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Policy or procedure reference number:  P6           
Issue number : 3                       
Date: 01/14 
Review date: 01/16                               
Responsibility for review:  Premises                                                  
Related policies:  Health and Safety.                                                                   

 
1. Introduction 

The school has a strong commitment to the added value of learning beyond 
the statutory school day and beyond the school premises. 
 
Each year the school arranges a number of educational activities and visits 
that take place off the school site and/ or out of school hours, which support 
the aims of the school. These include: 

 Out of hours clubs 

 Inter school team sports, such as football and netball 

 Regular nearby visits (libraries, parks, shops, places of worship) 

 Day visits for particular year groups (theatres, museums, art galleries, 
environmental activities) 

 Residential visits and activities, which might be classed as 
adventurous. 

 
2. Policies, OEAP National Guidance and Roles 

Under the statutory guidance which came into effect on 1st March 2004, all 
schools are required to have a named Educational Visits Co-ordinator (EVC), 
who will ensure that the planning and supervision of all visits and adventurous 
activities meet the DfE requirements and LA guidelines.  
Oakhurst School’s EVC is Gill Jones. 

 
The role of the EVC is detailed in the OEAP National Guidance, which has 
been adopted by Oakhurst Community Primary School. 
 Click here for link to EVC role.  
 
We also make reference to the Swindon LA Policy – ‘Educational Visits and 
Journeys’ which was last updated in 2004 and can be downloaded from the 
School website.  Any conflicts between policies must be reported to the EVC. 
Click here for link to Swindon LA Policy 
 
Specific responsibilities include: 

http://oeapng.info/wp-content/uploads/downloads/2012/04/3.4j-EVC-1.pdf
http://schoolsonline.swindon.gov.uk/schoolsonline-healthandsafety/schoolsonline-healthandsafety-educational_visits.htm
http://schoolsonline.swindon.gov.uk/schoolsonline-healthandsafety/schoolsonline-healthandsafety-educational_visits.htm
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 Local Authority – to approve overseas, residential and adventurous 
activities 

 Headteacher – to approve visits and assesses competence of visit 
leaders 

 EVC – to approve visits, maintain records, provide advice and 
documentation, assess competence, produce and monitor a school 
policy, liaise with LA 

 Visit leader – to plan visits in line with procedures in this policy, 
including liaising with the office and EVC, completing risk assessments 
and relevant forms and continually assess risks.  
Click here for visit leader checklist 

 Supervising teachers and other adults – to supervise children, 
continually assess risks, manage risks in line with risk assessment  

 Pupils – to follow instructions and procedures in line with the risk 
assessment 

 
As long as the school and local authority guidance is adhered to, any problem 
resulting in injury will normally be considered an accident. 
 
3. Approval Procedure  
 
All matters regarding each visit outside school – feasibility, planning, selection 
of visit leader, safety, organisation etc. – will require the prior approval of the 
Headteacher and EVC.  
 
The term ‘educational visits’ encompasses a very wide range of activities, 
varying enormously in their duration and complexity.  Swindon Borough 
Council policies take account of that diversity by stipulating quite different 
levels of planning for each type of visit.  Activities are divided into three 
categories. 
 

Category A 
These comprise of activities that present no significant risks.  They should be 
supervised by a teacher who has been assessed as competent by the EVC, 
as appropriate, to lead this category of educational visit. 
Examples might include: Time-tabled visits, e.g. games, visits to local schools 
for combined work and sports, visits to theatres, concerts, recreation/sport 
(not time-tabled), charity walks, and ice rinks, walking in parks or non-remote 
country paths and field studies in environments presenting no technical 
hazards. 
 
For this type of activity the Educational Visits (EV) form or equivalent school 
form will need to be completed and parental agreement specifically obtained.  
The Headteacher will retain the EV form.  Parents of primary school children 
are notified in advance of non-routine occasions when children will be out of 
school. 
Click here for an EV form 
 
 

http://oeapng.info/wp-content/uploads/downloads/2011/08/3.3e-Visit-Leader-Check-List.pdf
http://oeapng.info/wp-content/uploads/downloads/2011/08/3.3e-Visit-Leader-Check-List.pdf
http://schoolsonline.swindon.gov.uk/schoolsonline-healthandsafety/schoolsonline-healthandsafety-educational_visits.htm
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Category B 
These compromise some higher-risk or higher profile activities.  Safe 
supervision requires that the leader should, as a minimum, have undergone 
an additional familiarisation process or induction specific to the activity and/or 
the location.  He or she will be approved as appropriately competent by the 
EVC following LA guidance. 
 
Examples of activities might include: 

 Residential visits within and outside the UK 

 Walking in non-remote country, camping 

 Cycling on roads on non-remote off –road terrain, low level initiative 
challenges. 

 
Guidance on the activities to be included in category B may be available from 
the LA.  Where an EVC validates colleagues for leadership of category B 
activities, he or she should be experienced in leading the activity or should 
seek advice of a suitably qualified technical advisor.  He or she should also be 
aware of the responsibilities that are integral to such leadership. 
 
EV form and parental consent forms must be completed. The Education 
Health and Safety Section must be notified of all such visits preferably at the 
planning stage; at the very least 20 school days in advance to give the LA 
sufficient time to perform its duty of care and to undertake safety cross 
checks. 
Click here for an EV form 
 

Category C 

This is the most demanding category.  It includes all those activities that, if not 
school-led, would be in scope of the Adventurous Activities Licensing 
Regulations 1996.   
 
Category C also include activities not currently licensable such as high ropes 
courses, sub-aqua activities or canoeing in placid waters.  In these cases a 
leaders’ competence should normally be demonstrated by the possession of 
the relevant NGB award or an in-house assessment conducted by an NGB 
qualified technical adviser. 
 
EV forms and parental consent forms must be completed.  The Education 
Health and Safety section must be notified of all such visits preferably at the 
planning stage; at the very least 20 school days in advance to give the LA 
sufficient time to perform its duty of care and to undertake safety cross 
checks. 
Click here for an EV form 
 

4. Risk assessments 
 
Supervision Ratios 

http://schoolsonline.swindon.gov.uk/schoolsonline-healthandsafety/schoolsonline-healthandsafety-educational_visits.htm
http://schoolsonline.swindon.gov.uk/schoolsonline-healthandsafety/schoolsonline-healthandsafety-educational_visits.htm
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As a general guide and in normal circumstances, the adult /child ratio may be 
Age     4 – 1:4 

       5- 6 - 1:6 
       7-10 –1:10 
           11+ - 1:15 
 

However, a professional judgement must be made for each visit, by the Visit 
leader, EVC and Headteacher, as a range of characteristics relevant to the 
particular visit should determine the ratio. These are: 
 

 Type, duration and level of activity 

 Needs of individuals within the group – medical, SEN, behaviour 

 Experience and competence of staff and accompanying adults 

 Nature of venue 

 Weather conditions at that time of year 

 Nature of transport involved 
 
The competence of supervisors and the supervision arrangements are more 
important than ratios.  
See guidance on ratios from OAEP 
 
The legal implications of taking children on school visits 
On a day-to-day basis it is the responsibility of the Headteacher and 
Governors to ensure activities of the school fall within the set guidelines.  But 
there is a role to be played by everyone in the health and safety of off-site 
visits from the Headteacher to the children taking part, each role is interactive 
and complementary to each other.  School staff have a delegated 
responsibility to co-operate with, and implement the LA’s policies and 
procedures and they must therefore ensure they are thoroughly familiar with 
all the guidelines and procedures available to them.   
 
These obligations are met through meticulous planning and preparation, 
which includes the completion of risk assessments and following of guidelines 
and procedures available to you.  The management of and attitude towards 
health and safety are equally important as the sets of rules and regulations 
which govern practice.   
 
The Management of Health and Safety at Work Regulations 1999 require that 
a risk assessment is undertaken before the start of any visit. 
 
Planning an educational visit 
Every educational visit must assign a Visit Leader who has overall 
responsibility for the visit and must: 

1. Complete ‘proposed school visit form’ from the Headteacher 
See Appendix 1 

2. Undertake a preliminary visit for all Category B, C and D visits or 
whenever the venue is unfamiliar to the Visit Leader 

3. Complete a risk assessment– this responsibility cannot be delegated 
 

http://oeapng.info/wp-content/uploads/downloads/2012/10/4.3b-Ratios-and-effective-supervision-1.pdf
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4. Arrange the booking of the venue and an approved coach operator  
5. Prepare a letter to parents informing them of the proposed visit and 

costs involved and obtain their parental authorisation  
See Appendix 2 

6. Arrange adult support for the visit (all helpers should have undergone a 
CRB check if they are ever to be left on their own with children) 

7. Ensure adult helpers are adequately briefed before the visit  
8. Ensure the children are adequately briefed prior to the visit 
9. Complete a Educational Visits Information Form and hand to school 

office before departure 
See Appendix 3 3 

10. On return discuss any problems with the Educational Visits Co-
ordinator or the Headteacher and within one week, complete an 
evaluation form  
See Appendix 4 

 
The initial administration of educational visits can be delegated to the class 
teaching assistant e.g. booking the venue and coach, the exception to this is 
the completion of the initial risk assessment. An educational visits checklist is 
illustrated in Appendix 5. 
 
In the event of the Visit Leader being unable to accompany the visit the 
Headteacher will make the decision as to whether or not the visit will go 
ahead. 
 
Administrative staff will be responsible for collecting monies and settling 
invoices received prior to and after the visit.  It is the responsibility of the Visit 
Leader to arrange for a cheque to be prepared by the school office if payment 
is required on the day and for medical lists and contact numbers to be 
produced.   
 
Preliminary Visits 
Preliminary visits are required for all Category B, C and D visits and are 
recommended for any venue that the Visit Leader is unfamiliar with.  The visit 
will inform the risk assessment and allow the Visit Leader to concentrate on 
the needs of group rather than the unexpected demands of the environment 
whilst the visit is in progress.  Consideration should be given to: 

 Is the venue suitable to meet the aims and objectives of the school visit 
and for the age of the children 

 Assessing of potential risks 
 Obtaining names of other schools who have visited the venue 
 Becoming familiar with the area – most suitable place to park safely, 

cross roads, have lunch 
 
Risk assessment 
Risk assessments, which employers are legally required to undertake, are 
usually carried out by the visit leader. An assessment should be completed 
well before the visit, and should be approved by the Headteacher. A risk 
assessment for a visit need not be complex but it should be comprehensive. It 
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does not generally require technical formulae or professional health and 
safety expertise. But specialised information for some visits may be 
necessary, and head teachers should ensure that the person assessing the 
risks is competent to do so. A formal assessment of the risks that might be 
met on a visit should have the aim of preventing the risks or reducing them. 
Pupils must not be placed in situations which expose them to an unacceptable 
level of risk. Safety must always be the prime consideration. If the risks cannot 
be contained then the visit must not take place. The risk assessment should 
be based on the following considerations:  

 What are the hazards?  

 Who might be affected by them?  

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

 Can the Visit leader put the safety measures in place? 
 What steps will be taken in an emergency?  

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

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

 The location, routes and modes of transport. 

 The competence, experience and qualifications of supervisory staff. 

 The ratios of teachers and supervisory staff to pupils.  

 The group members' age, competence, fitness and temperament 
and the suitability of the activity. 

 The special educational or medical needs of pupils.  

 The quality and suitability of available equipment. 

 Seasonal conditions, weather and timing. 

 Emergency procedures.  

 How to cope when a pupil becomes unable or unwilling to continue.  
 The need to monitor the risks throughout the visit.  

The person carrying out the risk assessment should record it and give copies 
to all teachers/supervisors on the visit, with details of the measures they 
should take to avoid or reduce the risks. The LA and Headteacher and should 
also be given a copy so that approval, as necessary, can be given with a clear 
understanding that effective planning has taken place.  
 

Frequent visits to local venues such as swimming pools may not need a risk 
assessment every time. Nevertheless, it is essential not to become 
complacent. An assessment of the risks of such visits should be made at 
regular intervals, and careful monitoring should take place.  
 
The visit leader and other supervisors should monitor the risks throughout the 
visit and take appropriate action as necessary.  
 

Before booking a visit, the visit leader should obtain a written or documentary 
assurance that providers such as tour operators have themselves assessed 
the risks and have appropriate safety measures in place. 
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Detailed advice on risk assessment can be obtained from the Headteacher or 
through the OEAP link.  
 

The LA has assessed the risks and drawn up the following guidance related to 
the main activities undertaken by Schools. The following pages contain 
generic risk assessments for various activities. These are examples only 
and are not worked assessments.  Visit Leaders are still required to 
undertake a  specific risk assessment.  
Appendix 6 – Example 
 
Appendix 7 - Blank 
 
Visit leaders have responsibilities for carrying out dynamic and ongoing risk 
assessments throughout the visit. They must recognise their responsibilities 
to intervene, raise concerns or stop activities at any stage, if they have 
concerns over safety standards of colleagues or providers, or if circumstances 
change. Examples might be group tiredness, illness, change in weather, and 
potential threats to participants from other groups or public. 
 
Visit Leaders must not sanction activities that are not in keeping with 
the plan to which initial authority was given; e.g. pupils undertaking 
activities within Category A and B must not participate in hazardous 
activities which fall into Category C. 
 
Identify the Hazards: Look at what could be expected to cause harm. Ignore 
the trivial, concentrate only on the significant hazards. (i.e. which could result 
in harm or damage). 

 

Decide Who Might Be At Risk: This includes pupils, teachers/other adult 
helpers and members of the public. Remember that within any given group 
there may be specific needs to be addressed, including age and state of 
health (e.g. asthma and associated conditions).  
 

Identify the Risk: Having identified the hazards and those at risk it is now 
necessary to determine the level of risks involved. Risk in this context may be 
defined as a measure of the likelihood that the harm from a particular hazard 
will occur, taking into account the potential severity. 
 

Calculate Your Risk Rating: You will see from the risk matrix on the next 
page that this measure is designated numerically, by giving the potential 
outcome and the likelihood a rating of 1 to 5. The risk rating is calculated by 
multiplying the two numerical ratings.  
 

Potential Severity x Likelihood = Risk Rating 
 

Reviewing the Risk Assessment: Don’t amend your assessment for every 
trivial change to the activity to be undertaken. However if the change or 
changes to the activity introduce significant new hazards then a review needs 

http://oeapng.info/wp-content/uploads/downloads/2012/04/4.3c-Risk-Management-1.pdf
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to be carried out and any additional control measures need to be implemented 
to ensure the risks are kept to a minimum. 
 
 

 
 

 
Prior notification and approval of visit plans 
For all residential visits a meeting with parents must be held.  The meeting 
must take place after the preliminary visits and completion of the risk 
assessment.   
See Appendix 8.   
 
For all residential educational visits it is essential that a Detailed Medical and 
Consent form is signed by the parent. These are usually provided by the 
visiting Centre. 
 
In addition pupils should be informed: 
 The implications of communal living in terms of tolerance, chores, conduct 

towards others 
 The purpose and aims of the visit 
 The nature of any specific work to be undertaken 
 Work/training which is necessary before going 
 How spare time might be used 
 Expectations of conduct 
 Sanctions 
 
Pupils, or if more appropriate the parent, should sign a  ‘Pupil Conduct Form’ 
agreeing to abide to the school’s code of conduct. 
See Appendix 9 10 
 
‘Checking out’ and ‘checking in’ before, during and after a visit 
Checklist - before you leave the school have you? 

 The itinerary  
 A list of pupils and adults on the visit 
 A contact number for all participants, venue, coach company and 

school 

Injury needing medical 

attention

Injury off work / school 3days 

or less 

Fatality

Serious injury / long term 

sickness

5

2

Potential Severity Rating ( Hazard )

1

4

3

Minor Injury

Certainty

1 Highly Improbable

2 A Low Possibility

4

5

3

Likelihood ( Exposure)

Probable

A Possibility

Risk Factor Matrix 
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 A copy of the school’s critical incident procedures (Appendix 13) 
 Method of payment if applicable 
 First Aid Kit 
 Medical List 
 Resources 
 Guides/maps 
 Signed authorisation forms 

 
On the visit: 

 Avoid leaving any helper alone with children 
 Continue to monitor for hazards and be prepared to stop any activity 

which causes concern 
 
On return to school: 

 Thank support staff and volunteers  
 Report your return to the school office 
 Brief Headteacher on any issues arising 
 Complete an Evaluation Form and hand to Educational Visits Co-

ordinator 
 
Emergencies 
All accidents and incidents, including near misses, must be recorded in 
accordance with the school’s ‘Accident and Incident Procedures’.  All 
accidents, incidents and near misses must be reported to the school office on 
return. The school’s ‘Head Injuries Procedures’ must also be followed.  A copy 
of the school’s ‘Critical Incident Procedures’ must be given to all 
accompanying adults.  In the event of an emergency these procedures must 
be implemented. 
 
Transport 
The Visit Leader is responsible for the booking of transport. All coaches must 
have fitted seat belts and every passenger must have their own seat.  
Supervisory staff must ensure seat belts are worn at all times. 
 
Parents must be informed if private cars are to be used to transport children 
and their authorisation obtained.  The Visit Leader must ensure that the driver 
of the car holds appropriate insurance, a valid road fund licence and an MOT 
certificate where necessary.  This requires the physical checking of 
documentary evidence. 
  
Children attending the visit 
Ensure children understand: 

 The itinerary 
 The educational objective of the visit 
 The adult who has special responsibility for them 
 Expected standards of behaviour 
 Who is the Visit Leader 
 What to do if they are separated from the party 
 Not to take risks 
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 Emergency Procedures 
 
5. Critical Incidents Procedures 
Visit leaders must take with them a copy of Critical incidents procedures, 
which sets out the local authority’s procedures to be followed in the case of an 
emergency. A copy of  the procedures is also found in each First Aid kit used 
for visits. 
 
School Contacts must hold a copy of the procedures at all times, which details 
procedures for supporting visit leaders and liaising with the local authority.  
 
For visits that take place in school time, the office and EVC hold visit 
information including itinerary, venue details, names and emergency contact 
details for all participants including staff. For visits outside school hours, the 
school contacts must also hold this information or be able to access it quickly. 
See Appendix  10 
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Appendix 1                          
 

PROPOSED SCHOOL VISITS FORM 
Educational aim of the 
visit 

 
 

Proposed Venue  

Venue address/telephone 
number 

 

Venue covered by Public 
Liability Insurance 

YES/NO 

Name of workshop  

Preliminary visit  YES/NO  If NO does Visit Leader possess recent 
knowledge of venue/location                      YES/NO 

Proposed Date of Visit 
(record in school diary) 

1st choice 2nd choice 
 

Duration of visit  

Depart from school  Arrive at venue 

Depart from venue  Arrive at school 

Description of activities 
proposed 

 

Number in party Children 
Adults 

Visit Leader  

First Aider   

Staff with supervisory 
duties 

 

Number of other Adults  

Means of transport  

Maximum number of 
packed lunches required 
from the kitchen. 

 

Information required from 
venue (lunch, length of 
workshops etc.) 

 

Any special 
arrangements required 
for SEN children 

 

Risk Assessment 
attached 

YES/NO 

Cost of entry to venue            @          per head 
 

Total 
 

Cost of transport 
(minimum 2 quotes) 

           @          per 
coach 
           @          per 
coach   

Total 
 
Total 

Cost of insurance            @          per head Total 
 

Any other cost e.g. supply   

Total  Children (a) Cost (b) 

Costing per child  

Authorisation of 
Headteacher 

 Date 
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Appendix 2  

PARENTAL CONSENT FORM FOR ONE DAY EDUCATIONAL VISITS 

Dear Parent/Guardian 
The following educational visit has been arranged for your child’s class. 

Venue and 
purpose of visit 

 

Description of 
main activities 

 

Date of visit  

Children on visit  

Departure time  

Return time  

Transport  

Voluntary 
Contributions 

Parents who find it difficult to pay should talk in confidence with 
the headteacher.   
If insufficient contributions are received to make the visit viable 
money paid will be refunded.  The cost has been calculated on 
all eligible children attending.  If after making your payment your 
child is unable to attend we cannot guarantee a refund. 

Cost of visit Payment should be sent to the office marked with your child’s 
name and the venue.  Cheques should be made payable to 
Oakhurst Community Primary School.  Total cost of the visit is £ 
 

Risk Assessment The school has undertaken a Risk Assessment.  A copy is 
available on request. 

Suggested 
spending money 

 

Clothing/ 
equipment 

School uniform should be worn 

Packed lunch A packed lunch will be required.  Please remember no glass 
bottles, cans or fizzy drinks. Children in receipt of free school 
meals will be provided with a packed lunch. 

Teacher in 
charge  

 

Other teachers  

Number of 
helpers 

 

Medical If your child normally takes travel sickness tablets we advise one 
is given before leaving home for the outward journey.  Another 
tablet can be given to the class teacher in an envelope marked 
with your child’s name and any instructions, for the return 
journey.  Your child must not hold tablets for the return journey.   

Any other 
information 
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Yours sincerely 
 
 
 

Please cut along the dotted line, and return the form below to the school 
------------------------------------------------------------------------------------------ 
 

Education Visit to: _____________________________________ 
 
I/we give permission for ________________________________  
 
Class ______________ to go on the educational visit to 
___________________________________________________ on  
 
____________________   
 

 I enclosed the voluntary contribution of £________________ 
 

 My child will require a packed lunch provided by school   
          (delete as applicable yes / no ) choice of filling  cheese         or ham   
 
Please note any circumstances we should be aware of (e.g. travel sickness, 
medication, allergies including asthma) ______________________________ 
 
Any prescribed medication your child will need on the visit.  For medicines other than 
asthma inhalers and travel sickness tablets an Administering of Medication Consent 
Form, available from the school office, must be completed. 
 
I give permission for my child to be given a travel sickness tablet for the return 
journey.  I will provide the tablet in an envelope clearly marked with my child’s name 
and class and any instructions 
 
 
Signed ________________________   Date: ________________ 
 

 
CONFIDENTIAL 
 
Data Protection Act:  the information being collected on this form will only be 
used for the purpose of school administration of visits and journeys.  The data 
will not be disclosed to any external sources other than in an emergency or to 
the Local Authority, without your written consent. 
 
 
 
 
 
 
 

  



 15 

 
Appendix 3    

EDUCATIONAL VISITS INFORMATION FORM 
To be completed by Visit Leader and handed to the school office before 
departure together with an itinerary and a copy of the risk assessment 

Visit to  

Address  
 

Date  
 

Telephone number  

Visit Leader  Mobile Phone number 
 

Teaching Staff 
accompanying visit 

 
 

Mobile Phone number 

 Mobile Phone number 

Non Teaching Staff 
accompanying visit 

 
 

Mobile Phone number 
 

 Mobile Phone number 

 Mobile Phone number 

Other adults 
accompanying visit 

 
 

Total number of 
children in party 

 From class 
 

 From class 
 

Children in class(es) 
NOT going on visit 
and arrangements 

 
 
 
 
 

Coach Company  
 

Telephone number 

Departure from 
school 

 
 

Anticipated arrival at venue 

Departure from 
venue 

 
 

Anticipated arrival at school 

If you are likely to arrive more than a quarter of an hour before or after this time 
please contact either the Headteacher or Administrative Officer 

CHECKLIST First Aid Kit Medical List Contact 
numbers 

Packed lunches 
ordered 
 

Hi-vis 
jackets for 
all staff 
(children if a 
night trip) 

Guides/Maps Money/cheques Emergency 
Procedures and risk 
assessments 
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Appendix 4    

Evaluation of Educational Visits Form 
 

Venue – include 
contact number 

 

Purpose of visit  

Date of visit  

Children attending Class(es) 

Adult helpers 
 

 

Visit Leader 
 

 

Coach company 
used 
 

 

 
Please comment on the following features 
 

 Rating out 
of 10 

Comment 
 

Travel arrangements – 
coach punctuality, 
safety, cleanliness, 
luggage storage etc. 

  

Venue    

Content of education 
programme provided 

  

Venue staff   

Venue equipment   

Food/facilities   

Accommodation    

Recommendations for 
future risk assessments 

 

Other comments 
including close calls not 
involving injury or 
damage 

 
 
 
 

Would you recommend 
this venue  

 
 

  
Signed:  ___________________________________________________ 
 
Date:  _____________________________________________________ 
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Appendix 5      

CHECKLIST FOR EDUCATIONAL OFF-SITE VISITS 

Has an experienced Visit Leader been identified  

Have the educational objectives for the visit been identified  

Has ‘approval in principle’ for the visit been sought from the 
Headteacher  

 

Preliminary site visit – has a preliminary site visit been undertaken to 
assess suitability of venue/location (travel time, facilities, equipment, 
recreational facilities for residential stays, staff, programmes of work, 
potential health and safety issues, security, accommodation, 
contingency arrangements) 

 

If not has Visit Leader sufficient previous experience of the venue to 
assess suitability and identify potential hazards 

 

Risk Assessment – has a risk assessment been completed  

Has a ‘Proposed Visits Form’ been completed and approval for the visit 
gained from the Headteacher.    

 

Has the authorised ‘proposed visits form’ and risk assessment been 
given to the class TA to book the venue, transport and obtain 
authorisation for Category B, C or D visits from the LA/Governors and 
complete letter to parents 

 

Staff/Pupil Ratio: does the ratio fall into the suggested guidelines   

For residential visit does staffing include male and female supervision  

For residential visits has a meeting been arranged for parents  

Have any specific medical or educational needs been considered  

Have pupils been briefed on the aim of the visit, health and safety, 
grouping, expected standards of behaviour and emergency procedures 

 

Have accompanying adults been briefed on aims of visits, 
responsibilities, findings of risk assessments, standards of behaviour, 
head counting, emergency procedures and contingency plans 

 

Has the completed itinerary visit form been given to school office 
together with a copy of the risk assessment 

 

Are parental consent forms, medical details and contact details ready 
for taking on visit and cheque for venue if required 

 

Are there are least two mobile phone numbers available for ease of 
contact 

 

Have all adults a copy of the Critical Incident Procedures  

Has safe return been reported to school office and any issues arising 
discussed with Headteacher or Educational Visits Co-ordinator 

 

Has an evaluation form been completed  

 



 

 

Appendix 6 
Educational Visits and Journeys - Generic Risk Assessment 

 

1.  Reference No. 
EV/006 

2. Assessment  
Date 

 

3.  Assessment Subject 

Activity: Educational Visit  Location: Museum, Cinema, Theatre 
 

4. Details of Hazards  5. Risk Rating  
Impact with something solid 
Slips, trips and falls on same level 
Slips, trips and falls from different levels 
Abduction  
Getting lost 

Low / Medium  
Low / Medium 
Low / Medium 
Low / Medium 
Low / Medium 

6.  Persons at Risk 
School: 
Pupils  
Members of staff (permanent or temporary) 
Voluntary helpers 

Others: 
Members of the public 
Facility Staff 

7.  Management Control Measures 
Relevant standards, codes of practice, DfES and SBC guidance followed 
Supervision by competent, trained and qualified staff at the correct ratio 
Accident and emergency procedures known to all staff  
Visit leader to check fire evacuation procedures on arrival 
Visit Leader to brief all staff, voluntary helpers and pupils on fire evacuation procedures 
Visit Leader to brief all staff, voluntary helpers and pupils on all hazards  
Pupils briefed and monitored on codes of conduct throughout activity 
Pupils briefed on how to contact members of staff / identify facility staff 
Head counts prior to entering and leaving facility 
Staff positioned at strategic intervals between pupil groups to guide groups into facility 
Pupils instructed to meet a member of staff at predetermined time intervals at set locations. 
Pupils instructed to walkabout in minimum group N

o
. of  (to be determined by age and ability) 

8.  Risk Assessment  9.  Date of review 

Acceptable 
(Risks under control) 

Yes/No 
 

10.  Assessor Details 

Name : 
 

Address 
 
 
Telephone No. 

Tele 

Title 
 

Signature: 
 

 
11.  Action taken 

Ddd12. Date of Briefing 

Contents of  Risk Assessment Briefed to 
relevant Staff and Pupils 

Yes/No 
 

 13. Verification By Responsible Manager: 
 Name/Location 

Signed: 
Date: 

14. Visit Permissible and Authorised to 
      Proceed 

Yes/No 
Signed: 
Date: 

 

 



 

 

  

Appendix 7 
Educational Visits and Journeys - Risk Assessment 

1.  Reference 
No. 

 2.  Assessment 
date 

 

3.  Assessment Subject 

Activity:  Location: 
 

4. Details of Hazards  5. Risk Rating  

 
 
 
 

 

6.  Persons at Risk 

School: 
 
 
 
 

Others: 
 
 
 

7.  Management Control Measures 

 
 
 
 
 
 
 
 
 
 
 

8.  Risk Assessment  9.  Date of review 

Acceptable 
(Risks under control) 

Yes/No 
 

10.  Assessor Details 

Name : 
 

Address 
 
 
Telephone No. 

Tele 

Title 
 

Signature: 
 

11.  Action taken Ddd12. Date of Briefing 

Contents of Risk Assessment Briefed to 
relevant Staff and Pupils 

Yes/No 
 

 13. Verification By Responsible Manager: 
 Name/Location 

Signed: 
Date: 

14. Visit Permissible and Authorised to 
      Proceed 

Yes/No 
Signed: 
Date: 



 

 

 
Appendix 8 

 
RESIDENTIAL VISITS – INITIAL MEETING WITH PARENTS 

 

Reason and purpose
  

Explain why you are organising the visit   
What is the educational aim 

Centre  Show location of centre 
Description of town/village/centre 
Address and telephone number of venue 

Accommodation Description of the situation    
Bedrooms – shared/dorm 
Recreation facilities 
Dining facilities 

Travel Outline mode of travel including name of coach 
company  

Staff Staff and other adults accompanying party 
The roles, duties and expectations of 
accompanying staff and helpers 
Centre staff  
Criminal Records Bureau checks 

Emergency Procedures Arrangements for communicating with parents in 
case of emergency 

Itinerary Date of departure 
Journey route and mode of travel 
Activities planned 
Date of return 

Clothing Special clothing required 
Options for hiring 
Luggage type and labelling 

Code of Conduct Expectations of behaviour 
Sanctions 
Signing of conduct form 

Cost Cost – including essential extras 
Payment of deposit (non-returnable) with dates 
Payment of balance with dates 
Date of final payment  
School’s policy of charging and remission 
Pocket money and arrangements for distribution 

Arrangements Arriving at point of departure 
Collection on return from the journey 

Commitment Payment of first deposit 

Slides or films Of a previous visit showing the area to be visited 

Insurance Details of insurance over 

First aid Medical arrangements at centre 



 

 

  

Appendix 9  
Pupil Conduct Form 

 
Your health, safety and welfare on this visit is important to the school.  This 
agreed code of conduct will help ensure our visit is successful and you enjoy 
it. 
 
You must 

 Not take unnecessary risks 
 Follow the instructions of the Visit Leader and other supervisors 
 Dress and behave sensibly and responsibly at all times 
 Show courtesy at all time 
 Look out for anything that might hurt and threaten you or anyone in the 

group and tell the Visit Leader or supervisor as soon as possible 
 Be punctual at all times 
 Always wear a seat belt on the coach and ensure that bags do not 

obstruct aisles 
 Do not leave the group you are in 

 
If there is any significant breaking of the school rules, the Visit Leader may 
decide to send the pupil responsible home, at their parents’ expense. 
 
The aim of this Code of Conduct is to try to ensure that your trip is enjoyable 
and trouble-free. 
 
Pupil code of conduct 
 
I have read the Code of Conduct for the school visit to _____________ and 
agree to abide by it at all times 
 
 
Signed:  _________________________________ pupil 
 
 
Signed __________________________________ parents 
 
 
 

 
 
 
 
 
 
 
 

 
 



 

 

  

Appendix 10      
Critical Incident Procedures – Dealing with a Crisis 

 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Assess the 
situation – 
establish 
nature and 
extent of 
incident 

Attend to 
casualties and 
inform adults if 
critical incident 
procedures 
are in 
operation 

Safeguard all 
members of 
the group and 
advise adults 
in the party of 
the situation 

 

Inform the 
emergency 
services.  Give first 
aid if possible 

 
 Establish the    
 names of the  
 injured and  
 the extent of  
 their injuries 

 

  
Account for  
 all members 
of  the group –  
 take a roll call 

 Send  
 casualties to  
 hospital with  
 an  
accompanying  
 adult they 
know 

Keep those at the 
accident scene 
informed and in a 
safe place 

 Contact the 
Headteacher – 
pass on 
details of 
injured and 
action taken 

 
If abroad 
contact the 
British 
Embassy and 
travel 
organisers  

Keep a written 
account of 
event 
including 
witness 
details, times 
and contacts  

On return to 
school or first 
available 
opportunity 
complete 
accident report 

 

Do not allow children to ring home until you have given permission and 
whenever possible ensure a responsible adult speaks first to ensure accuracy 
of information passed on 

 

Refer all media enquiries to the Head/Chair and/or LA.  Do not speak to the 
press.  Do not discuss legal liabilities 

Oakhurst Community Primary School  - Telephone No. 01793 734754 
Swindon Local Authority: 01793 466451 
For support in the event of a critical incident procedure call: Gill Jones 
07905844416  

 


