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SCHOOL JOURNEYS AND EDUCATIONAL VISITS POLICY

INTRODUCTION

ISI Regulatory Standard 3(2) (c) requires schools to "safeguard and promote the health and safety of pupils on
activities outside the school which has regard to DCSF Gurdance 'Health and Safety of Pupils on Educational
Visits"'.

Safety has to top the agenda in planning a trip. This poJicy covers the systems that need to be followed irr order to
ensure th2t all St Andrew's School trips are as well-planned and proper\ managed as possible. -Attendon to detail
at the planning stage is critical. Contingency artangements need to be made for when things go \uong.

OUR TRIPS AND VISITS

'Sfe regularly take pupils on day trips to: historic sites, museums, galleries, natural features and farms to supPort the
curriculum.

You car find more about the trips, lrsits and activities that are avaitrable to each yeat gtoup from our web site, our
prospectus and our notice boards around the school.

INFORMATION ON PI.ANNED TRIPS AND ACTIVITIES

Yout son's or daughtet's school calendar Lists the ttips and visits that are due to take place over the coming academic
year, together with a list ofplanned home and away sports fi,xtures. You will always be notified in advance:

r if your child has been selected for a sports team, and rvill be gil-en a list of fixtutes. We verv much welcome
famrly and friends at all our matches, both home and arvay.

. if your child is going to be out of school dudrg the school day in otdet to visit a local museum, theafte, nature
reserve or historic site, we will always seek yout petmission if the risit involves an extra charge, supplying a

packed lunch or late retum to school.

We send details ofplanned trips and activities s'ell in advance to all parents of pupils of the relevant yeat group.

HEADMASTER'S RESPONSIBILITIES

DCSF gutdance contains advice on the legal framework for health and safety on school visits and the

responsibilities of governots, Heads and teachers.

Heads should ensure that:
. Adequate chiJd prorection procedwes are in place
. All the necessary ptepatation has been completed before the visit begins
. A risk assessment has been completed and safety measures put ir place
. Trarnirrg needs have been considered by a competent person and action taken
. The gtoup leader is suitably expetienced to organise the gtoup
. The gtoup leader has been allowed sufficient time to organise the visit properll'
. Supervision rados are appropriare



. Nori-teacher supervisors are appropriate persons to supervise cbildren

. Parents have signed a consent fotm where apptopriate

. There a{e adequate affangements for medical needs and special educational needs of pupils

. There are adequate fimt-aid facilities

. Travel arangements ale appropdate and travel times out and back home are known

. There is adequate insutance cover for the visit

. The addtess and telephone number ofthe venue and a contact name are available

. The group leader and group supervisors have a copy of the emergency procedure and so does the nominated school
contact; the same people should have a list of the names of all pupils and adults on the visit, contact details and, in the
case of adults, next of kin.
. Thete is a contingency plan.

ROLE OF THE EDUCATION VISITS COORDINATOR

St Andrew's has two E ducation Visits Coordinatots (EVC): The Deputy Head is the prep school's Education Visits
Coordinator (EVC), whne the Head of Pre-Ptep is the EVC for Pre-Prep and Nursery. Thev support the Headmaster
in the process of approvr-ng rnsits, eflsuring that they ate spread through the diffetent age gtoups, and the school year,

(although there is inevitably a concentration during the last part of the summer term, when exams have finished and

the weather is at its best). The Bursary and the Headmaster's Office help staff involved with organising tours, with
checkirrg patental corisent foms and keeps records of all ptevious visits. The Brusar keeps reports of any accidents or
near misses. All new staff have a session on planning school visits as part of their rnduction trarlrrg.

APPROVAL

In the fust instance the proposed visit should be discussed with the Educational Visits Coordinator (EVC). Once
initial consent fot the tnp has been granted by the EVC, the otganizet must complete the application form for the
approval ofEducational Visits (see appeadix 1) which is then passed on to the Headmaster for approval. NB: The
Head must authorise AIL visits of whatever duration.

In a latge school like St Andtew's, it is unlrkely &at the Head wlll be aware of all the likely problems each visit may
create. The application form for the approval of Educational Visits states where the trip is to and its purpose, the dates
and time for leaving and retuming to the school, the number of pupils involved and their year gloups, the names of the
members of staff accompanyrng the party, the transport to be used and the cost per pupil. Other staff should receive
adequate notice of the trip. The organiser should also be responsible for informing the parents, kitchens, and staff rvith
pastoral responsibility for the pupils.

RISKASSESSMENT

The DCSF guidance 'Health and Safety of Pupils on Educational Visits' stresses the importance of completing a risk
assessment to be approved by the Head well before the visit. This need not be complex nor, in most cases, require

professional expertise, but the Head should ensure that the petson carryhg out the risk assessment is competent to do

so. (For a genedc risk assessment see appendix 2). Risk assessments should be completed, tead and signed by all

accompanying staff and handed to the Head for apptoval at least 48 hours before the trip.

The five stages of assessment involve the following questions:
. What are the hazatds?
. Who might be affected by.them?
. !(/hat safety measures need to be in place to reduce dsks to an acceptable level?
. Can rhe group Ieader put fie safery measures in place?
. What steps vill be taken in an emetgency?



When assessing the dsk in relation to a school visit, the following factors are important:

. The type of acti'r'rty and the level at s'hich it is undertaken

. The age, competence, fitness and temperament of the group membets

. Any special educational ot medical needs of pupils

. Super-vision ratios and the competence, experience and qualif,cations of supen-isory staff

. The location, routes and modes of transport

. Emergency procedr]res

Pupi.ls must never be put in situadons which expose them to an unacceptable level ofrisk. The DCSF's advice is
emphadc that the visit must not go ahead if the risks cannot be contained.

INFORMATION FOR PARENTS

N{any short visits take place dunng the school day in connection with wotk being done by pupils.
Equally, there are the many activities after school or at weekends u.hich come within the school's regular progmmrne.
Such visits and actiyities are accepted as a matter of routine and do not involve parents being asked to give consent.

\X'here the nature of a visit ot journey makes it appropriate to ask parents fot consent, it is important that they should

know what is involved. Information should be sent to the patents in writing when they are asked to agree to theil
cbildren taking part in the visit.

SUPER\-ISION

The Standard of Cate

School journeys and educational visits are an extension of school activities. Teachets, and by extension other adults,
responsible for supervising pupils taking part rn journeys and visits must be er?ected to act towards the pupils as a

carefirl parent would towards his or her children in similar circumstances. It is a professional duty, included in the
School Teachers' Pay and Conditions Document, for a teacher to maintain the good otdet and discipline of pupils and
safeguatd their health and safety, not only in school, but also when they are taking patt in authotised actirities
elsewhere. In the case of a journey, they ate responsible for the pupils in their care 24 hours a day, seven days a week.
The responsibijity is not lessened because the duty is undettaken voluntarily. In all cases where the teacher has accepted
the care of the cbil&en, he or she must take responsible precautions for their safety. School rules should strll be applied
to ensure the discipline and control of the puprls.

Levels of Supervision

AII staff or volunteers accompanying the trip who are to be in chatge of pupils must have the relevant checks ir
accordance with the school's recruitment procedure. NB: Volunteets and parents accompanying over:rright trips need

enhanced SRB checks

There are no statutory requilements for staff pupil supervision ratios. Levels of superwision need to be decided for

each visit ot journey, according to all the clcumstances (e.g. age, ptevious expetience and matr-rnty of pupils, whether

the party consists of boys or girls only or both, the capabilities and previous experience of the supervisory staff, travel

arrangements, activities to be undertaken, tlme of year, etc).

The DCSF offers as guidance the following ratios for visits to loca1 sites and museums or for local walks:

' One adult for every six puprls in Years 1 to 3 but a higher ratio for under-fives
. One adult for every 10-15 pupils in Years 4 to 6
. One adult for every 15-20 pupils in Year 7 and above.



Ptepadng pupils with special and medical needs

I he School nurse publishes a List of rhose ch.ildren wirh special medical and diera q needs.

The SENCO pubJishes a list of chil&en who have special educational needs together with their Individual Plans.

The teacher in chatge should ensure that there are adequate affangements for children with special medical and dietary
needs, and fot pupils with special educational needs.

If necessary, the teacher in charge should sit down and discuss with the child irr question how any special requirements
for the rrip are to be undertaker:..

Discipline and Rules

From the eadiest possible opportunity dudng the preparation of the trip, the importance ofgood ordet and discipLine

should be emphasised to everyone taking part. As v'ell as teminding them that thev are tepresendng the school, rt
should be pointed out that a climate of responsibiliq' is essenlal for their health and safety and to ensure the tdp is as

enjoyable and successfirl as possible.

The party leader should make it cleat what is expected of the puprls by explairung the code ofbehaviour rvhich must be
accepted by each pupil if he or she is to take part. They should be aware that the appropriate action may be taken if any
rnisbehaviour occurs, paticula y ifit puts any of the pupils at risk of injury.

A numbet of basic rules are necessary for all school trips, e.g. what is suitable clothing, what articles and how much
monev may be taken and rules about free tirne and unsupetwised activities.

The pupils should also be cleat about what to do in cases of emergency. Other rules may be necessary depending upon
the ci-tcumstances. \Whete thete are outdoor activities, the rules of one or more of the countrl. code, the Mountain
Code and the Outdoor Studies Code could be relevant.

\\leen pupils ate at an activity centre, it is essential that they know and understand the safety and general rules of
conduct of the centre. Similarly, they must be awate of patticular\ rules wtrrch apply when travelling by transport or
walking along roads.

The location of the trip may necessitate a number of basic safety rules. 'When for example, pup s visit a far:rn, there ate
risks from dangeror,s 

"qoipm.nt. 
hazardous substances such as pesticides, hear'y vebrcl-es 

"ndi"ng.rol,. 
areas such as

grain silos and slutry pits. As well as safety rules, there should be procedwes for hygiene in place.

PARENTAI CONSENT

\fitrere appropriate it may be necessary to secure parents'written permission for a child to go on a trip. Patents need

only be asked to sign one consent form in respect of a seties of trips rf\at arc p^rt of a pardcular course. \{'ritten
consent that the parent accepts the risks must be obtained if there are special risks or conditions, such as a non
returnable deposit. For longer trips, parents must be given ihll details of the itinerary: the name and addtess of
destination, dates and times of departure and return, cost and method of travel, inoculations necessafl, etc befote they
are asked fot their consent.

On the consent form, parents should provide necessary information about the child and include details of any relevant
medical condition and any medical treatrnent required. There should be aIr emergency contact telephone number and

an alternative contact. Other information may be needed dependhg upon the natLrre of the trip. It may be necessary to
know of any special dietary requirements and whether the child suffers from trar-el sickness. If the trip includes physical


