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SECTION 1 – EDUCATIONAL VISITS POLICY
Summary:
This policy aims to give guidance that will both minimise the risk to those taking part and as much
protection as possible to the teacher in charge of the visit. Most visits take place without incidents but
following a number of tragic incidents involving schoolchildren in the last few years in the UK and abroad,
there is a growing concern about ensuring the safety of students on school visits. A balance must be struck
between what is desirable and what is feasible. The law states that standard of care must not be too
demanding but at the same time parents must be assured that their children will be cared for as best as
they can in the circumstances.

1.1 Introduction
1. All trips and visits are supported on a voluntary basis apart from on rare exceptions approved by
the Principal such as Duke of Edinburgh and summer school.
2. Staff at Grace Academy organise a varied programme of curriculum enrichment and offsite visits
during the course of each year. These include sports events against other schools, specialist visitors
to the Academy, and specific lessons with departments, trips to places of interest, field trips and
overnight expeditions in the UK and trips abroad.
3. The governors of Grace Academy recognised the value of all curriculum enrichment and offsite
visits and are grateful for the energy, commitment and professional skills of the staff involved.
4. The information is designed to enable leaders and potential leaders to acquire the necessary
knowledge, experience and confidence required to lead safe and rewarding visits and, where
necessary, seek the appropriate further advice.
5. Students from Grace Academy undertake visits for a wide variety of educational purposes. These
range from half-day visits to residential experiences, both locally and abroad. The activities are
similarly broad ranging from adventurous pursuits in the mountains or on the water, to urban and
rural visits. Grace Academy acknowledges the value of such experiences and the contribution they
make to the development of students. Various subject areas in the National Curriculum require, by
implication or directly, practical experience in the environment for the effective delivery of the
syllabus. Residential experiences and involvement in challenging situations also make a significant
contribution to personal and social development.
6. Educational visits have a variety of forms, aims and approaches. The general principle,
underpinning this guidance, is to ensure the safety and welfare of students and staff. It is
acknowledged that such activities make a valuable contribution to the experiences of students.
Provided that the aims and objectives are clearly formulated, and the organisation is methodically
carried out, activities will be not only relevant and effective but also safe.
7. Any visit or journey will inevitably entail a considerable voluntary commitment by staff. This
voluntary input and the responsibility incurred in the supervision of students on any educational
visit is recognised and valued by Grace Academy which supports and promotes such ventures.
GA-SP032 Trips and Visits Policy V2.0
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8. It is important that the students are equipped with the necessary skills and techniques to enable
them to make sound judgements before ventures are undertaken. Experience should be acquired
gradually and progressively as the students achieve their independence.
9. The aims of outdoor education include encouraging students to become self-reliant, self-confident,
responsible and to act independently. This may develop from participation in independent travel
skills, project work, fieldwork, environmental studies, adventurous activities and the Duke of
Edinburgh’s Award, amongst other activities. Small group and independent work that is not under
the direct supervision of a member of staff can be a most worthwhile approach. However, greater
care is required in the management of such activities.
10. Accordingly, these guidelines have been designed to provide a framework of good practice in the
organisation of educational visits and to identify a means by which they may be safely sustained
and developed. The need for clear, unambiguous regulations and guidance has to be set against the
difficulty of framing statements to cover all eventualities. Every effort has been made to ensure
that advice is relevant to any visit or journey undertaken. Some Academies may use an electronic
system for recording trips (Evolve) and this has been reflected within the policy. Whichever system
has been used the overarching principles of duty of care should be adhered to.
11. These guidelines are appropriate to any occasion where students are participating in any activity
whilst legally in the care of Grace Academy:
• All off-site curriculum activities
• All off-site extra-curricular activities
• Situations involving off-site activities arranged by external providers
• Any adventurous activity where there is a duty of care to students
12. Where trips and visits are inclusive of students and/or staff from foundation or any of the
academies, one EVC (Educational Visits Coordinator) will be appointed. However, each academy
will obtain signatures from their own Principal and specially appointed staff (where required). A
copy will be retained, of all papers at each academy.

1.2 Duty of Care
13. Teachers and support staff who take students out of the Academy on an Academy activity are
responsible for all students in their care just as they are during Academy hours. The obligation on,
teachers and support staff is to take all reasonable measures to ensure that no student is exposed
to unnecessary and unacceptable risks; in other words, the requirement to act with care. The law
does not expect anyone to do the impossible but do what a reasonable person would do in the
circumstance. If this is not followed the member of staff may be found to be negligent.
14. It is clear from cases that have come before the courts that the concept of ‘in loco parentis’
(literally meaning ‘in place of parents’) dominates the legal responsibilities of staff in their
relationship with students in their care. Consequently, those accompanying or supervising students
on educational visits may, throughout, do what is reasonable to safeguard or promote the interests
of the students. They are therefore expected to exercise at least the same degree of care as that
which would be taken by the average, careful parent in the same circumstances. The standards of
GA-SP032 Trips and Visits Policy V2.0
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care that a court expects might vary according to the type of activity, the age and maturity of the
students and the changing conditions.

1.3 Special needs and vulnerable young people
15. Students and adults who are vulnerable or who have special needs have an entitlement to
participate in a rich and varied educational activity programme. However, a personal risk
assessment should be prepared. This may, where applicable, include control measures that
address the issues as they could present during the visit.
16. In order for students and adults to participate in activities and to maintain high quality teaching and
learning, staffing ratios need to take into account individuals special needs.
17. Any programme offered should maximise the attainment and achievement of everyone
participating, helping to develop his/her self-esteem, self-confidence and citizenship skills (e.g.
living in a community with others – often denied due to his/her special needs).
18. It is important, if a provider is being used, to identify the specific roles of the Group Leader and
Instructor. The Instructor must be made aware of individual needs within the group.
19. When working with groups with special needs or vulnerable young people it is important that
Group Leaders have an established relationship with the group and that any instructor is made
aware of individual problems.
20. The Grace Academy Medical Policy should also be consulted for both general and specific guidance.

1.4 Adult/Student Ratios
21. Educational visits should be accompanied by a minimum of two adults, of which at least half must
be staff at Grace Academy. Academy students cannot be included as adult escorts. All visits
involving an overnight stay must have at least one accompanying adult of the same sex as the
students. Adults employed by the venue or an agency must not be counted when calculating the
adult / pupil ratio. For clarity this does not include the coach driver.
Where a visit is local (10 miles) and does not extend the school day by more than one hour (before
or after), it may be possible for a single adult to accompany the students, subject to assessing the
risks.
There are many variables and it is not possible to give precise staffing ratios to cover all situations.
The following are a minimum. The Principal may wish to improve these ratios according to the type
of activity being undertaken, where very young children are involved or with groups with special
needs. There should also be one extra supervisor available for emergencies when determining the
ratio of groups with special needs. A risk assessment should be carried out to determine the ratios.
Reasonable breaks will take place for staff as appropriate to the needs of the students.

GA-SP032 Trips and Visits Policy V2.0
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22. Category A visits
These are day visits (i.e. visits that take place within the normal school day or extend the school
day by no more than one hour before or after the normal school day), where the element of risk
is similar to that normally encountered in daily life.
Any off-site activity, however, will demand an awareness of rural or urban hazards and the exercise
of due care.
Examples of such activities may include farm visits, visits to sites of historic, commercial or cultural
interest, most fieldwork, sports tours and leisure centre visits, local walks, journeys to the zoo or
theatre etc.
Adult / Pupil Ratios
Secondary Years 7 and over inc.
post 16
Special
SLD
needs:
PMLD/Epileptic

1 adult : 15- 20 students (max)
1 adult : 3 students
1 adult : 1 pupil

Unless
a
risk
assessment
shows
otherwise this shall be
in addition to the
above

Students with challenging behaviour, or who are particularly disruptive, will require the
necessary staff provision to be available to deal with any difficulties that may arise.
23. Category B visits

B1) Visits which extend the normal school day, but do not involve any nights away from home.
Adult / Pupil Ratios
Secondary
Special
needs:

Years
over
SLD

7and

PMLD/Epileptic

1 adult : 10-15 students (max)
1 adult : 3
students
1 adult : 1 pupil

Unless
a
risk
assessment shows
otherwise

B2) Visits involving any nights away from home (residence in a hotel, hostel, activity centre,
holiday complex and camping).
Adult / Pupil Ratios
Secondary
Special
needs:

Years
over
SLD

7

and

PMLD/Epileptic

GA-SP032 Trips and Visits Policy V2.0
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B3) Adventure Activities having an element of risk requiring leader competence and
qualification.
These activities fall in the scope of the Adventure Activities Licensing Authority (AALA) unless
mentioned in the guidance. Such activities may take place in hazardous or remote
environments and generally require specific skills, experience and safeguards in order to
contain risk at an acceptable level.
Examples of these activities are mountain and moorland walking, canoeing, climbing and
camping and are generally referred to as outdoor pursuits.
Adult / Pupil Ratios
Adult / Student ratios and the levels of Leader competence vary according to the activity to be
undertaken. Please refer to the EVC for further guidance.
24. Category C visits

C1) All visits and residential visits abroad;
C2) Activities having an element of risk, but for which, there is no register of approved leaders;
C3) Activities where there is a level of uncertainty about the safe conduct of that particular
activity.
Examples in the latter case may relate to the nature of the activity, the staff involved or the
location in which the proposed activity takes place.
Adult / Pupil Ratios
Secondary
Special
needs:

Years 7-13
SLD
PMLD/Epileptic

1 adult : 10 students, plus 1 extra adult
1 adult : 3 students, plus 1 extra adult
1 adult : 1 pupil, plus 1 extra adult

25. For any visit (all categories) where the party subsequently splits into sub-groups, the Party Leader
will need to consider how many adults are needed to accompany each sub-group (at least two
adults per sub-group).
26. Female and male adult supervisors should accompany mixed groups of students. Overnight trips
must be supervised by at least two adults to match the sex mix of the students.
27. An improvement on these basic adult: pupil ratios and staffing may be required dependent upon
the:









Nature and location of the activity
Gender, ages, attitudes, disability, behaviour and competence of the group members
Duration of the activity
Weather conditions
Availability of prompt outside assistance
Type of accommodation
Experience and competence of the staff. (Inexperienced staff should be counted as group
members).

GA-SP032 Trips and Visits Policy V2.0
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-

Specific requirements of the service provider

28. The longer an activity or visit lasts, the more essential it is to have an adequate staffing ratio. When
faced with the continuous responsibility of being ‘in loco parentis’ staff cannot work efficiently and
maintain the necessary degree of alertness and concentration if they are overtired. Adequate
provision must be made for staff to have breaks and relaxation. The ratio must also take into
account any domestic role that the staff may have, such as the preparation and supervision of
meals.
29. It is the leader’s responsibility to obtain the British consulate and embassy telephone number in
advance of the trip, along with the national emergency number i.e. UK 999. USA 911

Staff accompanied by their own children
30. Due to the likelihood of conflict of role, staff should not be accompanied by their own child or
children without the specific agreement of the Principal and other leaders. Where agreed, some
adjustment may need to be made to the staffing ratio.

The use of Parents and other Voluntary Supervisors
The use of parents and other volunteers under the direction of the party leader may be acceptable after
consideration with the EVC. However, under safeguarding requirements they are not to be solely
responsible for a group of children. The principle of being ‘in loco parentis’ applies to them, but a court is
unlikely to expect the same standard of care from them as it would a teacher, who is employed to exercise
supervision. The Principal and party leaders should bear this in mind when allocating responsibilities and
they may find it advisable to keep children with problems or behaviour difficulties under their own
supervision. The parent will not be eligible to charge for the work completed even if they are a qualified
teacher at another educational establishment.

1.5 Approval for Educational Visits
31. All Party Leaders undertaking educational visits /activities must follow Grace Academy’s system of
approval, as detailed below. There are three categories of activities and associated approvals:
Approval by:

Cat’

Type

A

Day visits in UK

Yes

Principal

B1

Visits in UK extending the normal
school day (>1 hr before or
afterwards).

Yes

Principal

B2

Overnight visits in UK

Yes

B3

Adventure Activities

Yes

Principal/Director
and Chair of
Governors

C1

Visits abroad
(Day & Residential)

Yes

GA-SP032 Trips and Visits Policy V2.0
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C2/C3

Higher risk Adventure Activities

Yes

Governors

1.6 Informing parents and obtaining consent
Parents should be given some information of the risks involved in the visits as well as the measures in place
to minimise these risks. In addition, as individuals have the right to access ‘recorded information held by
any public body’, under the Freedom of Information Act 2000, this information should be prepared with
public access in mind. Written information should normally include:



















The date and purpose of the visit
The departure and return times
The collection point(s)
The travel arrangements (and name of any travel company)
The number of students in the group and what the supervision arraignments are (including times of
remote supervision)
Accommodation information (including security and supervision arrangements on site)
What the provision for special educational or medical needs are (see below)
What the procedures are for students who fall ill (see below)
The names of the group leader and the other members of staff and adults who will be present
The staff contact at home
Information about activities, the risks they present and how they will be managed (including
information about ‘Plan B’)
The standards of behaviour expected (e.g. in relation to alcohol, sexual behaviour, smoking,
discipline, and items which may not be taken on the trip). Parents may be asked to sign a code of
conduct form and be informed of the consequences if these standards are not met (e.g. withdrawal
from activities and asking parents to collect their child early in extreme cases)
What the insurance arrangements are for lost luggage, accidents, cancellations, medical cover, as
well as any exclusions from policies and whether parents need to purchase additional cover.
The inoculations necessary
What clothing /equipment/money should be taken by each student
Information about host families (on exchange visits)
The cost and what it covers, if applicable further details may be inserted by the EVC

It is common practice to invite parents to attend meetings before residential visits, overseas travel or
adventure activities. The above information may be discussed in more detail at these meetings
The Academy has a ‘one-off’ consent form which parents are asked to sign on enrolment, covering their
child’s participation in trips and other off-site activities throughout their time at the academy – see
appendix F.
Any information about a student that is likely to be relevant to the management of the trip should be
provided by parents.

GA-SP032 Trips and Visits Policy V2.0
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1.7 Non educational trips and visits (e.g. holidays, evenings or weekends)
Trips may be arranged by staff and volunteers of Grace Academy for the benefit of the family of students
and those in the local community. All places on trips must be self-financed. The trip leaders will set the
cost of the trip and obtain reimbursement from the appropriate allocated funds. Cases of hardship are to
be discussed in a confidential manner with the trip leader or Principal.

1.8 Provision of food and drink
Students in receipt of free school meals will be provided with a free packed lunch for academy trips when
requested by parents/carers.

SECTION 2

Arrangements / Procedures for Educational Visits

2.1 Basic Principles of Safe Practice
The basic principles of safe practice planning and undertaking educational visits include:
a) Ensuring that leaders are competent and effective.
b) Ensuring effective supervision and staffing ratios.
c) Ensuring that risk assessments are recorded and communicated for each visit.
d) Ensuring appropriate levels of first aid provision.

2.2 Competence and effectiveness of Staff
It is essential that all staff responsible for the leading, planning and execution of educational visits
or outdoor activities are competent to conduct such activities safely.
There is no substitute for experience, qualification and competence. A breadth of experience will
enhance a leader’s ability in making sound judgements as to what constitutes a dangerous
situation. Local validation, National Governing Body Awards and a varied background of recent and
professional experience in related activities enhances safe practice, developing knowledge and
expertise in the on-going process of risk assessment.

2.3 Effective Supervision and Staffing Ratios
For every educational visit there must be a Team Leader who manages the whole visit. Whilst at
times the group will be managed as a whole depending upon numbers, for many activities it is
better for groups to be small, each with a group leader. Supervision will at times be directly with
the Team Leader and at times with individual group leaders.
1. Supervision works best when:



The aims and objectives of the visit are clearly understood by all involved.
The visit and activities have been carefully and thoughtfully planned.

GA-SP032 Trips and Visits Policy V2.0
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Participants have been involved in the overall plan, including identifying potential hazards.
Clear guidelines for standards of behaviour have been agreed.
The students have had prior contact with supervisors.
Everyone involved in the visit understands the supervision arrangements.

2. Supervision can be close or remote:



Close supervision occurs when the groups remain within sight and contact of the supervisor.
Remote supervision occurs when it is planned that the group works away from the supervisor.
This includes “free time” during visits, including residential visits.

3.

For all supervision, the Group Leader:
Will normally be a teacher or Youth Leader.
Is responsible for the safety of their group at all times.
Will have a clear plan of the activity to be undertaken and its objectives.
Needs to anticipate potential hazards and act where necessary.
Continuously monitors the appropriateness of the activity, the physical and mental condition of
the group members and the suitability of the prevailing conditions.
 Needs to exercise appropriate control of the group.
 Will have a clear understanding of the emergency procedures and be equipped to carry them
out.






4. Potential danger points can occur when re-arranging groups. In particular:
 When a large group is split into smaller groups for specific activities.
 When groups transfer from one activity to another and change supervisor.
 During periods between activities.
 When small groups re-form into a large group.
5. It is therefore most important that the supervisor:
 Clearly takes responsibility for the group when their part of the programme commences.
 Clearly passes on responsibility for the group when their part of the programme is concluded,
together with any relevant information.
6. Supervision ratios will need to be set for each visit and activity, according to the aims and
objectives and a risk assessment of potential hazards. The factors to be taken into consideration
will include the:
 Particular activity.
 Group involved, and the needs of individuals within the group.
 Environment in which the activity takes place.
 Other helpers. Depending upon their personal experience, helpers may need to be counted as a
supervisor or as a participant.
7. For all supervision, the participant will:
 Know who their group leader is at any given time and how to contact them.
 If appropriate, have a ‘buddy’.
 Have been given clear, understandable and appropriate instructions.
 Not normally be on their own unless suitably trained.
 Alert the group leader if someone is missing or in difficulties.
 Have a meeting place to return to, or an instruction to remain where they are, if separated.
GA-SP032 Trips and Visits Policy V2.0
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Understand the expected standards of behaviour.

8. To ensure good practice for close supervision, group leaders will:
 Have prior knowledge of the group.
 Carry a list of all group members.
 Have prior knowledge of the venue.
 Not normally be on their own unless suitably experienced to make required decisions.
 Check regularly that the group is all present.
 Have appropriate access to first aid.
9. In addition, when supervision is remote, groups must be sufficiently trained and assessed as
competent for the level of activity to be undertaken, including first aid and emergency
procedures:
 Participants will be familiar with the environment.
 Clear and understandable boundaries will be set for the group.
 Clear lines of communication between the group, Team Leader and the Principal.
 Team Leader needs to monitor the group’s progress at appropriate intervals.
 Clear arrangements for the abandonment of the activity.
 Clear point at which the activity is completed.
10. The process of supervision also involves “school based” management. For each visit they must:
 Provide named contact(s) who will be available at all times.
 Monitor the group’s progress whilst away.
 Provide an alert should groups not report back when expected.
 Provide emergency back-up services as appropriate; this may include a mobile phone if
necessary.
11. Other helpers:
 May include support assistants, volunteers, and parents.
 Must have received training appropriate to the role they will be undertaking.
 Must have their role and responsibilities clearly explained and understood by all involved in the
visit, from the Principal to the participant.

2.4 Risk Assessment
12. Safe practice in the outdoor environment is not about eliminating risk: off-site activities, by their
nature, will entail some level of risk. It is one of the factors that enable valuable lessons about
awareness and responsibility to be learnt. It is the role of the provider to manage the risk to an
acceptable level and to prepare students progressively to cope with the level of risk inherent in
the activity.
The Royal Society for the Prevention of Accidents (RoSPA) advocates the importance of
preventative strategies in the management of risk. Whatever visit is proposed, an awareness of
potential problems allows intervention before difficulties arise.
Planning is essential and a pre-visit is therefore highly recommended.
13. Risk assessments have always been carried out as part of any responsible team leader’s
preparations. However, legislation (Management of Health and Safety at Work Regulations 1999)
GA-SP032 Trips and Visits Policy V2.0
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requires that risk assessments must be recorded and the findings communicated to persons
taking part in the activity.
14. Consequently, for each educational visit, a risk assessment must be made, recorded and
communicated to students / parents and supervisory staff (irrespective of whether the visit is
Category A, B or C). It is recommended that assessments are recorded on the Educational Visit
Risk Assessment Form ‘B’.
15. However, risk assessment is a process not just a document, starting in the planning phase of the
visit and continuing through the end of the visit when the participants return to school. Changes
to the itinerary, changes to the weather, illness, behavioural problems, and incidents (whether
minor or major) will give rise to the need to re-assess risk. The Team Leader and other
supervisors should monitor the risks throughout visits and take appropriate action as necessary
to control any risk changes.

16. Risk assessments may be generic (for routine visits) or individual (for every visit of a
higher than normal risk). Any new ideas arising out of the post-trip evaluation should be
fed back into the process.
2.5 The Risk Assessment Process
17. Consider the ‘significant’ hazards – i.e. those that might lead to the risk of serious accidents – and
the actions needed to eliminate or at least minimise the risk. Use the 5 steps of the risk
assessment process:

i)

Identify the ‘hazards’:
“Anything which could cause harm (e.g. an unguarded pool of water, or an
assembly point on a busy road)”;

ii) Decide who might be affected by those hazards and the potential consequences;
iii) Consider what control measures are already in place (including supervision);
iv) Calculate the ‘residual risk’ with the existing control measures:
“The likelihood that someone might be harmed by the hazard (e.g. falling into the water, or
stepping from behind a coach into the road)”;
v) Where the residual risks are anything more than low, put in place additional control measures
to minimise or prevent harm, including steps to be taken in an emergency. In other words,
what is your place ‘B’ for contingencies.
18.

When the visit has been completed, it is good practice to review the risk assessment to
measure the effectiveness of control measures and whether any additional unforeseen hazards
had been encountered. The review should be recorded on the Post Off-Site Visit Evaluation
Form and submitted to the Principal and Educational Visits Co-ordinator following the end of the
visit.

2.6 First Aid Provision
19. It is preferable that one of the adult supervisors has a first aid qualification.
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20. Team leaders should have a working knowledge of first aid. The level of knowledge or
qualification required will depend upon the nature of the activity, the extent of outside
assistance, the remoteness of the environment and the current health of the group.
21. A valid First Aid certificate is a pre-requisite for many National Governing Body Awards relating
to outdoor activities but leaders should have a recognised procedure for help and assistance if
they are unhappy about any aspects of first aid.
22. Team leaders who supervise water-based activities should take account of seasonal differences
and be competent in water rescue and life saving techniques including cardio-pulmonary
resuscitation, (CPR). This should be reflected in their qualification and experience.
23. The Medical and Health Policy (students) should be made available to parents and adhered to by
all when on a trip or visit. The team leader should consider how medicines that belong to
students or staff members are stored. The student and staff members are responsible for their
own administration of any medication required. Any abuse of such medication will be dealt with
under Academy disciplinary policies.
24. As referred to within the Medical (student) policy, it is the responsibility of the parent/carer to
provide up to date medical information. This may be requested in the consent letter for trips
category A – B1

GA-SP032 Trips and Visits Policy V2.0
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Category ‘A’ & ‘B1’

Category ‘B’ Visit

Category ‘C’ Visit

Initial Request to ALT (Submit to EVC) Complete Form A &
B or Evolve online system as applicable

(
Brief Presentation and Discussion to ALT (Arranged by
EVC)

Principal / Chair of Governors Approval. Communicate with
parents/carers

Complete Forms C (full application) & D if required

Payment of money

Compile Form E/Evolve (Group List Information) Distribute to
EVC, Emergency Contact, and Reception and make
available for all staff.

Educational Visit

Notes:
1. Team Leaders must allow a minimum of 12 weeks for category B2 to C3 visits.
2. Team Leaders must allow a minimum of 6 weeks for category A and B1 visits.
3. Team Leaders are reminded to take copies of all relevant paperwork on the visit with them including:








Insurance documentation
European Health Insurance Cards (EHIC)
Colour photocopies of the EHIC
Passports
Group Lists
Medical Consent Forms
Emergency Planning Documents.

4. Other items that Team Leaders are reminded to take on the visit:
 Contingency money
GA-SP032 Trips and Visits Policy V2.0
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First Aid Kit
Mobile Phones (and Chargers)

5. Leave behind 2 copies each of Itinerary, Group lists, Emergency contacts information:
 Copy 1 to the nominated Emergency Contact(s)
 Copy 2 to the Principal’s P.A / Reception

2.7 Emergency Procedures
25. All those involved in the planning, approval and organisation of visits should recognise that risks
involved will be minimised if careful attention is paid to planning, preparation and supervision.
An emergency is difficult to define. There are many variables, given the extent of a problem that
may arise and how Leaders may respond. Emergencies will require an on-the-spot response by
the party leader.
26. In the event of emergency procedures being implemented, it is the responsibility of the Principal
to make all official statements to the media. It is important that the Leaders or party members
do not make any comment either directly or indirectly to the media. No admission of liability
should be made.
27. If it becomes necessary for students to return either to the academy or their established base,
separately to the rest of the group, it is important that an adult accompanies them. If this adult is
not a parent or close relative then it should be a supervisor. Such an occurrence will affect
supervision ratios and the party leader will need to make appropriate arrangements. Any serious
injury or illness should be notified to parents as soon as possible through the party leader, or if
the emergency services are involved, through the emergency contact person.

28. Training will be made available regarding these procedures via Educational Visit Co-ordinators
2.7.1

Procedures to follow in the event of an Incident

29. The Incident Management Flowchart, below, has been designed to be a practical field guide for
managing emergencies that involve medical / injury incidents or when the Emergency Services
may need to be called. Team Leaders may find it useful to take laminated copies of the flowchart
and the supporting notes with them on the educational visit
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2.7.2 Actions to be taken by the Team Leader / Supervisor involved in the incident
30. The following notes extend the flowchart referred to above:

Ref.
1

Instruction
An Incident Develops

Notes
Assess the nature and extent of the emergency.

2

Make sure that the
remainder of your group
is accounted for and in
no further danger.

Give first aid as appropriate: this will probably
indicate the extent and severity of the situation.

3

Think! Make a decision.
1. You can solve the problem with first aid.
STOP, think and decide 2. The incident requires medical assistance, but NOT from
your course of action.
the emergency services.
Dependent
on
the 3. You need help from the emergency services
severity of the situation
you have 3 choices
available to you
This is the most serious route to take.
Call the emergency services as required, give your
Emergency
name and address, location and telephone number
Services Required
followed by:
 The location and time of the accident.
 State the nature of the incident, details of injuries and
Call 999
who is injured.
 The condition of those involved and where they are
located.
 State what action you have taken so far
Wherever possible
Having handed over to the Emergency Services, you
delegate a responsible
are still responsible for the rest of the group.
person to look after the
remainder of the group

4I

5I/2

7I/2

If abroad and appropriate notify the British Embassy or Consulate

Note:
The Police have a responsibility for investigating all serious accidents or fatalities whether on the highway or
in the hills. If the accident is in the United Kingdom the Police will endeavour to withhold the identities of
casualties until parents have been informed.
Ref.
5I/1

Instruction
Act
on
instructions
from
the
Emergency

GA-SP032 Trips and Visits Policy V2.0
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Services.








6I

5(A)

Call Emergency
Contact Person
as soon as
possible and
implement
agreed
emergency
procedures.









Return to the
base or an 
agreed location
to
maintain
communication
and be with 
the remainder
of the Group.





2.7.3

group if necessary and will need to follow the groups own
emergency procedures.
If required collect the remainder of the group and arrange for their
return to base. If it is a serious incident staff and children may be in a
state of shock. They will also require care and comfort.
Keep them informed. Protect them from any press or media
attention.
An adult should accompany any casualties to hospital.
If necessary, arrange for one adult to remain at the incident site to
assist or liaise with the Search/Rescue/Emergency Services.
If appropriate contact the group’s off-site base and/or the Team
Leader.
Advise party members not to contact other people
An Emergency Contact Person will need to be accessible at all
times.
Give the following information:
Your name, location and telephone number.
The location and time of the accident.
The nature of the incident.
Details of injuries and names of individuals involved.
The condition of those involved and where they are located.
What action you have taken so far.
Agree location and telephone numbers for future communication.
The above information is very important. Write it down first to
make sure all the facts are given. This will allow the appropriate
action to be taken.
If appropriate the following should be actioned:
A written report should be prepared by all adults involved whilst still
fresh in the memory. A record should be kept of names and
addresses of any witnesses. Keep any equipment involved in its
original condition.
Restrict access to a telephone until the Principal or delegated
contact person has been informed and sufficient time has elapsed
for the Principal or delegated contact person to contact the parents
of those directly involved.
Do not make statements to press/media or allow anyone else to
make statements. Legal liability should not be discussed or admitted.
Refer all press/media to the Principal or Executive Principal.
Depending upon the situation jointly decide the next course of
action with the Team Leader, group and Emergency Contact Person.
On return to the Academy complete accident/near miss forms on
form E.

Actions to be taken by the Emergency Contact Person

31. Depending upon the situation all or some of the following will be relevant:
a) Write down all the information that is given and confirm that it is correct.
b) As the incident is likely to be picked up by the media, it is vital to identify an alternative
telephone number known only to the Team Leader and the contact person to maintain a free
GA-SP032 Trips and Visits Policy V2.0
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communication channel in the event of any future problems. If at all possible this should not
be a mobile phone because of its limitations.
c) If the Emergency Contact is not the Principal, then if possible notify the Principal.
d) Notify the next of kin of the students directly involved in the incident. Advise if appropriate of:
• The nature of the incident
• The location of the incident
• Any travel arrangements that may be necessary
• A means of continued communication
e) Notify the next of kin of the remainder of the group. Advise if appropriate of
• The nature of the incident
• The wellbeing of their child
• A means of continued communication
f) If the nominated emergency contact person(s) is not available , an equivalent person of
seniority at another academy or foundation should be contacted
2.7.4

Mobile Phones

32. Many Leaders now carry a mobile phone or trip phone to save time in the event of an
emergency. While it may be a useful item of additional equipment, technical difficulties arise
easily especially in mountainous areas and when batteries cannot be recharged. Their use,
therefore, should complement and not replace traditional safety and communication
procedures.
It is also likely that many students will carry mobile phones: Leaders will have to decide a
policy regarding the carrying of phones by the group, if this differs from that set out in the
Digital Policy.
2.7.5

Finance & Payment

33. The Leader must complete Trip Income Sheet print off deposit sheet, sign, date and hand in to
reception each time they need to make a deposit.
34. The Leader must email updated spreadsheet to Finance each time a deposit is made so
reconciliations can be undertaken. The Leader should use name of trip as file name for the Trip
Income Sheet.
35. All surplus/deficit on a trip will be transferred to the faculty’s capitation that initiated or
organized
the trip.
36. Parents should make payments via Parent Pay for all trips over £10.00.

2.8 Insurance
37. Grace Academy has an insurance policy for all domestic and foreign trips and visits.
38. However it is essential that the Principal confirms that the proposed trip is covered by the
correct insurance.

GA-SP032 Trips and Visits Policy V2.0
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39. In the case of medium to high risk trips the EVC will forward forms A, B and C to the Finance/Site
Manager to ensure that each individual trip and visit has sufficient cover.
40. In the case of high risk trips and visits (i.e. winter sports) there may be an increased insurance
surcharge.
41. Consideration should be given to insurance cover in respect of students special needs
2.8.1

Motor Insurance

42. It is an offence to drive without appropriate insurance and staff or voluntary helpers using their
own vehicles on educational visits should ensure that their own motor insurance applies in these
circumstances.
43. Motor Insurance which includes personal business use cover for the driver in question will
normally automatically provide the appropriate cover. If anyone is in doubt about the adequacy
of their cover they should obtain written confirmation from their own motor vehicle insurers that
their cover is sufficient.
44. The onus for pointing out the necessity of having appropriate cover rests with the party leader.
Where appropriate, the expenses policy will apply.
45. Where individual staff are using their own vehicles, business insurance cover must be confirmed
and senior leader permission obtained. Care must be given as to the correct gender ratio.
2.8.2

Grace Academy Minibus

46. It is the responsibility of the leader to book the Grace Academy minibuses with the relevant
Operations member of staff. The minibus policy should be adhered to.
47. Before booking the Grace Academy minibuses it is the responsibility of the leader to ensure that
a qualified minibus driver is available to drive them. This arrangement must be made in advance
and not just before the commencement of the trip.
48. Minibuses should normally have an adult supervisor in addition to the driver. For longer
journeys, two drivers are recommended.
49. Leaders must also include a £0.70 per mile surcharge for the use of each minibus. This will
contribute towards the cost of servicing and also fuel.
50. This surcharge will not be implemented for trips whereby students are representing Grace
Academy (e.g. sports fixtures and performances).
51. The eligibility of trips to be exempt from the minibus surcharge will be the decision of a member
of ALT.
52. In the case of longer journeys the price of the surcharge for each minibus will be considered on
an individual basis.
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53. Each Grace Academy minibus will usually be filled with fuel. However, generally in the case of
longer journeys, Grace Academy will provide a fuel card to pay for additional fuel.
54. If it is necessary to use the fuel card the trip leader must state the purpose of the journey and
the intended destination.
2.8.3

External Transportation

55. In the case of many trips and visits it may be more appropriate to use external transportation.
56. It is the responsibility of the trip leader to ensure that the coach is booked and arrange for
confirmation to be sent to the coach company.
57. In the case of cancellation, it is also the responsibility of the trip leader to ensure that coach is
officially cancelled with the respective company. The trip leaders should carefully read the terms
and conditions of the transport provider as cover in the event of breakdown it is not always
provided.
58. On coaches, there should be at least two adults in addition to the driver.
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APPENDIX A

Form ‘A’
EDUCATIONAL VISIT PLANNING:
Senior Leadership Team: Authorisation Request

Team Leader:
State Category (i.e. A,B1,B2,B3,C1,C2C3)

Destination:
Purpose:

Date(s):

Details of any planned activities (if relevant):
Depart:

Date / Time(s):

Return:
Category B2 –
C3

Number of nights:
Type of accommodation:

Proposed Travel Arrangements: inc. contractor
name
Proposed Contractor (if known):

Name

Number of Students:

Leader,
Supervisor?

Male

First Aid
Qualified?

Female

Approved
Minibus
Driver?

Year Group / Age Range

Risk Assessment
Have Risk Assessments been made, recorded and communicated for this
Off-Site Visit (Form B)?
Has a copy of the Risk Assessment(s) been included with this Approval
Form?
GA-SP032 Trips and Visits Policy V2.0
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NO
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Has any of the Staff made a preliminary visit to the proposed venue in the
last 6 months?
If not have other efforts been made
to source information about the
venue?

Financial Arrangements:
Total Expenditure
Transport inc minibus (70p
per mile)
Admission
Staff Cover
Accommodation

YES

NO

Details

Income
Amount requested from each
student
x number of students
Total from students
Other income (grants, funds)

Other
Total
Insurance arrangements

Total

Explanation of any surplus/deficit:
Curriculum Links:

Every Child Matter Links:

Student Development Links:

Ethos, Values and Standards Links:

Business & Enterprise Links:

Attachments:
Proposed Letter to Parents
Authorisations:

GA-SP032 Trips and Visits Policy V2.0
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Team Leader

Date:

Educational Visits Co-ordinator

Date:

Finance Officer

Date:

Principal

Date:

Chair of governing board ( B2,3 & C trips)

Date

GA-SP032 Trips and Visits Policy V2.0

24

Trips and Visits Policy

APPENDIX B

Form ‘B’
Educational Visit Risk Assessment Guidance for FORM B
Risk Scoring Grid

Impact
/
Severity

High
Med
Low

6
7
3
5
1
2
Low
Med
Likelihood

9
8
4
High

Notes:

1. Hazards
 Look only for hazards that you could reasonably expect to result in significant harm, i.e. requiring

2.

3.

4.
5.

6.

7.

at least a hospital visit.
 Consider the stages of the visit in chronological order, examining the activities that take place at
each stage. For example: assembling; journey, including rest stops; arrival; accommodation (if
appropriate); activities; breaks; re-assembly; return journey (if different from outbound) and
finally dispersion.
Persons at Risk
 Staff / Students / All.
 Consider if anyone has previously self-harmed or threatened to take their own life.
Risk Description
 What harm could result to the Persons at Risk if there were no controls in place to control the
Hazard.
Gross Risk Level
 The level of risk from a hazard when no control measures in place.
Current Mitigating Action (Existing Control measures)

Consider the physical geography e.g. upon arrival at destination are there pavements,
barriers etc.; if residential, is there adequate security within the accommodation.
 Consider the management systems that are in place e.g. Ratio of staff to students, First Aid
training etc.
Net Risk Level
 The residual level of risk from a hazard with the Mitigating Actions (Existing Control Measures in
place.)
What actions can be taken to further reduce the risk?
 Can the risk be removed completely?
 Is there a less risky option?
 Can access to the hazard be prevented?
 Can arrangements be made to reduce exposure to the hazard?
 Can particular clothing or equipment be provided?
Do specific warnings need to be included in meetings for students / parents? If so please state on the
document, when and where these warning s will be given and by whom
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APPENDIX C
Form ‘C’

EDUCATIONAL VISIT APPROVAL FORM

(Page 1 of 3)
Is a list of Students enclosed (*)

YE
S

NO

If there are changes to staffing inserted in Form A please insert details below.
Positio
n i.e.
Leader,
Supervi
sor

Names of Teachers /
Adults

First
Aid
Quali
fied?

Appr
oved
Mini
bus
Drive
r?

Other
Qualifications
Experience

relevant
and

First Aid Provision
Details of
Provision

First

Aid

Transport
Mode of Transport proposed

Name of Contractor, if appropriate

Travel Information for Overnight and Visits Abroad (Category B & C)
Departure

Return

Date
Time
Port
GA-SP032 Trips and Visits Policy V2.0
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/Airport
Ferry
/
Airline
Company
Booking
No. / Flight
No.

Emergency Contacts
For visits within normal school hours it will be assumed that the school will be the nominated
Emergency Contact. If there is a possibility that a visit may overrun the school day, Emergency
Contact must be arranged. The level and duration of the visit or activity will dictate whether all or
some of the following is required.
Name/Principal

Name

Tel No. Day

Tel No. Day
Tel
No.
Evening
Mobile

Tel No. Evening
Mobile
Name

Name

Tel No. Day
Tel
No.
Evening
Mobile

Tel No. Day
Tel
No.
Evening
Mobile

Emergency contacts must be fully aware of their obligations and be available with the necessary
paperwork at all or stated times. All contacts must be conversant with the Emergency Procedures
as required in Off-Site Policy and Guidance. Visits abroad and residential visits in the UK over 36
hours in duration should have at least 4 Emergency Contacts. The EVC will provide an up to date
list of names and numbers to the party leader.

Approval
Category
A

Category
B1

Category
B2&3

Category C(all)

Principal
Chair
Governors

of

Team Leader
EVC
Date
GA-SP032 Trips and Visits Policy V2.0
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Please Note:
A detailed list of ALL participants, addresses and contact numbers will need to be lodged at school for all
category of visits before the visit is due to take place.
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APPENDIX D

Form ‘D’
Medical and Emergency Contact Details – B2-C

THIS FORM OR A COPY MUST BE TAKEN BY THE GROUP LEADER ON THE VISIT. A COPY SHOULD BE
RETAINED BY THE SCHOOL CONTACT.
Trip Destination:
Date of Trip:
Student’s Full Name:
Parent’s / Carer’s Full Name:
Parent’s / Carer’s Signature:

Date:

By signing above I confirm that I have fully read the information relating to this trip. I fully consent to the
student’s full participation in this trip and I acknowledge the need for the student to behave responsibly during
the actual visit.

Medical Information
Yes

No

Details

Any conditions requiring
medical treatment,
including the use of
medication?
Asthma, bronchitis,
tuberculosis or other
lung condition?
Is your son/daughter
overdue a tetanus
injection?
Allergy to foods
(e.g. nuts, dairy
produce, etc.)
Other allergic reaction
(e.g. hay fever, reaction
to medicine or insect
bites)
Has your son/daughter
been in contact with
any infectious or
contagious diseases
within the last 4 weeks?
Has your son/daughter
previously self-harmed
or threatened to take
their own life?
Special Dietary
Requirements
(Residential Only)
Please specify the types
GA-SP032 Trips and Visits Policy V2.0
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of pain / flu medication
that your son/daughter
may be given if
necessary

I will inform the Group Leader as soon as possible of any changes in the medical or other circumstances
between now and the commencement of the journey.

Declaration:
I agree to my son/ daughter receiving medication as instructed and any emergency dental, medical
or surgical treatment, including anaesthetic or blood transfusion, as considered necessary by the
medial authorities present. I understand the extent and limitations of the insurance cover provided.
Contact telephone numbers:
Work:

Home:

Home address:

Alternative emergency contact:

Name:

Telephone Number:

Address:

Name of family doctor:

Telephone Number:

Address:
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APPENDIX E

Form ‘E’

Educational Visits – Group List
Group:
Name

Date of
Birth

Date:
Sex
M/F

GA-SP032 Trips and Visits Policy V2.0

Water
Activities
Yes/No

Medical
Condition
(If Any)

Special
Dietary
Needs

Consent
received

Comment/
Remarks
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APPENDIX F
CONSENT FORM FOR SCHOOL TRIPS AND OTHER OFF-SITE ACTIVITIES

Please sign and date the form below if you are happy for your child

a) To take part in school trips and other activities that take place off school premises; and

b) To be given first aid or urgent medical treatment during any school trip or activity.

Please note the following important information before signing this form:





The trips and activities covered by this consent include;
o all visits (including residential trips) which take place during the holidays or a weekend
o adventure activities at any time
o off-site sporting fixtures outside the school day,
o all off-site activities for nursery schools.
The school will send you information about each trip or activity before it takes place.
You can, if you wish, inform the Academy in writing that you do not want your child to take part in
any particular school trip or activity.

Written parental consent will not be requested from you for the majority of off-site activities offered
by the school – for example, year-group visits to local amenities – as such activities are part of the
school’s curriculum and usually take place during the normal school day.

Please complete the medical information section below (if applicable) and sign and date this form if
you agree to the above.

MEDICAL INFORMATION

Details of any medical condition that my child suffers from and any medication my child should take
during off-site visits:

Child’s Name …………………………………………..
GA-SP032 Trips and Visits Policy V2.0
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……………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………

Signed ………………………………………………….

GA-SP032 Trips and Visits Policy V2.0
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APPENDIX G
Grace Academy Education Trips and Visits
Check List for Day Trips
Trip Leader

………………………………………

Destination ……………………………………………………………
Dates …………
Task
Email EVC and gain initial response, Form A&B/Evolve
Establish staff team
Arrange cover with Cover Manager
Check Venue /travel company
Decide on transport
Cost estimates
Draft parental letter
Get response to Form A/Evolve
Complete & submit form C/Evolve
Send parental letter
Finalise numbers
Check with pastoral staff/SENCO special requirements
of students
Let receptionist / admin know basic details etc.
Inform Site Manager if necessary
Inform Catering Manager (if appropriate) FSM
Give Emergency Contact all information
Obtain emergency list from EVC
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Minimum
date
- 6 weeks
- 5 weeks
- 5 weeks
- 5 weeks
- 5 weeks
- 5 weeks
- 4 weeks
- 4 weeks
- 2 weeks
- 3 1/2
weeks
- 3 weeks
- 2 weeks

date

- 1 week
- 1 week
- 1 week
- 1 week
- 1 week
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APPENDIX H
Grace Academy Educational Trips and Visits
Check List for Residential Trips
Trip Leader:

……………………………………………………………………………

Destination:

……………………………………………………………………………

Dates:

……………..…………………………………………………………….

Task
Email EVC & response. Complete Form A&B/evolve
Establish staff team
Check Venue /travel company
Decide on transport
Cost estimates
Draft parental letter
Complete Risk Assessment
Chase response to Form A&B/evolve submission
Complete and submit form C/evolve accommodation
Arrange cover requirements with Cover Manager
Send parental letter
Finalise numbers
Check with pastoral staff/SENCO re special
requirements of students
Meeting with parents
Meeting with students
Meeting with staff
Let receptionist / admin know basic details etc.
Give Emergency Contact all information
Inform Catering Manager (if appropriate)
Obtain emergency details from EVC
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Target date
- 12 weeks
- 10 weeks
- 10 weeks
- 10 weeks
- 10 weeks
- 10 weeks
- 10 weeks
- 10 weeks
- 2 weeks

date

- 8 weeks
- 4 weeks
- 6 weeks
- 4 weeks
- 4 weeks
- 4 weeks
- 1 weeks
- 1 weeks
- 1 week
-1 week
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APPENDIX I

Grades of Adventure Activities
In order to discharge their responsibility for the safe supervision of adventure activities, the EVC, Principal and
Foundation Team will consider which activities entail a level of risk sufficient to bring additional procedures
into play beyond those applied to off-site visits generally.
These additional procedures may involve training, induction and formal assessment of leader competence, and
obtaining and heeding expert technical advice.
A broad range of activities could be considered “adventurous”. The categorisation here is intended to assist in
determining an appropriate course of action in respect of activities presenting different levels of potential risk.
Grade ‘A’ Adventure Activities
Activities that present no special risks and can be supervised by a teacher (who has been judged competent to
lead educational visits, generally) are considered to be Grade ‘A’. In accordance with good practice, these
activities are conducted following the LA’s or school’s standard visits procedures.
Examples might include:
Walking in parks or on non-remote country paths
Field studies in environments presenting no particular hazards
Grade ‘B’ Adventure Activities
Activities where safe supervision requires that the leader should, as a minimum, have undergone an additional
familiarisation or induction and been approved as appropriately competent by the L.A. A National Governing
Body (NGB) award such as the Basic Leadership Award (BELA) may also be relevant as a measure of
competence for teachers supervising Grade ‘B’ activities.
Examples of activities might include:
Walking in “open country”
Camping in summer
Cycling on roads or non-remote off-road terrain
Climbing on indoor climbing walls
Low level initiative challenges
Grade ‘C’ Adventure Activities
Activities for which safe supervision requires that the leader should normally have undergone a recognised
course of training, have gained relevant experience and have been judged competent, either by the
appropriate National Governing Body (NGB) or by a person acting on behalf of the LA as a technical advisor for
the activity. The process of training, accumulation of experience and assessment may lead to the award of a
recognised NGB qualification. Alternatively, it may lead to a local or site specific validation.
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Activities in Grade ‘C’ include all those within the activities scope of the Adventure Activities Licensing
Regulations 1996, as well as other activities for which this rigour of assessment of leader competence is
appropriate.
Examples of the latter might include:
Remote hill or moorland walking
Camping in winter
Swimming in the sea or open water
Climbing / Abseiling outdoors
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APPENDIX J

PRINCIPAL’S RESPONSIBILITIES
The Principal should ensure that:























Adequate child protection procedures are in place
All necessary actions have been completed before the visit begins
A suitable risk assessment has been completed and appropriate safety measures and emergency
procedures are in place
Training needs have been assessed by a competent person and the needs of the staff and students
have been considered
The group leader has experience in supervising the age groups going on the visit and will organise
the group effectively
The group leader or another teacher / instructor is suitably competent to instruct the activity and is
familiar with the location / centre where the activity will take place.
Group leaders are allowed sufficient time to organise visits properly
Non-teacher supervisors on the visit are appropriate people to supervise children
Ratio of supervisors to students is appropriate
The governing body has approved the visit, if appropriate
Parents have signed consent forms
Arrangements have been made for the medical needs and special educational needs of all the
students
Adequate first-aid provision will be available
The mode of transport is appropriate
Travel times out and back are known, including pick-up and drop-off points
There is adequate insurance cover
The Academy has: the address and telephone number of the visit’s venue; a contact name; details
of companies providing transport, including flight numbers
A school contact has been nominated and the group leader has details
The group leader, supervisors and nominated school contact have a copy of the emergency
procedures
The group leader, supervisors and nominated school contact have the names of all the adults and
students travelling in the group and the contact details of parents and the teachers’ and other
supervisors’ next of kin
There is a contingency plan for any delays including a late return home
The financial and cash handling aspects of the trip meet the requirements of the Governors Policy
for Purchasing and Financial Management and the DCSF policy for Charging and Remissions.
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APPENDIX K

TEAM LEADER’S RESPONSIBILITIES
The team leader must:
 Obtain the Principal’s prior consent
 Follow Governing Body policies
 Appoint a deputy
 Clearly define each group supervisor’s role and ensure all tasks have been assigned
 Be able to control and lead students of the relevant age range
 Where tuition is given by school staff, be suitably competent to instruct students in an activity
 Where tuition is given by external provider, ensure that their competency has been demonstrated
 Wherever possible, be familiar with the location / centre where the activity will take place*
 Be aware of child protection issues
 Ensure that adequate First-Aid provision will be available
 Undertake and complete the planning and preparation of the visit including the briefing of group
members and parents
 Undertake and complete a comprehensive risk assessment
 Review regularly undertaken visits / activities and advise the Head Teacher where adjustments may
be necessary
 Ensure that teachers and other supervisors are fully aware of what the proposed visit involves
 Have enough information on the students to assess their suitability or be satisfied that their
suitability has been assessed and confirmed
 Ensure the ratio of supervisors to students is appropriate for the needs of the group
 Consider stopping the visit if the risk to the health or safety of the students is unacceptable and
have in place procedures for such an eventuality
 Ensure that the group supervisors have details of the school contact
 Ensure that group supervisors and the school contact have a copy of the emergency procedures
 Ensure that the group’s supervisors have the details of student’s special educational or medical
needs which will be necessary for them to carry out their tasks effectively
 Observe the guidance set out for teachers and other adults in the main policy
 Take small notepad and pencil for emergency detail
 Obtain all emergency contact details prior to the visit from the EVC. This will include alternative
contact information from other academies and foundation
 If students require adaption to any form of transport or special access to the placed visiting this
should be arranged and confirmed in advance
 In the case of medium to high risk trips the EVC will forward forms A and B to the finance manager
to ensure that each individual trip and visit has sufficient cover
 Upon returning from the trip/visit, notify the EVC of outcomes of the day and any incidents or
issues of concern
 Check and retain copy of car insurance documents to ensure that own car is covered for business
use.
 The provider will be required to forward copies of their certificate of professional practice and
liability insurance where applicable.
(*)
If, despite sufficient warning, the Team Leader cannot arrange a pre-visit, evidence of risk
assessment must be sought from the centre to be visited. Where the location / accommodation is rearranged with insufficient warning, the Team Leader must complete a risk assessment at the earliest
opportunity and take the decision to continue or abandon the visit.
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APPENDIX L
Visit Description

Scuba Diving

Team Leader

Date of Visit

8-12th October 2014

Male Staff

John Smith
2

Female Staff

Gross/Initial Risk
Hazard

Persons at
Risk

Coach Accident

Loss of students
during rest stops

Pupils

All

Scuba Diving

All

Carriage of scuba
equipment

Assessed by (Print)
Approved by EVC (Print)

Range of
potential
injuries from
minor cuts to
death.
- Pupils left
without
supervision
- Potential for
injury in traffic
accident
- Potential
abduction
Range of
potential
injuries from
minor cuts to
death.
Range of
potential
injuries from
minor cuts to
death.
Cuts, bruising
and potentially
fractures if
equipment
dropped on
limbs etc.

All

Disembarkation on
major roads

Risk
Description

All

John Smith
Mel Jones
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Likelihood

Med

Impact/
Severity

High

Med

Med

Risk
Level

High

Med

Med

High

High

Med

High

High

1

Current Mitigating Action
(Existing
Controls/Precautions)

Year Group

7-9

Number of Students

19

Net Risk

Using Licensed Contractor
and following Code of
Practice for travelling by
Coach.
Management procedure
requiring a register of pupils
and headcounts before
departing stop. Ensuring
Mobile phone
communication between
multiple coaches.
Ensure that participants
disembark away from
passing traffic.
Warn pupils of the dangers.
Pupil Code of Conduct.
Under Instructor or Dive
Mater at all times.
Signed liability forms.

Risk
Level

Owner

Med

Low

Principal/EVC

Low

Low

Low

Team Leader

Low

Med

Low

Team Leader

Low

Med

Low

Team
Leader/Instructor

Low

Med

Low

Team
Leader/Instructor

Likelihood

Impact/
Severity

Low

Training is provided in care
and use of equipment.
Med

High

Signed
Signed

High

J. Smith
M. R. Jones

Date assessed
Date

7th July 2014
21st July 2014

