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Definition 
For the purposes of this policy, a school trip is defined as any occasion when 
a pupil or group of pupils are away from school grounds, undertaking a school 
activity, under the supervision of a member of staff. 
 
Introduction  
At St. Mary’s we believe that off-site trips are an extremely valuable aspect of 
the education we offer, bringing the curriculum to life, providing deeper 
subject learning and increasing self-confidence. Children should be able to 
experience a wide range of activities with opportunities to develop skills, 
which have long lasting and beneficial effects. Health and safety measures 
should help them to do this safely, not stop them. It is important that children 
learn to understand and manage the risks that are a normal part of life. 
Health and safety measures should always be proportionate to the risks of 
any activity. Staff should be given training if needed, so that they can keep 
themselves and children safe and manage risks effectively. NQT’s and new 
staff are encouraged to accompany/shadow another member of staff on a trip 
before they lead a trip themselves. 
 
Common sense should be used in assessing and managing the risks of any 
activity. The expectation is that all children in YR – Y6 will have at least one 
opportunity per term to go out of school on a trip. 
 
In planning and running trips all staff should be aware that the law expects of 
teachers a high standard of care. Thorough planning is an essential ingredient 
of a safe and successful trip and is the responsibility of the group leader – 
that is the adult leading the trip on the day/s. This policy, the trip 
authorisation pro forma (Appendix 1) and risk assessment pro forma (see 
Appendix 2) are all designed to help the planning process. Obviously, the 
extent of the planning will depend upon the complexity of the visit in 
question. 
 
Not all of the guidelines below will be relevant for every trip. If staff have any 
doubt as to which of the procedures are appropriate, they should discuss it 
with a member of the Senior Leadership Team (SLT) as soon as possible. 
 
Approval 

 Please discuss any trips with the SLT if you have concerns about viability 
 Trip/visit leaders are strongly encouraged to plan their trips and visits for 

the coming academic year as early as they can. 

 Events listed in the school calendar take precedence over non-calendared 
events. 

 A trip form and risk assessment must be completed for all trips where 
children are leaving the school site 

 Completed forms should be passed to the Deputy Head Teacher, at least 
four weeks in advance of the trip: 

o Group Leader completes Trip Notification Form 
o Group Leader completes Risk Assessment 
o Both forms go to the Deputy Head Teachers for approval 
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o Deputy Head Teachers check Trip Notification Form and Risk 
Assessment are completed and sufficient as to eliminate all possible 
risk 

o Deputy Head Teachers check the school diary 
o Deputy Head Teachers authorise the trip. A copy of the Trip 

notification form and risk assessment are given to the 
HT/SBM/MR/CT and the master copy is kept in the Trips File located 
in the DHT room. 

o The trip leader must share trip information with the relevant staff 
named on the forms (TA’s/LSA’s) as soon as the trip is formally 
approved. 

 Staff must not spend any money, or inform pupils or parents that a trip or 
visit is going ahead until it has been formally approved. 

 
Risk Assessment 
A risk assessment is a careful examination of what, in your work, could cause 
harm to people, so that you can weigh up what precautions should be taken 
to prevent harm. 

 Group leaders should carry out a pre-visit to any trip/visit venues, which 
are unfamiliar to them. 

 A risk assessment has three objectives: 
o Potential safety problems are identified and understood. 
o Existing control measures are checked to ensure they are adequate. 
o Any additional measures needed to reduce the risks are identified 

and put in place. 

 It is a legal requirement to complete a risk assessment before undertaking 
a trip out of school.  

 A risk assessment must be completed for every trip and handed to the 
Deputy Head Teacher, at least four weeks in advance of the trip. 

 The degree of detail and complexity in a risk assessment will depend on 
the nature of the group/venue/activity. 

 Places such as outdoor pursuit’s centres, leisure centres, museums, 
performance venues etc. have to carry out their own risk assessments for 
the facilities they provide. Copies of these should be obtained, read and 
understood by Group Leaders. 

 Risk assessment is an on-going business and should continue throughout 
the trip as the group leader and staff respond to situations and incidents 
during the course of a visit. 

 Group leaders should understand the risks of and be familiar with the 
activities to be carried out on any trip. 

 
Standard Control Measures 
For many trips following these measures will be sufficient to ensure a well-
planned and safe trip. For more complex trips, residential trips and any 
involving potentially hazardous activities a risk assessment must show that 
the broader risks have been understood and measures have been 
implemented to reduce them. 
 
Informing Parents 

 Parents should be given at least two weeks’ notice of any trip which is not 
covered by the local visits permission slip 
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 For day trips, which are not residential, it is sufficient to inform parents 
about the trip by letter, inviting them to contact you if they have any 
concerns about the arrangements 

 The more major/expensive/lengthy/unique the trip, the more detailed the 
letter will need to be 

 Letters to parents should include: 
o Purpose of the visit 
o Date(s) 
o Venue/itinerary – time of departure and return (including 

arrangements for pick up) 
o Transport 
o Type of activity, including explanation of any ‘risk’ activity 
o Basic requirements: dress, kit, equipment, food/drink, pocket 

money, extra clothing/footwear 
o Any documentation e.g. passports needed 
o Costs and methods of payment 
o Staffing and supervision 
o Code of conduct expected 
o Contact telephone numbers (if other than the school) 
o Contact address (if appropriate) 

 For residential trips it will be necessary to add information on: 
o Accommodation (including details of security and supervision) 
o Insurance cover provided or needed to be purchased by parents 
o A statement to the effect that in case of thoroughly unacceptable 

behaviour the group leader reserves the right to return the pupil 
home at parental expense 

 In the case of a major trip (e.g. an exchange, a tour abroad, any 
residential trip or adventure trip) parents should be invited to a meeting at 
which arrangements can be discussed in detail and parents may ask 
questions 

 
Parental Consent 

 Written parental consent is required for all trips – this can either be in the 
form of a return slip or permission can be made via Sims Agora On Line 
Payments. 

 For any adventurous activities and remote supervision, parents must be 
briefed carefully and thoroughly and asked to sign in advance to say that 
they accept the risks of such activity 

 On residential trips, parents should be asked to give their consent for 
emergency medical treatment 

 The consent form is also a good opportunity to gather: 
o Medical information about the pupil 
o Parents’ emergency contact details 
o Details of the family doctor 
o Dietary requirements 

 
 
 
Adult to Pupil Ratios 

 The group leader must ensure that staffing for a trip is reasonable, 
together with the need for First Aid cover. 
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 The recommended ratio for one day academic field trips is:  
Nursery: 1:4 
Reception: 1:5 
KS1: 1:8 
KS2: 1:13 

 Ratios may need to be more favourable under certain circumstances. 
Factors to take into consideration are: 

o Age, gender and ability of the group 
o Pupils with Special Education Needs and Disabilities (SEND) or 

medical needs 
o Behaviour of pupils 
o Experience and competence of staff 
o Nature of activities 
o Duration and nature of journey 
o Type of accommodation 
o First Aid provision 

 All adults who are supervising trips must have completed a DBS check and 
an induction for volunteers in school, which covers training on the 
safeguarding and protection of children. 

 A protocol for parents is available for staff to give to parents 
accompanying the trip. (Appendix 5) 

 All adults accompanying the trip must have the school trip mobile number 
at all times in case of emergency. 

 There must be enough staff to cope effectively with an emergency. 

 Trips to remote areas, abroad, overnight, or involving hazardous activities 
should be more generously staffed. 

 On all trips away overnight there must be at least two members of staff of 
each sex wherever possible (this may be relaxed if a residential centre 
provides male or female staff).  

 Group leaders should also consider the consequences of members of the 
team who are leaving school to staff trips and visits on those who are left 
behind. 

 All staff that go on trips must ensure that their lessons and duties are 
covered appropriately in their absence. 

 
Staffing and Supervision 

 There must be a designated group leader 
 A deputy should also be nominated 
 The group leader is responsible for: 

o Planning and preparation, including risk assessment 
o Briefing of parents, pupils and staff 
o Risk assessment 
o Supervision and conduct 
o Welfare and safety 
o Operating emergency procedures where necessary 

 There must be a clearly established line of responsibility, ensuring that all 
adults and pupils on the trip know and accept who is the leader, deputy 
and so on 

 Staff must be suitably experienced and qualified. 
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 Group leaders should be aware of their own levels of competence, take 
advice from experts where necessary and identify the skills and experience 
of other members of staff and plan to accommodate these. 

 Supervising adults should be well briefed by the group leader and have a 
good understanding of their responsibilities on the trip, the emergency 
procedures, the information in the risk assessment and information about 
individual members of pupils, as appropriate.  

 Expert staff (at outdoor centres for example), may be of great assistance, 
and may, indeed, be essential, but remember that the ultimate 
responsibility for the pupils lies with the group leader. 

 Whatever is planned must be within the capability of the pupils and where 
physical activity is involved, training may need to be part of the 
preparation. Forethought, care and a prudent concern for the health and 
safety for the safety and welfare of all concerned will ensure both success 
and peace of mind 

 
Preparing Pupils 

 Pupils should be carefully briefed before a visit, especially in matters of 
conduct and safety. 

 Pupils should understand: 
o Aims and objectives of the visit/activity. 
o Background information about the place to be visited. 
o Relevant foreign, religious, ethnic culture/customs. 
o How to avoid specific dangers. 
o Safety precautions. 
o Standards of behaviour expected. 
o Emergency procedures. 
o What to do if separated from the group – pupils should be told 

to remain where they are, an adult will return to bring 
them back to the group. 

o Items banned from being brought on the trip and from being 
purchased during the trip. 

o Staff and adult roles. 
 
Discipline and Group Control 
 Make sure that requirements are clearly explained, and thoroughly 

understood by all before the trip. 
 Make it clear when you are devolving responsibility e.g. to an instructor, 

ensuring that the pupils know that the instructor is to be obeyed when 
they are in their care. 

 On some major trips, it may be sensible to produce a written code to be 
given to each member of the party covering, for example, some or all of 
the following: 

o Daily timetable or itinerary. 
o Sleeping arrangements. 
o Rules on segregation of sexes. 
o Lights out/morning routine. 
o Room tidying and checks. 
o Items not to be carried or taken on the trip. 
o Standards and type of dress. 
o Personal hygiene. 
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o Arrangements for free time. 
o Catering. 
o Emergency procedures, such as a fire drill (precautions should be 

checked on arrival). 
o General standard of behaviour/punctuality/meeting points. 
o Respect for centre staff, drivers, instructors, other guests etc. 
o Safety precautions (e.g. sun cream, hats, clothing etc.) 
o Security of all personal belongings, valuables. 

 Ensure that your group is familiar with any code particularly relevant to 
their activity e.g. mountain code, country code, codes of national bodies 
under whose auspices an activity is being pursued. 

 
 
Security 

 Regular head counts are essential, particularly on boarding transport, at 
mealtimes and bedtimes and before leaving any venue, etc. 

 Children should wear high visibility jackets on trips. 
 On any walks there must be adults at the front to lead and adults at the 

back to prevent stragglers. 

 Road crossings must be supervised. 
 It is helpful for pupils to be easily identifiable (e.g. by wearing uniform) 

especially in crowded urban areas and for younger children. 
 All children should wear a sticker with the name of the school and the 

contact telephone number on it. Children should not wear stickers with 
their names on when in contact with the general public. 

 Rendezvous points should be established and children should be briefed 
on what they should do if they become separated from the group. 

 Pupils in EYFS/KS1 are allocated badges with the school name and trip 
mobile number on in case of emergency 

 
Residential Visits: 

 All staff and any additional adults should carry the address phone/number 
of the accommodation when going off site. 

 Pupils should be well prepared for any remote supervision: 
o Telephone and emergency contacts if lost. 
o Money. 
o Maps and plans. 
o Knowledge of how to summon help. 
o Knowledge of out of bounds areas/activities. 

 In advance of residential visits, group leaders should do their best to 
follow these guidelines: 

o To secure a floor plan of the location. 
o Rooms should be grouped together with staff rooms adjacent, the 

immediate area being exclusively for the group’s use if possible. 
o If possible, pupils should not be on the ground floor. 
o Male and female sleeping/bathroom facilities should be separate. 
o Balconies, windows and electrical connections should be safe. 
o Assurances should be secured that any staff have been checked as 

being suitable to work with young children. 
o To ascertain whether security arrangements are in place if there is 

no 24-hour reception. 
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 On arrival there should be a briefing to explain the layout of the 
accommodation, its fire precautions and exits, routines and regulations. 
There should be a fire drill. 

 
Medical 

 The group leader must consult with the Designated First Aider in advance 
of the trip, ensuring they are aware of any pupils with medical conditions 
and that they have followed up by discussing the child’s needs with the 
parents. 

 Check if there are any special requirements for your destination e.g. 
inoculations. Check also arrangements for emergency medical treatment 
abroad (e.g. European Health Insurance Card E11) and secure emergency 
consent. 

 Members of staff who are responsible for leading expeditions in this 
country, and abroad, which involve an overnight stay of one or more 
nights, must obtain a completed medical form for each participating pupil 
to facilitate emergency hospital care should it be needed. The form will 
offer parental consent, a list of allergies, doctor, NHS number etc. 

 Record the administration of any medicines – date, time, name of 
medicine and dose. Ask staff to initial when medication has been 
administered. 

 
First Aid 
 At least one member of staff/adult will be paediatric first aid trained. 

 An adequate number of correctly stocked first aid kits must be taken. 
 On every trip, an adult should be appointed to be in charge of first aid 

arrangements. 

 Supervising adults should know how to contact the emergency services 
and they should know the location of the nearest hospital. 

 
Emergency Procedures 

 In the event of an incident, the group leader should contact the Head 
Teacher (or in their absence the Deputy Head Teacher) immediately: 

o Head Teacher 07792-562567 
o School Business Manager 07714-560553 
o School 0208-788-9591 
o Deputy Head Teacher EYFS/KS1 07713628286 
o Deputy Head Teacher KS2 07725 547007 

 In the event of an accident or emergency, then the main factors to 
consider are: 

o Establish the nature and extent of the emergency as soon as 
possible. 

o Ensure that all of the group are present and safe. 
o Establish names and ages of casualties and secure immediate 

medical attention for them. 
o Ensure that a member of staff accompanies any casualties to the 

hospital if necessary. 
o Ensure the rest of the pupils are kept together with adequate 

supervision. 
o An embargo should be placed on pupils contacting parents/the 

outside world. 
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o Contact the Head Teacher. 
o Notify the Police if necessary. 
o Notify British Embassy/consulate if abroad. 
o Notify insurers, especially if medical attention is required. 
o Notify the provider/tour operator. 
o Record accurately as soon as possible all facts, evidence, witness 

details. 
o Keep a written record of events, times, contacts, decisions after the 

incident. 

 Details which will need to be given to the Head Teacher: 
o Nature, date and time of incident. 
o Location of the incident. 
o Names of casualties. 
o Details of injuries. 
o Names of others involved. 
o Action taken so far. 
o Action yet to be taken. 
o Details of staff deployment. 

 Legal liability should not be discussed with other parties. 
 No-one should talk to the media under any circumstances – all media 

enquiries should be referred to the Head Teacher. 

 Do not deal directly with parents. The Head Teacher (or in their absence 
the Deputy Head Teacher) will contact parents and act as a link between 
the group and parents. 

 The Head Teacher will liaise with the Chair of Governors. 
 
Special Educational Needs and Disabilities (SEND) 
 If there are children with SEND in the party, group leaders should ask 

themselves: 
o How can the activity/visit be adapted to enable all pupils to 

participate at a suitable level? 
o Is the pupil able to understand and follow instructions? 
o Will additional supervision be necessary? 

 Pupils, who work with a Learning Support Assistant, should be 
accompanied by them on the trip wherever possible. 

 
Liaison With Colleagues 
 Group leaders should inform colleagues (e.g. PPA Teachers, Intervention 

Group Leaders, Peripatetic Music Teachers) in advance if disruption to 
lessons is planned. 

 All trips should be pencilled into the school diary as soon as possible. 
 Place a list of pupils involved in the trip on the communication boards in 

the staff room and encourage all pupils to make a polite request to staff if 
they need to miss lessons or other activities e.g. clubs. 

 A list of pupils involved should also be given to the school office along with 
any letters, paperwork or information related to the trip so they are well 
informed and can answer any queries. 

 Pupils should be asked to check for clashes with Music lessons and warn 
their Music Teachers in plenty of time. 
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Transport 

 The group leader should secure the most appropriate, efficient and safest 
method of transport. As we promote active travel within our school travel 
plan, where possible all trips should use public transport. 

 Transport which is booked through Transport for London (TfL) will need to 
be booked at least three weeks in advance. 

 If the party will be travelling by coach, the group leader should seek 
advice from the Administration Team on coach firms. Only reputable firms 
should be used: drivers must be qualified and vehicles properly 
maintained. 

 Group leaders are responsible for organising head counts at every point of 
embarkation and for supervising safety at stops. 

 Group leaders are also responsible for ensuring that seat belts are worn at 
all times in taxis, minibuses and coaches wherever else they are present. 

 Supervising adults must sit amongst pupils on trains, buses, tubes etc. On 
ferries or other appropriate modes of transport, pupils should be briefed 
on their freedom to roam, rendezvous times, discipline and emergency 
procedures. 

 Children should not sit in the front seats of coaches/buses wherever 
possible. 

 Children should not be left unattended at any point on the trip. 

 On arrival back at school, the group leader should remain with the pupils 
until all children have been collected by their parents. 

 
Late Return 
If your return is delayed, telephone the school office or school contact person 
to give a revised time of arrival. The Head Teacher (or their proxy) should 
then be notified as soon as possible and no other action taken, unless under 
their direction. 
 
Catering 
Group leaders should ensure that the school office is informed if children will 
miss normal meals as a result of an excursion. If you require an early or late 
meal – please liaise with the School Business Manager. Arrangements for 
children with special dietary requirements should be put in place wherever 
necessary. Children in receipt of Free School Meals (FSM) should be given the 
option of a school packed lunch. 
 
Financial Matters 

 Staff must think carefully about the cost of a school trip. Some parents 
have financial constraints and it must not be assumed that all parents 
have the necessary funds to support trips and visits. 

 The group leader must take responsibility for all financial arrangements in 
connection with the trip in liaison with the school office. 

 Cost is determined when travel/event costs are finalised and letters are 
then sent home from the office.   

 When the trip has been sanctioned the office will notify parents of 
arrangements for payment i.e. Sims Agora. 

 Payments and permission can be made via Sims Agora On Line Payments 
or by cash/cheque via the office. 
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 Parents should be asked to make a voluntary contribution, which will cover 
the cost, for day trips. 

 Costs should be kept to a minimum and parents must be given the 
opportunity to decline the trip on financial grounds. 

 Staff should not manage any part of trip finances through their personal 
accounts. 

 Staff must seek advice from the School Business Manager so that there 
can be no doubts about financial propriety. 

 The school will observe strict accounting procedures, keeping accurate 
records of all payments received, and made, with receipts. 

 Pupils in receipt of Pupil Premium can be supported with payments for 
school trips – see SBM. 

 See the Charging and Remissions Policy for further information. 
 
Insurance 

 Check with the School Business Manager whether or not the school 
insurance cover is sufficient for the trip/activity. 

 Is additional cover needed? 
 If you are using a commercial tour operator – what is available through 

the operator or centre? 

 Any trip abroad, residential trip or adventurous training activity may 
require specialist insurance. 

 
 
 
Legal Responsibility 
 The standard of care, which has to be exercised by teachers towards their 

pupils, is that which would be exercised by ‘reasonably careful parents’ 
towards their own children. 

 In this context, the test of the ‘reasonably careful parent’ must be applied  
 Where a teacher has done all that a ‘reasonably careful parent’ would 

have done in the particular circumstances, there is unlikely to be any 
question of legal liability, even though a pupil may have been injured. 

 Staff must know all of the applicable regulations and requirements for the 
trip/activity being undertaken, and be able to comply with them. 

 If a legal claim against a teacher does arise under the common law, the 
school as the teacher’s employer will be liable, although individual 
teachers can be liable for negligence under Criminal Law. 

 
Foreign Travel 

 Early enquiries about the validity of passports, visa requirements, etc. will 
avoid panic when departure is imminent. For foreign nationals you may 
have to make particular arrangements, e.g. for visas.  

 
Links with other School Policies and Practices 
This policy links with and should be read in conjunction with a number of 
other school policies, practices and action plans including: 

 Health and Safety 
 Safeguarding and Child Protection 

 Charging and Remissions Policy 
 Inclusion 



 12 

 Equality Objectives 
 First Aid, Medicines and Supporting Children with Medical Conditions 
 Personal Care 
 Positive Handling 

 Behaviour Policy and Practice 
 Accessibility Plan 
 Volunteers in School 
 Business Continuity and Emergency Plan  
 
This policy and practice complies with the advice and guidance provided in:  

 Health and Safety: Advice on Legal Duties and Powers (for Local 
Authorities, School Leaders, School Staff and Governing Bodies) – 
February 2014, DfE Reference: DFE-00035-2014. 

 Health and Safety Executive (HSE) School Trips and Outdoor Learning 
Activities: Tackling the Health and Safety Myths, Printed by the HSE 06/11 

All staff should familiarise themselves with these documents. 
 
 
Consultation and Participation 
The policy has recently undergone a comprehensive and rigorous review and 
complete rewrite. Following Leadership and Management Committee 
Approval, the Policy will be formally adopted. 
 
Monitoring and Review 
All staff will then review this policy once every year as well as responding to 
trends that suggest the need for earlier review. 
 
Policy was reviewed and largely rewritten in: June-November 2015 
Name: Miss Cheryl Payne – Head Teacher 
Date: November  2015 
 
Policy last reviewed by: 
Name: Mrs Amanda Bishop – Deputy Head Teacher 
Date: January 2017 
 
The School’s Trip Policy was reviewed in: May 2018 
Formally adopted by Governors:  
Suggested Date of Next review (Annually): May 2019 
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Appendix 1 
Check List for Trips 
 
Factors to Consider in Planning a Trip/Visit 
 Purpose of the trip. 

 Suitability of venue and the facilities provided. 
 Staff training needs. 
 Transport arrangements. 
 Insurance arrangements. 
 Communication arrangements – letters and pre-meetings planned. 
 Supervision ratio. 

 Contingency Plans.  
 
Documentation Required Before the Trip/Tour Departure: 
 School Journey Statement must be approved by Governors in advance of 

the trip. 

 A list of all pupils, staff and any additional adults travelling with the group. 
 A full itinerary, including addresses, telephone numbers and travel details. 

 Details for any pupils joining/leaving the trip at different times/places. 
 Photocopies of all pupils’ consent forms and codes of conduct. 
 Mobile telephone numbers. 
 Risk Assessment 
 
Take with you: 

 Travel tickets, visas, plus copies of all documentation in case lost. 
 A copy of any letters, which have been sent out about the trip. 
 Booking forms, confirmation emails etc. and contact details for the 

accommodation. 

 Details of the location of hospitals/medical services. 
 Full insurance details, with claims forms and the company’s contact 

details. 

 A copy of the itinerary. 
 A full list of party members, including accompanying adults, with 

addresses, telephone numbers, next of kin etc. 

 A recent photograph of all members of the party. 
 A note of the contact telephone numbers for the school, Head Teacher (or 

their proxy). 
 Parental consent forms and the equivalent for all adults. 
 First Aid Kits. 

 E11’s (if appropriate). 
 Passports (if appropriate). 
 List of passport numbers/place of issue. 
 An outline of emergency procedures. 
 Cash/Credit Cards/Cheque Book/Travellers Cheques/Emergency Funds.\ 

 School mobile phone. 
 Facilities/equipment that the group may/will need e.g. clipboards. 
 
During the Trip 
 On arrival at the accommodation, check all rooms for damage and report 

at once to the management. 
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 Notify the Head Teacher of your arrival. 
 Carry out an emergency evacuation drill. 
 Notify the Head Teacher of any significant incidents as soon as possible. 
 
Leave with the Head Teacher/School Office: 

 A copy of any information pack put together for the trip. 
 A copy of the itinerary. 
 Contact telephone numbers for all members of the party. 
 Group Leader’s mobile telephone number. 

 A copy of each party member’s parental consent form. 
 The name, address, telephone and fax numbers of tour operators/ferry 

companies/accommodation etc. 

 A copy of insurance documents. 
 A copy of all travel documents. 
 
Other Points to Consider: 
 Have the parents been fully briefed? 

 Have the pupils been fully briefed? 
 Have you given parent/pupils a written code of conduct? 
 Has the trip been given clearance by the Head Teacher (or their proxy)? 
 Have you checked that the trip is adequately insured? 
 Have outside staff/helpers been DBS checked?
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Appendix 2 
St Mary’s CE Primary 

School Trip and Sports Trip Authorisation and Booking Form 
If you wish to book a trip please make sure that Wendy Livingstone or Amanda Bishop has at least 4 weeks’ notice 

 

Class Teacher 
 

Date of Trip Venue of Trip Purpose of Trip 
(curriculum links) 

Departure 
Time 

(Leaving 
school) 

Return 
Time 

(back at 
school) 

No. of 
Children 

No. of Adults 
(including 
named TA’s) 

 

 
 

       

 

Names of SEN Children requiring support TA required for 1:1 assistance Cover needed back at school 
(lunchtimes etc.) 

 
 
 
 

  

 

Adult: Child 
Ratios 

First Aider PARENT/VOLUNTEERS  NAMES 
 

CLASS CRB LIST CHECKED 
 (public folder/Trips) 

Nursery: 1:4 
Reception: 1:5 
KS1: 1:8 
KS2: 1:13 

   

 

Venue Cost 
 

Method of Transport and 
Cost 

Total Cost per child Will school lunch be 
required for the children 

Diary Checked before authorisation 

 
 

   
 

 

 

AUTHORISATION BY  DEPUTY 
This must be signed before actual booking of trip 

 
Signature: 

 

Risk Assessment 
produced/amended & 

Copy Attached 

Insurance date sent 
Received back 

Teachers Check list Office Check list SCHOOL RUCKSACK Check 
 Trip Mobile No (1): 0771 456 0552 

(2) 07875 331834 

Copy to AB or WL 
(MR/SA/CP) 

 
Yes  

 
 

*PLEASE SHARE WITH 
CLASS BEFORE TRIP 

Date sent: 
 
Received back: 
 

Interventions 
Class/Individual 
Music Lessons 
Specialist 
Teacher 
Pre Visit 
booked 

Yes /No 
Yes /No 
 
 
Yes /No 
 
Yes/No 

Kitchen 
Informed 
Music 
Teachers 
Informed 
Written in 
Diary 
Monica 

 
Yes / No 
 
 
Yes / No 
 
Yes / No 
Yes / No 

Rucksack  
Business Continuity& 
Emergency Plan 
School Phone 
charged 
Copy of protocol for 
parents 
First Aid 
Travel Cards needed 

Yes 
 
Yes 
Yes 
 
Yes 
 
Yes 
Yes 
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Appendix 3 

RISK ASSESSMENT FOR SCHOOL TRIPS 
 

Class/Group:                           Venue:       Date:  
Please remember to take a first aid kit and any inhalers etc.  On any trips please take and leave at school an up-to-
date list of who is on the trip that day.  Take a mobile with the school number ready in case of emergencies. 
 

Activity Hazard Who is at risk? Preventative Measures 
1.  1.  1.  1.  
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Appendix 4 
 

St. Mary’s CE Primary School 

Proposed School Trips 2017-18 
 Autumn 1 Autumn 2 Spring  1 Spring 2 Summer 1 Summer 2 

WHOLE SCHOOL St Mary’s Church – 

Harvest Service 

KS2 Godly Play 

Sessions 

 

St. Mary’s Church- 

Christmas Service 

 St. Mary’s Church-  

Mothering /Easter 

Services 

All Saints Church 

Shared Communion 

St. Mary’s Church 

Leavers Service 

NURSERY  

 

 

Post Box 

(Local) 

  Fulham Palace 

(Science) 

Bocketts Farm 

RECEPTION   Natural History 

Museum 

Local – 

Waitrose/Wagamama 

London Transport 

Museum 

Legoland 

YEAR ONE The Look Out 

Discovery Centre 

Eddie Katz Fulham Palace 

(History) 

Wisley Gardens TBC London Aquarium 

YEAR TWO Florence 

Nightingale 

Museum 

 

Mandir 

(Hinduism) 

Kew Gardens Museum of 

London/St. Paul’s 

Cathedral 

Wandsworth 

Recycling Centre 

Wetlands Centre 

YEAR THREE Wandsworth Park  Science Museum Mosque 

(Islam) 

London Zoo  

YEAR FOUR Southwark 

Cathedral 

(Pilgrimage) 

 Cadbury’s World  Synagogue 

(Judaism) 

Syon Park 

YEAR FIVE British Museum 

Wandsworth 

Junior Citizen  

Sayers Croft 

Residential (1 

night) 

 Greenwich 

Observatory 

 

Gurdwara 

(Sikhism) 

Pizza Express 

YEAR SIX The Crystal Sayers Croft 

Residential (3 

nights) 

Temple 

(Buddhism) 

Churchill War Rooms Wandsworth Park Painshill Park 

Y6 Southwark 

Cathedral 
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Additional Trips include – Variety of sporting fixtures and events/ music events – Lead Teachers George Ellis (PE) Cheryl Payne/Rachel Le 
Prevost (Music) 
 
 
 
 
 
Appendix 5 
Parent Trip Protocol 
 
Thank you for offering to escort St Mary’s children on a school trip. Before you confirm your offer of help we would appreciate it if 
you would consider the following expectations and requirements. 
 

 It is not appropriate for other children, babies and buggies to be brought along. 
 

 Mobile phones should be turned to silent and only used in an emergency as directed by a member of staff. In the event of an emergency any contact 
with the school/parents must only be as directed by a member of staff. 

 

 Photos must only be taken using school equipment or as agreed by a member of staff. 
 

 You will be assigned a group of children to oversee and it would therefore be inappropriate to focus on your child only. 
 

 Adults must walk closest to the road when supervising children and stand between the children and incoming traffic when crossing the road.  
 

 You need to have read the teachers risk assessment form before the trip, to bring to your attention possible dangers to look out for. 
 

 Each trip has a qualified First Aider attending, therefore only these members of staff administer first aid. 
 

 Please positively reinforce class/school rules, but disciplining children is carried out by the class teacher. Remember the child is still ‘in school’ whilst 
on Educational visits. 

 

 Remember equal opportunities. It is not appropriate to treat one child (even if they belong to you) or group, differently from the others e.g. buying 
treats etc. 

 

 Remember you are supervising children and there to support their learning by asking them questions and drawing their attention to relevant 
issues/objects etc. It is therefore inappropriate to be talking over children/adults to other adults about personal/non-related things or chatting to other 
adults whilst the teacher is addressing the class. Adults should act as role models for how to behave e.g. talking quietly on trains and when walking 
down the road etc. 
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 All adults working with children need to have a DBS check. Please speak to Mrs Abrahams in the office for more information on this. 
 

 Finally many thanks for offering your support. We hope that these guidelines haven’t put you off volunteering, as your help is invaluable on these trips 
and without it the children would be unable to access these experiences. We aim for all our children to have the best experience whilst on an 
educational visit and their safety and wellbeing is our priority. 


