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Promoting Welfare, Health and Safety in Activities and Visits out of School 

 
At St Cedd’s School, we believe that learning outside the classroom is an essential component of 
our curriculum.  It gives our pupils unique opportunities to develop their resourcefulness and 
initiative and to spend time together in different contexts. 
 
A programme of well-managed visits is an effective means of delivering a range of educational 
objectives and adds greatly to the overall atmosphere of the school.  St Cedd’s School values the 
contribution of the teachers and support staff in this important area and the guidance provided 
herein is in support and recognition of their efforts. 
 
The guidance is designed to be applicable to any visit, from the simple to the most complex. 
Safety is of fundamental importance and is best achieved through the application of good, 
educational practice.  This document provides advice and guidance to enable teachers and 
others to offer activities and experiences which are appropriate, planned and safeguarded.  It 
also encourages all involved to be aware of their responsibilities. 
 
To maintain safe and good practices all visits must follow an established procedure, which is 
managed and maintained by the Head/EVC. This guidance applies to the range of visits, 
including ‘visit to the local post box’, sporting fixtures, and half-day local visits. Recognising this 
range, the school then has to adopt the concept of proportionality of process surrounding each 
visit, in terms of its planning, locality and repetition. 
 
Educational visits are defined as non-residential visits occurring during the school day.  The 
annual Year 6 PGL residential trip is risk assessed and logged on School Manager, and has its 
own procedures and protocol documentation. When planning an activity involving caving, 
climbing, trekking, skiing or water sports (other than rowing), the school staff check that the 
provider holds a licence as required by the Adventure Activities Licencing Regulations 2014 (for 
England, Scotland and Wales). For all educational trips, there is at least one qualified first aider. 
The EVC checks the risk assessment created by the Group Leader which is informed by a pre-visit 
to the venue and knowledge of the activities to be carried out by the pupils.  
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RESPONSIBILITIES FOR VISITS 
 
The aim of this section is to clarify the major responsibilities of all parties involved in the visit.  It 
should: 
 

• help to ensure that no vital issue is overlooked 
• clarify organisational responsibility 
• encourage awareness of the vital issues of safety and well-being 
• ensure appropriate support for leaders 

 
 
THE VISIT LEADER 
 
In addition to the responsibilities implicit in the above paragraph, the visit leader will have 
overall responsibility for management of the visit and must: 

• recognise that whilst leading the visit he/she is representing the Head, school and 
Council of Governors 

• ensure that all accompanying adults, whether employees or volunteers, are fully 
briefed on their roles and responsibilities 

• ensure the overall maintenance of supervision, order and discipline at all times 
• make adequate arrangements for the safety and well-being of all persons at all 

times 
• introduce appropriate child protection measures 
• make appropriate and adequate preparations for emergencies and ensure that all 

accompanying staff are familiar with these procedures 
• organise emergency contacts where appropriate 
• arrange for clearly understood delegation in his/her absence 
• a Deputy (back up) is nominated for all the educational visits.  He/she must be 

capable of taking over the role if necessary 
• ensure that the visit and activities are suitable for the group 
• ensure that accompanying adults are aware of any special educational or medical 

needs 
• ensure that each adult knows which children they are responsible for 
• ensure that each child knows which adult is responsible for them 
• ensure that all adults understand that they are responsible to the visit leader for the 

supervision of the children assigned to them 
• ensure that all adults and children are aware of the expected standards of behaviour 
• carry out a comprehensive risk assessment and obtain the EVC’s and Head’s written 

approval 
• ensure that at least one of the accompanying staff on the visit holds first aid training 
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TEACHERS 
 
In addition to the general responsibilities outlined above, teachers recognise that they have a 
responsibility to: 
 

• maintain order and discipline 
• safeguarding the health, well-being and safety of the children in their care 
• inform the visit leader of any relevant incidents affecting, or likely to affect, group 

members 
 
ADULT VOLUNTEERS (Parents) 
 
Volunteers who are not employees at the school must attend a pre-visit briefing to ensure that 
they: 
 

• understand and agree to the expectations of them 
• understand their relationship to the children, teachers and visit leader 
• recognise the limits of their responsibilities 
• follow instructions from teachers 
• raise concerns for child welfare with the visit leader 
• be accompanied at all times by a member of staff when in the presence of the 

children 
 
Adult volunteers must understand that the principle of ‘duty of care’ will apply to all who are in 
a supervisory capacity and to this end parents rarely supervise their own children on school 
trips.   
 
CHILDREN (BEHAVIOUR AND EXPECTATIONS) 
 
All children should: 
 

• know who the trip leader is  
• have been given clear, understandable and appropriate instructions 
• Abide by the school’s Code of Conduct or Golden Rules 

 
THE EDUCATIONAL VISITS CO-ORDINATOR (EVC) 
 
The Educational Visits Co-ordinator: 
 

• Manages the procedures for educational trips and associated risk assessments using 
the Educational Visits module of the database School Manager 

• supports the Head with approval decisions 
• checks that the briefing meeting has taken place for leaders and those 

accompanying the visit 
• ensures that parental consent (or refusal) is obtained 
• keeps records of individual visits and risk assessments 
• review systems and monitors practice 
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THE HEAD  
 
The Head is responsible for ensuring that school policy is implemented. The head is responsible 
for ensuring that all activities are properly planned, appropriately supervised and risks assessed 
by a competent person and that issues identified by exploratory visits have been satisfactorily 
resolved. 
 
 In particular, the Head ensures: 
 

• that the visit leader is an appropriately experienced and competent teacher; 
• the suitability, number and competence of all adults accompanying or instructing 

the party; 
• that adequate child protection measures are in place; 
• that non-teacher supervisors on the visit are appropriate people to supervise 

children; 
• that the ratio of supervisors to children is appropriate; 
• that arrangements are in place for the educational objectives of a visit to be 

inclusive, to be stated in the pre-visit documentation, and to be made known to all 
relevant parties; 

• that accreditation or verification of providers has been checked; 
• that visits are evaluated to inform the operation of future visits; 
• proper and effective support structures in the event of difficulty or emergency, 

including means of contacting school and that a contingency plan is in place; 
• notification of the visit to the Council of Governors, where required, and that 

appropriate insurance cover is in place. 
 
The Head is encouraged to review school visit procedures with her Council of Governors on an 
annual basis in order to ensure that they reflect the current thinking of the Council of Governors 
and are up to date in relation to staff changes.  
 
COUNCIL OF GOVERNORS 
 
As part of its responsibility for the general conduct of the school, the Council of Governors: 
 

• ensure that a school policy exists for the co-ordination of visits and for their 
effective and safe management 

• assure itself that appropriate risk assessment procedures are in place 
• ensure that the visit has a specific and stated objective 
• determine what types of visit require its specific approval 
• determine its procedures for responding to a major emergency 

 
REPORTING ACCIDENTS, INCIDENTS, AND NEAR MISSES 
 
Details of any accidents/incidents should be noted by the visit leader on the Incident Form and 
written into the accident/medical book (as appropriate) on the return to school.  The Group 
Leader must make the Head aware of the incident. The Group Leader, in consultation with the 
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Head, will complete a RIDDOR (Reporting of Injuries, Diseases or Dangerous Occurrence 
Regulations) form, as required.  
 
PARENTS’ CONSENT 
 
Parents receive an annual permissions form for sporting events and for each trip there is a letter 
and consent form distributed to parents providing full details of the educational visit. For 
children in EYFS parental consent is always obtained for EVERY activity off-site. 
 
Information includes: 
 

• dates and times of departure and return 
• destination  
• activities planned 
• meals and transport 
• method of notification if details change on the day 
• clothing requirements 

 
 
 
 
Ratios and Supervision  
 

 
PUPIL AGE 

 
Nursery/Reception 

 
Years 1-3 

 
Years 4-6 

 
ADULT: PUPIL RATIOS 

 
1 : 3-5 

 
1 : 6 – 10 

 
1 : 10 – 15 

 
The number of adults is determined by applying the relevant ratio and rounding up to the 
nearest whole number of adults. Additional staff may accompany a trip if there are children with 
medical and/or special needs. 
 
Each group must be led by a qualified teacher approved by the Head, in  the ratio of one such 
leader for approximately every 24 pupils (Years 1-6).  (See the specific details for EYFS ratios.) 
 
For EYFS trips at least one member of staff will have a paediatric first aid qualification. We may 
invite parents to volunteer to help with off-site visits.  Volunteers are never allowed to supervise 
children alone and are thoroughly briefed about their roles beforehand. 
 
A member of teaching staff new to St Cedd’s School is not permitted to lead a visit on their first 
educational visit at the school.  Another experienced teacher would therefore be required to 
accompany them and lead the visit.  This would form part of the new member of staff’s 
mentoring process. 
 
In the case of NQTs, an NQT is required to gain experience of planning a visit and going on a 
visit, but he/she must not be the visit leader. 
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This policy is reviewed at least annually and is included in the School’s policy review schedule.  
 
Governors’ Committee normally reviewing:    Council of Governors 
 
Person responsible for implementation and monitoring:  The Educational Visits Officer 

and the Head 
 
Period of review:      At least annually 
 
Latest review:        December 2017 
Other relevant policies:   
       
Health and Safety Document 
Educational and Welfare Provision for SEN, EAL and Disabled pupils 
Anti-bullying Policy 
Other relevant documents:      
Staff Handbook 
Parents Handbook of Information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SAFEGUARDING STATEMENT 
St Cedd’s School is committed to maintaining a safe and secure environment for all pupils and a ‘culture of vigilance’ to safeguard 
and protect all in its care, and to all aspects of its ‘Safeguarding and Promoting the Welfare of Pupils Policy’. 
 
EQUAL OPPORTUNITIES STATEMENT 
The aims of the School and the principles of excellent pastoral care will be applied to all children irrespective of differences in ethnic 
background, culture, language, religion, sexual orientation, gender, gender reassignment and disabilities, so long as in the last 
matter the student is able to involve himself or herself in the activity concerned; equally these differences will be recognised and 
respected, and the School will aim to provide a positive culture of tolerance, equality and mutual respect. 

  



 

 
 
Checklist 3   

                  
Checklist for pupils going on an educational visit 
 

 Answer 

• Who is my teacher?  

• Where am I going to visit?  

• What will be done to keep me safe and 
secure on the visit? 

 

• What should I do if I get lost or into 
difficulties when not with the group leader? 

 

• How should I behave?  

 
• What do I do to keep my money and 

valuables safe? 
 

 

 
This form must be completed before going on a visit.  In Lower School it can be completed by the teacher during 
discussion with the class and then photocopied and given to all children to take home.  In Upper School, children 
can complete during and after discussion, then checked by the teacher.



 

Educational Visits Planning Checklist (1) 
  
Date of Visit ____________________________________________________________________ 

Place of Visit____________________________________________________________________ 

Contact name: _____________________ Phone No: ___________________________________ 

Name of Group Leader ___________________________________________________________ 

 

TEACHERS INITIAL CHECK LIST  

• Consider purpose of visit/educational value  
• Gain permission from the Head/Deputy Head and other HoDs concerned. Inform 

Heads of PE and Music (timetable clashes)  
 

• Inform Angela Latham of transport requirements.   
• Put notice of visit in Staff Room (Print from School Manager)  
• Consider numbers of staff and suitability, parent helpers and ratios, first aid 

provision, child protection issues, security. 
 

• Carry out exploratory visit or give date of last visit.  Date:  
• Produce a detailed programme for the whole of the visit  
• Complete Risk Assessment on School Manager.   

- Appoint Group Deputy Leader 
- Liaise with School Nurse re medical page details.  
- Consider the necessity for individual RAs for specific pupils 

• Prepare emergency evacuation plan (of the site) and make all staff/volunteers 
aware.  

 

• Submit planning (this form, Risk Assessment, copy of letter to parents) to EVC as 
far in advance of visit as possible. 

 

• Submit green absence slip to Deputy Head  
• Receive feedback from EVC  

 
I am satisfied with the planning of this visit to date 
 
 _______________________________________EVC  ____________________________ Date             
                                                                                     

• Send out letter to parents (print from School Manager) including parental consent 
reply slip – detail money, clothes, equipment, food, supervision, activities. Ask for 
parent helpers if necessary (additional letter on Teachers). 

 

• Check with SLT regarding the chosen parent helpers (if any) who will be attending 
the trip. Send letters of acceptance/ decline to parents. 

 

• Ensure you have one fully qualified medical member of staff on the trip (must be 
paediatric trained if pupils are under 5 years) 

 

  
2 weeks prior to visit  

• Check all aspects of visit including transport/venue etc.  
• Ensure the correct ratio of adults to children has been met and that all adults are 

suitable and able to attend on the day of the trip. 
 

 
1 week prior to visit  

• Organise meeting with all supervising adults (eg teachers, TAs and parents) and go 
through Risk Assessment and other details.  Establish roles and responsibilities of 
all adults. Parent helpers to read and sign Volunteer Form. 

 

• Ensure all adult next- of- kin forms have been completed and received back. 
(only applies to parent helpers or staff members on out-of-hours visits) 

 



 

• Go through Risk Assessment with children and be aware that if any children are 
absent you will need to speak to them separately. 

• Children to complete “Checklist for pupils going on a visit” (See instructions at 
bottom of pupils’ checklist).  

• Ensure you have parental reply slips for all children going on the trip. 

 

• Change/swap duties where necessary 

• Check that catering manager is aware if lunches are affected/packed lunch needed.  
• Check arrangements are in place for children with special medical needs: eg check 

inhalers, inhaler forms, epipens 
 

• Ensure emergency procedures are in place  
• Order first aid kit from School Nurse  

  
1 day prior to visit  
Check weather forecast and travel situation (where applicable)  

• Collect first aid kit from first aid room and check contents  
• Collect medical class list and photo cards from Medical Room  
• Collect red identity bands from EVC  
• Collect yellow tabards  from EVC (if applicable)  

  
Day of visit  

Leave in the Office: 
• List of pupils on visit 
• List of staff on visit 
• Copies of Parent Volunteer forms  (where applicable) 
• Emergency Next of Kin form  (where applicable) 

 

 

Take with you: 
• Pupil list and details of groups 
• Emergency contact details of all children attending the trip 
• First Aid Kit 
• Medication (including inhalers, inhaler forms, epipens, sun-creams, where appropriate) 
• Copy of Risk Assessment 
• Copies of Parent Volunteer Forms  (where applicable) 
• Blank Copy of Incident Form 
• ‘Emergency next of kin Form’ (where applicable) 
• School mobiles (if groups are to separate, each group must have a mobile and adults need to 

know each other’s numbers) 
• Tickets, Cheque, Booking forms, camera etc. 
• Emergency cash 
• Drinks and packed lunches 

 
• Check that children are dressed appropriately and have necessary equipment (eg 

sun-hats, waterproofs, clip-boards, pencils, work-sheets) 
 

 

On return from visit  
Return class medical lists, photo cards to First Aid Room  

• Replace any used first aid and return kit to First Aid Room  
• Return red identity bands and yellow tabards (if applicable) to EVC  

  
1 week after visit  
Submit Post-Visit Assessment Form to EVC 
 

 



 

 
 

Post-Visit Assessment Form 

The purpose of this form is to identify strengths and weaknesses of arrangements so as to improve the operation of 
future visits. 

Visit to: 

 

Date of Visit: 

 

Group Leader: 

 Please circle 

1. Were the educational aims and 
objective of the visit met? 
 

YES NO   

2. Were safety objectives met? 
 

YES NO   

3. Have any incidents/accidents/near 
misses been reported? 
 

YES NO N/A 

4. Can you suggest how we could better 
organise this trip in future? Use space 
below. 
 

YES NO  

 

 

Please expand below where objectives were not met or to make suggestions for the future: 



 

Parent Volunteer Information    
                                                                    
(to be handed out at the Visit Briefing) 
       
 
Dear Parent 
 
                                                                                                                                         
Visit to   
 
Date of Visit   
 
 
 
Thank you for offering to help on the above visit. May I bring your attention to the following: 
 

• Photographs may only be taken on school cameras. 
• Please consider whether you have any medical conditions/allergies which could put you at risk on this visit. If 

so, the Group Leader must be made aware. 
• You will not be covered by the School’s personal insurance. 
• The school takes the issue of child protection very seriously and parents must comply with our Safeguarding 

Policy (downloadable from our website). 
 

 
 

 
Signed _____________________________________  
Group Leader 
 
…………………………………………………………………………………………………………………………………………………….... 
 
Please sign and leave this slip with the Group Leader before you leave the briefing. 
 
 
Name ____________________________ Pupil name _______________________Form______ 
 
I have understood the information I have been given today, for the visit to  
 
_______________________________________________________ on ______________________ 
 
I understand that I will be instructed by the Group Leader or Deputy on the day. 
In the event of an emergency on the day, my next of kin is:- 
 
Name ___________________________                   Relationship to me______________________ 
 
Telephone number__________________________________ 
 
Signed________________________________        Date____________________________ 
 
cc Group Leader on visit 
cc Office   



 

 
 

Parent Volunteers Briefing – Notes for Staff 
 

Visit: 

 

Date: 

 

Group Leader: 

 

• Parent Volunteer forms are to be distributed, completed and left with the Group Leader at the end 
of the meeting. 

• The following items must be explained/discussed where applicable: 
 

 Health & Safety  
 Child safeguarding 
 Whistle Blowing  
 Mobile Devices 
 Risk Assessment 
 Duties 
 Timetable 
 Catering arrangements 
 Illness/medication 
 Transport 
 Any other relevant information 
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