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GUIDANCE FOR STAFF INVOLVED WITH SCHOOL VISITS 
 
This policy relates to the whole school, including EYFS, and is written with due regard to: 
Health and Safety, Advice on Legal Duties and Powers, DfE June 2013. The school is also 
following much of the good practice detailed within: Health and Safety of Pupils on 
Educational Visits (HASPEV) 
 

 
1. GENERAL PRINCIPLES 

 
a The school recognises the importance of school visits for the educational, social and moral 

development of pupils. 
 

b The careful preparation and supervision of school visits is essential in order to ensure the safety and 
enjoyment of pupils as far as is reasonably possible. 
 

c All school visits must have the approval of the Headmaster. 
 
d Teachers organizing a trip must check the School Diary so there are no clashes. If there are none 

then the trip must be written down with any requests e.g. transport and packed lunches. 
 

e Residential trips need to be formulated twelve months in advance.  An administration file should be 
opened and kept containing all the relevant paperwork for each trip.  
 

f Each visit should have a designated leader, who is considered by the Headmaster to be sufficiently 
competent and experienced to fulfil this role. 
 

g Where an activity centre or similar agency is engaged by the school, the distinction between the 
responsibility of the teacher and the staff of the agency needs to be clearly defined in writing. 
 

h The involvement of any non-staff volunteer must have the written approval of the Headmaster; and 
such persons must have an enhanced DBS certificate on a trip that involves an overnight stay. 
 

i   Up to date medical information should be obtained on all pupils, especially when on a residential visit 
and taken on the visit. Pupils with a medical record, which gives cause for concern, should be taken 
on a visit only after consultation with the Headmaster and with the written advice of a medical 
professional. 
 

j The Headmaster reserves the right to exclude any pupil from participating in a trip or expedition. 
 

k In all matters the school expects members of staff to carry out their responsibilities in a manner 
which would be expected if they were a prudent parent. 
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2 RESPONSIBILITIES FOR VISITS INCLUDING PUPILS’ BEHAVIOUR 
ROLE OF THE GROUP LEADER 
The law places the Group Leader “in loco parentis”. Health and Safety, Advice on Legal Duties and 
Powers, DfE June 2013 should be read by all Group Leaders. It explains that their responsibility is to 
“act as any reasonable parent would do in the same circumstances.”   Staff who take part in visits 
and activities outside school may feel concerned about the possibility of being held personally liable 
if an accident should occur.  However, they can be assured that Sompting Abbotts School, as their 
employer will always stand behind them in the unlikely event of an accident occurring, provided they 
have exercised reasonable care and followed the school’s guidelines. 
The Group leader will be responsible for all preparatory arrangements, the health & safety of 
participants during the trip and reporting any incidents to the Headmaster. 
 
ROLE OF THE HEADMASTER 
The Headmaster’s main functions for the school trips are as the overall supervisor of the 
trip its arrangements; and to be the immediate point of reference for parents and the Directors. 
The Headmaster will: 
i. ensure that the trip organiser is suitably competent and has the ability to maintain discipline; 
ii. ensure that arrangements are in place for the Directors to be aware of and authorise school visits; 
iii. satisfy him/her that appropriate risk assessments including pre-visit assessments have been 
satisfactorily undertaken – this also includes the competence and insurance cover of any external 
agencies involved in the trip; 
vi. confirm in writing that non-staff volunteers can attend the visit and make sure that CRB and/or 
disclosures are in place where necessary; 
vii. ensure that parents are fully informed about the trip, have provided their consent and can be 
contacted for its duration; 
ix. ensure the school has emergency procedures in place in case of a major incident. 
 
ROLE OF THE DIRECTORS 
The Directors are responsible in law for the safety of pupils who participate in school trips. 
In addition the Directors will wish to: 
i. ensure that the Group Leader has the appropriate time and expertise to fulfill the responsibilities 
expected of him or her; 
ii. ensure that guidance is available to inform the school’s policy, practices and procedures relating to 
the health and safety of pupils on visits; 
iii. ascertain what training is available; 
iv. put in place procedures to ensure that any visits are well planned in advance; 
v. put in place procedures to ensure that the necessary assurances have been obtained from any 
external contractors about competence and insurance cover; 
vi. put in place procedures that ensure that any children with special needs or a disability are 
included as far as is reasonably possible in the visit; 
vii. ensure that vicarious liability insurance cover is clear and sufficient. 
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3 PLANNING VISITS, INCLUDING RISK ASSESSMENTS AND FIRST AID PREPARATORY 
ARRANGEMENTS 
 

 EXPENDITURE 
a  Where the visit is not deemed essential to the teaching of the curriculum, it is an optional extra as 

such, the full cost can be passed onto parents provided that they have given their consent. 
b When using school minibuses 50p/mile will be charged. 
 
c Charges for the visit should be clear and adhered to fully; any surplus must be reimbursed to the 

parents concerned. 
 

STAFF PUPIL/RATIOS 
Pupil/staff ratios. The HSE advice is: ‘Pupil to staff ratios for school trips are not prescribed in law. 
Those planning trips, on the basis of risk assessment, should decide the ratios, taking into account 
the activity to be undertaken and the age and maturity of the pupils.’ However, the school 
recommends the following staff/pupil ratios for visits, though these must be adjusted to lower ratios 
for higher risk trips: 
 
Ratio Pupils’ Year Group 
1:6 1- 3 inclusive  (with a higher ratio for EYFS) 
1:10 Years 4 – 6 
1:15/20 Years 7 upwards  
1:10 All visits abroad with a with a minimum of two adults of different sex if the group is 

mixed;  

 
 
ONE MONTH IN ADVANCE 
The list that follows is designed to cover all the planning that a Group Leader needs to undertake for 
a longer type of visit.  It is designed to be as comprehensive as possible.   
 

a The teacher wishing to undertake a school trip will ideally put in writing outlining the educational or 
social benefits likely to be gained from the trip together with provisional practical details. This plan 
will be provided to the Headmaster and Directors who, if satisfied the trip is appropriate, will approve 
the trip. 
 

b An administration file should be opened by the Group Leader and kept containing all the relevant 
paperwork. 

 
d The parents’ written consent will be obtained. Any child whose parents refuse to give their full 

consent to the trip will not be allowed to participate. 
 

f Parents must be informed of any special requirements in terms of equipment, clothing, time of return, 
addresses and telephone numbers of the Group Leader in advance of the visit. 
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l Staff should be readily available to speak to parents. 
 
m Liaison with the Bursar is essential; pupils involved, date(s), destination and cheques for the 

payment of fees should be clearly set out on paper; amendments to the list must be notified in 
writing. 

 
n Mrs. Sinclair should be contacted and asked to provide a list of known special medical requirements 

concerning pupils on the visit. Up-to-date medical information should be obtained on all pupils. Pupils 
with a medical record, which gives cause for concern, should be taken on a visit only after 
consultation with the parents and Headmaster; and with the written advice of a medical professional. 
Information should be given to supervising staff on the trip. 
 
TWO WEEKS IN ADVANCE 

a The Group Leader must ensure that all the forms are collected; 
 

b A list of pupils going on a visit along with the destination and estimated time of return must be given 
to Reception at least one week in advance of the visit; any last-minute alterations should be notified 
on the day (when picking up the mobile telephone). 
 

c A list of pupils going on the visit should be pinned to the notice board in the photocopier room. 
 
THE DAY OF DEPARTURE / PRIOR TO DEPARTURE 

a Collect tickets and money from the bursar (if required). 
b Give trip information packs to designated school recipients and to other staff participants 

Lists carried by all staff on the visit must be checked on the day of departure and amended for 
absentees if appropriate. 

d   Remind pupils about the rendezvous, dress code, standards of behaviour etc. 
e Remind pupils of the potential risks of irresponsible behaviour. 
g Collect traveling first aid kit(s).  Check contents. 
h Collect packed lunch (if required) 
i Collect School Mobile and charger (if required) 
i Leaders must have a sufficient ‘float’ of money to cover unforeseen expenditure on visits 

 
RISK ASSESSMENTS 
Teachers are required to carry out a risk assessment for any new trips. Local visits and matches that 
are repeated on a regular basis only require the one risk assessment to be made. However, teachers 
must complete a transport form for every visit detailing the names of pupils off site, the vehicle they 
are travelling in, expected arrival time back at school and a mobile contact number. This form will be 
pinned up on the board above the photocopier. Risk assessments will be needed for outdoor 
activities: climbing, mountain biking, canoeing and sailing. The teacher responsible for planning such 
activity will need to make sure that the provider holds a current licence as required by the Adventure 
Activities Licensing Regulations 2004 (England, Scotland and Wales). D. Sinclair then keeps a 
record of all paperwork. 
 

a  Group leaders should be familiar with the nature of the conditions likely to be encountered. 
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b Prior information must be obtained about local hazards and safety requirements that are likely to be 
encountered. Where appropriate, contact should be made in advance with local agencies to 
ascertain local conditions. 
 

d A preliminary reconnaissance visit by the leader is essential in order to evaluate the site(s) from an 
educational and safety viewpoint; where this is impractical, staff must be able to demonstrate that 
sufficient preparation has been undertaken (e.g. use of a reputable travel agent’s package). 
VETTING 
The school will occasionally use parental help, primarily for transporting pupils to and from venues, in 
these cases parents will not require DBS check. For residential trips then parents will require an 
enhanced DBS certificate.  
FIRST AID 
Teachers will always take a first aid kit on every educational visit. A qualified first aider will be 
required for all educational visits; and one qualified paediatric first aider will be needed when EYFS 
are involved.  
 
4 DURING THE VISIT 
 
SUPERVISION 

a Every trip must have a clearly designated leader who must be a teacher employed at the school or 
schools if a joint trip is arranged. The Group Leader is considered by the Headmaster to be 
sufficiently competent and experienced to fulfil this role. The Leader will be competent to undertake 
ongoing risk assessments to cover events such as illness of staff; inability of pupil to participate, 
change of weather or venue. Where there is a large party a deputy leader must be designated. A 
large party would be one where over 30 pupils are involved. 
 

b The level of adult supervision must realistically reflect the purpose and nature of the trip, the age and 
maturity of the pupils, the experience of the accompanying adults, and any special needs. It is 
desirable for one member of staff to be trained in First Aid (two day or four day course), especially for 
visits involving large numbers of pupils. In all matters the school expects members of staff or non-
staff volunteers to carry out their responsibilities in a manner, which is fair and reasonable. 
 

c Adults of the appropriate gender must accompany all school trips. Male or female adults only can 
supervise trips involving male pupils; trips involving female pupils only and trips involving pupils of 
both genders must have at least one female adult supervising. 
 

d Group leaders must explain clearly, and in writing, the responsibilities of staff and adult supervisors 
on each visit; a briefing meeting is considered best practice. 
 

e Pupils must know where they can contact an adult member of the party at all times. 
 

f Unsupervised time is defined, for the purposes of this policy, as time when pupils/students are not 
present in the immediate company of group leaders, staff or other adults with responsibilities on the 
trip. For example, this may be when groups of pupils/students have the freedom of a sporting venue 
such as Wimbledon AELTC. 
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On such occasions: 
· the duration of unsupervised time must be clearly explained to pupils/students beforehand 
· a member of staff must be present and available at a location known to the pupils/students 
· pupils and students must not be permitted to be on their own 
· clear bounds must be set, normally accompanied by the issuing of a map 
· proscribed activities must be stated, normally involving a restatement of school rules. 
 
It is recommended that: 
· unsupervised time is kept to discrete chunks of time of normally no more than two hours; 
· pupils/students remain in small groups of 3, 4 or 5; 
· each group is in possession of a mobile phone together with a contact number and the mobile 
phone should be switched on. 
 

g All staff on a school visit owe a duty of care to act in the manner of a prudent parent in exercising 
supervisory responsibilities for the pupils; in certain circumstances a teacher on a visit can be 
expected to exercise a duty of care greater than that of a prudent parent. The golden rule is at all 
times: safety first. 
 

h Where outdoor activities such as field work are to be undertaken in which there is to be close 
supervision of groups, groups including girls must be accompanied by a female member of staff. 
 

i If a member of staff has any reason to doubt the competence or conduct of any adult on a visit, this 
should be made known to the leader at once with fully documented evidence (e.g. witnesses). If the 
member of staff who is the cause of concern, is a member of SMT or the Trip Leader, the 
Headmaster must be informed. It is the leader’s responsibility to deal with the matter at once, if 
necessary contacting Senior Management. All discussions should be accurately minuted. 
 
HEAD COUNTS 
The children must be counted before setting off (on the coach if used) and counting must be 
ongoing at regular intervals throughout the outing. If the group is broken up into sub-groups, a 
designated person in charge must be assigned and that person is responsible for counting the 
children at regular intervals. 
 
5 PREPARING PUPILS, INCLUDING SPECIAL AND MEDICAL NEEDS 

a The Group Leader will ensure pupils are aware that School Rules apply regarding their behaviour.   
 

b  The Group Leader must make sure that pupils are fully briefed about the local conditions which they 
are likely to face i.e. clothed and equipped for particular activities and the conditions likely to be 
encountered. Pupils must also be told what to do if they encounter any difficulty or emergency; pupils 
must know where to find either the leader or an adult. 

 
c A spending limit for pupils is recommended at the discretion of the Group Leader. 
 
d The Head will not exclude students 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 
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measures may need to be addressed at the planning stage. Group leaders accompanying children 
who require epi pens, medicine or inhalers will be fully aware of that child's care plan and will carry 
the medication at all times. (See First Aid Policy) If a child has SEN support for a behaviour or 
medical need, their support staff should accompany them on the visit. If this is not possible, another 
member of staff is assigned to supervise the pupil. 
 
6 COMMUNICATING WITH PARENTS 
 
CONSENT 
Written permission is obtained from all parents at enrolment. This covers all outings from school. 
Parental consent is needed for any trip that isn’t part of the normal school curriculum and requires 
special safety measures. Consent slips should be included at the bottom of the letter (no signed 
consent form, no visit for that pupil). When children enroll, parents are asked to sign a consent form 
to allow their child to be transported by school minibus or a private vehicle. 
 
DELAY 
If a visit is delayed, the Group Leader should phone the school office, or the designated SMT 
member (out of school hours), who will in turn phone all the parents on their contact numbers to alert 
them to the delay and the revised time of arrival. 
 
7 PLANNING TRANSPORT 
 
USE OF HIRED TRANSPORT 
Coaches/minibuses should be booked using only reputable firms via the Bursar; all vehicles must be 
fitted with seat belts, fire extinguishers and other appropriate safety equipment.  
 
SCHOOL MINIBUSES 
No one should drive the school minibus unless s/he has a Full Driving Licence and his or the Health 
& Safety Officer, David Sinclair, has sanctioned her suitability. Those driving minibuses are bound by 
the school’s codes of practice.  

 
8 INSURANCE 
 
PERSONAL LIABILITY AND INSURANCE 
Staff who take part in visits and activities outside school may feel concerned about the possibility of 
being held personally liable if an accident should occur.  However, they can be assured that 
Sompting Abbotts School, as their employer will always stand behind them in the unlikely event of an 
accident occurring, provided they have exercised reasonable care and followed the school’s 
guidelines. 
 
Sompting Abbotts  has £ [    ] M of Employers’ Liability Insurance and £ [    ] M of public liability 
insurance, [as well as a group travel policy that covers most visits inside the UK and overseas.  
Cover includes cancellation or delay, medical expenses, replacement of passports, personal 
possessions and money. The policy covers most school visits, including skiing holidays; but does not 
cover all adventurous activities, such as climbing or scuba diving.  Any member of staff organising an 
adventurous or hazardous activity should therefore check, via the Bursar, whether or not the activity 
is covered by the school’s policy.  An extension usually can be arranged.  The Group Leader should 
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ensure that s/he takes a copy of the school’s travel insurance with him/her on all but the shortest of 
visits]. 

 
Sompting Abbott’s policy is to discourage staff from transporting pupils in their private cars, and 
never to allow them to be transported in cars belonging to parent helpers (unless the parents make a 
private arrangement that does not involve the school).  [Where a member of staff transports a pupil in 
his/her car, insurance cover is automatically provided through the school’s “occasional business use” 
motor policy.  That ensures that motor insurance claims arising whilst a member of staff is using their 
own car for school business purposes can be settled without involving their own motor insurer].  

 
9 TYPES OF VISIT 
 
During the School Day 
Trips that take place during the school, day and are part of the school curriculum do not require a risk 
assessment or parental consent.  
 
EYFS 
Generous staffing levels, close supervision and proper protective clothing are essential for even the 
shortest of excursions. The children are always briefed in advance about the visit and of the standard 
of behaviour that is expected. 
Staff Ratios and Responsibility 
We operate an adult to child ratio of 1:6 or lower (depending upon the destination) for all off-site visits 
involving children in our Nursery and Reception classes. 2 year olds walking to St. Mary’s Church 
would have a ratio of 1:2.  An experienced practitioner who will have been designated in charge of 
the visit, accompanied by other staff, leads all trips. At least one member of staff accompanying the 
children must be qualified in paediatric first aid. Our current first aiders are: Joanna Carrington, 
Serena Jardine and Karen Andrews. 
We do invite parents to volunteer to help with off-site visits. These volunteers are never left alone 
with children; they are thoroughly briefed about their roles beforehand. It is the Head of Pre Prep’s 
responsibility, when approving the risk assessment, to ensure the ratio is appropriate. 
 
We do not take our very young Nursery children off-site other than visits to the church or excursions 
with their parents or carers. There are plenty of opportunities for daily outdoor play in the Nursery’s 
play area and the extensive school grounds. 
Older children in the Nursery (Rising 4s and 4 year olds) and the Reception class participate in the 
same visits as the older members of the Pre Preparatory. Please refer to the whole school policy for 
transport and off site risk assessment documents. 
 
 The following should be adhered to for EYFS excursions: 

• Children have been briefed about the purpose of the visit and the expectations of 
behaviour 

• All children are told where they should go if they accidentally become separated from the 
rest of the group 

• Member of staff in charge of the trip to carry a mobile phone 
• Staffing ratio is 1:6 or lower (depending on the destination) and supplemented further by 

parent volunteers 
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• Member of Staff in Charge has made a reconnaissance visit, and planned the route inside 
the location (e.g. museum) in advance 

• Children are divided into groups each allocated to one member of staff, who may be 
assisted by a volunteer 

• All members of staff have held a meeting to discuss the outing and the risk assessment 
beforehand 

• All members of staff know what to do in an emergency 
• All volunteers have been briefed thoroughly on their respective roles. 
• Head counts are taken on leaving the classroom, on sitting in the coach, regularly 

             throughout the visit, on leaving the activity and on returning to the coach. The coach 
             does not leave until everyone is accounted for. 

• Children should walk in pairs, closely supervised by the adults.  
• Children are reminded about basic road safety and of the expected standards of behaviour.  
• When travelling by coach, a member of staff will check that all the pupils are sitting properly 

and wearing their seat belts. 
 
First Aid Kit and Medicine 
One of the Paediatric First Aiders takes a first aid kit; the group leader has a list of emergency 
contact numbers and a mobile phone. The member of staff (not a volunteer) supervising any child 
who requires an epi pen, inhaler or medication will carry the medication at all times. They will have a 
comprehensive understanding of that child's care plan and medical needs. Please see the Whole 
School including EYFS Medicine Policy, which refers to off site procedure. 
Trips abroad 
See Appendix A 
 

10 EMERGENCY PROCEDURES  (INCLUDING CONTACT DETAILS AND PERMISSION FOR 
EMERGENCY MEDICAL TREATMENT IF THE PARENTS CANNOT BE CONTACTED) 
 
EMERGENCY PROCEDURES 
In the event of a serious accident resulting in the death or injury of one or more of the pupils and 
staff, the Group Leader’s: 

• first priority is to summon the emergency services, and/or to arrange for medical 
attention for the injured. One of the accompanying members of staff should accompany the 
injured to hospital 

• as soon as is practical after the incident, and in conjunction with the Headmaster and 
Principal, identify alternative phone numbers at school and at off-site base, as 

 designated lines may quickly become jammed 
• as soon as is practical (and after ensuring the rest of the group are safe and out of 

harm’s way), inform the Headmaster and Principal of the nature of the incident, injuries, 
names of pupils, staff injured/safe and any other relevant information 

• notify the appropriate embassy consulate if abroad  
• again as soon as is practical, complete a written record of the incident 
• liaise with Headmaster and Principal to ensure that insurers and Health & Safety Executive 

are informed, as may be relevant 
• ensure that no member of the group discusses or admits legal liability 
• in this era of instant communications it is vital that the school remains in control of 
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 information flow. The group leader should regulate pupils’ usage of mobile 
 communications, bearing in mind unfiltered information is likely to cause panic and 
 unnecessary anxiety amongst parents. Students and staff should be actively 
 discouraged from talking to the media  
 
The Headmaster and Principal will: 

• contact parents/guardians of those involved; in the event of a serious incident, the parents of 
all group members should be contacted. For serious incidents/fatalities, this might involve the 
Headmaster and Principal visiting the homes of those affected 

• contact the school ‘s insurers, especially if medical assistance is required 
• set aside an area in the school away from the public/press gaze, where the parents 

 can be updated on the incident 
• in the event of serious injuries agree with the parents, and assist in making any travel 

 arrangements 
• refer all media enquiries via the  Headmaster and Principal. They will act as the ongoing 

point of contact with the media, and all questions and enquiries should be directed to these 
contacts 

 
MISSING CHILD 
If a child goes missing the following procedures will be put into operation: 
  
As soon as a child is missed the Headmaster and Principal must be informed immediately. An instant 
decision will be made concerning contacting the police. 
 
A search will proceed as follows: 
1.Checks in the immediate vicinity will be made. 
2. If the pupil is not found the parents and the police will be contacted.  
3. The group leader should regulate pupils usage of mobile communications, bearing in mind 
unfiltered information is likely to cause panic and unnecessary anxiety amongst parents. 
4. Staff must not to talk to the press. 
 
11 ILLNESS OR MINOR ACCIDENTS 
If a child has a minor accident or becomes ill during the trip, the group leader should immediately 
inform the school. Contact will then be made with the child’s parents to discuss whether the child 
needs to be collected (if appropriate) or needs medical assistance. If contact cannot be made, or 
collection is impractical, the group leader, or another member of staff, will take the child to the local 
hospital/medical centre. A member of staff will remain with the child at the hospital/medical centre 
until a parent or carer arrives. In any case, the group leader must keep in constant contact with the 
school. 
 
12 ON RETURN 
Report for Directors 
The Head teacher’s termly report to the Principal always contains a synopsis of all the school trips 
and visits that have taken place since the last visit.   
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Group Leader 
The Group Leader of a residential trip will draft a short report for the Head teacher and Principal. The 
report should include a record of any accidents or near incidents together with any recommendations 
for amendments to procedure. An Evaluation Form is appended. 
 
APPENDIX A – RESIDENTIAL VISITS  
Trip Leaders must carry a copy of the Guidance Notes appended to this policy. 
 
IN UK & ABROAD 
Staff arranging a residential trip in the UK or aboard are expected to visit the proposed venue in 
advance and ensure a detailed risk assessment on the appropriate forms is carried out and the 
appropriate annual trip parental consent form must also be completed. If an outside agency is used 
for a residential trip, all paperwork should be thoroughly scrutinised by relevant staff in school prior to 
the trip taking place. In addition to requirements for the organisation of a day trip, the following areas 
must be considered and agreed. 

• accommodation 
• sleeping arrangements (On residential visits, staff do not share bedrooms with pupils; nor are 

pupils of different gender permitted to share bedrooms.) 
• meals 
• materials 
• spending money 

 
Liaison with Parents regarding Residential Visits 
It is imperative that parents are given full and complete written details regarding the organisation and 
administration of a visit to include: 

• activities and venues, including any special risk inherent in the activities undertaken 
• specialist equipment and/or clothing necessary for activities 
• code of conduct expected of the children and sanctions  
• packed meal requirements 
• leaders, their experience and expertise 
• total costs and methods for payment 
• insurance cover, including medical cover and exemptions 
• passport requirements, if any 
• up-to-date medical information should be obtained  

 
Near the date of a residential visit, a meeting is held for all parents, their children, the staff, and any 
voluntary helpers concerned with the visit. The information above is reiterated and the emergency 
procedures explained. There is an opportunity for questions and discussion at the meeting. A 
Parental Consent Form should be completed for each pupil. 
 
EXTERNAL AGENCIES 
Where an external agency is being used, such as a travel company, staff must establish in advance 
the competence of the agency’s staff. Doing so may include an inspection of the agency/centre’s 
documentation on staff and risk assessment, equipment and its accident log. Where an activity 
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centre or external agency is engaged by the school, the distinction between the responsibilities of the 
school and the staff of the agency needs to be clearly defined in writing. 
 
INSURANCE 
In the event of an accident outside the UK, the Group Leader will notify the insurers on their helpline 
to arrange (where possible) for the medical bill to be sent directly to the insurance company for 
settlement.  If the accident is more serious (such as a broken leg when skiing), the school’s medical 
insurers may arrange for the pupil, accompanied by a member of staff to be repatriated to the UK.  
 
EMERGENCY TELEPHONE NUMBERS  

a Emergency telephone numbers should be listed and kept in the file; these must be taken on the trip. 
 

 b To identify members of a group on a residential visit, each pupil must be given written details 
showing the name, address and telephone number of the group’s accommodation as well as the 
name of the school and group leader. 
 
FIRE PROCEDURES 

 Fire procedures at residential sites should be checked, as far as is possible, prior to the visit being 
undertaken. In any event, a fire evacuation procedure involving all pupils should be carried out as 
soon as practically possible after arrival. 
 
MEDICAL FORM 

a A medical form (appended) must be sent to parents and returned to the leader when residential visits 
are undertaken in order to ensure that up to date information is available on the visit; 

 
b Visits to countries within the European Union will require each pupil and member of staff to have to 

have a valid EHIC card (ordered online); these are available only to E.U. citizens; forms should be 
photocopied and should be held by the group leader. 

 
 PASSPORTS 
 Pupils and members of staff travelling abroad must be in possession of individual passports, either 

UK passports or other passports. 
 

 DISCIPLINE & SANCTIONS 
i. At all times the Headmaster reserves the right to exclude any pupil from participating in a trip or 
expedition or any part of the trip. This authority is delegated to the Group Leader who is authorised to 
forbid the pupil from participating at any time during the trip if it becomes clear that the pupil is either 
incapable of or insufficiently responsible to undertake all or any part of the trip or activities. 
ii Normal School Rules will apply on all school visits; they are to be vigorously enforced and 
breaches dealt with appropriately at the time. 
iii. On residential visits it is essential that pupils are given clear instructions as to their conduct; this 
applies to matters such as free time, lights out and bounds. 
iv. As a general rule, no pupil can be allowed to consume alcohol on a school visit. 
v. Smoking is strictly forbidden. 
vii. Breaches of discipline on visits should be reported to the Headmaster in writing on return to 
school.  
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viii. On residential visits, should a pupil’s conduct be deemed to be so bad as to be intolerable, he or 
she is to be sent home; procedures need to be in place for dealing with this eventuality. Essentially, 
parents need to be informed that they could be required to travel to the trip location to collect their 
son or daughter. 
ix. Parents and pupils need to be fully informed of the range of sanctions which can be used on a 
residential visit; should either a pupil or parent indicate that they are reluctant to accept these 
sanctions, then the pupil will not be allowed to go on the visit. 
x. Such sanctions may include: 
a) loss of free time 
b) staying with adults on the visit to the various sites 
c) confiscation of money 
d) ‘grounding’ 
e) sending to bed early 
f) sending home (any additional costs to be met be parents including those of an accompanying adult 
where the pupil is under sixteen years of age) 
g) detention on return to school 
h) temporary or permanent exclusion from school for serious offences which may be criminal or in 
other ways seriously bring the school’s name into disrepute 
i) Pupils with a poor disciplinary record should not be automatically excluded from visits but their 
disciplinary record should be taken into account and, where necessary, a formal assessment of risk 
undertaken 
k) Leaders must have contingency plans for eventualities which may happen on a visit (e.g. care 
and/or return of ill/injured pupils, early return for disciplinary reasons); as far as is possible, parents 
should be informed of these plans in advance of the visit. 
 

  
APPENDIX B 
Water Activities 
Group leaders and other supervisors should be aware that many of the incidents affecting school 
children have occurred by or in water. There are dangers on lakes and on the coast quite apart from 
those incurred in swimming pools. The group leader should bear the following points in mind in the 
risk assessment of activities near water: 

• 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 beach or lake shore which members of the group may return if 

separated 
• look out for hazards such as glass, barbed wire and sewage outflows, etc. 
• cliff tops can be highly dangerous even during daylight, paths should be kept to at all 

times 
• if the water becomes dangerous, water sports should be avoided 

 
Farm Visits 
Taking children to a farm must 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 e-coli 
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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. An exploratory visit should be carried 
out. The basic rules for a farm visit are – never let children: 

• 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 or play in the farm area 

 

 
APPENDIX C  EMERGENCY ACTION CHECKLIST – applicable to Whole School Educational 
Visits Policy 

This form to be taken by the group leader for use in emergency during trip 
Step Action Completed 
1 Establish the nature and extent of the emergency. 
2 Account for all members of the group and ensure they are safe. 
3 If there are injuries, immediately establish their extent, so far as possible, and administer 
appropriate first aid. 
4 Establish the names of any injured and call whichever emergency services are required 
5 Advise other staff accompanying the group of the incident and ensure that emergency procedures 
are in operation. 
6 Ensure that an adult from the group accompanies any casualties to hospital. 
7 Ensure that the remainder of the group is adequately supervised throughout the emergency and 
arrange for their early return to base. 
8 Arrange for at least one adult to remain in a safe location at the incident site to liaise with the 
emergency services until the incident is over and all group members are accounted for. 
9 Control access to telephones until contact is made with the school (preferably the Head/Principal) 
or the previously agreed contact point, and until he/she has had time to contact relatives or others as 
necessary (the school contact number should be accessible at all times throughout the visit). 
10 Complete details below as soon as possible. 
11 Record on a separate sheet any details of conversations with people involved in the incident as 
victim, witness or emergency assistance. 
12 Retain receipts for all expenses incurred for insurers. 
13 Group Leader does not communicate with media. 
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MODEL CONSENT FORM 
 

[Year              ] Visit to …………… …….      
(The proposed itinerary is attached). 

 
Departing at ………hours on………… from [the school], 

And returning [to the school] at ……….hours on …………. 
 

Maximum number of pupils [    ], who will be accompanied by [    ] members of the teaching or 
medical staff, including both male and female staff. 

[Where a proposed visit is over-subscribed, places will be offered on a first-come basis]. 
 
Type of accommodation: (1) [Hotel in …   for …..nights].  Pupils will be accommodated in [ ]  
                                               bedded rooms. 
                                         (2) [Youth Hostel in ……..for ….nights where there is simple  
                                               dormitory accommodation] 
___________________________________________________________________________ 
Transport:                        (1) School to [       ] by coach /school minibus 
                                         (2) Outward Flight No [      ] on [    ] hours on [    ], Air [   ] to [      ] 
                                         (3) Coach to hotel 
        (4) Inbound Flight No [  ] on [       ] hours on [    ], Air [    ] to [       ],  
                                               arriving at [     ] hours. 
 
[Please note that although it is school policy always to book coaches fitted with seat belts, this is not 
always possible outside the UK] 
     
Medical Information  
 
Any allergies or sensitivities to food, medication, pets or to insect stings: 
 
 
Any chronic or recurring medical conditions needing regular or occasional medication or 
treatment: 
 
Does he/she suffer from travel sickness?  If so, may we have your permission to give him/her a 
travel sickness tablet? 
 
 
Do we have your permission to give him/her a prescription pain reliever, such as paracetomol? 
To the best of your knowledge, has he/she been in contact with any infectious disease over the 
past four weeks?  If so, please give brief details. 
 
 
Does he/she suffer from any phobia which might make it unsafe for him/her to participate in any of 
the planned activities? 
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Date of last tetanus injection? 
 
 
CONSENT TO EMERGENCY TREATMENT 
 
I/ We authorise the Group Leader, or an authorised deputy acting on his/her behalf to consent on the 
advice of an appropriately qualified medical specialist to my/our child receiving emergency medical 
treatment, including general anaesthetic, blood transfusion and surgical procedure [under the NHS]/[ 
under the school’s travel insurance cover] if he/she is unable to contact me/us  time. 
 
Signature of both parents: ___________________                     ______________________ 
or Guardian 
 
Contact Details for the period covered by the trip: 
 
NAME:…………………………..   Tel .no:………………………Mobile: ……………. 
 
Email:. ……………………………   Work no:……………… 
 
 
NAME:…………………………..   Tel .no:………………………Mobile: ……………. 
 
Email. :……………………………   Work no: ……………… 
 
FAMILY DOCTOR:…………………………..   Tel .no:……………………………………. 
 
Address: …………………………………………………………………….. 
___________________________________________________________________________ 
 
Behaviour code: 
                                          
I understand that my son/daughter will be subject to the normal school rules of behaviour throughout 
the visit.  I agree to him/her following the guidance on health and safety given either by a member of 
staff [or by an Instructor at the Activity centre] at all times.  I accept that where his or her disregard 
for the code of behaviour either causes danger to him/herself and to others, or offence to the local 
customs of [        ], or is a serious breach of school discipline, that he/she may be sent home 
forthwith at our expense. 
 
Signed: ……………………………… Signed………………………………………. 
Name: ……………………………..     Name:…………………………………… 
Date: ………………………………..    Date: …………………………………….. 
             

Please note that your son/daughter will not be allowed to participate in this visit unless this form is 
completed and returned to [      ] School by [              ]and returned to [      ] School by [              ] 
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PARENTAL AGREEMENT & MEDICAL FORM 2012-13 
 

My child is in good health and I agree to him/her taking part in the activities during the Normandy visit 
in June 2013 as detailed in our attached letter. 
 
In the event of illness or an accident, I agree that the teacher in charge can sign consent to any 
necessary medical treatment which may include the use of anaesthetics and blood transfusion where 
there is no time for prior consultation. 

 
Child’s full name 
(as in passport) 

 

Nationality  
Address  
Tel. no. (day)  
Tel. no. (evening)  
Parents’ mobile nos.  

 
Email   
Child’s place of birth  
Child’s date of birth  
Child’s age as at 11/6/13  
Child’s passport no.  
Passport expiry date  
Child’s mobile no.  
 
All mobile phones, Itouch/unsupervised internet devices will be held in a safe-keeping overnight. 

please tick the appropriate box yes no 
• Is your child covered by a valid European Health Insurance Card (EHIC)?   
2a) Is your child covered to travel abroad independently on an annual travel  
       insurance policy etc. 

  

b) Do you want us to organise private insurance cover for your child (f.o.c.)?   
3) Do you consent to the teacher in charge giving your child appropriate  
    doses of Paracetemol? 

  

4) Do you consent to your child swimming in a supervised swimming pool?   
5) Do you consent to your child visiting shops unsupervised in a group of at  
least three other children.  If no, pupils can join the 3 teachers on these 
occasions? 

  

6a*) Does your child suffer from any medical condition?(specify below)   
  b*) Does your child have to take medication for these conditions?   
7**)   Does your child suffer any allergic reactions (specify below)   
8) Has your child had a tetanus injection within the last 5 years   
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*  Please give more detail on the medical conditions from which your child suffers :- 
 

Condition Medication + frequency 
 
 

 

 
 

 

 
 

 

 
 
** Please give more detail on specific allergies (food or otherwise) and course of action to be taken    
e.g. vegetarian, nut allergy, asthma,  etc.:- 
 

Allergy Requirements 
 
 

 

 
 

 

 
 

 

 
Any other concerns :____________________________________________ 
 
 
 
Signed: ..............................                     ........................................ 
                           father/guardian                                          mother/guardian 
 
 Date: ...................................                  Date: ....................................    
   revised  17/11/13 
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SOMPTING ABBOTTS SCHOOL 
NORMANDY VISIT 2013 

 
PUPIL CODE OF CONDUCT 

 
All School Rules apply, but in order for the visit to be enjoyable for all involved and in the interests of 
Health & Safety regulations, it is necessary to lay down certain “ground rules”. We have developed a 
basic set of rules to which all students must adhere. This is to ensure that the visit is enjoyable and 
fun for everyone involved. 
 
1. In my free time, I may leave the accommodation building but not go down onto the beach without 
being accompanied by a member of staff. 
2. I will co-operate fully with all staff and drivers and look after other pupils in the group to ensure this 
visit is enjoyable and rewarding for the whole party.  For some pupils this visit will be the first without 
their parents. 
3. I will have the appropriate equipment with me for any activity (list to follow) 
4. I will not make any mess on the coach and place all litter in bags provided and will  
    respond to requests from the coach driver immediately. 
5. I will clearly name all my belongings and luggage. 
6. I will be punctual to all meals and specified meeting points. 
7. I will help tidy my room and assist in buying the group picnic when it is my turn. 
8. I will not leave my bedroom during the night, unless in an emergency when you should contact the 
party leader (door marked accordingly), until the next morning and I will be silent after 11.00 pm.    
9. I will not moan or complain about the weather, food, accommodation, activities etc. 
10. I will allow a full report of any misconduct to be forwarded to my parents/guardians and 
understand that a serious breach of these rules will result in my return to School at my own cost. 
11. I will notify the staff immediately of any illness or injury whilst I am away. 
12. I will follow all instructions given by staff, drivers or activity instructors. 
13. I will wear any clothing or protective equipment issued to me and use it as  
      requested by instructors, staff or driver. 
14. I must remember not to harm any flora and fauna, or leave litter etc. 
15. If I bring a mobile phone or derivative with me, it is my responsibility to look after it during the 
day, to use it responsibly and to hand it in at night to the party leader. 
16. I will not bring any electrical devices with me except a charger unit for my  
      phone/DS which the party leader will use on my behalf overnight. 
17. I will not buy any items which have been banned by the party leader (see attached letter dated 
2nd October 2012). 
 
 
Signature of Pupil     Signature of Parent/Guardian  
 
Date: .................................... 

 
 
 
 


