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Statement of intent 

Beacon Academy takes the health and wellbeing of our staff and students very seriously. We take 

reasonable steps as stated in the Health and Safety at Work Act 1974. 

This policy has been designed in line with the DfE and Health and Safety Executive (HSE) guidance and 

details our responsibilities for students while out on educational visits and school trips. 

Aims 

Beacon Academy provides many opportunities to enrich the curriculum for its children/young people 

through off-site activities and educational visits. These include visits that fit with the curriculum and 

the department’s medium term plan and enrichment trips that enhance a student’s learning 

experience in a broader context. 

The value of off-site activities and educational visits is well recognised by the Governing body and 

senior leadership team and fully supported throughout the Academy. Safety is recognised as 

paramount and careful planning and adherence to statutory procedures is essential. Off-site activities 

and educational visits are well managed in all instances and responsibilities are recognised. 

 Definitions 1.

1.1. ‘In loco parentis’ means that the group leader of any school trip or educational visit 

has a duty of care over the students in place of a parent/carer. 

1.2. ‘School trip’ means any educational visit, foreign exchange trip, away-day or 

residential holiday organised by Beacon Academy which takes students off-site. 

1.3. ‘Residential’ means any school trip which includes an overnight stay. 

1.4. ‘Activities of an adventurous nature’ include, but are not limited to: 

• Trekking 

• Skiing 

• Water sports 

• Climbing 

 Key roles and responsibilities 2.

2.1. The governing body has overall responsibility for the implementation of the 

Educational Visits and School Trips Policy of Beacon Academy. 

2.2. The governing body has overall responsibility for ensuring that the Educational 

Visits and School Trips Policy, as written, does not discriminate on any grounds, 

including, but not limited to: ethnicity/national origin, culture, religion, gender, 

disability or sexual orientation. 

2.3. The governing body has responsibility for handling complaints regarding this policy 

as outlined in the school’s Complaints Policy.  



2.4. The headteacher will be responsible for the day-to-day implementation and 

management of the Educational Visits and School Trips Policy. 

2.5. The educational visits coordinator has overall responsibility for educational visits 

and school trips. 

2.6. Staff will be responsible for following the Educational Visits and School Trips Policy, 

and for ensuring students do so too. They will also be responsible for ensuring the 

policy is implemented fairly and consistently. 

2.7. The designated leader in charge of the trip is ‘in loco parentis’ and has a duty of care 

to all members of the party. 

2.8. Students are responsible for following instructions from teachers while on 

educational visits and school trips. 

2.9. Students are responsible for behaving in a manner which matches the ethos of 

Beacon Academy, and for following the behaviour rules set out in the school’s 

Behaviour Policy as they relate to the Educational Visits and School Trips Policy. 

 Training of staff 3.

3.1. Teachers and support staff will receive training on the Educational Visits and School 

Trips Policy prior to undertaking any visit. 

3.2. Teachers and support staff involved in the organisation of any off site activity 

and/or the supervision of students whilst undertaking any off site activity will 

receive regular and ongoing training as part of their continued professional 

development. 

 Risk assessment process 4.

4.1. Our risk assessment process is designed to manage real risks when planning trips, 

while ensuring that learning opportunities are experienced to the full. 

4.2. The process is as follows: 

• Identify the hazards 

• Decide who might be harmed and how 

• Evaluate the risks and decide on precautions 

• Record your findings and implement them 

• Review your assessment and update if necessary 

4.3. A risk assessment identifying key risks and hazards and the control measures in 

place for all educational off site visits is available in the appendices. 

 Safe use of minibuses and seatbelts 5.

5.1. The health and safety co-ordinator is responsible for arranging the annual 

maintenance of the minibuses including MOTs and road tax.  



5.2. The driver must have a current driving license, be aged 25 years or over, and hold a 

full licence in Group A or PCV, in addition to a current East Sussex Minibus Driving 

Permit. 

5.3. Drivers must complete the relevant form from the Premises Manager and supply a 

photocopy of their driving licence. 

5.4. Internal damage to the minibus is the responsibility of the individual or organisation 

using the minibus. The school will decide who is responsible for covering the cost of 

any repairs. 

5.5. The minibus will carry strictly one person per seat and seat belts must be worn at all 

times. 

5.6. Fines incurred will be paid by whoever was driving the minibus at the time the 

offence was committed. 

5.7. Starting and closing mileage, along with any potential risks, defects or damage 

identified, will be reported upon return to the school.  

5.8. The Premises Department holds the current and up to date list of those staff who 

hold the required licence and have completed specific training which allows them to 

drive a Beacon Academy minibus. 
5.9. Students are not to be transported in a private car driven by a member of staff 

under any circumstances. 
 Parental consent 6.

6.1. Parental consent is not generally required for off-site activities that take place 

during school hours. 

6.2. Written consent is required for: 

• Activities of an adventurous nature. 

• Residential trips. 

• Foreign trips. 

• Trips outside of school hours. 

6.3. If preferable, parents may complete a ‘one-off’ consent form at the start of any 

academic year which gives consent for their child to be involved in any and all 

activities, both on and off-site, that take place at any time, including the school 

holidays.  

6.4. Parents will be informed of activities by letter and will have the opportunity to 

withdraw their child from taking part. 

 Staffing ratios 7.

7.1. There will be sufficient staff to cope in an emergency. Our minimum staff to student 

ratios are as follows: 



• Abroad: 1:10 (Gambia 1:8) 

• Other residential: 1:10 

• High risk: 1:8 

• Other visits: 1:15-20 

 

7.2 An experienced group leader will lead all off site visits and activities, supported by 

other qualified leaders or responsible adults. 

 

7.3 A minimum of two leaders are required for every trip. 

 

7.4 Staffing will reflect the gender of the group.   

 Insurance and licensing 8.

8.1. When planning activities of an adventurous nature in the UK, the educational visits 

coordinator will check that the provider of the activity holds a current licence. 

8.2. Insurance will be organised for every trip, no matter how short, to ensure adequate 

protection and medical cover.  

8.3. Parents will be informed of the limits of any insurance cover. 

8.4. For European trips, a valid European Health Insurance Card (EHIC) will be obtained 

for every participant. 

8.5. Where a crime is committed against a member of the party, it will be reported to 

local police as soon as possible. 

8.6. Medical expenses will be recorded. 

 If things go wrong 9.

9.1. In the case of accidents and injuries while on a school trip in the UK, the school’s 

accident reporting process will begin as detailed in the Health and Safety Policy. 

9.2. In an emergency leaders should: 

• Ensure the young people are safe 

• Contact their emergency contact person and follow the procedures in accordance 

with the guidelines given in their Emergency Pack. (see Appendices 6 and 7). 

9.3. In the case of accidents and injuries while on a school trip abroad: 

• Organisers will cooperate fully with the emergency services at the location and 

understand that any injury or death of a member of staff or child outside of 

Great Britain may be subject to the law of the land where the accident occurred. 

• The first point of contact with the UK should be the headteacher who will 

contact the family of the injured person. 

• Students will be asked not to contact friends or parents in the UK until the family 

of the injured person can be contacted. 



• The British Embassy/Consulate will be informed. 

• The insurer will be notified. 

• Written records of the incident will be kept. 

• Media enquiries must be referred to the headteacher or, if they are not 

available, the deputy head or clerk to the governors. 

 SEN and disabilities 10.

10.1. Where possible, activities and visits will be adapted to enable students with SEN 

and/or disabilities to take part. 

10.2. Where this is not possible, an alternative activity of equal educational value will be 

arranged for the student/s. 

 Finance 11.

11.1. The school’s financial procedures must be followed when arranging trips. 

11.2. Under no circumstances should school trip money be processed through personal 

accounts. 

 Foreign trips 12.

12.1. Validity of passports and visa requirements will be dealt with within 3 months of the 

initial request to avoid problems when the trip is due to take place. 

 Planning school trips 13.

13.1. Prior to planning a school trip, the following guidance should be read by organisers: 

• The DfE’s Health and Safety: Advice on Legal Duties and Powers.  

• The HSE’s School Trips and Outdoor Learning Activities. 

• The East Sussex Off- Site Activities and Educational Visits: Regulations and 

Guidelines (OAaEV). 

13.2 The Headteacher/Educational Visits Co-ordinator must: 

• ensure that the management of visits and ventures meets the regulations and guidance 

offered by the County Council, DfES and others, as well as conforming to the 

establishment’s own health and safety policy  

• ensure that the Governing Body are kept appropriately informed and accreditation or 

verification of providers has been checked  

• ensure that arrangements are in place for the educational objectives of a visit to be 

inclusive and that issues identified in exploratory visits have been satisfactorily 

resolved within the risk assessment. 

All off-site activities and educational visits will need the approval of the Principal/Senior 

Leadership Team member and either the Application For The Approval Of Residential, 

Hazardous And Overseas Educational Visits By Head Teacher, Governing Body And East 

Sussex County Council form or the Trip Request Form, signed by the Senior Leadership 

Team Member/Operations Manager prior to the off-site activity taking place.  



 

  13.3  The Educational Visits Coordinator/Business Operations Manager must: 

• liaise with the Outdoor Education Adviser where appropriate 

• be involved in educational visit management in order to ensure that the County 

Council’s guidance and regulations are followed and to confirm that adequate risk 

assessments have been carried out  

• to be able to confirm that the leadership of the visit is appropriate and to check staff 

qualifications, this to include accompanying staff and volunteers 

• to organise the training of leaders and volunteers, and organise thorough induction of 

staff and volunteers new to the visit 

• ensure that procedures for Criminal Records Bureau disclosures are in place as 

necessary 

• to ensure that liaison with parents and obtaining consent are effective  

• ensure that the establishment has robust emergency procedures in place and knows 

how to liaise with the County Council team should an emergency occur 

• ensure that the establishment complies with County Council requirements for 

reporting incidents and accidents (including ‘near misses’) 

• support the Principal in the management of and evaluation of educational visits: 

• use and apply suitable record keeping practices for both children and young people 

and leaders off-site 

• learn from previous experience, recording successful practice and contacts, and be able 

to use them and move on, in particular where staff personnel change 

• monitor and review what is going on, establishing a clear picture of current practice. Be 

able to both report on successes and set targets for improvement. Be ready to 

intervene where practice is incorrect or unsatisfactory.  

13.4 The Group Leader must:  

• be approved to carry out the visit, suitably competent and knowledgeable about the 

establishment and LEA’s policies and procedures 

• plan and prepare for the visit and assess the risks with the EVC 

• define the roles and responsibilities of other staff and children/young people and 

ensure effective supervision of what they do 

• obtain the Headteacher/Link SLT member/Business Operation Manager approval  for 

the visit 

• have enough information on the children/young people taking part in order to risk 

assess their suitability for the visit or specific activity 

• consider stopping the visit if the risk to the health and safety of the children/young 

people is unacceptable and have in place procedures for such an eventuality 

• ensure the leaders have details of the establishment base contact 

• ensure the leaders and others have details of the children/young people’s special 

educational or medical needs which will be necessary for them to carry out their tasks 

effectively 

 

 



13.5 Parents must: 

• provide the EVC with emergency contact number(s) 

• sign the consent form 

• give the EVC information about their child/young person’s emotional, physiological and 

physical health which might be relevant to the visit 

• agree the arrangements for sending a child/young person home early and who will meet 

the cost. 

 

13.6 The children/young people must: 

• not take any unnecessary risks 

• follow the instructions of the leader and other supervisors including those at the venue of 

the visit 

• dress and behave appropriately and responsibly 

• if abroad, be sensitive to local codes and customs 

• look out for anything that might hurt or threaten himself or herself or anyone in the group 

and inform the group leader or supervisor. 

 

 



 

Appendix 1 –Consent form for all educational visits and school trips 
abroad. 

 

   

 

CONTACT DETAILS/CONSENT/PASSPORT FORM – VISITS ABROAD 

CHILD’S FULL NAME:   

Child’s Full Name:  _____________________________________________________________ 

(As shown on Passport) 

Date of Birth:  ________________________________________________________________ 

 

CONTACT DETAILS 

 

Parent/Carer 1     Parent/Carer 2 

Full Name:  _____________________  Full Name:  ___________________________ 

 

Address:  _______________________  Address: _____________________________ 

 

_______________________________  _____________________________________ 

 

Postcode:  ______________________  Postcode:  ____________________________ 

 

Home Tel No:  ___________________  Home Tel No:  ________________________ 

 

Mobile Tel No: ___________________  Mobile Tel No: ________________________ 

 

Work Tel No:  ___________________  Work Tel No:    ________________________ 

 

Please give primary mobile number for contact: 

 



 
Primary Mobile No:  ___________________________________________________ 

 

Please note that we will use the mobile telephone number held on your child’s School record for contact by group text/email during 

the visit this may well be different from the mobile number that you have given above.  If you wish us to change your primary mobile 

number on our school systems please indicate here:  

 

Alternative Contact (i.e. relative/close family friend in case of emergency) 

 

Full Name:  ______________________ Home Tel No:  ____________________ 

 

Address:  _______________________ Mobile Tel No:  ___________________ 

 

     _______________________ Work Tel No:  ____________________ 

 

Postcode:  ______________________  

 

PASSPORT & EHIC DETAILS –  

 

**PLEASE ALSO PROVIDE A PHOTOCOPY OF THE PASSPORT** 

 

Passport No:  ____________________ Nationality:  ______________________ 

 

Date of Issue:  ___________________ Date of Expiry:  ___________________ 

 

Country of Issue:  (i.e. UK):  _____________________________________________ 

Please note that the Passport must be in the student’s own name – NOT a family Passport 

 

EHIC (European Health Insurance Card) No:  ________________________________ 

 

Date of Expiry:  _______________________________________________________ 

If your child does not have a valid card, please go to www.ehic.org.uk  to apply for one. This is a free service, you do not 

have to pay for the card.   



 

 

MEDICAL DETAILS 

 

NHS Number:  ______________________________  (Not NI Number) 

 

Name of Doctor:  ______________________________________________________ 

 

Doctor’s Address:  _____________________________________________________ 

 

_____________________________________________________________________ 

 

Doctor’s Tel No:  ______________________________________________________ 

 

Health: Please give any information regarding the health of your child of which the school should be aware (e.g. diabetes, 

epilepsy, asthmatic, serious illness or major surgery etc) 

 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

My son/daughter* has/has not been actively immunised against tetanus 

 

Date:  ____________________ 

 

He/She* is/is not as far as I am aware, sensitive to elastoplast, penicillin or other medicine. 

 

* Please delete as appropriate 

 

Any other allergy, other medical condition or infectious/contagious diseases suffered in the last 3 months:   

 

_____________________________________________________________________ 



 
 

_____________________________________________________________________ 

 

I consent to my child taking part in the visit to ___________________________ and in the event of my child being 

taken ill or injured during the period of the visit abroad to the extent that a surgical operation or injection becomes 

necessary, I authorise the teacher in charge to sign on my behalf any written consent to operate, as required by the 

medical authorities. 

 

I consent to any emergency medical treatment necessary during the course of the visit. 

 

Signed:  _______________________ Date:  ___________________________ 

Parent//Carer 

 

SPECIAL DIETARY REQUIREMENTS 

 

Please advise of any special dietary requirements e.g. vegetarian, vegan etc. 

_____________________________________________________________________ 

 

_____________________________________________________________________ 

 

 

CONSENT FOR USE OF IMAGES 

 

During our visit or venture we are likely to take pictures and videos.  We would like to use these in presentations, 

displays or in our booklets, newsletters or publicity. 

 

In the event of any images of my child being taken, I consent to them being used for educational purposes. 

 

Yes/No*  *Delete as appropriate 

 

I understand that if my child is easily identifiable (e.g. a close facial shot) I will be informed first. 

 



 
I consent to the images being used on the website. 

 

Yes/No*  *Delete as appropriate 

 

Signed:  _______________________ Date:  ___________________________ 

Parent/Carer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Appendix 2: Beacon Academy Student Behaviour & Conduct Expectations for 

Trips & Residential Visits 
 

Beacon Expectations for Students on Trips and Educational Visits 

 

Beacon Academy expects all students on all trips and educational visits to behave in a sensible, courteous, 

reasonable and polite manner at all times.  The consumption of alcohol, smoking, taking illegal substances and the 

possession of any item that could be considered as an offensive weapon is strictly forbidden. Consumption of alcohol 

is not permitted, even in those countries where the legal drinking age is lower than the UK. When travelling abroad, 

students should be sensitive to local codes and customs. 

 

Courtesy, politeness and respect to all others, including, for example, fellow students,  fellow passengers on the 

journey, coach drivers, and hotel staff will be expected at all times. Swearing, shouting or boisterous behaviour will 

be unacceptable. 

 

Students should follow the instructions of the trip leader and other supervisors including those at the venue of the 

visit at all times. These instructions will be for the safety and well being of themselves and others. Students must not 

at any time put themselves or others at risk of harm, and should inform the trip leader or any supervising member of 

staff if they are aware of anything that might hurt or threaten either themselves or others. 

 

Any damage caused to the properties being used by the college party will be the sole responsibility of that person.  

Beacon Academy and XXXXXXXXX will not be responsible for any costs incurred due to such actions.  In the hotel, 

students are strictly forbidden to be in the room of a member of the opposite sex. 

 

Please discuss these expectations with your son/daughter and then complete, sign and return the slip as 

confirmation. 

 

 

Beacon Expectations for Students on Trips and Educational Visits 

 

Re:  Year XXX Trip to XXXX – DATE  

 

PLEASE COMPLETE AND RETURN THIS FORM TO MRS R DRAKE, BEECHES RECEPTION 

 

BY  XXXXXXXXXXXX AT THE LATEST 

 

To be completed by student 

 

• I understand that I must, at all times, abide by the behaviour code as set out above for this Academy 

trip/residential visit. 

 

• I understand that there is an absolute ban on the consumption of alcohol or use of any other substances for the 

total duration of the trip/residential visit. 



 
 

• I understand that failure to abide by this code will result in my parents/carers being informed and other 

appropriate sanctions taken, which may include being sent home from the trip. 

 

Signed (student)………………………………………………………………………… 

 

Print student name…………………………………………………Tutor Group……………..Date………… 

 

To be completed by parent/carer 

 

• I confirm that I have read the above “Beacon Expectations” and that I understand and support the above 

agreement signed by my son/daughter. 

 

• I understand that I will be informed if there is a breach of this agreement. 

 

• I accept that appropriate sanctions will be taken if the agreement is not adhered to and that this may include my 

son/daughter being sent home from the trip, in which case I will be responsible for all the costs incurred. 

 

Signed (parent/carer)………………………………………………………………….. 

 

Print parent/carer name…………………………………………………………………Date…………………….. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Appendix 3 – Consent form for specific educational visits and 
school trips 

 

 

 

TITLE OF VISIT 

 

I give permission for my son/daughter ………………………………..to attend the TITLE Trip to 

NAME OF VENUE on DATE. 

 

I have paid the £XXX contribution in the following way: 

 

Parent Pay:    Cheque:   

 

Credit Card:      Cash: 

 

 

Medical Details and Special Needs 

Please state if there are any medical details or special needs that we should be aware of while 

your son/daughter is away from school.   

 

 

 

 

 

 

N.B Late notification of any condition that may be deemed by the school to materially affect the trip could result in the students’ 

withdrawal from the trip without refund.  

 

 



 

 

Emergency Contact Names and Numbers 

 

First Emergency Contact Name:  ……………………...………………………… 

 

Daytime Telephone Number/Mobile:  …………...…………………………….... 

 

Second Emergency Contact Name:  ………...………………………..…………. 

 

Daytime Telephone Number/Mobile:  …….……………………………………… 

 

Please note all personal belongings taken on trips are the sole responsibility of students.  The trip 

cost includes transport and travel insurance.  Full details of our insurance, including limitations, 

exclusions and excesses payable is available on request. 

 

 

Parent Signature:  …………………………………………………………………. 

 

Print Name:  ……………………………………..  Date:  ………………… 

 

Please return permission form to Mrs Drake, via Reception, by DATE 
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Major Incident Action Flowchart 

Call Emergency 

Services - 999 

Direct staff member to 

notify:- 

Ensure safety of 

Children & Staff 

1 ESCC Education DEM 

      (Offsite Response Team – office 

hours 01273 481316/01273 336528, 

Liaise with the 

Emergency Services 

2 Crisis Management 

Team 

Headteacher & identified 

Trip Lead Duty SLT 

membermember……

3 Chair of 
Governors 

Mr Nigel Gourlay to be 
contacted via Clerk to 
Governors 

DEM will notify (As appropriate) 

CEPO 

County 

emergency 

planning 

Director of 
Education 

ADEMs 

Assistant dept 

emergency 

managers 

PRO 

Public relations 

officer 

Support Team 

To attend school 



Appendix 5-Risk Assessment Template 

OFF SITE VISITS RISK ASSESSMENT 

Initial Risk Assessment Date:    November 2015                                                          Review Date:  November 2016 

Date 
09 November 2015 Department Whole School 

Related documents Health and Safety Policy, School Crisis 

Management Procedure, Personal Emergency 

Evacuation Plans (PEEPs) Incident Procedure, 

Code of Conduct 

  

 

Risk Rating 

Likelihood of occurrence 

Probable Possible Remote 

Likely Impact 

Major 

Causes major injury, 

disability or ill-health. 

High (H) High Medium (M) 

Severe 

Causes injury requiring 

medical treatment. 

High Medium Low (L) 

Minor 

Causes injury requiring first 

aid treatment. 

Medium Low Low 



 

1 
 

 

 

Risk / Issue Risk 

Rating 

Prior to 

Action 

H/M/L* 

Recommended Controls In 

place? 

Yes/No 

Recommended further 

actions to be taken to reduce 

risks 

By whom Deadline Risk rating 

following 

action 

H/M/L* 

Policy & 

Procedures 

M • Written procedures for ensuring 

the health and safety of students 

and staff members are in place. 

They are agreed by the governing 

body and reviewed annually.  

• Existing risk assessments are in 

place based on knowledge, 

experience and training. 

Y • Review Health & 

Safety Policy in light 

of any updated 

guidance 

Health & 

Safety co-

ordinator 

Annual 

Review 

Term 1 

L 

Inadequate 

Leadership 

H • Leaders are trained, experienced 

and competent. 

• All adults in the group have clearly 

defined roles and responsibilities. 

• Group leader is experience in class 

visits 

• Group leader visits the venue prior 

to the class visit to identify 

potential dangers. 

Y • Review individual 

qualifications 

• Be aware of new staff  

• Update training 

where necessary 

EVC / 

Health & 

Safety co-

ordinator 

On-going L 

Hazards 

specific to 

venue 

M • All leaders are familiar with any 

guidance offered by the venue’s 

management including first aid 

and emergency procedures 

• Students are briefed regarding: 

Y • Review venues/tour 

operators 

• Maintain familiarity 

with venues, site visit 

if not used for a long 

EVC / 

Trip 

leader 

On-going L 



 

2 
 

Risk / Issue Risk 

Rating 

Prior to 

Action 

H/M/L* 

Recommended Controls In 

place? 

Yes/No 

Recommended further 

actions to be taken to reduce 

risks 

By whom Deadline Risk rating 

following 

action 

H/M/L* 

- Expected behaviour 

- ‘No-go’ areas 

- Meeting points 

- Meeting times 

- Contacting staff in an 

emergency 

- Emergency procedures 

- Emergency contact details 

time 

• Up to date first aid 

training for applicable 

members of staff 

Lost group 

members 

M • Large groups are divided into 

smaller groups with adequate 

supervision. 

• Name checks conducted at each 

rendezvous. 

• Established contingency plan in 

place for dealing with a lost group 

member. 

Y • To be reviewed after 

each visit. 

Trip 

leader 

On-going L 

Confrontation 

with public 

M • All students briefed on expected 

code of conduct. 

• Buddy system used to ensure 

students are responsible for each 

other and that students are never 

alone.  

• Students told what to do if 

approached inappropriately by a 

stranger.  

Y • Procedures and their 

success / failure 

reviewed after each 

visit.  

Trip 

leader 

On-going L 



 

3 
 

Risk / Issue Risk 

Rating 

Prior to 

Action 

H/M/L* 

Recommended Controls In 

place? 

Yes/No 

Recommended further 

actions to be taken to reduce 

risks 

By whom Deadline Risk rating 

following 

action 

H/M/L* 

• When travelling on public 

transport, seats are booked in 

advance where possible and group 

seating secured.  

• Adult leaders will sit at both ends 

of the block of students.  

Transport M • A reputable coach company / 

airline / tour operator, preferably 

one the school has experience 

working with is used.  

• If public transport is utilised, a 

separate risk assessment is 

created to ensure all risks are 

identified regarding the mode of 

transport. 

Y • Review experience 

after each visit. 

• School uses same 

companies regularly 

and maintains 

familiarity 

Trip 

leader / 

EVC 

On-going L 

Emergency 

away from 

school 

M • All emergency contacts are up to 

date.  

• Allocation of leaders takes into 

account all known medical 

conditions, special educational 

needs, disabilities and behavioural 

conditions. 

• A member of SLT assigned to out 

of hours and hazardous or 

overseas trips as point of contact 

Y • Contact numbers up 

to date for SLT 

members  

• Emergency 

procedures circulated 

to SLT when assigned 

to a visit 

• Visit leader to review 

process if needed 

after visit. 

EVC / SLT 

/ Trip 

leader  

On-going L 



 

4 
 

Risk / Issue Risk 

Rating 

Prior to 

Action 

H/M/L* 

Recommended Controls In 

place? 

Yes/No 

Recommended further 

actions to be taken to reduce 

risks 

By whom Deadline Risk rating 

following 

action 

H/M/L* 

in case of emergency to co-

ordinate emergency procedures 

*Risk Levels are assessed as H =High M =Medium or L = Low  

 

 

 

 

 


