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Introduction 
The purpose of this policy is to ensure that every trip made by this school combines the safest possible 
environment for children and the greatest possible educational benefit, both in terms of the National 
Curriculum and in personal and social development. This policy has been written in conjunction with the 
‘Educational Trips and Visits Code of Practice’ (Revised 2002) and ‘Health and Safety Guidance Notes’ by 
Salford City Council (Revised 2003) The Code of Practice sets out the policies and guidance for people 
with responsibility for organising and managing educational trips and visits within Salford City Council 
Education and Leisure Directorate. School follows guidance and procedures from Salford city Council’s 
Policy for Educational Visits, Outdoor Learning and Adventurous Activities (March 2018).  
 
“The planning and control of visits must be exercised rigorously with commitment and clear 
management to meet the increased expectations and legal demands now in force.” 
 
“Health and Safety is a shared responsibility between the parties involved in managing any programme 
of work of a specific activity.” 
(The Legal Framework (p10): 1974 Health and Safety at Work Act) 
 

Rationale 
The school is committed to safeguarding and promoting the welfare of young people and 

expects all staff and volunteers to share this commitment. 
 
Well planned and executed educational visits provide our pupils with valuable experiences which 
enhance their learning at school. Providing a variety of ‘real-life’ opportunities for our children enables 
them to achieve a fuller understanding of the world around them through direct experience. 
Educational visits are an essential element of good primary practice. They can provide effective stimulus 
and enhanced support to work being covered as part of the school curriculum. Wherever or whatever 
the venue, teachers should ensure that the educational benefits to the children are maximised. 
 
As the child moves through the school visits will be arranged to complement the breadth of the 
curriculum and to emphasise aspects of the programme of study which lend themselves to such an 
approach. Within the constraints of the various codes of practice, children will be encouraged to be 
increasingly self-reliant. All trips will, wherever possible, be accessible to all children in the class, 
enabling them to gain confidence, acquire skills and build positive experiences. 
The school’s policy is underpinned by the aims and outcomes of ‘Every Child Matters’ (2003), Keeping 
Safe, to improve educational outcomes for children.  
 
‘When planned and implemented well, learning outside the classroom contributed significantly to 
raising standards and improving pupils’ personal, social, spiritual and emotional development.’  
(Ofsted 2008) 
 
“Take a fresh look at the curriculum…, and think actively about how to develop and enrich experiences 
offered to children…, take into account the resources available in the wider community.” 
(Excellent and Enjoyment 2003) 
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Aims 
 To enhance and support the school curriculum. 

 Develop the child's knowledge, skills and understanding of the wider world outside school and 
home. 

 To emphasise links between various areas of the curriculum, and to put into practice skills learnt in 
the classroom. 

 To develop the child's confidence in encountering unfamiliar situations. 

 To develop the child's ability to work with a group, to follow instructions and to complete tasks in 
co-operation with others. 

 To ensure that children learn the importance of considering the feelings and needs of others. 

 To nurture self-reliance, autonomy and leadership 

 
The Legal Framework 
The Health & Safety at Work Act 1974 places a duty of reasonable care on the employer in respect of 
employees and others.  To ensure safe practice in planning and carrying out school trips, this school has 
adopted the Salford City Council Code of Practice for Educational Trips and Visits.  Failure to follow 
guidelines may result in the prosecution of the trip organiser, the Headteacher, the Governing Body and 
the Local Authority. 
 

Salford City Council  
Salford City Council positively promotes the active involvement of young people in educational trips and 
visits. They can provide a valuable opportunity for young people to participate in positive experiences 
which are not available to them in the classroom or youth centre. 
 
The benefits of educational trips and visits include the opportunity to: 

 Enhance learning and raise achievement  

 Develop independence  

 Develop team work  

 Extend, enrich and support the curriculum  

 Develop resourcefulness  

 Develop problem solving skills  

 Face challenges  

 Question values  

 Raise confidence and self-esteem  

 Develop social skills and environmental awareness  

 Extend personal horizons  
 
The health and safety of pupils participating in educational trips and visits is of paramount importance. 
Planning and control of visits must be exercised rigorously with commitment and clear management to 
meet the increased expectations and legal demands now in force.  
(http://www.salford.gov.uk/educational-trips.htm) 
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Roles and Responsibilities 
 
Duties of the LA 
To maintain a post which incorporates the functions of an Outdoor Educational Visits Adviser which 
include: 

 a good understanding and knowledge of the legal responsibilities and the practical difficulties facing 
school groups in all venues or environments including the lower risk ones  

 to monitor the educational visits carried out by the LA’s establishments; this will include visiting 
establishments on a sample basis and observing activities  

 to review policies and procedures in the light of lessons learned and sharing good practice more 
widely  

 to determine which visits will require LA approval and which may be approved by the establishment  

 to approve (or allow) visits where the task of approval is at LA level  

 to notify establishments of the minimum adult child ratios required and when schools may use 
competent adults other than competent establishment staff  

 to provide establishments with the LA’s statement of policy and guidance  

 to ensure that EVCs, group leaders and other establishment staff and other adults involved in 
educational visits are assessed as competent in their specific tasks  

 to ensure that training is available for those who need that competence  

 to make sure that arrangements are in place for informed parental consent  
 
The LA might seek and obtain the advice of other people, in whatever sector, who are competent in 
assessing the risks of a particular activity or type of visit. 
The above duties will be undertaken without charge to schools.  More detailed technical and legal 
advice in respect of specific visits can be made available on a fee paying basis. 
 
 
Governing Board 

 To ensure that the school adopts safe practices 

 To delegate the responsibility for approval of Category B and C trips to the Headteacher 
 
The headteacher must develop and maintain the policy for educational visits on behalf of the Governing 
Body. The policy must require that all educational visits have a clear and appropriate educational 
purpose, and are properly authorised. It must also specify those categories of visit which will need to be 
reported at the planning stage to the Governing Body and/or the LA. Authorisation for visits must be 
conditional upon adequate attention having been given to: 

 Planning, organisation and event timetabling  

 Competence, experience and suitability of leader and supervisors  

 Capabilities and suitability of accompanying staff and other helpers  

 Leaders’ knowledge of local circumstances to be experienced during the visit  

 Party size, age, aptitude and experience of pupils  

 Child protection issues  

 Medical needs of members of the party and first aid provision  

 Supervisory ratios  

 Assessment of health and safety risks inherent in the project  

 Foreseeable emergency action and contingency plans which may be necessary  

 Insurance  

 Financial and travel arrangements  
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 Informing parents of risks and safeguards and obtaining their approval  

 Effective communication arrangements with establishment base, especially in the event of a critical 
incident  

 The headteacher should review operating arrangements at least annually with staff who directly 
implement the policy or undertake visits. This review must provide the basis for a report to the 
Governing Body. 

 
Educational Visits Adviser 
Acting on behalf of the employer to discharge health and safety responsibilities for educational visits 
through: 

 policy and guidance, based on risk assessment including defined standards of competence  

 monitoring arrangements to ensure compliance  

 training opportunities  

 the provision of associated information and advice and informed by knowledge of educational 
objectives, legal requirements and relevant practical experience 

 
Educational Visits Coordinator 

 To liaise with the employer to ensure that educational visits meet the employer’s requirements 
including those of risk assessment 

 Support the Head and Governors with approval and other decisions 

 Assign competent people to lead or otherwise supervise a visit 

 Assess the competence of leaders and other adults proposed for a visit 

 Organise the training of leaders and other adults going on a visit 

 Organise thorough induction of leaders and other adults taking pupils on a specific visit 

 Ensure CRB checks are in place 

 Inform parents of the visit and obtain consent 

 Organise emergency arrangements and ensure that there is an emergency contact for each visit 

 Keep records of individual visits including risk assessments, reports of accidents and near misses 

 Review systems and, on occasion, monitor progress 
 
Group Leaders 
The party leader has overall responsibility for the supervision and conduct of the visit or activity 
including direct responsibility for the pupils’ health, safety and welfare and must be approved by the 
headteacher. In particular the party leader must: 

 Be approved to carry out the visit, suitably competent and knowledgeable about the school and the 
LA's policies and procedures  

 Plan and prepare for the visit and assess the risks  

 Define the roles and responsibilities of other staff and pupils and ensure effective supervision of 
what they do  

 To ensure the trip is as cost effective as possible 

 To ensure that the educational objective is clear to pupils and staff 

 To ensure exemplary behaviour and be vigilant at all times to ensure Child Protection Procedures are 
followed by all adults 

 
Staff and Volunteers 
Teachers on school-led visits will act in the course of their normal employment during their normal 
hours. They will be acting under an agreement with the Headteacher if some of their time on the visit 
falls outside normal hours. Non-teachers should generally not have sole charge of groups of children 
except where risks to health and safety are minimal.  
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Teacher and other adults on the visit must: 

 Do their best to ensure the health and safety of everyone in the group; 

 Care for each individual pupil as any reasonable parent would; 

 Follow the instructions of the leader and help with control and discipline 

 Consider stopping the visit or the activity if they think the risk to the health or safety of the pupils in 
their charge is unacceptable. 

 
Pupils 
The Group Leader should make it clear to pupils that they must: 

 Follow the school code of behaviour, ‘behaviour contract’ 

 Not take unnecessary risks 

 Follow the instructions of the leader and other adults 

 Dress and behave sensibly and responsibly 

 Look out for anything that might hurt or threaten anyone in the group and tell the group leader 
about it 

Any pupils whose behaviour may be considered to be a danger to themselves or to the group may be 
stopped from going on the visit. The curricular aims of the visit for these pupils should be fulfilled in 
other ways. 
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Planning Off-Site Visits   
Before a the Visit 
Whether the visit is to a local park, museum, swimming pool, or includes a residential stay, it is essential 
that careful planning takes place. This involves considering the dangers and difficulties which may arise 
and making plans to avoid them. The Headteacher is responsible for overseeing the planning all off-site 
visits. In practice, the detailed planning is delegated to the Group Leader, but the Headteacher must be 
satisfied that the person planning the visit is qualified to do so and has the necessary experience. The 
Group Leader must agree all plans with the Headteacher. 
 
All educational visits should be recorded on the EVOLVE web-based recording, reporting and monitoring 
system.  This system has been designed to help streamline the educational visits planning process. All 
staff have been given their own log in details to access and organise the off-site visit. EVOLVE has 
already installed Salford City Council approved venues / established and companies to use. It is strongly 
recommended that these be used; however it can not always be possible. A Checklist has been devised 
to aid the group leaders in their planning of the off-site visit.  
 

Trip Categorisation 
Local Authority approval is required for any educational visit which is adventurous, residential or 
foreign.  An adventurous activity is one which has traditionally been regarded as an outdoor pursuit e.g. 
climbing; kayaking or mountain biking.  All other educational visits are approved at a local level by the 
Headteacher. Educational visits requiring Local Authority approval should be submitted at least four 
weeks prior to departure date.  This is to allow the necessary checks to be made and remedial action 
taken where required. 
 

Pre – Visits 
Time can be allocated for pre-visits if a potential establishment has not been visited by the school 
before. A pre visit is advisable, however, where appropriate it is acceptable to gather the necessary 
information by other means.  For example through: personal recommendation; LA Educational Visits 
Adviser; direct contact with visit destination or Internet research.  The purpose of this exploratory visit 
or research is to: 

 Ensure that the venue is suitable to meet the aims and objectives of the school visit. 

 Assess potential areas and levels of risk. 

 Ensure that the venue can cater for the needs of the staff and pupils in the group. 

 Ensure that the Group Leader is familiar with the area before taking a party of young people. 

 
Inclusion and Equal Opportunities. 
Pupils with Special Educational and Medical Needs 
Educational visits should fulfil the needs of all children; therefore the Headteacher will not exclude 

pupils with special educational or medical needs from school visits. Every effort should be made to 

accommodate them whilst maintaining the safety of everyone on the visit. Special attention should be 

given to appropriate supervision ratios and additional safety measures may need to be addressed at the 

planning stage. Children with IEPs may need additional supervision or support whilst on a visit.  We also 

acknowledge that expectations of staff must be reasonable, so that what is required of them is within 

their competence and is reasonable. Please refer to SEND policy for further information. 

 

Participation 
Pupils should be assessed to ensure that they are capable of undertaking the proposed activities. During 
the visit they should not be coerced into activities they fear. 
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Pupils whose behaviour is such that the group leader is concerned for their, or others’ safety, should be 
withdrawn from the activity. On residential visits the Group Leader should consider whether such pupils 
will return home early. 

Risk Assessment 
As part of the visit planning, completing the risk assessment process for any activity that will be led by 
school staff is the responsibility of the group leader and the staff team.  Where an activity is led by staff 
from the establishment to be visited, it is their responsibility to assess any risks. It is the Visit Leaders 
responsibility to ensure that the risk management process has taken place by the establishment and it is 
reasonable to request copies of the risk assessment.   
 
The risk assessment will decide the adult : child ratio for each visit (See Guidance under ‘Supervision’). 
The risk assessment should include the following considerations: 

 The activities and associated risks. 

 The level of risk. 

 The control measures that need to be in place to reduce risks to an acceptable level. 
 
The Group Leader and other supervisors should continually reassess the risks throughout the visit and 
take appropriate action if pupils are in danger. 
 
The Group Leader should take the following factors into consideration when assessing the risks: 

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

 The location. 

 The competence, experience and qualifications of supervisory staff. 

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

 Pupils with special educational or medical needs. 

 The quality and suitability of available equipment. 

 Seasonal conditions, weather and timing. 

Supervision 

It is important to have a sufficient ratio of adult supervisors to pupils for any off-site visit. The factors to 
take into consideration include: 

 Sex, age and ability of group; 

 Special needs pupils; 

 Nature of activities; 

 Experience of adults in off site supervision; 

 Duration and nature of the journey; 

 Type of any accommodation; 

 Competence of staff, both general and on specific activities. 
There should always be enough supervisors to cope effectively with an emergency. When visits are to 
remote areas or involved hazardous activities, the risks may be greater and supervision levels should be 
set accordingly. Where possible it is recommended that the party leader is not in charge of a group of 
children, to ensure the safety and supervision of the whole group of children and adults. 
 
As general guidelines, the following ratio of adults to children should be used: 
Nursery: 1:2 
Reception: 1:4 
Year 1 to 2: 1:6 

Year 3 to 4: 1:8 
Year 5 to 6: 1:10 / 1:15 
 

Regardless of these suggested ratios, each visit will be assessed individually. 
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Where a high adult:pupil ratio is required, it is not always feasible to use school staff alone. Parents may 
be used to supplement the supervision ratio. They should be carefully selected and ideally they should 
be well known to the school and the pupil group. 
 
All adult supervisors, including school staff and parent helpers must understand their roles and 
responsibilities at all times. In particular, all supervisors should be aware of any pupils who may require 
closer supervision, such as those with special needs or those with behavioural difficulties. Teachers 
retain responsibility for the group at all times. 
 
If the school is leading an adventure activity, such as canoeing, the LEA or Governing Body must ensure 
that the group leader and other supervisors are suitably qualified to lead and instruct the activity before 
they agree that the visit can take place. Qualifications can be checked with the National Governing Body 
of each sporting activity.  
 
Whatever the length and nature of the visit, regular head counting of pupils should take place. The 
Group Leader should establish rendezvous points and tell pupils what to do if they become separated 
from the party. 

 
First Aid 
Group Leaders are in charge of pupils during a visit have a duty of care to make sure that the pupils are 
safe and healthy. It is common law duty to act as reasonably prudent parent would.  
 
First Aid provision should be considered when assessing the risks of the visit. For 
adventurous activities, visits which involve overnight stays, or visits abroad it is sensible to have at least 
one trained first-aider in the group. The Group Leader should have a working knowledge of first aid and 
all adults in the group should know how to contact emergency services. 
The minimum first-aid provision is: 

 Suitably stocked first-aid bag 

 Person appointed to be in charge of first-aid arrangements. 
 
First-aid should be available and accessible at all times. If a first-aider is attending to one member of the 
group, there should be adequate first-aid cover for the other pupils. The Headteacher should take this 
into account when assessing what level of first-aid facilities will be needed. The contents of a first-aid kit 
will depend on what activities are planned. First aid / Medical Kit for full day trips should include: 

First Aid Kit Medical kit 

 Guidance card 

 Six individual sterile adhesive dressings 

 One large sterile un-medicated dressing  

 Two triangular bandages 

 Two safety pins 

 Individually wrapped moist cleaning wipes 

 Disposable gloves 

 Sterile water or sterile normal saline in 
sealed disposable containers 

 10 antiseptic wipes 

 1 antihistamine cream 

 1 sun protection cream 

 1 after sun cream 

 1 wasp-eze aerosol or equivalent 

 1 bottle/packet of laxatives 

 1 junior aspirin 

 1 packet of paracetamol 

 1 packet of sanitary towels (girls in party) 
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Communication with Parents / Guardians 

Parents need to be aware that the teachers on the visit will be acting in their place – ‘in loco parentis’ – 
and will be exercising the same care that a prudent parent would. 
 
The group leader should ensure that parents are given information about the purpose and details of the 
visit and are invited to any briefing sessions for longer / residential visits. Special arrangements may be 
necessary for parents for whom English is a second language. The following information on matters that 
might affect pupil’s health and safety is useful to parents, and will be included in a letter to parents / 
guardians prior to a visit: 

 Dates of the visit 

 Times of departure and return 

 Details of accommodation with security and supervisory arrangements on site 

 Visit’s objectives 

 Details of the activities planned and of how the assessed risks will be managed 

 Voluntary contribution details 

 Clothing and equipment to be taken 

 Money to be taken 

 The informative reply slip to be given by parents and what they will be asked to consent to – only 
applicable if out of school hours. 

 
Where monies are required, it must clearly be stated on the letter. If it supports the National Curriculum 
a voluntary contribution must be asked for. It can, however, state that if insufficient funds are collected 
than the trip can not go ahead.  

 
Parental Consent 
N.B. It is NOT a legal requirement to gain parental consent for any educational visit occurring wholly 
within the school day. 
If parents withhold consent absolutely the pupil should not be taken on the visit, but the curricular aims 
of the visit should be delivered to the pupil in some other way, wherever possible. If the parents give a 
conditional consent the Headteacher will need to consider whether the child may be taken on the visit 
or not. A parental consent form should be completed for each pupil in the group. Parents must be 
informed to: 

 Provide emergency contact number(s) 

 Sign the consent form 

 Give the group leader relevant information about their child’s health which might be relevant to visit 
 

Legal Position with Parents 
The law is quite clear and states that a child should not be prevented from taking part in an activity or 
visit because the parents are unable or unwilling to pay. We can only request contributions towards the 
costs, and are not allowed to charge for the cost of those children who do not pay or for those adults 
who are going. 
 
Letters home should make clear that we are requesting contributions towards the cost but that the trip 
cannot take place unless there are sufficient contributions. It should be made clear that we have no wish 
to place unacceptable burden on parents who have financial difficulties but that we hope they will make 
some contribution, however small, and that this will be appreciated and accepted. 
Parental permission is needed before a child can be taken on an educational visit. This can be done in 
several ways: 
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 A parent / carer’s signature on a return slip. This is the preferred way because it implies an 
understanding and acceptance for a specific trip. 

 A general permission slip signed at enrolment is acceptable as a ‘catch all’ in the event of there being 
no other evidence of acceptance for a specific trip. Although it was originally devised as a cover for 
non-paying local trips it will suffice where costs are being incurred as well, and providing you are 
sure that the parent will not object as a matter of principle. It is sensible to try and make telephone 
contact as well. 

 Any action that implies that the parent/ carer understands that a trip is planned and are willing for 
their child to go. This would normally include sending the child with a packed lunch when they 
normally have school dinners, or sending the entrance fee or fare money. 

 If none of these is forthcoming it is acceptable to phone the parent / carer, or other responsible 
adult relative (if they have been nominated as an emergency contact)     and seek permission 
verbally from them. Other emergency contact numbers such as a neighbour or family friend are, not 
able to give permission. 

Preparing Pupils / Information to Given Pupils 

Providing information and guidance to pupils is an important part of preparing for a school visit. Pupils 
should have a clear understanding about what is expected of them and what the visit will entail. Pupils 
must understand what standard of behaviour is expected of them and why rules must be followed. 
Pupils should also be told about any potential dangers and how they should act to ensure their own and 
other’s safety.  
Pupils should be involved in planning, implementing and evaluating their own curricular work and have 
opportunities to take different roles within an activity. This could include considering any health and 
safety issues. 
 
It is for the Group Leader to decide how to provide information, but they should be satisfied that the 
pupils understand key safety information. 
Pupils should understand: 

 The aims and objectives of the visit / activity 

 Background information about the place to be visited 

 How to avoid specific dangers and why they should follow rules 

 Why safety precautions are in place 

 Why special safety precautions are in place for anyone with disabilities 

 What standard of behaviour is expected from pupils 

 Who is responsible for the group 

 What to do if approached by a stranger 

 What to do if separated from the group 

 Emergency procedures 

 Rendezvous points 

Transport  

Salford City Council approved travel companies are listed on the EVOLVE visit approval system, it is 
strongly recommended to use these.  
Teachers and others who drive pupils in their own car must ensure their passengers’ safety, that the 
vehicle is roadworthy, and that they have an appropriate license and insurance cover for carrying the 
pupils. Volunteer drivers should be carefully vetted by the school before they are permitted to drive 
pupils in their cars. If necessary, assurances should be requested by the Headteacher. 
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Headteachers / Group Leaders, who wish to use parents/volunteers to help transport pupils in their own 
cars, must ensure that they are aware of their legal responsibility for the safety of the pupils in their 
cars. Parents’ agreements should be sought for their children to be carried in other parents’ cars. 
If pupils are going to be transported to venues in parents’ cars, parental consent is required. 
 
Pupils using transport on a visit should be made aware of basic safety rules including: 

 Arrive on time and wait for the transport away from the road, track, etc. 

 Do not rush towards the transport when it arrives 

 Wear seatbelts and stay seated while travelling on transport 

 Make sure bags do not block aisles on the transport 

 Never attempt to get on or off the moving transport 

 Never throw things out of the transport vehicle’s windows 

 Never get off a vehicle held up by traffic lights or in traffic 

 Never run about while transport is moving or pass someone on steps or stairs 

 Never kneel or stand on seats or otherwise impede the driver’s vision 

 Never distract or disturb the driver 

 Stay clear of automatic doors / manual doors after boarding or leaving the transport 

 After leaving the vehicle, always wait for it to move off before crossing the road 

 If you have to cross roads to get to the transport always use the green cross code 

 If you feel unwell while travelling, tell a teacher or the person who is otherwise responsible for the 
group. 

 
After school matches and sporting fixtures: 

 There should be a minimum of 2 adults on any off-site visit, at least one of whom should be a 
qualified teacher. 

 The driver of a minibus is responsible for driving the vehicle and should not be responsible for the 
supervision of pupils on board. 

 If members of staff are transporting pupils in their own vehicles, it must be stated on their insurance 
documents. Copies of the insurance document should be kept on file at the school. 

 In the event of parents offering to transport pupils in addition to their own, a form must be 
completed (appendix 5) 

 

Specific Requirements for Visits. 
 
Residential visits 
The school will bear in mind the following: 

 The Group Leader should ideally have adjoining rooms with staff quarters next to the children’s 

 The immediate accommodation area should be exclusively for the use of the group 

 Access by staff to children’s rooms must be available at all times 

 Separate male and female sleeping areas for children and adults 

 Ensure that the whole party are aware of the lay-out of the accommodation, its fire precautions / 
exits, its regulations and routing, and that everyone can identify key personnel 

 Security arrangements – where the reception is not staffed 24 hours a day, security arrangements 
should be in force to stop unauthorised visitors 

 Ensure that locks / shutters etc. Work on all the rooms used by the group 

 Storage of clothes, luggage, equipment etc., particularly safekeeping of 
o Valuables 

 Adequate lighting – it is advisable to bring a torch 
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 Provision for sick, disabled pupils or those with special needs 

 Safety in rooms (electrical connections, secure balconies) 

 Recreational accommodation / facilities for the group 
 

Coastal / River Visits 

The Group Leader should bear the following points in mind in the risk assessment of a 
coastal / river activity: 

 Tides and sandbanks are potential hazards so timings and exit routes should be checked 

 Ensure group members are aware of warning signs and flags 

 Establish a base on the main land to which members of the group may return if separated 

 Look out for hazards such as glass, barbed wire and sewage outflows etc 

 Some of a group’s time on a beach / river banks may be recreational. Group leaders should consider 
which areas of the terrain and sea are out of bounds 

 Cliff tops can be highly dangerous for school groups even during daylight 

 The group should keep to the path at all times. Group leaders should consider whether it is safe for 
pupils to ride mountain bikes on coastal paths 

Swimming 

Swimming and paddling in the sea or other natural waters are potentially dangerous activities for a 
school group. Swimming in the sea on a coastal visit, should be thoroughly risk assessed and approved 
by the LA Educational Visits Adviser. Paddling will only be allowed as part of a supervised activity, 
preferably in recognised bathing areas which have official surveillance. Pupils should always be in sight 
of their teachers. One teacher should always stay out of the water for better surveillance. 

Farm visits 

Taking children to a farm will be very carefully planned, and the risks to be assessed should include 
those arising from the misuse of farm machinery and the hazards associated with food poisoning and 
other infections. The proposed farm will be checked to ensure that it is well managed; that it has a good 
reputation for safety standards and animal welfare; and that it maintains good washing facilities and 
clean grounds and public areas. The basis rules for a farm visit will be: 
Never let pupils: 

 Place their faces against the animals or their hands in their mouths after feeding them 

 Eat until they have washed their hands 
 Sample any animal foodstuffs 

 Drink from farm taps (other than in designated public facilities) 

 Ride on tractors or other machines 

 Play in the farm area 
 

During the Visit 
Medical Administration  
The Group Leader must ensure all medical equipment is clearly labelled and guidance is given to the 
time it is to ministered, by the first aider or nominated adult supervisor. 
Head counts 

 Regular head counts must take place. All staff accompanying the group must carry a list of all pupils 
and adults at all times. 

 Pupils must not wear name badges. 
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 The group leader must establish a rendezvous point and tell all pupils what to do if they become 
separated from the group.  

Missing Children 
If an individual child is lost then the Group Leader should immediately notify the responsible authority in 
the place being visited. When this has been done and all reasonable precautions have been taken then 
telephone the school to let us know. The Headteacher will make helpful suggestions about meeting up, 
and if appropriate will take responsibility for the next action and for passing the messages to all 
concerned. 
 
If you are in a place where this is impossible, make a quick initial search, collect the other children 
together, leave them with an adult, find a telephone, ring the police and then school. Remember your 
position so that you can take officers there if necessary.  
 
Generally if the adults in charge are confident and the children are not frightened then there is no 
reason why the rest of the day should not be enjoyed. It may be necessary for the school to send out 
another adult to meet the group. Under other circumstances it may be necessary for the adult 
concerned to bring back the group to school. 
Emergency Procedures 
Group leaders/teachers should not hesitate to act in an emergency and to take life-saving action in an 
extreme situation or to stop an activity they feel unsafe or dangerous.  
 
If an accident happens, the priorities are to: 

 assess the situation 

 safeguard the uninjured members of the group 

 attend the casualty - inform emergency services and everyone who needs to know of the incident. 
 
Serious Incidents must be reported immediately to the school emergency contact (usually the 
Headteacher) by the Group Leader. It is then the responsibility of the school to notify the Director of 
Education and Leisure as soon as possible. In the event of a serious injury / emergency, the main factors 
to include: 

 Establish the nature and extent of the emergency as quickly as possible 

 Ensure that all the group are safe and looked after 

 Establish the names of any casualties and get immediate medical attention for them 

 Ensure that a teacher accompanies casualties to hospital and that the rest of the group are 
adequately supervised at all times and kept together. 

 Inform school contact. The school contact number should be accessible at all times during the visit. 
Include name, date and time of incident, location, names of others involved, actions so far and 
actions yet to be taken. 

 Write down accurately all events, times and contacts as soon as possible. 

 Notify the police / british embassy if necessary 

 Notify salford city council’s educational visits advisor  
 
If a child falls ill, but not seriously enough that an ambulance is needed, then telephone the school and 
explain the situation. The advice will be to send an adult back with the child. (See attached Emergency 
Action Plan). 
 

 
Using the Forms 
Booking form 
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Teachers should provide basic information allowing the EVA to book the venue and transport. 
Evolve 
Offcie staff inputs information onto the Evolve system which is then checked by the EVC.  In the case of 
Category C trips, the EVC forwards the data to the LA for approval four weeks in advance of the visit. 
Standard letter 
The EVA will use all knowledge to complete the letter.  It will be printed, copied and distributed to 
pupils.  A copy must be given to the secretary. 
Emergency information for adults on a trip who are not school staff 
Teachers should give to each adult to complete. 
Trips checklist 
To be completed by the EVA and kept on file. 
Checklist for the Journey 
Group leader ticks off the day before the visit. 
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Appendix 1 Child Protection Summary 

Child Protection Summary 

 

 
This summary sheet is for staff who work in the school on supply or other short contracts (even for only 
a day). Ensuring such staff read this sheet contributes to the school’s commitment to safeguarding and 
promoting the welfare of pupils. 
 
Adults working in this school have a duty of care towards all pupils. This means acting at all times in a 
way that is consistent with their safety and welfare. 
 
If you have a concern about a child, particularly if you think s/he may be suffering or at risk of suffering 
harm, it is your responsibility to share the information promptly with the Designated Child Protection 
Officer or the Learning Mentor who are Emma Henderson/Tom Tien-Rhimes and Karen Hopkins. 
 
The following is not an exhaustive list but you might become concerned as a result of 

 seeing a physical injury which you believe to be non-accidental 

 observing something in the appearance of a pupil which leads you to think his/her needs are being 
neglected 

 witnessing behaviour which gives rise to concern  

 a pupil telling you that s/he has been subjected to some form of abuse 

 If the child is already subject to a Child Protection Plan you must inform the Social Worker. 
 
In any of these circumstances you should write down what you observed or heard, date and sign the 
account and give it to the DCPO. 
 
If a pupil talks to you about (discloses) abuse you should 

 listen carefully without interruption, particularly if s/he is freely recalling significant events 

 only ask sufficient questions to clarify what you have heard. You might not need to ask anything but, 
if you do, you must not ‘lead’ the pupil in any way so should only ask ‘open’ questions 

 make it clear you are obliged to pass the information on, but only to those who need to know 

 tell the DCPO or LM without delay 

 write an account of the conversation as soon as you are able (definitely the same day), date and sign 
it and give it to the DCPO. 

 
Do not ask the pupil to repeat the disclosure to anyone else in school, ask him/her or any other pupil to 
write a ‘statement’, or inform parents. You are not expected to make a judgement about whether the 
child is telling the truth.  If the behaviour of another adult in the school gives rise to concern you should 
report it to the Headteacher. 
 
Remember – share any concerns, don’t keep them to yourself. This school has a child protection policy 
and safeguarding policy and more detailed procedures on child protection which are available from the 
DCPO. 
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Bridgewater Primary School 
Emergency Action Plan 

STOP! THINK! ACT! KEEP CALM – Let the group know that you are in control. 
 

Establish the nature and extent of the emergency: 
 

Are the rest of the group safe? 

 
YES        NO 

Do you need specialist help? 
 
 
 

YES             NO 
 
 
 

DIAL 999      Ensure group are safe and 
OR 112 ON A MOBILE      looked after 

PHONE 
 
Be ready to give: 
- Your name 
- Phone number 
- Exact location     Do you need help from the establishment? 
- Nature of incident 
- Number in the group 

 
          YES        NO 
 
            CONTACT ESTABLISHMENT 
 
 
              DEAL WITH EMERGENCY 

 Administer first aid 

 Ensure that a member of staff accompanies any casualty to hospital and that the rest of the group are 
supervised at all times and kept together. 

 Identify who the nominated establishment contact is – this should be name, but in his absence it will be 
another member of the SLT. 

 Write down as many relevant facts as possible, witness details, preserve vital evidence. 

 Keep written accounts of all events, times and contacts after the incident. 

 Do not let any one in the group talk to the media, do not give any names.  Refer all media communication 
to name, the Establishment Head. 

 No one in the group is to discuss legal liability with other parties. 

 Complete an accident report form as soon as possible. 
 

Bridgewater Primary School: 0161 921 1191 
Paula Flynn: 0161 778 0447 
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Bridgewater Primary School 

 
Trips Checklist 

Organiser  Booking for  

Venue  Number of Children  

Date of Trip  

School Insurance Arranged  List of Adults on Trip 

Provisional Booking of Coach   

Provisional Booking of Venue  

Confirmed Booking of Coach  

Confirmed Booking of Venue  

Letter to Parents  

Packed Lunches ordered at kitchen  

Menu Selected  

Class Lists to teacher  

Entered into Diary  

Coach Leave School  Arrive at Venue by  

Coach back to School    

Coach Company  Telephone Number  

RA Provided Yes / No   

Cost per child at venue  Cost of Coach  

Cost of Adult at venue  Number of Coaches  

  Cost Divided by Pupils  

Parents Contribution    

Method of Paying at Venue  

 

Agreed by Headteacher and Finance Manager ______________________________________________ 

 

Balance Sheet 

Income Expenditure 

Contributions £ Venue £ 

Subsidy from School £ Transport £ 
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Bridgewater Primary School 
 
 
 
 

Visitor Checklist 

Organiser  Booking for which 

classes 

 

Visitor and 

their contact 

details 

 Number of Children 

requesting the 

visitor 

 

Where will it 

be held in 

school 

 Date and length of 

visit 

 

Cost   

Letter to Parents  

Entered into Diary  

RA Provided Yes / No 

Cost per child   

Parents Contribution  

 

Agreed by Headteacher and Finance Manager ______________________________________________ 

 

Balance Sheet 

Income Expenditure 

Contributions £ Venue £ 

Subsidy from School £ Transport £ 
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