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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. 

1. Legal framework 

1.1. This policy has been created with regard to relevant legislation including, but 

not limited to: 

 The Health and Safety at Work etc. Act 1974 

1.2. This policy has also been created with due regard to the following guidance: 

 DfE (2018) ‘Charging for school activities’ 

 DfE (2018) ‘Health and safety on educational visits’ 

 HSE (2011) ‘School trips and outdoor learning activities’  

 DfE (2013) ‘Driving school minibuses’  

 

1.3. This policy should be used in conjunction with the following school policies:  

 Complaints Procedures Policy 

 Student Behaviour Policy  

 Crisis Management Policy 

 Health and Safety Policy 

 Charging and Remissions Policy 

 Minibus Policy 

 Equal Opportunities Policy 

 Recruitment, Selection and Disclosure Policy 
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 Definitions 

2.1. ‘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. 

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

residential holiday organised by Beacon Academy which takes students and 

staff off-site. 

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

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

 Trekking 

 Caving 

 Skiing 

 Water sports 

 Climbing 

 Key roles and responsibilities 

3.1. The Board of Trustees is responsible for: 

 The overall implementation of the Educational Visits and School Trips Policy. 

 

 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. 

 

 Handling complaints regarding this policy as outlined in the school’s Complaints 

Policy and Procedures.  

 

 Ensuring educational trips and visits positively impact on students’ lives, teaching 

them new life skills and providing new experiences.  

 

 Promoting good safeguarding practices to ensure the safety of students when 

partaking in extra-curricular trips and activities. 

3.2. The Headteacher is responsible for: 

 The day-to-day implementation and management of this policy. 

 Appointing an Educational Visits Coordinator (EVC), liaising with the LA as 

necessary to ensure the correct appointment is made. 

 Liaising with the Educational Visits Coordinator and communicating information 

regarding any planned trips to parents.   

 Liaising with the Board of trustees regarding the organisation of extra-curricular 

trips and activities, including settling any disputes.  

 Being part of the approval process for extra-curricular trips and activities.  
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 Ensuring the Educational Visits Coordinator is competent to oversee the 

coordination of off-site education, and arranging for training to be undertaken as 

necessary. 

 Completing relevant paperwork, including risk assessments, for extra-curricular 

trips and activities.  

 Ensuring suitable safety measures are in place prior to each trip or activity.  

 Overseeing the work of the Educational Visits Coordinator, ensuring a whole-

school approach is adopted when planning and coordinating extra-curricular trips 

and activities. 

 Ensuring there are contingency plans in place in the event of a member of staff 

being absent on the day of the trip or activity. 

3.3 The Educational Visits Coordinator has overall responsibility for: 

 Overseeing all issues and controls regarding extra-curricular activities and trips. 

 Liaising between all appropriate parties, including the local outdoor education 

adviser, during the planning and organising of extra-curricular activities and trips.  

 Working with the local outdoor education adviser to help staff assess and manage 

risks. 

 Ensuring the systems and procedures for dealing with educational visits adhere to 

the requirements of this policy. 

 Conducting risk assessments prior to school trips and educational visits to ensure 

student and staff safety.  

 Creating an itinerary prior to an educational visit or school trip and distributing it to 

parents and staff to ensure the day is well organised and safe.  

 Appointing an appropriate member of staff to be the designated leader of the trip.   

 Ensuring that any problems are raised in a meeting with the governing board. 

3.4 The designated leader in charge of the trip is ‘in loco parentis’ and has a 

duty of care to all students on the trip. They are also responsible for: 

 Checking the schedule is free on the school calendar prior to planning an 

educational visit.  

 Identifying the educational purpose of the extra-curricular trip or activity and 

presenting its benefits to the Senior Business Team (SBT). 

 Completing all essential documentation for the trip, including a risk assessment, 

with the Educational Visits Coordinator (EVC). 

 Distributing permission slips to parents in a timely way and chasing up any 

permission slips that have not been returned two weeks prior to the trip. 
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 Understanding and operating safeguarding measures throughout the planning, 

organisation and delivery of the extra-curricular trip or activity. 

 Delegating responsibilities to other staff members on the school trip.  

 Ensuring all adults on the trip are aware of their responsibilities and that the 

necessary checks have been carried out on volunteers in line with the DBS Policy. 

3.5 Staff are responsible for: 

 Adhering to this policy, along with the students and applying its principles 

consistently when participating in extra-curricular trips and activities. 

 Ensuring the safety of the students is maximised throughout any educational visit 

or activity. 

 Liaising with the designated leader to understand personal responsibilities and 

ensuring the smooth running of the school trip or activity. 

 Ensuring that any outdoor space visited, e.g. a park and playing field, is kept clean 

and free from litter during the trip.  

3.6 Students are responsible for: 

 Following instructions from staff while on school trips. 

 Keeping pride in their presentation, understanding that they are representing the 

school whilst on an education trip.  

 Ensuring that, during visits to outdoor spaces, they keep the area tidy and free 

from litter.   

 Behaving in a manner which matches the ethos of Beacon Academy, and for 

following the Student Behaviour Policy with regards to this policy. 

 Training of staff 

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

School Trips Policy prior to undertaking any visit. 

4.2. 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. 

5. Planning school trips 

5.1. Prior to planning a school trip, the following guidance will be read by the 

organisers: 

 DfE (2018) ‘Health and safety on educational visits’  

 HSE (2011) ‘School trips and outdoor learning activities’  
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 The East Sussex Off- Site Activities and Educational Visits: Regulations 

and Guidelines (OAaEV). 

 

 Beacon’s trips organisation flow chart (Appendix 2) 

 

5.2. The school will do everything in its power to ensure that all students are given 

an opportunity to participate in school trips, for example, organising two trips 

with a smaller group size or finding a venue which can cater for all students.  

5.3. All off-site activities and educational visits will need the approval of the Senior 

Business Team, Educational Visits Coordinator and ESCC following the 

processes of the Exeant approval system. 

5.4. Where there is a maximum capacity of students for a trip, places will be 

allocated via a fair process, usually a ballot. This will be clearly communicated 

to parents.  

5.5. When planning an educational trip or activity, the governing board will ensure 

the trip does not discriminate against a particular individual, group of students 

or single school.  

5.6. Overseas and residential school trips will be agreed upon at board level before 

any formal plans have been implemented.  

5.7. Any disputes relating to pre-planned educational trips or activities will be 

discussed and resolved at board level.  

 5.8 The Headteacher/Educational Visits Coordinator 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. 

 
  5.9 The Educational Visits Coordinator 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 
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 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.  

 

 5.10 The Trip Leader must:  

 

 ensure adventure activities are identified at the planning stage and never 

added during the trip.  

 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 via a thorough risk assessment in 

collaboration with the EVC to ensure student and staff safety. 

 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 

students 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 student’s special 

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

out their tasks effectively 
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 5.11 Parents must: 

 Return the electronic permission / medical forms by deadline dates set out 

 Ensure payments are up to date and made by deadline dates set out. 

 

 5.12 Students 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. 

 

 Risk assessment process 

6.1. Our risk assessment process is designed to manage real risks when planning 

trips, while ensuring that learning opportunities are experienced to the full. 

6.2. The individual carrying out the risk assessment process will have the skills, 

status and competence needed for the role, understand the risks involved, 

and be familiar with the activity. 

6.3. 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 

6.4. 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. 

7. Vetting providers 

7.1. When considering external providers for activities, the Educational Visits 

Coordinator will check whether they hold the ‘Learning Outside the Classroom 

Quality Badge’ to indicate they meet nationally recognised standards. 

7.2. If a provider does not hold the badge, the Educational Visits Coordinator will 

check the following to ensure they are a suitable organisation to work with: 

 Their insurance arrangements 

 Their adherence to legal requirements 

 Their control measures 

 Their use of vehicles 
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 Staff competency levels 

 Safeguarding policies 

 The suitability of their accommodation 

 Any sub-contracting arrangements in place 

 The presence of necessary licences 

7.3. If it is deemed appropriate to engage with an external provider, a written 

agreement will be created outlining what each party is responsible for. 

7.4. If an organisation does not meet the school’s standards, they will not be 

considered. 

8. Equal opportunities 

8.1. The school promotes values of equality and does not discriminate against any 

individual or group of students when organising a trip.  

8.2. The extra-curricular trips and activities offered to students will provide new 

experiences and develop life skills.  

8.3. Extra-curricular trips and activities are organised, managed and conducted in 

accordance with the school’s Equal Opportunities Policy.  

8.4. Due to the popularity of some extra-curricular trips and activities, the school 

offers places either on a first come, first served basis, or by process of a ballot.  

8.5. Any individual, staff or otherwise, shown to be taking preference over one 

student or a group of students will be subject to formal disciplinary action.  

8.6. Where possible, students will be given the opportunity to contribute to the 

planning and organisation of extra-curricular trips and activities.  

8.7. Costs will be reasonable and help will be provided where possible for parents 

in financial hardship.  

 Safe use of minibuses and seatbelts 

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

maintenance of the minibuses including MOTs and road tax.  

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

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

hold a full licence in Group A or PCV (for our current minibuses) or a Group 

B licence (for the new 14 seat minibuses) – a D1 is not required. Drivers must 

also have a current Minibus Driving Permit. 

9.4. Drivers must complete the relevant form from the Site Manager and supply a 

photocopy of their driving licence. 

9.5. 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. 
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9.6. The minibus will carry strictly one person per seat and seat belts must be 

worn at all times. 

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

the offence was committed. 

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

damage identified, will be reported upon return to the school.  

9.9. The Site Manager 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 

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

10.2. Consent may be gathered electronically. 

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

the opportunity to withdraw their child from taking part. 

 Staffing ratios 

11.1. 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 

 

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

by other qualified leaders or responsible adults. 

 

11.3 A minimum of two leaders are required for trips. The only exception to this is 

when the supervision only relates to travel via minibus. 

 

11.4 The staff gender balance will be reflective of the student gender balance.  

 

11.5 At least one leader must hold a current and valid First Aid at Work qualification. 

For PE fixtures only, the member of staff needs to hold a current Emergency 

First Aid at Work certificate as there will be a First Aider at their end destination. 

More first aid provision should be made where a risk assessment demands 

this.be The training will be organised by the Health & Safety Coordinator.  

 Insurance and licensing 



11 
 

12.1. 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. 

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

adequate protection and medical cover.  

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

12.4. For European trips, currently 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. Following Brexit this requirement 

may be updated. 

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

to local police as soon as possible. 

12.6. Medical expenses will be recorded. 

 Accidents and Incidents 

13.1. 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. 

13.2. In an emergency leaders should: 

 Ensure the students are safe 

 Contact their emergency contact person and follow the procedures in 

accordance with the guidelines given in their Emergency Pack.  

13.3. 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 by the school. 

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

available, the Deputy Head or Clerk to the Trustees. 

14. Missing person procedure 
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14.1. The school places student and staff safety as its top priority when participating 

in school trips, either domestically or abroad.  

14.2. Before embarking on the trip, extensive risk assessments are undertaken in 

accordance with this policy.  

14.3. The Trip Leader will communicate with the venues of the school trips to ensure 

the correct group sizes are planned for each setting.  

14.4. When travelling with a student with SEND, the Trip Leader will ensure an adult 

is with them at all times and that the visit is adequately modified to suit the 

student’s needs in accordance with section 15 of this policy.  

14.5. Everyone on the trip will be provided with a contact sheet for all members of 

staff, in the event they are unable to locate their group.  

14.6. The Trip Leader will be required to carry the trips mobile phone with them at 

all times.  

14.7. Upon arriving at every venue, the trip leader will identify a rendezvous point 

where students and adults should go if they become separated from the rest 

of the group. 

14.8. Regular head counts of all students and staff will take place throughout the day 

to ensure all persons are present at all times. 

14.9. In the event someone goes missing whilst on a school trip domestically or 

abroad:  

 The trip leader will ensure the safety of the remaining students and staff 

by taking a register to identify who is missing.  

 The trip leader will immediately identify at least one adult to start looking 

for the person and another adult to contact them via phone, these people 

will look for the person until, where necessary, the police arrive.  

 Where possible, the venue will be notified of the missing person to help 

ensure the person is found quickly. 

 If the person cannot be contacted or located within 10 minutes, the local 

police or relevant authorities, e.g. the British Embassy, will be contacted. 

 If the police are called, the trip leader will contact the Headteacher, or 

other available person, back at the school and inform them of what has 

happened. 

14.10. If the police, or another authority, is called to an incident where someone is 

missing, they will oversee locating the person and will advise on factors 

including, but not limited to, when to contact next of kin. 

14.11. If the missing person cannot be found, the group will return to school. If this is 

not possible, e.g. when a trip is taking place abroad, the Educational Visits 

Coordinator will make arrangements to ensure the group’s safety, e.g. by 

changing venues or cancelling visits. 

14.12. If a member of the party has gone missing and is subsequently found, the trip 

leader will:  
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 Review the group sizes and staffing ratios to ensure no one becomes 

separated from their group.  

 Review whether more registers should be conducted throughout the day. 

 Assess which venues they attend to ensure they are suitable for the group. 

 Make recommendations to the Educational Visits Coordinator to ensure 

similar incidents can be avoided in the future. 

 SEND Students  

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

SEND to take part. 

15.2. Where this is not possible, an alternative activity of equal educational value 

will be arranged for the student/s. 

15.3. Students with SEND will be accompanied by a responsible adult as 

appropriate during the extra-curricular trip or visit.  

 

 Finance 

16.1. The school’s financial procedures outlined in the school’s Charging and 

Remissions Policy must be followed when arranging trips. 

16.2. Money for school trips will always be paid directly to the school. Under no 

circumstances should school trip money be processed through personal 

accounts. 

16.3. All letters to parents regarding school trips will include a clause explaining 

what will happen in the event that the trip is cancelled or a student cancels 

their place on the trip.   

16.4. In the event that the trip is cancelled due to unforeseeable circumstances, it 

is at the headteacher’s discretion as to whether a refund is given to parents. 

The headteacher will consult the governing board on the matter, taking into 

account the cost to the school, including alternative provision costs.  

16.5. In the event that a student cancels their place on a trip, it is at the 

headteacher’s discretion as to whether a refund is given to parents. The 

headteacher will consult the governing board on the matter, taking into 

account the student’s reasons for cancelling their place, whether the school 

will be reimbursed for the student’s place on the trip, and whether the space 

on the trip can be offered to someone else. 

16.6. Where a student has previously cancelled a space on a school trip and 

received a full refund, the school has the right to refuse to allow the student 

to attend future trips and visits.  

16.7. The school will take a common-sense approach to refunds and 

cancellations, ensuring that all students are treated equally.   
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16.8. Any charge made in respect of students will not exceed the actual cost of 

providing the trip divided equally by the number of students participating.  

16.9. Once trip arrangements are booked and confirmed, if contributions to a trip 

exceed the total cost of the trip, refunds will be considered on a case by case 

basis.  

16.10. Any excess of expenditure will be subsidised by the school fund.  

 

 Foreign trips 

17.1. When planning school trips abroad, the school will consider the Foreign and 

Commonwealth Office’s guidance ‘Safer adventure travel and volunteering 

overseas’ (2015) and, where an activity poses significant risks, the school 

will also consult the British Standard for adventurous activities outside the 

UK. 

17.2. 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. 

17.3. Staff and students will be taught about the culture and values of the country 

they are visiting, to ensure they understand and respect the values of the 

citizens. 

17.4. Before the trip, staff are trained in spotting suspicious behaviour and 

remaining vigilant whilst abroad. 

17.5. Before the trip, students will be taught how to remain vigilant in the country 

they are visiting, particularly about advances from strangers. 

17.6. Registers will be taken at the start and end of each day, as well as before, 

during, and after events, and at regular intervals whilst on days out to ensure 

the whereabouts of students are known at all times. 

17.7. Staff will check the town/city’s local news at the start of each day of the trip, 

to ensure their planned activities are safe to go ahead.  

17.8. A minimum of two members of staff attending the trip will have at least an 

intermediate understanding of the destination country’s language. 

17.9. At the start of the trip, all students and staff are provided with an emergency 

contact sheet, this includes the trip leader’s mobile phone number, as well 

as emergency numbers and phrases for the country they are visiting. 

17.10. When using external providers abroad, the school will check whether the 

provider holds an equivalent of the ‘Learning Outside the Classroom Quality 

Badge'. If no such equivalent can be ascertained, the school will make 

checks in the same manner as paragraph 7.2 prior to agreeing to use the 

provider. 

18. Evaluating trips and visits 
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18.1. Following an educational trip/visit, the Trip Leader will meet with any staff 

members present on the trip to assess the success of the trip in respect of both 

educational value and safeguarding effectiveness. 

18.2. Based on this assessment, recommendations will be made to improve future 

trips and visits. 

19. Monitoring and review 

19.1. The effectiveness of this policy will be monitored by the Headteacher and 

Educational Visits Coordinator.  

19.2. The trustee board will review this policy every two years.  
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Appendix 1: Major Incident Action Flowchart 
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Appendix 2: Beacon Trips Process  

 

Trip proposal information (Trip Leader to complete) 

This must be completed as soon as possible. Most school trips are provisionally agreed at the end of 

the previous academic year. HoDs will have a list of these from DDU. If your proposed trip has not 

already been scheduled, Trip Leaders must ensure the HoD supports the trip and that SLT/SBT 

confirms it may go ahead. 

Trip Title:  
 

 

Trip details / 
information: 
 

 
 
 

Proposed date(s) of trip  
 

 Trip Leader  

Student numbers and 
year groups attending 
the trip 

 Number of staff 
attending (including 
trip leader) 

 

Names of staff attending: 
 

HoD aware and agrees with trip: 

 

Stage One: Trip approval (Trip Leader to carry out steps below) 

Step Action Signature 

1 Discuss trip staffing (once timetables are known) and proposed date (check ratios 
and first aiders etc) and total hours of cover required with HR.  

Total number of hours in cover required:…………… 

HR to sign 

2 Email the trip information and proposed date to DDU (cc: HR) who will confirm the 
date fits with the school calendar, schedule in Outlook and website and set up trips 
folder.  

DDU to sign 

Until the steps above have been approved, your trip organisation cannot progress. 

3 Obtain quotes for coaches / check mileage/staffing for minibus etc. and save all 
copies in trip folder. 

 

4 Complete the costings spreadsheet and email to CMU to approve. 

Consider number of student invites when constraints on numbers. 

Oversubscribed trips (expression of interest and deposit deadline given to establish 
numbers), first come first served, closed group of invites, open to all, no restriction.  

Parent Pay charges to refund payments, e.g. Ypres trip charged PP fees @ 1.55% 
for each transaction 

 

5 Inform Dept Admin via the ticket system that the trip is approved and they can start 
to organise the admin of the trip (steps on next page). Discuss previous 
communications for repeat trips that could be updated. 

 

 

Once the above steps have been completed, the organisation and communication of the trip 

can commence. Please monitor this alongside Dept Admin and use the tick list to ensure 

actions are completed. 

Overseas trips – Approved trip details should be with Dept Admin a minimum of 6 months prior to 
take into account staggered payment schedules, visa and health requirements.  
Day trips – Approved trip details should be with Dept Admin 1 month before the trip.  

Stage Two: Organisation and communication (Dept Admin to coordinate) – please do not start this 

until you know the trip has been approved and signed off 
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☐ Ensure the requested communication correlates to the initial approved 
proposal on page 1 

Dept Admin 

☐ Notify Finance (as per the trip proposal information) the cost of trip and 
students invited via email and request to set up Parent Pay.  

Dept Admin 

☐ Send out letter to appropriate students, include any payment instalment 
deadlines to meet operator payment schedule 

Dept Admin 

☐ Liaise with PHA to set up spreadsheet if appropriate Dept Admin 

☐ Maintain a spreadsheet, collecting responses from forms, running payment 
reports 

Dept Admin 

☐ Go to ESCC Exeant system and enter information 
https://eastsussex.exeant.co.uk/ 

Dept Admin 

☐ Raise deposit payment request, sign off paperwork and deposit invoice and 
send to Finance for payment 

Trip 
Leader/HOD 

☐ Monitor responses and sends reminders as appropriate – keeping Trip 
Leader/HOD informed  

Dept Admin 

☐ Trip leader arranges for parents information evening if needed. Complete 
events form and send to DDU/ADE 

Trip 
Leader/HOD 

☐ Send out parent invite letter. Collate responses for numbers attending. Collate 
itinerary/information packs for the evening 

Dept Admin 

 

Stage Three: In the run up to the trip 

 

☐ Create risk assessment Trip 
Leader 

☐ Updates Exeant website with copies of letters, risk assessment, names of staff 
and students. 

Dept 
Admin 

☐ Overseas trips – THREE MONTHS BEFORE – Collate medical 
information/passport copy etc., from parent completed forms. Check photo 
consent in SIMS 
Residential trips – ONE MONTH BEFORE – Collate medical information etc., 
from parent completed forms. Check photo consent in SIMS 
Day trips – THREE WEEKS BEFORE – Collate medical information etc., from 
parent completed forms. Check photo consent in SIMS 
For each of the above send collated spreadsheet to Welfare at least TWO 
WEEKS BEFORE to highlight HCP and add any additional/missing medical 
information.   

Dept 
Admin 

☐ Ask Welfare to update spreadsheet with additional/missing medical information 
and return to Dept Admin 

Dept 
Admin 

☐ Share student list with LD to gather relevant information. Ideally TWO WEEKS 
BEFORE  

Dept 
Admin 

☐ Ask LD to provide relevant student information to Dept Admin to collate onto 
master spreadsheet 

Dept 
Admin 

☐ Notify Café Beech numbers of students out on trip for reduced catering ONE 
WEEK before trip 

Dept 
Admin 

☐ ONE WEEK BEFORE TRIP – Ensure message on Staff Communicator  Dept 
Admin 

☐ ONE WEEK BEFORE TRIP – Start to collate trip leaders pack (Student 
list/medical details/Emergency contacts etc.) 

Dept 
Admin 

 

Stage Four: After the trip 

☐ Trip leader – write an article for Cara for publicity and adds photos to shared 
drive 
Review the trip – add comments to the risk assessment and write a short note 
“When we run this trip again we should….” 

Trip 
Leader/HOD 

☐ Finance – make any payments needed and signed off by trip leader Finance/Trip 
Leader/HOD 

☐ CMU – check final budget and report back to trip leader and SBT CMU 

https://eastsussex.exeant.co.uk/
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Appendix 3: PE Off site activities 

 

PHYSICAL EDUCATION OFFSITE ACTIVITIES POLICY 

Written by:    Karen Carney 

Role:   Head of PE 

Date:   March 2020 

 

The PE department run a full extra-curricular programme, both at Beacon and at a variety of 

away venues all over Kent and Sussex.  Each member of the PE department will follow the 

following procedure when running fixtures. 

 Each sport has a “squad” of students who could be called on to represent Beacon 

Academy in a variety of activities.   

 Team sheet are displayed on the PE notice boards for students to acknowledge 

 Once a team has been selected, a generic Edulink message is sent to all students and 

parent/carer informing them of the following and requesting a reply for permission. 

 The activity 

 Date 

 Venue 

 Time leaving 

 Time retuning / finishing 

 As a department we have a ‘folder’ of the most up to date medical and contact details for 

each squad, which staff MUST take with them to the fixture in case of emergency. 

 Medicines are supplied by each student (not practical to collect from school) – these can 

be kept in the PE office during the day as required. 

 A full first aid kit is taken to all fixtures.  All PE staff have got ‘emergency first aid at work’ 

qualification 

 On the day – the team list is emailed to PHA before the trip leaves  

 PHA has the list and can contact parents if there are any problems – Staff also have 

access to a contact number for PHA 

 PHA is texted by the trip leader on their safe return. 
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Appendix 4: Minibus Emergency Procedures 

In the event of an accident whilst in the minibus: 

 Put on reflective jacket 

 Ensure passengers are safe 

 Instruct first aider to assess any injuries – do not move injured persons from the vehicle 

unless they are in danger 

 If safe to do so, move vehicles off the road or warn oncoming traffic of the hazard ahead.  

Switch on the vehicles hazard lights and place a warning triangle in the road, (warning 

triangles must not be used on hard shoulders) 

 Keep vehicle as far left as possible when pulling over to the side.  When pulling onto the 

hard shoulder ensure all passengers keep well away from the carriageway 

 If possible, stop near an emergency phone box if you breakdown on the motorway 

 Evacuate the vehicle if safe to do so (always evacuate away from the road)  

 Leave all personal belongings 

 In event of a breakdown call the Site Manager 

 In event of an accident/collision call emergency services  

 Call school to advise of accident/breakdown 

 Log details of the accident on the pre-drive safety check sheet 

 On return to the College complete all necessary paperwork (ie. Trips accident form, form 

for welfare if first aid required) 

 Return pre-drive safety check sheet to Premises 

 Premises/trips to contact insurance company to advise of accident 

 


