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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 Board of Trustees 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. ‘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 

2.1. The Board of Trustees has overall responsibility for the implementation of the 

Educational Visits and School Trips Policy of Beacon Academy. 

2.2. The Board of Trustees 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 Board of Trustees has responsibility for handling complaints regarding this 

policy as outlined in the school’s Complaints Policy.  
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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 

3.1. 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 

4.1. 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 

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

maintenance of the minibuses including MOTs and road tax.  
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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. 
 

 Parental consent 

6.1. Parental consent is required for all off-site activities. 

6.2. Consent may be gathered electronically. 

6.3. Parents will be informed of activities by letter or electronically and will have the 

opportunity to withdraw their child from taking part. 

 Staffing ratios 

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. 
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7.4 Staffing will reflect the gender of the group.  

 

7.5 At least leader must be first-aid trained (more if risk assessment demands).  The 

training will be organised by the Health & Safety Coordinator.  

 Insurance and licensing 

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, we will gather the EHIC number to help the lead teacher in 

the event of a problem. 

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 

9.1. 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 Appendix 4). 

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 SLT nominated member of 

staff who will contact the family of the injured person, and inform the 

headteacher, and inform the East Sussex Team (see Appendix 1) 

• 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. 
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• 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 

10.1. 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 

11.1. 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 

12.1. 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 

13.1. 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). 

• Beacon’s flow chart (Appendix 2) 

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 Board of Trustees 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 ESCC following the processes of the Exeant approval 
system. 

 
 13.3  The Educational Visits Coordinator must: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/279429/DfE_Health_and_Safety_Advice_06_02_14.pdf
http://www.hse.gov.uk/services/education/school-trips.pdf
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• 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 headteacher 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 EVC 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: 

• Return the electronic permission / medical forms 
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• Ensure payments are up to date. 

 

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. 
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Appendix 1 
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Appendix 2: Beacon’s flowchart 

 


