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At Pentland Primary, we know that learning outside the classroom helps to bring the curriculum to life – it 
provides deeper subject learning and increases pupil self-confidence. However, we also understand that by 
taking pupils outside of the classroom, pupils, staff and supporting adults will be subject to additional risk. This 
document details the school’s policy on minimising risk. 
 
Legal framework 
 
This policy follows the advice set out in the DfE document, “Health and safety: advice on legal duties and powers 
- For local authorities, school leaders, school staff and governing bodies”, published February 2014. 
 
In addition, to the management of health and safety risks, it is the responsibility of all members of staff 
supporting an educational visit, to ensure that they adhere to the safeguarding duties as set out in “Keeping 
Children Safe in Education” statutory guidance for schools and colleges, September 2018, DfE. 
 
This document also refers to the Health and Safety Executive guidance, “School trips and outdoor learning 
activities - Tackling the health and safety myths” which was published in November 2011. 
 
Under the Health and Safety at Work etc Act 1974, employers are responsible for the health, safety and welfare 
at work of their employees. Employees are also under a duty to ensure, so far as is reasonably practicable, the 
health safety of anyone else on the premises or anyone who may be affected by their activities. This includes 
participants in off-site visits. 
 
The Management of Health and Safety at Work Regulations 1999, made under the 1974 Act require employers 
to: - 
 
• Assess the risks of visits, trips or other activities 
• Introduce measures to control those risks 
• Tell their employees about those measures 
 
Employees must: -  
 
• Take reasonable care for their own health and safety 
• Co-operate with their employer over health and safety matters 
• Carry out activities in accordance with training and instruction provided  
• Inform the employer of any serious risks 
 
Teachers organising and taking part in school visits off-site accept responsibility for the care and welfare of 
pupils, and they act in loco parentis. They will also have duties as employees and/or managers under health and 
safety at work legislation. 
 
Employers must be satisfied that their teachers and staff are competent to lead or supervise a visit. It is a legal 
requirement that leaders are competent for the activities they are leading. 
 
Approval for excursions – one day 
 
All schools must have a written procedure for arranging school excursions, which is detailed in this policy and all 
leaders should follow. 
 
The head teacher’s agreement must be obtained before a visit takes place. 
 
30 days notice is required to reasonably enable the risk assessment to be appraised and endorsed. 
 



Risk assessments must consider from the point of departure, the journey, and assessment of the adequacy of 
the host organisation’s safety management safeguards including ‘Plan B’ contingencies, to the point of return to 
the school. 
 
Individual needs must also be considered including the issuing of prescribed medication, suitable supervision, 
appropriate to the group or individuals within group and access to an adequate first aid provision at all times. 
 
Approval for excursions – Residential visits 
 
In addition to following the school’s educational visits planning and risk assessment procedures, the Head 
Teacher must seek approval from the 1Excellence Directors and Stockton on Tees Borough Council’s Educational 
Visits Adviser who provide Health and Safety Advice for Pentland Primary School. 
 
In order to gain approval, the group leader: 

• must inform the headteacher who will seek approval for the residential visit from the Directors 

of the 1Excellence MAT at the earliest opportunity. 

• must complete the Stockton-on-Tees Borough Council’s “Endorsement Request & Guidance for 

Residential Educational Visits”  form as soon as possible once the preparations are complete. 

• must email the completed Endorsement Request form with a copy of the school’s risk assessment 

to the Educational Visits Adviser at Stockton-on-Tees Borough Council at least 14 days in advance 

of the trip commencement date in order to seek endorsement. 

• must have regularly updated the Head Teacher on the progress of the preparations 

• must obtain parental consents. 

• must ensure that the school’s supervisory staff includes at least one  currently qualified first aider 

to accompany the visit. 

• Where appropriate, must provide leaders with copies of a pupil’s Individual Health Care Plan 

(IHCP)  detailing any necessary contingencies required to support pupils with medical conditions. 

 

When approval is given, one copy should be retained by the Head Teacher and another by the Group Leader.  

 

The Head Teacher must be informed of any subsequent changes in planning, organisation, staffing.  
 
 
 



Outline scheme of approval for a one day visit to go ahead 
 
 

 
At least 30 days before the visit 

 
Group Leader discusses and agrees an outline proposal with the Head Teacher 

 
 

 
 

 
Group Leader books the venue and transport; prepares the itinerary; writes to parents; carries out a detailed 

risk assessment and organises supervision. 
 
 
 
 

At least 2 weeks before the visit 
 

Group Leader obtains Head Teacher’s approval 
 
 
 
 
 

Group leader organises packed lunches and confirms numbers attending the visit with school office 
 
 
 
 

Trip goes ahead 
 
 
 

Post trip evaluation by school 
  



Pentland Educational Visits Procedure (covering educational visits which will be 
completed in one school day) 
 

To be followed whenever a pupil is taken off the Pentland school site (including visits to 
Northfield). Staff taking pupils offsite for swimming must be familiar with the risk assessments 
already in place. 

Tick when 
completed 

  
  

Visit proposal - at least 30 days before the visit 
 

• Develop an outline proposal for the visit. 

• Identify a party leader. 

• Establish dates and costs (including transport and venue) 

• Discuss and gain permission for visit to go ahead from the head teacher. 

 

  

Pre-visit Site Assessment  - at least 30 days before the visit 
If you have not visited the venue before, or have not been recently, visit the site and carry out 
a risk assessment. 

 

  

Prepare an itinerary/plan for the visit (including seating arrangements) and book the venue 
/ transport at least 30 days before the visit 
 
Book the venue and the transport – ask the school office for support with this, e.g. coach 
quotes. Record transport details in the file kept in the Main Office. 

 

  

Write a letter to parents/carers of all pupils, giving details of the visit: 
 

• objectives 

• cost per pupil 

• visit date(s) 

• transport 

• departure and return to school times 

• clothing requirements 

• spending money 

• travel sickness tablet arrangements (if necessary) 

• Lunchtime arrangements  

• Packed lunches for pupils entitled to Free School Meals – ask parents to indicate 
whether they want a school-made packed lunch for their child. N.B. All pupils must 
bring their own drinks. 
 

If there is a per pupil charge for the visit, the following statement MUST be included in the 
letter: 
All charges to parent/guardians relating to educational visits in school time will be voluntary.  
No child will be prevented from taking part in any such activity because his/her 
parent/guardian cannot afford or does not wish to contribute to the cost.  It should be noted 
that if there are insufficient voluntary contributions from parent/guardians it would be 
necessary to abandon or cancel a visit or event if the school is unable to cover the costs. 
 
All letters must include a statement to the effect: 
We assume that your contact details and the medical details of your child given on the 
Pentland Primary School Multi-purpose Parental Consent Form are up to date. If the contact 
or medical details require updating, please contact the school office or the child’s class 
teacher soon as possible. 

 

 
 

 



 

Medical and Parental/Carer Contact Details 
 
Ensure that there is a completed Pentland Primary School Multi-purpose Parental Consent 
Form for each pupil, which includes medical and parental/carer contact details. 

 

  

Write risk assessments and submit to HT or DHT ideally 30 days before and at least 14 days 
before the visit - for all aspects of the trip, including: coach travel, walking travel, the venue 
etc.  
 

1. Use the Stockton Borough Council’s Schools Day Trip Example Risk Assessment. 
 

2. Alter all generic risk assessment forms to suit your visit, transport and venue. 
 

3. Create a pupil risk assessment sheet if pupils within the party have complex 
requirements, e.g. SEN or medication. 

 
4. Obtain a copy of the venue’s own risk assessment. 

 
5. Obtain a copy of the coach company’s risk assessment. 

 
6. The risk assessment should also think through “Plan B” scenarios.  

 
 

The risk assessment front page must include: 

• Name of the venue to be visited,  

• Visit times and dates 

• Number of children going 

• Contact details for Designated Safeguarding leads (offsite contact details if 
necessary) 

• Contact details for staff if the party is going to be split 

• Names of all adults going on the visit and contact numbers for all group leaders 

• Details of the first aiders within the group 

• Details of any children with medical conditions/ or requiring medication to be 
administered.  

 

 

  

Organise supervision and groups ideally 30 days before and at least 14 days before the visit 
 
Supervision ratios must be determined as part of the risk assessment process. 
 
Consider whether you have enough supervising adults in place to maintain supervision if 
there is a situation which requires an adult / adults to leave the school party. 
 
When organising supervision, leaders must take into account: 

• The nature of the activity (including its duration). 

• The location and environment in which the activity is to take place. 

• The age and gender (including developmental age) of the young people to be 
supervised. 

• The ability of the young people (including their behavioural, medical, emotional and 
educational needs). 

• Staff competence. 
 
Also consider: 

• Any visit must have at least 2 supervising  adults  

 



• If you have parent volunteers who are accompanying their own children on the trip, 
it is recommended that an extra adult accompanies the trip - just in case the parent 
has to tend to their own child (e.g. child becomes ill). 

 
 

Minimum recommendations  
Best practice 

(NSPCC factsheet: Recommended adult to child 
ratios when supervising children; April 2013) 

 
Number of 

adults 
Number of 

children 
 Child's age Number of 

adults 
Number of 

children 

Reception    3 1 4 

Years 
1 to 3 

1 6  4 to 8 1 6 

Years 
4 to 6 

1 10  9 to 12 1 8 

 
If groups are to visit different locations at the same time, ensure a member of the school staff 
supervises each group, e.g. museum visit where small groups are in different parts of the 
museum 
 
Ensure that all supervising adults (i.e. those leading a group away from the main party) have 
an up to date DBS (Disclosure Barring Service) check. 
 
 

  

Organise First Aid provision ideally 30 days before and at least 14 days before the visit 
 
If the party is being split into two or more groups, a first aider (with a paediatric certificate for 
early years) must be assigned to each group, e.g. two coaches, split activities, groups going to 
different venues.  
 
Ensure that there are enough first-aiders remaining at school for the duration of your visit, 
i.e. at least 1 first-aider per 50 to 100 pupils. 

 

  

Organise Administration of medication during the visit ideally 30 days before and at least 
14 days before the visit 
 
All medicines will be administered in line with the school policy and the pupil’s current 
medical care plan.  
 
Complete a Pupil Risk Assessment sheet, making sure that the details of all pupils requiring 
medication are recorded. The party leader, and staff who will administer the medication, 
must make sure that they are familiar with the medical plans of pupils taking part in the visit. 
 
Make sure that parents/carers of pupil with medical needs understand that school staff will 
only administer medication if it is properly labelled and full instructions have been 
provided. 
 
Parents/carers should administer travel sickness tablets for the outgoing journey before 
school. Should pupils require travel sickness medication for the return journey, 
parents/carers must give written permission and make sure that the medication is properly 
labelled and full instructions have been provided. 

 

  

Organise Packed Lunches - at least 14 days before the visit  



Inform the school office, as soon as possible, of the number of pupils in the party who are 
entitled to a free school meal and whose parents would like the school to provide a packed 
lunch. N.B. Pupils must provide their own drinks in a suitable container. 
Ensure that the school office is aware of the number of children (who would usually have a 
school meal) who will be out of school – this has an impact upon food ordering/preparation 
etc. 
 
A week prior to the visit, check that the cook is fully aware of numbers, dates and any 
changes that have been made to arrangements. 

  

Gain final approval for the visit from the head teacher (or DHT) - at least 14 days before the 
visit - who will check all risk assessments and sign the risk assessment front cover. 

 

  

Before the visit, distribute copies of all completed risk assessments and brief accompanying 
adults to: 

• all group leaders 

• the Risk Assessment file (Staff room) 

• School Office 

 

  

Before the visit, provide each supervising adult with: 

• a list of the pupils within their group 

• details of any additional arrangements, e.g. theatre seating organisation 

• risk assessment front covers 

• all risk assessments, including the pupil risk assessment, as appropriate 

• A copy of the Annual Consent Form for each pupil in their group (medical and 
parent/carer contact details) 

 

  

Before the visit, talk to the pupils before the visit, making sure that they: 

• understand the visit risks and the risk assessments created to address these risks 

• understand the behaviour expectations on the visit 

• know who is in their group 

• have a ‘buddy’ and understand the ‘buddy system’ 

• the name of their supervising adult 

 

  

Preparation immediately prior to departure: 

• Distribute the visit pupil list to: 
o School Office 
o Other teachers whose classes will be affected 

• Collect first aid kits from the School Office 

• Collect FSM packed lunches from the Kitchen 

• Have bags/paper towels/wet wipes in case of travel sickness  

• Check that all medication has been brought in and pupil inhalers collected from 
classrooms 

• Check that all supervising adults have a mobile phone which is charged and switched 
on (not on silent). 

• Ensure that the office has names and location details of any children who are not 
going on the visit (for whatever reason). 

 

  

Administration of Medication during the visit: 
For each pupil who requires medication, record the amount given and the time at which the 
medication was administered. A copy of the child’s medical form (located in the staffroom) 
should be taken on the visit and any medication given recorded upon this. Group leaders 
should also countersign this form to verify dosage given. 

 

 
 

 



 
 
 

Toilet visits during the visit: 

• Count the number of pupils visiting the toilet 

• Pupils must not enter the toilets on their own 

• A supervising adult must accompany the pupils and remain outside until all pupils 
have returned 

 

Incidents occurring during the visit 
All staff accompanying the visit act in ‘loco parentis’ 
Should a serious incident occur: 

• First aider to assess the situation 

• Ambulance to be called 

• School to be informed 

• Parents/Carers to be contacted 
 
All staff to follow the duties set out in “Keeping Children Safe in Education” 
Should staff become aware of a concern about a pupil, they should inform the group leader 
immediately, who will contact the designated safeguarding lead at school as appropriate. 

 

  

After the visit, record/report any incidents and review the risk assessments 
 

 
 
 
 
 


