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INTRODUCTION

Members of staff in charge of, and assisting with School trips and visits, must be conversant
with this part of the policy, any other more detailed departmental rules and Health and Safety
of Pupils on Educational Visits (DfE) and OEAP National Guidance.

1.Purpose and Scope

This policy sets out the principles, standards and responsibiliites governing all off-site
activities, including educational cisits, sports fixtures, residential tri[s, overseas trips,
expeditions and any activity taking place beyond the School site. This is a whole- policy.

The policy aligns with the following national guidance:
e DfE: Health and Safety on Educational Visits

e OEAP National Guidance

e KCSIE (Keeping Children Safe in Education)
e Health and Safety at Work Act 1974

e HSE First Aid Regulations 1981

This policy should be read alongside the School’s Safeguarding & Child Protection
Policy, Medical Needs Policy, Health & Safety Policy.

2. Aims of the Policy

The aims of this policy are to ensure that:
e all off-site activities are safe, educationally valuable, inclusive, and well-planned;

e staff understand their responsibilities and accountability when organising, supervising,
or approving visits;

e pupils are safeguarded, and risks are systematically assessed and managed;

e communication with parents is clear, accurate, and transparent;

e the School meets statutory and best-practice standards.

3. Key Principles

1. Safety is paramount. All visits must include proportionate, activity-specific, and
dynamic risk assessments.

2. Educational purpose. Every visit must have a clear educational, developmental, or
pastoral purpose.

3. Safeguarding is central. All supervising adults must meet safeguarding and vetting
expectations.

4. Competence. Staff leading visits must be demonstrably competent for the activities
involved.

5. Inclusion. All pupils should have equitable access; reasonable adjustments must be
considered.

6. Proportionality. Procedures and supervision levels should reflect the level of risk.

7. Accountability. Approval, oversight, and governance processes must be adhered to.



4. Roles and Responsibilities
4.1 Head (and Governing Board)

e Ensures compliance with statutory guidance.
e Delegates operational oversight of visits to the EVC and Senior Leadership.
e May withdraw pupils from visits on behavioural or safeguarding grounds.

4.2 Educational Visits Coordinator (EVC)

The role of the EVC includes the following: reporting to the School Health and Safety
committee, monitoring any updates of DfE/OEAP guidance, working with trip leaders to assign
competent staff to lead and supervise a visit, assessing the competence of leaders and other
adults proposed for the visit, organising the training of leaders and other accompanying adults,
ensuring that DBS and required Safeguarding Checks and LOtC Quality badge are in place
where necessary, ensuring that parents are provided with full details of the visit beforehand,
assisting the group leaders in obtaining the consent of parents, organising the emergency
arrangements and ensuring that there is an emergency contact for each visit, keeping records
of individual visits including reports of accidents and ‘near-accidents’ and reviewing systems,
and on occasions, monitoring practice.

The EVC provides oversight and quality assurance. Responsibilities include:

e ensuring visits comply with: DfE, OEAP, KCSIE, and School policy;

e supporting staff in planning visits and assigning competent leaders;

e verifying safeguarding checks and safer recruitment standards for all supervising
adults;
ensuring risk assessments are complete, suitable, and sufficient;
maintaining oversight of training needs and staff competence;
conducting monitoring, occasional visit observations, and annual audits;
reporting annually to Governors.

4.3 Trip Leader

The Trip Leader has overall responsibility during a visit. They must:

be competent to lead the visit and activities involved;

ensure risk assessments (including SEND and medical needs) are current and robust;
brief staff and pupils on safety, behaviour, and emergency procedures;

manage supervision, headcounts, and pupil welfare;

ensure dynamic (on-the-day) risk assessments are made and acted upon;

e carry all essential documentation and emergency information.

4.4 Accompanying Staff and Adult Helpers
All adults must:
e comply with safeguarding expectations, including DBS checks where required;
e understand roles, responsibilities, emergency procedures, and boundaries;
e ensure active supervision at all times;
e immediately communicate concerns to the Trip Leader.

5. Risk Management

5.1 Risk Assessment Requirements

All trips and visits will only be carried out after an assessment of the risks involved. The School
will prepare written risk assessments and arrangements for individual visits and activities, and
where necessary staff training will be provided.



Risk assessments must be:
e visit-specific, addressing group needs, activities, travel, environment, medical

needs, SEND, weather, pastoral and safeguarding matters
e dynamic, with changes implemented in real time;
e aligned with OEAP National Guidance templates;
e approved by the EVC before the visit.

Risk assessments should include all significant foreseeable events, and contingency plans in
case one of the designated leaders is unable to continue (for instance owing to an accident or
hospitalisation), which could result in a situation where the staff/pupil ratio is unacceptable or
continued travel is not possible. In such instances it is vital that the party leader (or the
designated new leader if the party leader is the one affected) contacts the School as soon as
possible.

Generic risk assessments may form the basis of a final risk assessment but are not enough in
themselves, as the travel “group” and its unique needs must always be risk assessed by the
accompanying staff.

5.2 SEND, Medical and Additional Needs

A specific assessment must be completed for pupils:
e with SEND or EHCPs;

e with medical, dietary, behavioural or emotional needs.

Adjustments may include staffing ratios, specialist training, adapted activities, or personalised
supervision.

5.3 Approval of Risk

Final authorisation for each visit will be made by the nominated Educational Visits Co-
ordinator (EVC). In the Senior School this is the Assistant Head Co-Curricular and in the Junior
and Pre-Prep Schools the EVC responsibility rests with designated EVC and the relevant Head.
Approval for off-site visits is only given if the nominated EVC in each section of the School is
satisfied that an adequate risk assessment has been carried out.

6. BEHAVIOUR

KES Trips code of conduct applies. Pupils are expected to behave in accordance with the
general standards prescribed by the School. School rules must be complied with on journeys,
expeditions and other outings undertaken, or attended by members of the School, for which
the School is responsible. Rulings and decisions made by staff in charge of the trip must be
regarded as final and binding.

Where the nature or destination of the journey requires any modification of the rules, specific
instructions will be given by the staff in charge of the undertaking about any such modification,
and these will have been agreed beforehand with the EVC/Senior Deputy Head.

In appropriate cases of indiscipline, and where feasible, the offending pupil(s) may be sent
home or, in term time, back to School, provided that adequate arrangements are made for the
journey and for reception of the pupil(s) at home/School.



All serious cases of indiscipline, including any involving infringements of the laws of the land,
must be reported to the Deputy Head (Pastoral) as a matter of urgency.

More serious and widespread misconduct infringing the laws of the land and/or bringing
discredit upon the School may merit more serious sanctions. The fact that the misconduct takes
place away from the School premises in no way reduces the offence.

/. STAFF PUPIL RATIO

SENIOR SCHOOL

When arranging staffing for your trip, account should be taken of the nature of the group, the
activity, the weather etc. DfE guidelines suggest that a ratio of 1 adult for every 15-20 pupils
may be acceptable, but it does depend on an assessment of the risks inherent in the activity. If
unsure, seek advice from the EVC.

As a general guide there should be a minimum of two members of staff accompanying a visit
of 20 pupils or less. However, the Senior Deputy Head and EVC may make exceptions. For
instance, for many games trips or for small Sixth Form groups it would be appropriate for one
member of staff only to accompany the group.

JUNIOR & PRE-PREP

Nursery 1:3
Reception 14
KS1 1:6
KS2 1:10

There is no legal, fixed ratio for Key Stage 2 (Years 3-6) School trips; the DfE requires
staff-to-pupil ratios to be determined by a thorough risk assessment based on activity,
location, and pupil needs. Common practice for KS2 is often 1:10, though higher ratios
(e.g., 1:7) may be needed for higher-risk trips.

Key guidance for KS2 trip ratios includes:

e Risk Assessment Focus: Ratios must be agreed upon by the Educational Visits
Coordinator (EVC) and Head of Junior School based on hazards, not just a set
number.

e Supervision: There must always be enough adults to manage the group, with a
minimum of two adults, ensuring effective supervision throughout.

e Contextual Factors: Ratios should consider the group’s age, behaviour, special
educational needs (SEN), the destination, and the nature of activities.

e Routine vs. Special: Routine, low-risk trips (e.g., local museum) may require
fewer staff than higher-risk trips.

Wherever possible, all members of staff accompanying a visit will be teachers employed by the
School. However, the Senior Deputy Head, Head of the Junior School & Pre-Prep, or EVC
may allow parents, members of the administrative or support staff or outside sports coaches
to accompany a visit, provided a teacher employed by the School is always in charge, the
majority of the supervisors are teachers and the EVC is satisfied that safeguarding measures
are in place.

The ratios described are minimum recommendations. The Senior Deputy Head, Head of the
Junior School & Pre-Prep, or EVC will be responsible for ensuring that the group is adequately
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staffed. In considering whether a higher ratio of staff to pupils will be necessary for any visit
the following points should be considered:

e The ages and temperaments of the pupils involved

e Thelength and purposes of the visit

e The method of travel

e The nature of the locality and the activities to be undertaken
e Whether or not hazardous activities are involved

e Any special needs of any pupils taking part.

If a joint visit is organised with another School so that staff share supervision, members of staff
from the other School may be included in calculating the appropriate staff pupil ratio. Pupils
from another School, who are not supervised by staff from that School, will not be permitted
on visits without specific written approval from the Senior Deputy Head, Head of the Junior
School & Pre-Prep, or EVC

If female pupils are going on a visit a male member of staff should be accompanied by a female
member of staff whenever possible and vice versa. However, the Senior Deputy Head, Head
of the Junior School & Pre-Prep, or EVC has discretion in this matter in the light of the nature
and duration of the proposed visit and the ages of the pupils concerned if compliance would
result in difficulties in staffing small groups of pupils.

PARENTS AND OTHER ADULT HELPERS

It is not expected that parents or adults not employed by the School will accompany School
visits. The Senior Deputy Head, Head of the Junior School & Pre-Prep, or EVC may, however,
make exceptions to this general rule provided that a member of the teaching staff is always in
charge of the party.

Parents or other suitable adults should only be allowed to accompany the visit if:

e Their inclusion is expressly approved by the Senior Deputy Head, Head of the Junior
School & Pre-Prep, or EVC, who reserves the right to refuse any offer of help.

e They have been informed of the nature of the visit and made aware of their duties and
responsibilities.

e They have undergone the necessary DBS checks and Safeguarding training

8.PROVISION OF INFORMATION TO PARENTS

Parents must be fully informed in writing about the visit well in advance. If appropriate, parents
and pupils should be invited to the School to discuss details with the organisers. For longer
term visits (trips overseas etc) the EVC should be kept fully informed about plans for the trip.

Written information sent to parents should include items such as the following:
e A notional potential maximum cost of the trip or activity. It should always be made clear

to parents where costings are related to numbers of pupils involved and that whilst we
strive to avoid it, costs may fluctuate



e Accommodation and meal arrangements

e Travel arrangements including time of return

e Activities (include remote supervision, if relevant) and visits in which pupils will be
allowed to participate

e Insurance cover and name and address of insurers

e Health formalities

e Names of party leaders and members of staff accompanying party, and address and
telephone number of the party leader at the destination.

e Advice on clothing and equipment (if School uniform is not worn, means of
identification in emergency are recommended) and pocket money.

¢ Code of conduct in detail relating to standard of behaviour expected from pupils during
a visit, including rules on smoking and alcohol.

Parents should also be advised that the Head reserves the right to exclude a pupil from a visit
on behavioural or other grounds.

9. CONSENT FORMS

A pupil may not be allowed to participate in a School visit unless an appropriate consent has
been given via the School approved system - currently Gateway app & SOCS. The member of
staff responsible for each visit must ensure s/he is aware of any medical condition affecting
the pupils at the time of the visit and include in OSA3 Risk Assessment.



10. RESIDENTIAL VISITS & REGULAR OFF-SITE ACTIVITIES

10.1 Regular Curricular/Extra-Curricular Activities off-site

These include:

Short visits in the area of the School (e.g. local surveys).

Community Service

Charity works and other sponsored activities off the premises organised by the School.
Sports fixtures.

It is not always necessary for parents to sign a consent form for these activities every time, or
it may be possible to use “standing consent” arrangements if this is communicated clearly to
parents. Please consult the EVC. It must, however, be borne in mind that the ratio of pupils to
teachers should be appropriate to the activity.

10.2 RESIDENTIAL VISITS and remote supervision

All visits involving a period of residence should be planned well ahead, usually at least two
terms.

Whether at home or abroad, residential visits will include periods of time between organised
activities. After a careful assessment of the risks involved, guidelines must be laid down by
the party leader and clearly understood by all members of the party.

10.3 TRIPS ABROAD

Special additional precautions may be necessary for foreign visits:

Insurance Cover
This matter should be discussed with the EVC/School Accountant

Health

Party Leaders should check to see whether inoculations are required, but Parents and pupils
should be carefully advised to seek advice from their own GP or Travel Clinic regarding any
health precautions that are necessary in the regions where pupils will be travelling.

Other factors to keep in mind:

e Tap water is not always safe to drink.

e Salads should be avoided in remote areas and fruit should be washed in purified water or
peeled.

e The strength of the sun should never be underestimated, especially at higher altitudes, and
pupils should use some protection cream and a hat.

e Rabies can be transmitted by a bite or scratches from infected cats, dogs, foxes, and farm
animals.

Funds

Careful estimates should be made of the need for cash in the currency of the country to be
visited, and staff should have the means available to provide for all anticipated needs plus an
emergency fund. If other funds are required, the group leader should telephone the contact
member of staff and/or the School office for assistance

Foreign Customs



Pupil should be advised beforehand of any local customs they might encounter which could
surprise them and be warned of any types of behaviour which has the potential to cause
offence.

10.4 EXCHANGE VISITS

These usually involve groups of pupils travelling to a foreign country and staying with a host
family on a reciprocal basis. They may be organised by specialist companies or in conjunction
with a School in that country. The following points should be borne in mind:

e The Head will normally expect a member of staff to be resident in the country during the
stay and that appropriate procedures exist for contacting School and parents in case of
emergency.

e Parents should be fully informed of the arrangements and given all necessary details in
connection with the host families. The School will seek every assurance possible from the
counterpart staff that families and homes are safe.

e Members of staff should accompany pupils on both outward and return journeys in
accordance with the ratios given previously. Where travel is by air, it is acceptable for there
to be a lower ratio of staff to pupils on the flight, provided that the appropriate number of
staff accompanying the pupils to the departure gate and additional supervisors are available
when the party is met by the host School (or company representative) at the point of arrival.

e A member of staff must be present in the locality, and it should be made clear to pupils and
host families how to contact the member of staff. This will normally be by telephone.

e Host families must made aware of the procedures to be followed and the persons to
contact in the event of any accident, and illness problems, or difficulties such as bad
behaviour. Whenever a member of staff is advised of the illness of/accident to a pupil, s/he
should investigate personally immediately and inform the pupil's parent straightaway.

e If activities are planned with a foreign School, it is important that the extent of
responsibility of that School staff is agreed in advance and that pupils know when the
foreign School staff are in charge and how to contact their own teacher if they are based
at a location remote from the pupils.

e For the home leg of the exchange KES Host families must complete a DBS check.

Travel guidelines
In advance of the trip, pupils should be given clear safety instructions based upon the risks
associated with the type of travel to be used.

10.5 SPECIAL ACTIVITIES (INCLUDING EXPEDITIONS)

Special activities are those involving a degree of risk or hazard, including the possibility of
bodily injury. Examples of these activities include canoeing, climbing, hang-gliding, parachuting,
rowing, sailing, skiing, sub aqua and windsurfing. This list is not exhaustive and other activities,
not necessarily sporting, could involve a degree of risk or hazard.

It is important that the member of staff in charge matches the scope of the expedition to the
skills, physical fitness, knowledge, and other capabilities of participants. Where hazardous
activities are involved, it is important to ensure that appropriate members of staff
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accompanying the visit are qualified and competent and that all equipment used is to the
appropriate safety standards and properly maintained. Where possible, these activities should
be undertaken at a specialist centre where equipment is properly maintained and qualified and
competent staff are available to supervise the activity.

It is important that parents are informed in writing of any hazardous risk that might be incurred
and that these are specifically mentioned when applying for travel insurance e.g. mountain
walking, rock climbing, water sports, pony trekking. If a fully experienced and qualified leader
is not available, then the proposed activity must be reduced to a non-dangerous level or should
not take place. Activity centres providing activities such as caving, climbing, trekking or water
sports (other than rowing) and associated activities must be licensed.

The Senior Deputy Head, Head of the Junior School & Pre-Prep, or EVC must be provided
with written evidence that any activity centre used has a licence and that all instructors and
supervisors are formally qualified and experienced. If an activity centre is to be used The Senior
Deputy Head, Head of the Junior School & Pre-Prep, or EVC must be provided with
safeguarding assurance of the centre’s Health and Safety policy and/or associated risk
assessments and assess its suitability.

At the planning stage members of staff responsible for organising special activities are to follow
the guidelines explained for normal activities and in addition they should make sure there is
suitable insurance cover. Certain activities are excluded from the standard School Travel
Insurance if they take place outside the UK (for example White Water Rafting and Trekking at
Altitude). However, these activities can be covered by prior arrangement and in consultation
with the EVC as the trip is planned.

11. SHARED RESPONSIBILITIES AND SUITABILITY OF STAFF

Assurance is gained that the staff of another organisation or Third-Party providers have
been checked for suitability if they supervise the School’s pupils on a site other than
the School.

The centre’s safeguarding assurances Safeguarding Assurance template for Residential Trips
with Activity providers.docx and privacy notice KES Data Sharing Agreement should be
obtained and checked at the initial planning stage. It is likely that there will be times when
centre staff will be responsible for the pupils and in accordance with DfE guidance, these times
(and in what circumstances) should be set out and agreed in writing prior to the start of the
visit. The pupils must know who is in charge at any given time.

Joint Trips with other Schools

There should be one overall party leader and the Senior Deputy Head/EVC should be satisfied
with the procedures in place at the partner School/s if these form the basis of the planning of
the trip. The responsibility of the staff of each School for the pupils of the other should be
agreed and made clear to the pupils. Pupils from another School, who are not supervised by
staff from that School, will not be permitted on visits without specific written approval from
the EVC/Senior Deputy Head.
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12. FIRST AID

12.1 Regulation

The School is committed to ensuring that all educational visits are conducted safely and that
adequate first aid provision is always in place. Under the Health and Safety (First Aid)
Regulations 1981, employers must provide “adequate and appropriate equipment, facilities and
personnel” to ensure immediate attention can be given to anyone injured or taken ill during
work activities, including off-site visits. [gov.uk]

Educational visits are considered an extension of on-site provision, and first aid arrangements
must reflect the needs of the group, the nature of the activity, and the environment. First aid
provision is determined through a first aid needs assessment in accordance with HSE
expectations

12.2 Roles and Responsibilities

The Visit Leader must ensure that first aid requirements are included in the visit’s risk
assessment.

Where a Designated First Aider is required on the trip:

A designated first aider must hold up-to-date, appropriate first aid qualifications (e.g.
Emergency First Aid at Work or Paediatric First Aid where early years or young pupils are
involved).

Provide initial treatment for iliness or injury and record all incidents.

Accompanying Staff must:

Be aware of the emergency procedures for the visit.

Support the first aider when needed and communicate significant concerns to parents or senior
staff.

12.3. First Aid Risk Assessment

A first aid needs assessment must be conducted and included within the overall visit risk
assessment.

Higher-risk activities (e.g., hiking, watersports, climbing) require enhanced first aid planning,
including additional trained staff or more comprehensive kits. This will normally be provided
by the external providers.

12.4 First Aid Equipment

Every visit must carry an age- and activity-appropriate first aid kit.

12.5 Additional Requirements

Public service vehicles and minibuses used on visits must carry a legally required first aid box.
Additional items may be required based on environmental risk (e.g., sunscreen, insect repellent,
thermal blankets).

12.6 Medical Information and Medicines Management

The Visit Leader must ensure:
e Up-to-date medical and emergency information is carried for each participant, including
allergies, asthma plans, and required medication.
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e Medication is managed according to the School’'s Administration of medication policy.
e Staff have the necessary competence to administer emergency medication where
required through appropriate training.

12.7 Emergency Communication

At least one fully charged mobile phone must be accessible throughout the visit.
Emergency procedures, including contacting local emergency services and notifying the
School, must be outlined to all staff before departure.

12.8. Incident Reporting and Record Keeping

All first aid incidents must be recorded and shared with HWBC.
Significant injuries or illnesses must be reported to parents/carers as soon as possible.

12.9 Use of External Providers

When using external organisations (e.g., activity centres), the School must ensure:
e The provider meets appropriate safety standards and has valid public liability insurance.
e The provider’s first aid provision is reviewed as part of due diligence.

12.10. Post-Visit Procedures

e First aid kits must be restocked immediately after the visit.
e A post-visit review should be carried out to identify any improvements to future first
aid arrangements.
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13. COACH TRANSPORT and EMPLOYEES CONVEYING
PUPILS IN MINIBUSES OR PRIVATE CARS

Coach Transport must be booked through the Resources Administrator or Sports Department
Administrator using trusted companies that we have a working relationship with. The
exception is where the coach provision is included within the Package Trip arranged through a
third-party provider.

No person may drive a School vehicle without first having provided their driving licence details
to the Estates and Facilities Department.

Drivers must be over 21 years old and have held a full driving licence for at least two years
without any accidents. The School uses the DVLA online platform www.gov.uk/view-driving-
licence to obtain an authorisation code and a copy of the driving license.

All staff who obtained their driving licences before 31 December 1996 or who have
completed the D1 Driving Course can drive a 17-seater minibus (also referred to as a light-
weight minibus) after a preliminary drive with a member of the Estates Team to assess
proficiency.

Guidance will also be given about how to deal with issues and events that might occur amongst
the passengers whilst driving.

It is also the responsibility of all staff to notify the Estates and Facilities Department of any
endorsements on their licence or any medical conditions which might influence their ability to
drive safely. The School reserves the right to prohibit any employee from driving a School
minibus, based on the details of the endorsements on their licence.

The Estates and Facilities Department request to view all approved drivers’ licences on an
annual basis.

A list of authorised minibus drivers is maintained by Estates and Facilities Department.

It is recommended that, where possible, pupils should be transported in a coach, minibus or by
public transport and staff should use their discretion as to whether private cars should be used.
Where private car is the only option, this must be agreed with the Senior Deputy Head, Head
of the Junior School & Pre-Prep, or EVC, in advance for insurance and safeguarding purposes.
Parents should be notified of the intention to transport a child in a private car on School
business.

The risk assessment relevant to the trip must address the issue of potential driver fatigue.

14. PROCEDURES IN THE EVENT OF AN EMERGENCY ON A
SCHOOL TRIP

Serious or fatal injury

Please note that it is unlikely that an emergency will occur in circumstances where the relevant
procedures can be carried out exactly, but staff accompanying the party should be fully familiar
with them so that they are able to adapt them to the situation in which they find themselves.
Should a serious incident occur during an offsite activity, the person in charge must follow the
Procedures in the School Off-site Activities and Educational Visits Manual.
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15. INSURANCE

The School holds a comprehensive portfolio of insurance policies. These include Employers’
Liability, Motor and Public Liability policies as well as worldwide Travel Insurance. Details of
the School’s Travel Insurance policy can be seen on the attached document.

If you have any questions relating to the School’s insurance, please contact the Bursar or
Finance Manager who will be able to assist.

If any incident arises that is likely to involve the School’s insurance cover, it is vital that you

contact the Bursar or Finance Manager as a matter of priority so that our insurers can be
notified, and their assistance sought.
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