your leaders, for example at the 
beginning and end of activity sessions? 

 Does the provider have any rules or conditions with which they expect 
participants/Leaders to comply? 

 Are there any staff training needs? 

 Are there regular opportunities for liaison between school staff and 
establishment staff?  

Notes: 

 

 

 

 

 

 
 

Evaluation Process 

 Will you be able to involve the provider in evaluating outcomes? 
 Can the provider supply materials and support for the evaluation 

process for both before and after the visit? 

Notes: 
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Value for Money 

 Is any travel to the venue worth its time and environmental impact? 

 Is the total cost value for money and within your budget? 

Notes: 
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Appendix 3. Categories of Visit 

Catergory A visits: These visits are close to the school, done on a regular basis involving 
environments known to the staff. It would include normal daily life activities. Examples 
include walks and exploring the area near to the school site, visits to the local church, 
library, school sporting fixtures and other regular non-complex activity. It can also 
include transport if needed. 

Catergory B visits: These visits are to areas beyond the local area involving more 
complex environments and activity, and will typically be a one off or irregular activity in 
the school year. The leaders will be approved to lead the visit by the EVC. There may be 
some specialist training attached to some activities in this area. Examples include visits 
further afield, farm visits, local parks, museum visits, swimming lessons in offsite pools, 
zoo visits, sporting festivals and larger tournaments and some basic outdoor education 
activity. 

Catergory C visits: These visits include residential visits, overseas visits, adventure 
activities and activities involving water. 

It is not possible to provide a completely definitive activities list. Examples of activities 
included would include Duke of Edinburgh expeditions, outdoor adventure activities 
including hills and mountains, motor sports, adventures on water or field studies involving 
water. 

Northamptonshire County Council (NCC) delegates the responsibility for formal approval of 
category A and B visits to the Heads and Managers of Community and Voluntary Controlled 
schools and other Children’s Services establishments. It is a requirement of this policy that 
Heads and Managers carry out this function in accordance with OEAP National Guidance. 

Category C visits should be approved by an Adviser who is an accredited member of the 
Outdoor Education Advisers Panel [30] 
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Appendix 4. Emergency Procedures Model Example 

Model Emergency Procedures for Visit Leaders [27] 

Emergency Procedures 

The sequence of actions depends upon the nature of the emergency. 

Immediate Action 

1. Ensure your own safety. 

2. REMAIN CALM - Assess the situation. 

3. If possible, delegate actions to other leaders and participants so you can keep an 
overview, and to allow concurrent activity. 

4. Ensure the safety of the group. Make sure everyone is accounted for and adequately 
supervised. 

5. Call relevant emergency services if necessary (see phone numbers below). 

6. Carry out first aid to the best of your abilities. 

First Aid 

The aims of first aid are to 

1. Preserve life: 

a. Casualties need to be able to breathe – if they are unconscious put them into a safe 
airway position. 

b. Try to find and stop any serious external bleeding. 

2. Prevent the condition worsening: 

a. Protect the casualty from the environment - keep them warm and dry. 

b. Monitor their condition. 

3. Promote recovery: 

a. Talk to them, reassure them, hold their hand, provide emotional support. 

Urgent Action 

Take stock and plan, delegating where possible. 

Call your establishment’s Emergency Contact (or if unavailable, your employer’s Emergency 
Contact) if any of the following apply (see phone numbers below): 

 You need support; 

 The emergency services are involved; 

 The incident is serious; 

 The press/media are involved. 

They could need the following information: 

 Who you are, which establishment you are from and what your role is within the group; 

 The number you can be called back on; 

 The nature of the emergency and details of the incident; 
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 What help you need; 

 Whether the emergency services are involved; 

 How many casualties there are and their status; 

 The number of people in your party; 

 Your location, and whether you plan to move. 

Liaise with, and take advice from, the emergency services if they are involved. 

Address the urgent needs of the group: 

 Ensure adequate supervision; 

 Ensure they understand what to do to remain safe; 

 Physical needs, e.g. shelter, food and drink, transport; 

 Emotional needs, e.g. remove them from the scene, provide reassurance and emotional 
support (they can often do this for each other), give them useful things to do, protect 
them from intrusion. 

Control communications - prevent group members from using phones or social media 
unsupervised or until approval is given. 

Start a written log of actions taken and conversations held, with times. 

Further Actions and Follow-Up 

Take stock again and re-plan the next phase – what have you forgotten? 

Deal with any casualties who are in the care of the emergency services: 

 Accompany them to hospital; 

 Keep track of who is where. 

Consider the needs of yourself and fellow leaders – are you/they coping? 

Liaise with your establishment or employer – hand over what you can to them, to reduce 
the stress on you. 

Continue the written log with all details of the incident of the actions taken, including names 
and contact details of any witnesses. 

Address the further needs of the group, for example: 

 Toilets, washing facilities, clean/dry clothes; 

 Transport; 

 Accommodation; 

 Contact with home. 

Refer all media, parental or other enquiries to your establishment or employer. 

Contact relevant agencies as necessary (via your establishment/employer if possible), for 
example: 

 Tour operator/travel company/activity provider/accommodation provider; 

 Travel insurance emergency assistance; 

 Social services; 

 Consular Assistance Team (if overseas). 
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See numbers below. 

Emergency Numbers 
 

Visit Leader  

Assistant Leader  

  

Establishment Emergency Contact  

Establishment – alternative numbers  

  

Employer Emergency Contact  

Employer – alternative numbers  

  

Emergency Services in UK  999 or 112 

You can text 999 if you 
have previously registered 
to do this 

Emergency Services in countries to be 
visited 
(in some countries there are different 
numbers for different emergency services) 

 

Foreign Office Consular Assistance +44 20 7008 1500 

Travel Insurance Emergency Assistance  

  

Other useful numbers  
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Appendix 5. Code of Conduct for Pupils 

CODE OF CONDUCT FOR PUPILS 

For the visit to be both beneficial and enjoyable for all, you are expected to: 

 

 Behave responsibly and show consideration for others, including fellow pupils, 
staff and members of the public 

 Comply with the instructions given by school staff 
 Look after your own possessions and anything you borrow 
 Keep all facilities clean, tidy and undamaged 
 Abide by any rules and regulations of the places we visit; 
 In the event of an emergency, follow emergency procedure instructions 
 Inform staff if you are feeling unwell, have an injury or have a medical condition 
 Not bring anything on the trip that you have been told or know you should not 

bring 
 Inform a member of staff if you are concerned about safety or security 
 Report any damage or unsafe equipment 
 Wear appropriate clothing 

 

On a coach or minibus, you are expected to: 

 

 Remain in your seat, unless given permission to do otherwise 
 Wear your seat belt at all times on the journey and only remove it when you are 

told to so 
 Not distract the driver 

 

When staying in accommodation, you are expected to: 

 

 Read/Listen to all instructions about fire and safety procedures 
 Know the location of duty staff 
 Follow rules about permission to leave your room/accommodation 
 Stay away from any restricted areas 
 Follow rules about access to other people’s bedrooms/dormitories 
 Arrive on time for meals and meetings 
 Follow the rules that are in place for your room/dormitory/block/hotel 

 

When going out on an excursion 

 

 Remain in your designated group 
 Know which member of staff is your leader 
 Always carry your emergency contact card on you 
 If unaccompanied by staff, ensure that you follow any instructions/limitations 
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Appendix 6. Code of Conduct for Leaders, Staff & 

Supervisors 

CODE OF CONDUCT FOR ALL LEADERS, STAFF AND 
SUPERVISORS 

 

Adult supervisors leading and accompanying a group of students are at all times bound to 
follow the Child Protection and Safeguarding Policy. 

Given the particular circumstances of educational visits, adult supervisors must adhere to 
the following additional guidelines: 

 

 Supervisors must discuss and agree supervisory duties in advance of the trip and 
carry out all duties so assigned throughout the period of the trip 

 Supervisors must ensure that their relationships with pupils are appropriate to the 
age and gender of the pupil, taking care that their conduct does not give rise to 
comment or speculation 

 Supervisors must not enter the bedrooms or sleeping accommodation of pupils 
unless accompanied by another supervisor except in an emergency or when such 
action is unavoidable 

 A supervisor should avoid situations in which he/she is alone with a pupil. If such a 
situation is unavoidable, the supervisor should as far as possible ensure that 
he/she is in a public place with the pupil 

 Supervisors must avoid all physical contact with pupils, unless engaging in 
administering first aid or as part of the school’s policy on the use of reasonable 
force 

 Supervisors must not consume alcohol during the trip 
 Supervisors must not smoke in the presence of pupils during the period of the trip 
 Supervisors must ensure that their own conduct is appropriate in the 

circumstances and would not give rise to comment or speculation 
 If an incident occurs during the trip where a supervisor feels that his/her actions 

have been misconstrued, the supervisor must report the incident to the group 
leader immediately and should, on return, provide a written and verbal report of 
the incident to the head teacher. 
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SCHOOL:  Alfred Street Junior School  
SPECIFIC RISK ASSESSMENT FOR: 
Date of visit:   
Designated lead: 
Other adults: 

Add to the Generic risk assessment, any potential hazards specific to this visit.  All Residual Risk Ratings must be LOW 

otherwise re-assess control measures. 

Appendix 7. Risk Assessment Form 

 

  

 

 

 

HAZARD Persons at Risk Existing Controls Action Required Action Date Source 

Persons being left 
before/after departure. 

     

Children getting lost      

Confrontation from public      

Coach Travel – 
Disembarkation from and 
Embarkation onto coach 

     

Traffic (if coach unable to 
drop off/pick-up directly 
outside) 

     

Behaviour      

Medical      


