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The following Policy covers the Aims and Ethos of the Preparatory School  
 

Mr Simon James 

Head, Preparatory School 

 
Aims and Ethos  

 

 

 
SAFEGUARDING STATEMENT 

Felsted is committed to maintaining a safe and secure environment for all pupils and a ‘culture of vigilance’ to safeguard and protect 

all in its care, and to all aspects of its ‘Safeguarding (Child Protection and Staff Behaviour) Policy’. 

 

EQUAL OPPORTUNITIES STATEMENT 

The aims of the School and the principles of excellent pastoral care will be applied to all children irrespective of differences in ethnic 

background, culture, language, religion, sexual orientation, gender and disabilities, so long as in the last matter the student is able to 

involve himself or herself in the activity concerned; equally these differences will be recognised and respected, and the School will 

aim to provide a positive culture of tolerance, equality and mutual respect. 
 

 

  

http://www.felsted.org/policies
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1. INTRODUCTION 

 

This policy is written with regard to the statutory advice, Health and Safety Advice on Legal 
Duties and Powers for Local Authorities, Head Teachers, Staff and Governing Bodies. 
 

An Off-Site Activity is defined as one which requires pupils to leave Felsted School 
under the direction of members of staff for an authorised educational activity. 
 

Staff who take pupils out of school on a school activity are responsible for all pupils in 
their care just as they are in school during school hours.  The teacher‟s duty of care 
has been described as in loco parentis, i.e. the standard of care of a reasonably careful 
parent.  However, parents expect more than this and we need to realise that and show 
that we are doing everything to minimise risk.  The obligation is to take all reasonable 
measures to ensure that no pupil is exposed to unacceptable risk and to act reasonably 
carefully and not carelessly.  Occasionally, this duty can temporarily be entrusted to 
others; for example, an instructor at an activity centre where the activities involved 
are controlled by those instructors or experts.  The law does not expect anyone to do 
the impossible, but a teacher who either does something which a reasonable teacher 
or parent in the same circumstances would not have done, or who fails to do what 
that reasonable teacher or parent would have done, is negligent.  The Management of 
the School and the staff involved also have a professional and legal responsibility for 
the safety and success of the event.  
 

For complete  and comprehensive guidance on how to run School Trip and Activities 
outside of School, please refer to Section K of the Staff Handbook. 
 

Jeremy Fincher is Felsted Preparatory School‟s Educational Visits Co-ordinator (EVC) 
and, as such, his approval and initially that of the Head teacher is required for Off-Site 
Visits and Activities with the exception of the school‟s sports fixtures. Initially 
approval will be sought for planning and organising a trip using the Visits Form 1 - 
Trip request Form.  In normal circumstances this form will be submitted to the Deputy 
Head or EVC before the Risk assessments calendar deadline.   
 

Any plans for a trip of a week or more should be submitted with a full outline of the 
planned trip in terms of who will be accompanying the trip, which children are 
involved, the outlined activities, the proposed costs and any hope of enhancing a trip 
through possible fund-raising for approval by the Deputy Head as far in advance as 
possible, but at least one month before the calendar for the term in which the trip is 
planned is published. 
 
The Deputy Head will look at what is already going on in that term, how this is likely 
to affect the load of the teachers involved (considering current quality of such as 
marking or quality of teaching and other commitments), the load of the children and 
what they are already doing and the pocket of the parents against what is already 
being asked for in school that year or the current economic climate. Offers of support 
from parents must not be accepted until approval has been sought through the 
Deputy Head. The Deputy Head will seek guidance from the Head and Bursar when 
necessary. 
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Once the planning and organisation has been accomplished, a completed Risk 
assessment will be forwarded to the EVC by the date specified by him. He will publish 
a list of events and dates that require risk assessments to be completed at the start of 
each term. 
 

With specific permission, overnight or foreign trips taking place in holidays or half 
term may miss lessons on the last day of term or the last day before half term and may 
leave school the previous day after lessons have finished. 
 

2. RISK ASSESSMENTS 

  
 It is important that the risks in all trips away from the school are assessed to 
ensure that adequate control measures are identified and put in place.  A Risk 
Assessment will be completed for all trips and must accompany the Visits Form 2 - Trip 
Final Approval Form.   
 

For the purpose of Risk Assessment, Off-Site Visits and Activities are sub-divided into 
three categories of risk: 
 

Low Risk Activities:  Those where neither the activity itself, nor the environment in 
which it is being undertaken, present any risk additional to those of everyday School 
life e.g. theatre or indoor museum trips, visits to other schools. 
 

 Action: An appropriate Risk Assessment should be attached to  the Visits 
Form 2 - Trip Final Approval Form using Form 3a – Risk Assessment Form (low risk 
activities). 

 

 Medium Risk Activities: Those where the activity itself presents no additional 
risk to individual pupils, but where the environment in which it is being undertaken 
may do so to a group of school children e.g. visits to outdoor sites such as castles, field 
trips, occasions when pupils will be released from direct supervision such as 
mountain biking, countryside walking below 1500ft/450m, overnight stays, 
unsupervised free time etc. 
 

 Action: A specific Risk Assessment for the trip being undertaken  should be 
completed and attached to the Visits Form 2 - Trip Final Approval Form using 
Form 3B – Risk Assessment Form (medium and high risk activities) 

  
High Risk Activities: Those where both the activity and the environment in which it is 
being undertaken may present identifiable additional risks.  Examples of these are: 
hill walking including D of E expeditions (hill walking is defined as following a route 
where significant stretches lie about 1500m/450m), residential field trips etc. 
 

 Action: Each of these activities must have its own Risk  Assessment Policy 
and Procedures and a specific Risk Assessment  needs to be completed and 
attached to the Visits Form 2 - Trip Final Approval Form. 

 
 

A copy of this Risk Assessment Policy and Procedures document should be given to all 
staff involved in the activity and to the EVC before departure.  This Risk Assessment 
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Policy & Procedures document needs to be reviewed annually, any changes made and 
the document re-dated. 
 

The Group Leader must also fill out Form 4 – Emergency Contact Form with key 
contact details.  This should be carried by all Staff on the Trip. 
 

3. PARENTAL CONSENT 

Activities which are deemed to be part of the normal school curriculum do not require 
parental consent (with the exception of Early Years Foundation Stage children).  
However, parents must be kept adequately informed of any last minute changes 
involving their child. 
 

A letter providing information and seeking parental consent must be sent to parents 
whenever: 

 There will be one or more nights away from school or home or 

 The Activity is Medium or High Risk 

 

If consent is needed then it must be given in written form, either in letter, fax, or 
email, before the pupil may take part.  Usual practice is to gain Parental Consent using 
Visits Form 5: Parental/Guardian Consent Form.  This Form should be accompany the 
letter and can be customised as necessary for the individual trip.   
 

If in doubt about whether parents must be asked for consent, please consult the 
Educational Visits Co-ordinator. If consent is needed then it must be given in written 
form, either in letter, fax, or email, before the pupil may take part. 
 

Parents must be given realistic information of what their children will experience.  
The following must be included: 
 

 The name and address of the destination and any other bases and contact 
telephone numbers at these locations. 

 The time and place of departure and return arrangements for dispersing and 
collecting the children.  This is particularly relevant for day pupils and trips 
leaving/returning in the holidays 

 Methods of travel. 
 Details of the anticipated activities and arrangements for supervision generally 

and during specific activities, including details of any relevant qualifications 
held by supervising staff, including Activity Centre staff if applicable. 

 The composition of the party (age range and sex) and details of the teacher(s) in 
charge. 

 The code of conduct expected of pupils.  Agree with parents and explain what 
action will be taken where pupils misbehave or become disruptive. 

 Appropriate and acceptable use of mobile devices. 
 Details of other adults accompanying the party and staff contacts at home. 
 Whether any form of remote supervision will take place i.e. when pupils will be 

left unsupervised. 
 Procedures in the event of illness. A mobile number might be included. 
 The cost and what it covers, together with details of the deposit, and when the 

balance and any other payments will be due. 
 The date after which the deposit cannot be returned upon cancellation. 



 

Health and Safety Activities outside School Policy   Page 6 of 41 

 Amounts of pocket money. 
 Details of any inoculations or other health precautions which are necessary. 
 An indication of clothing and any other items to take or a checklist if a High Risk 

activity. 
 Staff responsible for money and passports/visas etc. if applicable 

 What insurance is provided and what is not (full and specific details). A copy of 
the School insurance may need to be sent out. 

 In advance of the visit, a meeting for parents and pupils can help to endorse this 
information and to ensure informed consent is given.  This would be useful for 
residential or overseas visits. In this meeting communicate all points set out 
above as set out in 

HEALTH & SAFETY DEPARTMENT FOR EDUCATION ADVICE ON 
LEGAL DUTIES AND POWERS FOR LOCAL AUTHORITIES, HEAD 
TEACHERS, STAFF AND GOVERNING BODIES DFE/2011 

 

4. STAFFING 

 

“Staff” are defined as full and part-time teaching staff of Felsted School.  Teachers 
from other schools or adults, such as parents, may accompany groups, but their 
supervisory role must be discussed and agreed before departure. All adults who have 
a supervisory role must have an Enhanced DBS check. Only if they agree to take on 
such a role are they to be included in staffing ratios. 
 

Staffing ratios will be determined by the risk assessment and will depend on: 
 the age, sex and ability of the pupils involved. 
 the number of pupils involved. 
 the nature of the activity and degree of risk involved. 
 any special educational, medical or disability needs of the pupils. 
 the location and travel arrangements. 
 the duration of the visit. 
 the accommodation provided. 
 the experience and competency of staff in relation to the trip. 
 the first aid cover. 
 Each member of Staff should carry a copy of the Risk Assessment along with 

Emergency Contact Details and Special List of pupils at all times. 
 

4.2  Staff/Pupil ratios recommended by the DfE for off site activities are:: 
 1:6 for pupils in Years 1-3 

 1:10 for pupils in Years 4-6 

 1:15/20 pupils in Year 7 onwards 

 1:10 for all visits overnight and abroad, with a minimum of 2 adults of opposite 
sexes for mixed parties 

 

For high risk activities, higher ratios may be considered appropriate. 
 

 Early Years Foundation Stage Statutory requirements 2008 for outings states: 
 

For each type of outing, providers must carry out a full risk assessment, which 
includes an assessment of required adult:child ratios. This assessment must take 
account of the nature of the outing, and consider whether it is appropriate to 
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exceed the normal ratio requirements for provision, in accordance with providers‟ 
procedures for supervision of children on outings. The School complies with 
statutory regulations. 

 

4.3  Promotion of Good Behaviour and Sanctions for Misbehaviour 

 

It is vital that Members of CR expect and enforce a high standard of manners from 
pupils at all times.  This is only possible if Members of CR themselves have high 
standards of manners and professionalism. 
 

Pupils are to be expected, inter alia, to: 
 

 Address members of staff and each other politely.  „Sir‟ or the equivalent is to 
be expected from pupils when they address staff. 

 Have respect for those around them in terms of language and behaviour. 
 Be correctly dressed, when in school uniform or sports kit.  Top buttons are to 

be done up, shirts are to be tucked in etc..  Non-regulation items must not be 
worn. 

 Be punctual to lessons, sport and all other activities properly equipped. 
 Start lessons and acknowledge the arrival of staff in an appropriate manner. 
 Not to chew gum or eat whether in lessons or around the site. 

 

Staff must not be afraid to deal with failure in manners.  If all staff proactively enforce 
and expect good manners, then significant progress can be made.  Speak to the Head/ 
Deputy Head if unsure how to proceed. 

 

5.  GROUP LEADERS’ RESPONSIBILITIES 

 

5.1  The Group Leader who is appointed, in addition to the points _ mentioned above, 
must: 

 

 Ensure all Health and Safety procedures are in place including those provided 
by the external operators. 

 Undertake and complete the planning and preparation of the visit including 
the briefing of group members and parents. 

 Be suitably competent to instruct pupils in an activity if necessary and be 
familiar with the location/centre where the activity will take place. 

 Nominate a deputy. 
 Have enough information on the pupils proposed for the visit to assess their 

suitability or be satisfied that their suitability has been assessed and confirmed. 
 Ensure that adequate first aid provision will be available.   
 Be aware of safeguarding issues. 
 Ensure all members of the group are fully conversant with emergency 

procedures and know the emergency contact numbers. The group leader must 
have the insurance company‟s Helpline where necessary. 

 Clearly define each group supervisor‟s role and ensure all tasks have been 
assigned. 

 Be aware of the site‟s fire procedures and ensure this is communicated to all 
pupils and adults. 
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 Ensure that group supervisors have details of the school contact and 
emergency numbers. 

 Ensure that the group‟s teachers and other supervisors have the details of 
pupils‟ special educational or medical needs which will be necessary for them 
to carry out their tasks effectively as recorded in Special list B. 

 Ensure that all pupils are briefed on the trip including their expected 
behaviour, rules, contact numbers and emergency contacts. All party members 
must have the mobile telephone numbers of all on the trip. 

 Ensure all activities are carried out in accordance with training and 
instructions. 

 Evaluate the need for stopping the visit if the risk to the health or safety of the 
pupils is unacceptable and have in place procedures for such an eventuality. 

 If the overall group is sub-divided into smaller groups ensure that each sub-
Group Leader has a mobile phone or is contactable. 

 Ensure that a documentary record is kept of all accidents/injuries however 
minor.  This is to be passed to the Health and Safety Officer via the Educational 
Visits Co-ordinator.  Any death within the UK must be reported to the Health 
& Safety Executive by the Health & Safety Officer without delay. 

 Ensure that the school contact is phoned to alert parents who may be waiting if 
there is a delay of more than 30 minutes on the return journey. 

 Injuries to pupils and visitors who are involved in an accident at school or on 
an activity organised by the school are only reportable under RIDDOR if the 
accident results in: 
■  the death of the person, and arose out of or in connection with a work 

activity;  
or  
■  an injury that arose out of or in connection with a work activity and the 

person is taken directly from the scene of the accident to hospital for 
treatment (examinations and diagnostic tests do not constitute treatment). 

 

5.2  After each visit, the Group Leader must undertake an evaluation using Visits Form 6: 
Trip Evaluation Form.  This will assist in future Risk Assessments and thus in planning 
future visits.   

 

5.3  Responsibilities of Other Staff 
 The main responsibilities are: 

 

 To follow instruction of the Group Leader and help with control and discipline. 
 Evaluate the need for stopping the visit or activity, notifying the Group Leader, if 

they think the risk to the health and safety of the pupils in their charge is 
unacceptable. 

 

5.4  Non-teacher adults on the visit must be clear about their roles and responsibilities 
during the visit.  Non-teacher adults acting as supervisors must: 

 

 Be fully conversant with the School Health and Safety rules as laid out in this 
policy document. 

 Not be left in sole charge of pupils except where it has been previously agreed as 
part of the risk assessment. 
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 Follow the instruction of the Group Leader and teacher supervisors and help with 
control and discipline. 

 Speak to the Group Leader or teacher supervisors if concerned about the health 
and safety of pupils at any time during the visit. 

 

 6.   INSURANCE 

 

6.1  The School‟s Employers‟ Liability Policy covers the School‟s legal liability for 
accidental bodily injury, illness or death to employees.  In respect of teachers and 
other non-manual employees, cover is provided on a World Wide basis, in respect of 
educational or other visits.  There is no limit to the amount of compensation. 

 

6.2  Public Liability insurance covers the legal liability of the school and members of staff, 
in connection with injury to third parties, including pupils, and also damage to the 
property of third parties if the school or any employee has been negligent whilst 
carrying out duties.  The cover extends to include educational visits or holidays on a 
World Wide basis, which are sponsored and directly supervised by the school.  The 
limit of Indemnity is £20,000,000 in respect of any one accident.  If a visit involves 
hazardous activities, details must be given to the Accountant so that the position may 
be confirmed with the Insurers. 

 

6.3  ISJC Personal Accident Scheme provides cover for pupils in respect of any permanent 
disability and there are no exclusions regarding sporting or hazardous pursuits.  The 
maximum benefit is £250,000 and a scale of compensation applies in respect of various 
disabilities.  The Personal Accident insurance is an automatic payment and is not 
subject to proof of negligence on the part of the school, as is the case in respect of the 
Public Liability insurance.  This cover is effective worldwide.  Cover under this 
scheme has been provided for all members of Common Room. 

 

6.4  Any motor car owned by, hired or lent to an employee of the school for school 
business, or any car owned by the school being used by an employee for school 
business is covered comprehensively. 

 

 Please see the School‟s Insurance Policy found in Staff handbook.  
 

6.5 ANNUAL TRAVEL POLICY 

 

This provides automatic insurance cover for the majority of school journeys, including 
normal sporting activities.  Cover for emergencies abroad includes access to a 24 hour 
English speaking Emergency Helpline operated by Assistance International. 
 

 Hazardous Activities 
All activities are included for trips within the British Isles, provided they form part of 
the organised school itinerary.   
 

For trips outside the British Isles, the following are excluded: mountaineering, rock 
climbing involving the use of ropes or guides, potholing or caving involving the use 
of caving equipment or diving using external breathing apparatus to list a few, in 
essence any activity that may be perceived as high risk 
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(See Travel Policy for further details) 
 

 Cover 
Cover applies to pupils, staff and spouse plus any voluntary helpers and includes, for 
each person: 
 

 Up to £2,500,000 for medical and other expenses.  Excluding the first £30 per 
person and the cost of treatment within the UK 

 Up to £2,000 for cancellation or curtailment expenses including the cost of a 
substitute teacher joining the school party.  Excluding the first £30 per person 

 Up to £500 for additional accommodation and travel costs resulting from the 
failure of public transport.  Excluding the first £30 per person. 

 Up to £2,000 for loss of or damage to baggage, clothing and personal effects.  
Excluding the first £30 per person.  Single article limit is £500.  Valuables limit 
£500 

 Up to £250 per pupil for loss of money, travellers cheques, tickets etc.  Increased to 
£2,000 per teacher/organiser.  Cash limit of £100 for pupils under 16.  Excluding 
the first £30 per person. 

 Up to £250 in respect of expenses incurred for replacement of lost passport.   
 Up to £100 for essential replacements in respect of baggage temporarily lost in 

transit for more than 12 hours. 
 Up to £2,000,000 personal liability cover.  Excluding liabilities assumed under 

Contract or Agreement 
 £5,000 for death and loss of eyes or limbs caused by accident 
 £25,000 for permanent total disablement caused by accident. 
 Up to £1,000 for the costs of medical treatment incurred within the UK, deemed 

necessary by a GP as a result of accidental bodily injury for which cover is 
provided under the policy.  Excluding the first £30 per person 

 Up to £2,000 for loss of deposit or additional cost of completing or curtailing the 
trip due to insolvency of the school, as required by EU legislation. 

 Up to £30 per day, subject to a maximum of £300 per person per trip for additional 
travel costs resulting from piste closure due to no, or insufficient snow between 
11th December and 29th April 

 Compensation of £10 per day, subject to a maximum of £150 per person per trip, 
resulting from the inability of an individual to participate during a trip, due to 
injury or illness. 

 

Delays exceeding 12 hours affecting travel services, including adverse weather 
and strikes, which may cause cancellation of the trip, loss of irrecoverable deposits 
and others charges payable for transport or accommodation not used are covered 
up to £2,000 per person in respect of trips outside the UK of more than 24 hours 
duration.  In addition, up to £90 per person is recoverable for delays of up to 60 
hours if the trip is not cancelled.  It is advisable that every pupil going on a school 
trip is provided with a summary of insurance cover leaflet on payment of the 
initial deposit for the trip.  The premium is costed in full at the start of the year, 
based on total pupil numbers at the school.  Cover for staff and helpers is included 
without charge.  All journeys are therefore automatically covered without the 
need for declarations.  However, trips which involve hazardous sports or 
activities must be notified in advance in order that Insurers can be advised and, 
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where appropriate, an additional premium paid.  Cover for Pre-Preparatory 
pupils is limited to UK only and the premium calculated accordingly. 

 

7.  FIRST AID 

 

7.1  All members of the academic teaching staff must receive a refresher course concerning 
Emergency First Aid every three years. The group leader must include this in the Risk 
Assessment documentation as is appropriate. 

 

7.2  Further details to be found in First Aid Policy. 
 

 8.  EMERGENCY PROCEDURES 

 

8.1  Despite good planning and organisation there may be accidents and emergencies 
which require an on the spot response.  For example, a lost party member, minor 
injuries, food poisoning, serious injury or, at worst, a fatality. 

 

8.2  A School contact must be agreed before the visit takes place.  This would normally be 
the Educational Visits Co-ordinator and also a second member of the Management 
Team, if the Educational Visits Co-ordinator proves unavailable during the visit. 

 

8.3  If an emergency occurs on a visit/trip away from the School the main factors for the 
Group Leader to consider are: 

 

 Establish the nature and extent of the emergency as quickly as possible 

 Ensure that all members of the group are safe and accounted for 

 If there are injuries assess the extent (so far as possible) and administer 
appropriate first aid 

 Establish the names of any injured and call whichever emergency services are 
required 

 Ensure that all group members that need to know are aware of the incident and 
that emergency procedures are being followed 

 Ensure that a teacher or adult connected with the School visit accompanies any 
casualties to hospital and that the rest of the group is adequately supervised at all 
times and kept together. 

 Arrange for one adult to remain at the incident site, where possible, to liaise with 
the emergency services. 

 Control access to telephones until contact is made with the Educational Visits Co-
ordinator, emergency contact point or designated member of the Leadership Team 
and until he/she has had time to contact those directly involved. 

 Inform the School contact with full details as are known at the time including your 
contact number.  The details must include the time and location of the incident, 
names and numbers of casualties with details of their injuries, names of others 
who may be involved with action taken so far. 

 The Head would contact parents of those involved and for serious incidents, 
contact all parents of the party.  The School must also notify the School insurers 
and the Health and Safety Executive if appropriate. 

 In the event of being unable to contact parents the Parental consent form must 
indicate clearly if consent has been given for emergency procedures. 

 Arrange support and counselling 
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 Record in writing all relevant facts and details and preserve any vital evidence 

 Keep a written account of all events and contacts after the incident.  
 

8.4   Do not discuss, under any circumstances, legal or insurance liabilities with other 
parties. 

 

9.0 ADDITIONAL PROCEDURES FOR MEDIUM AND HIGH RISK OFF-SITE 
ACTIVITIES 

  
 Weather Conditions 
Changing weather conditions can dramatically influence an activity.  Seasonal 
changes in temperature, wind strength or the amount of rain or cloud cover can 
rapidly alter the nature of the locality.  Dangers associated with rapid changes in 
weather, which often bring conditions of extreme cold, must never be underestimated. 
 

Staff must be aware of the weather forecast and its implications for the safety of the 
party.  Consultation with the activity leader must be undertaken before the activity is 
commenced.  Changes in weather must be monitored as rapid changes may be a 
serious threat to the safety of the party in certain activities.  For example, hill walking, 
mountain climbing or water activities. 
 

 Remote Supervision 
Some activities such as fieldwork require small group work without direct 
supervision. 
 

Before supervision is withdrawn, training must be given and assessed by an 
experienced instructor in the activity. 
 

The Group Leader must be satisfied that pupils have acquired necessary skills, 
experience, confidence, physical ability and judgement to be left unsupervised. 
 

Pupils must be familiar and capable of using all equipment without supervision.  The 
suitability and condition of all equipment must be assessed. 
 

Pupils must have been given details of rendezvous points etc and a relevant Code of 
Conduct. 
 

 Adventure Centres 
The following guidelines include areas to consider when taking a visit to an 
Adventure Centre: 
 

 
 
 
Accreditation: 
It must be ensured that a check is made that any provider is in possession of a licence 
as required by the Adventure Activities Licensing Regulations 2004 (for England, 
Scotland and Wales) 
 

The process of licensing is concerned with safety management rather than the safety 
of services and accommodation.  Some centres may hold recognition through 



 

Health and Safety Activities outside School Policy   Page 13 of 41 

accreditation schemes.  Other providers and national governing bodies also operate 
registration schemes.  Not all are equally comprehensive and further enquiries ought 
to be made. 
 

 Request: 
Is the centre a member of an accreditation scheme?  Seek evidence and confirmation of 
what membership entails. 
 

Other assurances: 
Whether it is through accreditation or not, you must seek assurance in respect of: 
 

a) Activity Management and Staffing 

Licensing requires the centre to have sufficient arrangements for the 
appointment of a sufficient number of competent and adequately qualified 
instructors and for the giving of safety information to instructors and 
participants. 

 

 Further assurances may be sought in respect of: 
 

 Whether all activities are within the remit of a recognised national governing 
body (NGB)  

 Whether all centre staff possess NGB qualifications 

 Whether there are written local operating procedures (which conform to NGB 
guidelines) for each programme or activity on offer 

 Whether staff and pupils have access to at least one person with a nationally 
recognised first aid qualification at all times 

 Requesting a full list of the centre‟s staff (with ages and qualifications) 
 Assurances that the staff have been checked and found suitable to work with 

children 

 

b) Equipment 
Licensing requires suitable and sufficient arrangements for the provision of 
such equipment as is needed to ensure the activities are carried out safely and 
for the maintenance of that equipment in an efficient state and good repair. 

 

 Assurances may be sought: 
 That sufficient equipment is used in all activities which is safe, appropriate, 

correctly sized, fit for the purpose intended and meets nationally recognised 
safety standards; 

 That the equipment‟s use and condition is subject to frequent checks and the 
results recorded in an equipment log; 

 That the equipment is checked each time prior to use to ensure that it is safe. 
 

 c) Health, Safety and Emergency Policy 
The Licensing Regulations provide that suitable and sufficient arrangements 
must exist for the provision of first aid, for the summoning of medical and 
rescue services in the event of an emergency and for otherwise dealing with an 
emergency. 

 

 Assurances must be sought that: 
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 The centre maintains a written accident and emergency procedure, including 
fire safety and contacting next of kin.  A copy of these procedures must be 
obtained; 

 On-site written records are kept which are available at all times containing 
details of emergency telephone numbers and addresses of participants; 

 All staff are practised and competent in accident/emergency procedures 

 

d) Insurance 
 Confirmation must be obtained that: 

 Centres have public liability, product and third party liability insurance cover 
and Adventure Activities Licensing Regulations 2004 (for England, Scotland 
and Wales).  Details of current certificates must be requested. 

 

e) Accommodation 
 Where residential accommodation is provided, assurances must be sought that: 

 There is adequate provision for the storage of clothes, rucksacks and other 
outdoor equipment; 

 There are washbasins (with hot and cold running water) and mirror for every 
10 participants in close proximity to sleeping areas; 

 Centres have adequate heating; 
 Sleeping areas have at least one external window providing adequate 

ventilation; 
 There are separate male and female sleeping areas for mixed groups; 
 All bedroom and bathroom windows have opaque blinds, curtains or the 

equivalent; 
 Sleeping areas are adequately lit; 
 The centre has provision for luggage storage; 
 A separate room is available for the storage of special clothing and equipment 

and there is provision for drying clothes; 
 There is adequate provision for safe keeping of valuables 

 There is adequate provision for sick/infirm participants; 
 There is one bath or shower (with hot and cold water) for every 15 people and 

one lavatory for every 10 people in close proximity to sleeping areas; 
 There is at least 30 inches between each set of bunks and adequate circulation 

space to allow for easy access to all facilities in the room; 
 Fire regulations are fully observed and a fire safety notice is in place. 

 

 f) Host Families 
 In the event that any pupils will be staying with a host family at any time 

during a trip, the following procedures will be followed: 

   

  

 DBS/overseas checks 

 Where the arrangement with a host family has been made by the School, this 

will be a regulated activity and a DBS enhanced check (including the barred list 

information) will be carried out. 
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 Where a host school has arranged the host family, confirmation will be 

required from the host school that they have carried out the appropriate DBS 

enhanced check (including the barred list information). 

 
  

 Where parents have made arrangements themselves and the School does not 

have the power to terminate the agreement, then this will be a private matter 

between the child‟s parents and the host parents and there is no requirement 

for a DBS check to be carried out by the School. 

  

 For children staying with a host family overseas a DBS check will not be 

possible. The School will require confirmation from the host school (that has 

arranged the host family) that equivalent overseas checks and assurances have 

been undertaken.   

  

In addition to DBS or equivalent overseas checks, information will be provided 

to parents and pupils about the arrangements.  In addition, sufficient support 

and procedures will be in place should pupils have concerns about their safety 

at any time. 

  
 g) Demarcation of Responsibility 

A clear indication must be given of those circumstances when staff and pupil 
safety will be the responsibility of the off-site centre and its staff and where it 
will be the responsibility of the school staff. 

 

h) Risk Assessment 
The Licensing Regulations require providers to carry out a suitable and 
sufficient assessment of the risks. 

 

For licensed and unlicensed providers, request an assurance that risk 
assessments have been carried out, recorded and appropriate preventative and 
protective measures put in place. 

 

i) References 

Request details of at least 3 other schools which have used the venue within the 
last 12 months and follow up with talking to those schools. 

 

j) Emergency procedures 

Request details of the centre‟s emergency and evacuation procedures to assess 
if they are adequate.  If not, agree with the centre appropriate procedures. 

 

k) Additional Issues: 
 However, licensing is only provided for the activity itself, not for ancillary 

services such catering, accommodation etc..  The Group Leader must ensure 
that these services are included in the Risk Assessment. 

 If at any stage the Group Leader is unhappy with the safety aspects of a centre 
he must terminate the visit. 
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 All accompanying staff must be briefed as to the location, the activities to be 
undertaken and their own duties. 

 All pupils must be briefed, preferably in writing, concerning conduct, dress 
(including waterproofs and footwear), food, money and other requirements.   

 For outdoor activities casual dress is more practical and is less likely to attract 
unwanted attention by others. 

 Times of departure and return must be clearly stated and relayed to parents as 
necessary.  Parents must confirm arrangements for picking up and dropping off 
in accordance with school procedures. 

 If relevant the Group Leader must consult a weather forecast during the day 
prior to the journey.  In the likelihood of bad weather some activities must be 
amended appropriately or even cancelled. 

  
Off-Site Centres of Activity 

 

Whenever practical, the Group Leader of the activity must have visited the intended 
destination beforehand giving particular attention to vehicle unloading/loading and 
parking, other transport risks, the provision of refreshments and toilets and any 
specific hazards. 
 

The Adventure Activities Licensing Regulations 1996 requires adventure activity 
providers to be licensed.  School activities do not require a licence but schools are 
responsible for validating in writing that providers it uses are licensed.  Little 
information is needed for the local visits whereas the extent of information and the 
standards expected from outdoor activity centres is now a matter of legal and parental 
concern. 
 

Off-Site activities can also involve the employment of other outside organisations and 
coach companies and hotels in addition to activity centres.  For these also, the group 
Leader must obtain validation in writing, in advance, of the organisation‟s 
competence in the activity concerned and be sure that the School‟s safety procedures 
will be followed.  If at any time her/she becomes dissatisfied with the organisation‟s 
performance, he/she must say so and if necessary discontinue the activity.  Particular 
attention must be given to: 
 

 Staffing ratios, which may include Felsted School staff 
 The qualifications of staff running high-risk activities, which must be confirmed 

in writing 

 Catering arrangements including the provision of special diets 

 The provision of teaching and activity equipment 
 The suitability of sleeping accommodation including fire regulations and 

personal safety and security. 
 

The licensing scheme covers 26 main activities (eg caving, climbing, trekking, water 
sports).   Licences are granted if the provider has prepared a suitable and sufficient 
risk assessment and suitable safety arrangements.  The licence holder also has to keep 
risk assessments up to date, have competent instructors, appropriate equipment and 
suitable first aid and emergency arrangements.  The Group Leader must check the 
following before finalising his/her Risk Assessment: 
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 Licence is up to date 

 Conditions upon which the licence has been granted 

 Demarcation of responsibility whilst at the Centre 

 

All correspondence between the School and the Centre must be kept. 
 

10.0  ADDITIONAL PROCEDURES FOR FOREIGN VISITS 

 

 Introduction 
Activities undertaken as part of foreign visits do not necessarily represent any 
significantly greater risk to safety than equivalent activities in this country.  Thus the 
same three categories of Low, Medium and High Risk Activities are retained and the 
appropriate procedures apply equally when abroad.  However, distance, time, cost 
and language could all present additional and potentially serious implications to any 
situation that may arise while abroad with pupils. 
 

A written assessment must be made of all risks which need to be addressed before 
and during the trip.  To assist in that purpose the attached checklists must be used.  A 
completed Visits Form 2: Trips Final Approval Form must be passed to the Educational 
Visits Co-ordinator prior to the trip, with a copy posted in the Common Room.  
Following the trip a completed Visits Form 6: Trip Evaluation Form must be passed to 
the Educational Visits Co-ordinator.  These checklists are in addition to the actions 
required of the Group Leader in the section K1: General Procedures for Off-Site Visits & 
Activities and are in addition to a specific Visits Form 3b: Risk Assessment being 
completed. 
 

Staffing 

Minimum staffing ratios remain those published in section K1: General Procedures for 
Off-Site-Visits & Activities.  However, any party which includes pupils from years 9 – 
11 must have at least 2 staff members and this is also desirable for parties of older 
pupils wherever possible.  At least one staff member must, wherever possible, be able 
to speak the appropriate language comfortably. 
 

Administration 

Group Leaders must check the names of pupils wishing to go on the trip with the 
Bursar before accepting their booking.  At the end of the trip the Group Leader must 
give the Accountant a final breakdown of all income and expenditure for the trip. 
 

Supervision 

The levels of supervision remain the same as in this country.  Staff must confirm the 
validity of passports and visas well in advance and remind pupils of the need to keep 
such documents and money safe at all times.  Where pupils are released into the care 
of others, such as during family-to-family exchanges, staff must be in a local, 
accessible location, able to be contacted at all reasonable times.  They must be in 
contact with each pupil ideally each day. 
 

Insurance and Medical Care 

Group Leaders must discuss insurance cover in the first instance with the Bursar.  All 
members of a school party travelling abroad must have full insurance cover for 
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personal effects, travel delays and medical emergencies and must normally be covered 
under the school travel insurance policy.  In Europe, all members of the party must 
carry a European Health Insurance Card (EHIC).  This is available from the 
Department of Health (via www.ehic.org.uk). 
 

The website www.masta.co.uk will advise on the need for vaccinations and other 
medication that may be appropriate.  There is a small charge for this service and all 
members of the part must be covered. Information is also available on the Foreign 
Office website (www.fco.gov.uk).  The Group Leader must carry a list of any specific 
medical conditions within the group. 
 

In countries where the provision of medical care is significantly below that of Britain, 
the Group Leader must prepare, in advance, procedures to deal with a medical 
emergency. 

 

Practical Advice for those organising Overseas Trips 

 

a) Before Going:  

 Arrange a float.  Keep all receipts and prepare an account, which can be 
required by the School's Auditors. 

 Arrange foreign currency (at least a week's notice [preferably two] required by 
School Finance Department.  The School's Bankers generally require at least one 
week's notice.  Note that as Travellers' Cheques need to be signed by the user, 
the Finance Department cannot obtain them.   Give guidance of amount of 
money which children must take. 

 If using self-drive vehicles, check insurance and driving regulations. 
 Brief students on: educational aspects of the tour, travel arrangements, 
behaviour expected/rules 

 Check if any special diets required 

 Leave itinerary and contact addresses with Head's PA.  Staff must take with 
them details of the nearest British Consular Office, and all members of the party 
must carry the name and address of the accommodation. 

 Ensure you have emergency funds/credit cards  

 Arrange packed meals/food money for travel 
 Arrange videos for coach journeys   

 Put notice with itinerary and list of names on CR notice board 

 If pupils are staying with a host family, the pupils‟ parents must be provided 
with the contact details of the host family in advance of the trip so that contact 
can be made before the visit.  

 
 

b) Travel: 
 Allow sufficient time for journey to airport/ferry terminal 
 Label luggage with prominent identical labels - especially useful at baggage 
reclaim belts but also useful in hotel lobbies etc. 

 Check passports before departure, check tickets and money 

 At check-ins get groups to wait.  See if there is a tour rep.   Try to check in the 
whole group, not individuals.  Delegate a member of staff to sweep up at the 
rear. 
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 With larger and younger groups divide into small sections and make one 
member of staff responsible for each. 

 Patrol ferries (the bar and duty free shops are usually good permanent stations) 
 Whatever age group BAN purchases and consumption of alcohol while 
travelling 

 After meal stops on coach journeys and changes of transport, when using 
air/rail, count and check numbers. 

 Try to understand your coach driver/tour rep.   
 

c) At your Destination: 
 At the hotel, check rooms for any defect before occupancy otherwise you can be 
liable 

 Prepare a room list for use in the event of a fire and checking in at night.  Check 
fire escapes.  Carry out fire drill.  

 Ensure staff rooms are strategically located, that girls/boys are isolated from 
each other and that potential troublemakers are next to members of staff.  Make 
a member of staff responsible for each floor/corridor or a number of rooms. 

 Liaise with hotel staff. Sometimes a tip early in the trip works wonders, as they 
do not usually expect it from a school party. 

 Complain if food is inadequate.  Children are much happier when they get 
plenty of good food. 

 Arrange a breakfast time.  Ensure everyone attends.  Establish a minimum 
dress code for breakfast 

 Arrange a daily itinerary.  This obviously varies with the nature of the visit but 
children of whatever age usually appreciate and need a programme.  Long 
periods of free time only lead to trouble. 

 Arrange activities for slack times, evenings etc.  Quizzes, competitions, sporting 
events or taking groups out to restaurants, scenic nightspots are all possibilities. 

 When not directly supervised, establish a minimum group size (three).  Take 
the names of the groups.  Especially for younger children establish where they 
are going and any no go areas.  Have a clear rendezvous location and time.  Do 
not allow them to be on their own for very long periods, e.g. get them to meet 
for coffee or lunch.  Provide maps and ensure they know where they are on 
them. 

 Be very clear in briefings on safety before embarking on hills, rivers, coasts etc 
and ensure that everyone has the right equipment for the activity they are 
undertaking. 

 The trip policy on evening leave is a matter for the professional judgment of the 
party leader and must be clearly stated before departure.  When deciding the 
policy the party leader must have regard to: a. the age range and sex of the 
group; b.  where the group is staying; c.  the nature of the trip (educational, 
sporting, recreational) and d.  what is expected of the pupils the following day 

 Do not provide loans to those who overspend.  A lot of effort can be spent 
recovering the loan. 

 Disciplinary troubles tend to revolve around evening activities and free time.  
All FPS pupils must always be banned from, and prevented as far as possible, 
from consuming alcohol.  (You may alter the forms so parents acknowledge 
this is the case).  The nature of a trip will probably determine the approach for 
older children.  At the very least, consumption of spirits and purchases from 
off-licences and supermarkets must be absolutely prohibited.  Smoking must be 
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banned in hotel bedrooms very strictly and not allowed elsewhere, but the 
efforts to notice the latter may vary with the age of the children. Equally, 
minimal standards will be needed concerning noise, language and dress, 
especially when in large groups.  Very clear instructions on what you expect 
must be given at the start of the trip.  This needs to be strongly enforced 
especially in the first few days.  It is much easier to relax standards rather than 
tighten them up.  Often there is an occasion of confrontation after a day or two 
at which you need clearly and publicly to enforce your rules and then 
(hopefully) behaviour and attitudes improve.  You have to try to dampen down 
the more overt holiday spirit without totally killing all enjoyment. 

 Establish a bedtime.  Ensure an adult sees everyone and that silence is 
maintained after 'lights out'.  There must be an adult on duty who is in the 
hotel/hostel in the evening to check them on return.  Sometimes they will go 
meekly to bed with the intention of slipping out later so the person on duty 
might need to wander round after lights out. 

 If a very serious disciplinary event occurs, further action may need to be taken.  
A warning that they will be sent home, backed up by a telephone call to the 
school that this warning has been given which, at the Head's discretion, could 
be passed on to the parents, must be sufficient to get the recalcitrant children to 
toe the line.  To put it in perspective, most school trips pass without this sort of 
event but you must feel you have the option if someone is seriously disrupting 
the safety or the reputation of the school or prohibiting you achieving the 
educational aims of the trip. 

 Involve the children with duties, arrangements and helping devise the 
programme. 

 Try to engender a group spirit in keeping with the aims of the trip.  It is much 
easier when they share your aims and there is a good feeling of co-operation.  
On the other hand you cannot compromise and descend to a lower level when 
they do not.  A short discussion each day at dinner about the day's events often 
helps to keep them informed and feeling the trip is being run for them. 

 When leaving the hotel it is not uncommon for the hotel proprietor to present a 
bill for damages.  You are responsible and they can impound luggage if you do 
not pay.  Try to negotiate with humour. 
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Pre-Visit Checklist 
 
a) Accommodation: 

  Has the school used this venue and accommodation before?  If not, 
 Has a representative of the school visited the venue? If not, 
 Has the travel company confirmed in writing the suitability of the venue and 
accommodation? 

 If pupils are staying with a host family, have the relevant checks been carried 
out and are the appropriate safeguards in place? 

 

b) Adventure Activities: 
 Provider has appropriate licence (caving, climbing, trekking etc.) 
 Leaders licensed/qualified 

 Steps to ensure activities within pupils capabilities 

 Supervisors competent to supervise activities not requiring a licence 

 All items within the section K1: General Procedures for Off-Site-Visits & 
Activities have been complied with, and a specific Risk Assessment completed 

 

c) Staffing: 
 One member of staff must have responsibility for medical situations and kit, 
also responsibility for pupils‟ self-medication 

 Every member of staff must have all pupil details including family home 
address and telephone numbers 

 Ratios are: (see section 4.2 for Staff/Pupil ratios 

 Is there an adult who is fluent in the native language? 

 

d) Children: 
 Pupils must know immigration laws on organic matter, weapons, drugs and 
duty free allowances 

 

e) Insurance etc.: 
 Ensure Bursar has agreed appropriate insurance cover is in place 

 Passports, visas, photocopies.  Embassy addresses and contact numbers, 
particularly for overseas students on foreign trips where there may be visa or 
entry complications 

 European Health Insurance Cards (EHICs) for all staff and pupils 

 

f) Vaccinations: 
 Are vaccinations necessary?  If so have all members received them? 

 Does the destination require proof of vaccination? 

 

g Accommodation: 
 A list of all room numbers occupied by pupils distributed to all members of 
staff 

 Pupils informed of staff room numbers 

 Security arrangements satisfactory 

 Separate male and female facilities 

 Provision for safekeeping valuables 

 Signs to identify escape routes and exits 

 Automatic fire detectors 
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 Manual call points („break glass‟ fire points) 
 Fire doors leading to corridors and stairs 

 Fire fighting equipment 
 No smoking policy 

 (See attached guidance on fire safety in overseas hotels).  If you are unhappy 
with any aspect of the fire safety you must consider cancelling the visit 

 

h) Travel by Ferry: 
 Emergency procedures on ferry explained to the group 

 Pupils advised of staff location during voyage 

 Years 6-8 in groups of no less than 4. 
 
i) Travel by Coach: 

 Ensure all group wear seat belts 

 

j) Mobile Devices 

 Consider how mobile devices will be used on the trip.   
 Ensure Parents are aware devices are taken at their own risk if lost of damaged 
as insurance does not cover them 

 Decide where and when phones can be used and whether or not phones will be 
collected in and kept centrally in a safe place. 

 Collate list of pupil‟s mobile phone numbers if using for communicating with 
groups of pupils. 

 Ensure pupils are clear about appropriate use of mobile devices and 
consequences of  miss-use. 

Fire Safety in Hotels 

 

Consider undertaking the following checks on arrival (you may wish to prepare a 
checklist for easy completion on arrival). 
 

a) Escape from Bedroom Floors 
 

 Checks in corridors: 
 In anything other than a small hotel, is there more than one way down from the 
bedroom floor to safety?  Do not count stairs which are not normally used by 
guests unless marked as escape routes. 

 If there are dead-ends over 10 metres long, have other measure been taken to 
reduce the risk of trapping people?  Self-closing bedroom doors to stop a fire 
spreading into the corridor would be the first requirement.  Where there are 
long dead-ends, the only proper remedy would be an additional emergency 
escape route (for example, an external escape stairway) 

 If there is an emergency stairway, or other marked emergency escape route: 
 Is the way to it clearly marked? 

 Are the doors leading to it openable? 

 Does it look a safe and practicable route? 

 Are there fire extinguishers or hose reels? 

 Is there a fire alarm with bells, or other sounders, placed where they would 
waken you? 
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 Are there call buttons so that you can sound the alarm or ceiling smoke 
detectors links to the alarm? 

 Are there escape direction signs? 

 Is there emergency lighting?  This may be incorporated in the escape signs 
themselves, or take the form of individual fittings, distinct from the ordinary 
lights at intervals along the corridor 

 

 Checks on stairways: 
 Crucially, are there walls or glazed partitions isolating the stairway from the 
corridor? 

 Are the doors through the stairway enclosed closed and do they self-close 
firmly behind you when you have passed through them?  If they are open, are 
they electronically linked to close automatically in the event of fire?  Be 
doubtful of doors propped open for everyday convenience – they may be left 
open at night. 

 Going down the stairway (or in a larger hotel your nearest stairway), are there 
enclosing walls and doors protecting you from all further bedrooms, public 
floors and any basement?  In short, is the rest of the stairway protected? 

 Is there emergency lighting? 

 Is the final exit from the stairway, usually at ground level, marked or at least 
obvious so that you are unlikely to blunder on unaware to a lower floor? 

 In a small hotel your only final route out of the building may be the normal one 
through reception.  If so, is it protected by screening walls and self-closing 
doors from all adjacent public areas or service areas like kitchens where a fire 
could start – or is there an earlier alternative emergency exit from within the 
stairway enclosure to the outside?  If there is neither, then your final escape link 
is missing and you could be trapped. 

 In a larger hotel, with alternative stairways, do those stairways lead to final exit 
routes which are separate and not simultaneously vulnerable to an outbreak on 
or near the ground floor? 

 If you do check a marked escape stairway: 
 Is its final route obvious to follow, emergency lit and protected from fire in 
adjacent rooms? 

 Is the final exit to the outside openable without awaiting the arrival of staff 
carrying keys? 

 

b) Escape from public rooms 
 In anything other than a small hotel, there must be escape routes from public 
areas (whether enclosed rooms such as discos or interconnecting open plan 
lounge spaces) other than the normal entrance.  (In ground floor rooms, 
windows are better than nothing, but not ideal).  Standing with your back to 
the normal entrance through which you cane and without turning your head, is 
there an alternative exit or route to an exit, within your field of view? 

 Are escape exits marked so you know they are designed as escapes?  This is 
particularly important in high risk spaces such as function and disco rooms. 

 Are the emergency signs lit to help you find the exits in an emergency? 

 Are the exits unobstructed and openable? 

 Are there any further final routes from the exits emergency lit, unobstructed 
and with final exits openable? 
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If you are a guest in a hotel, remember you have a perfect right to pursue these 
checks.  They could make a difference.  It is your own safety that is in question 
and the safety of those in your charge. 

 

11.0  GUIDELINES FOR COACH JOURNEYS 
 

 Agree with the driver before each journey the parameters for the trip; for example 
- route, drivers requests and especially the fact that discipline is your 
responsibility, not his. 

 On a long journey lasting an hour and a half or more, negotiate a five minute relief 
stop about half way with the driver. 

 Pupils must not be allowed to distract the driver in any way. 
 Pupils must remain in their own seats with safety belts fastened. 
 Pupils must not be allowed to use emergency exits except in an emergency. 

12.0  DRIVING 

 

This section must be read in conjunction with Section H31: Rules for Drivers of School 
transport. 

 

Licensing School Car and Van Drivers 

 Before driving a School car or van it the responsibility of members of Common 
Room to submit their driving licence to the Transport Manager  and satisfy the 
Transport Manager that they have School approval to drive.   

 All are required by law to inform the Driver Medical Branch, DVLA, Swansea at 
once if one has any disability (including any physical or mental condition) which 
is or may become likely to affect one‟s fitness as a driver. 

 If members of Common Room have penalty points for driving offences on their 
licence, they must consult the school to check the validity of the insurance. 

 Members of Common Room must never drive under the influence of medication, 
drugs or alcohol.  It is important that drivers have a good night‟s sleep the 
previous night.  

 Members of Common Room must adhere to the legal speed limits.  
 

 

Licensing Minibus Drivers 

Members of Common Room must comply with all UK driving regulations, 
particularly with respect to speed, as well as drinking and driving.  All are required 
by law to inform the Driver Medical Branch, DVLA, Swansea at once if one has any 
disability (including any physical or mental condition) which is or may become likely 
to affect one‟s fitness as a driver. 
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In addition, School and hired minibuses are driven following the EU Rules for UK Drivers of 
School Minibuses Driving under a Schools Permit.  These are summarised below:   

 

 Drivers must be over 25 years old 

 Drivers must have been licenced to drive for at least 2 years. 
 Drivers must have filled in the necessary insurance forms. 
 Drivers must have a category D1 Licence (Full) or D1 (101). OR a category B 

(with DVLA approval. Weight limitation applies)  
 Drivers must satisfy the Transport Manager of their ability to drive a minibus. 
 Drivers may be required successfully to complete a training course. 
 Drivers ought to carry both parts of their driving licence so that if necessary a 

replacement vehicle can be provided if there is a breakdown on the road. 
 Drivers must provide copies of their driving licence annually so the D1 

entitlement can be verified. 
 If drivers have penalty points for driving offences on their licence, they must 

consult the school to check the validity of the insurance. 
 Members of Common Room must never drive under the influence of medication, 

drugs or alcohol.  It is important that drivers have a good night‟s sleep the 
previous night.  

 Members of Common Room must adhere to the legal speed limits for minibuses.  
 Drivers where possible should have attended and passed MIDAS (Minibus Driver 

Awareness Scheme)  training. 

 Number of Drivers 

 The number of staff on a minibus must take account of the age of the passengers 
covered, bearing in mind the problems associated with, e.g., a breakdown on a 
motorway. 

 The number of drivers must take account of the length of a journey and the rules 
covering maximum driving periods. 

 

Driving Hours 

 No driver may drive for more than 4.5 hours without a break of at least 45 
minutes. 

 No driver may drive for more than 9 hours in any period of 24.  A stop of at least 
15 minutes must be made every 2 hours or every 100 miles. 

 A second driver must be included in the journey if the driving requirement is 
more than 9 hours in the day and/or the teacher/driver will be actively involved 
in a strenuous activity immediately prior to the return journey. 

 

Safety 

 Drivers must ensure that all passengers wear seat belts correctly at all times. 
 Drivers must not smoke at any time whilst in the vehicle. 
 Drivers must not consume alcohol of any kind during a school outing if driving 
pupils.  Therefore it is not acceptable to have even one alcoholic drink with a 
meal.  Normal drink driving rules apply for staff outings where no pupils are 
being carried. 

 Drivers must not leave pupils unsupervised in the vehicle at any time. 
 Good discipline must be maintained at all times and all passengers must be seated 
whilst the vehicle is in motion. 
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Seat Belts 

 It is a legal requirement that the seat belts that have been fitted are worn. 
 Pupils and staff must wear a seat belt not only for their own safety, but the safety 
of others in the vehicle. 

 Passengers must be reminded to fasten their seatbelts after each stop. 
 It is the responsibility of the driver to ensure that seatbelts are worn by pupils. 

 

Pre-Journey Checks 

 An accurate list of pupils and staff must be provided for the CR Board and the 
Educational Visits Co-ordinator before departure, together with the likely time of 
return. 

 Emergency information in case of a breakdown is available in each vehicle. 
 Staff must have sufficient money or credit card in case of emergency. 
 Interior safety checks or emergency equipment – ensure the fire extinguisher and 
first aid kit are present. 

 Staff must carry out the minibus safety check before any trip 

 A seat must only be occupied by one pupil (the age of the pupil is irrelevant) 
 Gangway and exits must be kept clear of baggage 

 Luggage must be safely stowed away.   
Driver Fatigue 

 This is a serious point which must be considered before taking pupils out. 
 Journey timings must be planned to include rest stops.  A stop of at least 15 
minutes must be made every 2 hours or every 100 miles. 

 If a teacher is/has been teaching during the day, the length of driving period must 
be no more than 2 hours at a stretch or 4 hours in total in the day. 

 A second driver must be included in the journey if the driving requirement is 
more than 9 hours in the day and/or the teacher/driver will be actively involved 
in a strenuous activity immediately prior to the return journey. 

 

Penalties  
Speeding or parking penalties incurred whilst driving any School vehicle are the 
responsibility of the driver and not the School.  
 

Emergencies 

In the event of a breakdown: 
 The driver must consult the information pack in each vehicle 

 If possible, passengers must be removed to a place of safety if the vehicle is in a 
hazardous location – the hard muster of a motorway is NOT a safe place. 

 

When an accident occurs off-site, the school is inevitably very much in the hands of 
the emergency services.  Priorities for the above must be: 

 To provide or obtain medical care for anyone injured 

 To safeguard other members of the group 

 To fulfil legal requirements, eg contacting the police, exchanging details etc. 
 

 
 
However it is vital that parents, staff and pupils are advised as soon as possible of 
the accident and casualties.  The member of staff with the pupils must contact the 
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school and advise the Headmaster and the Educational Visits Co-ordinator or in 
their absence another member of the Management Team of: 
 

 Casualties and hospital location(s) 
 Confirm those who are uninjured and their locations 

 It will be up to the school management to contact the parents involved. 
 

13. Monitoring and Evaluation 

 This policy is monitored through thorough monitoring of each excursion or trip and a 
completed evaluation form from the party leader. The Policy is also evaluated in 
accordance with the School‟s evaluation cycle and the Header at the top of the Policy.  

 
SAFEGUARDING STATEMENT 

Felsted is committed to maintaining a safe and secure environment for all pupils and a ‘culture of vigilance’ to 
safeguard and protect all in its care, and to all aspects of its ‘Safeguarding (Child Protection and Staff 
Behaviour) Policy’. 
 

EQUAL OPPORTUNITIES STATEMENT 

The aims of the School and the principles of excellent pastoral care will be applied to all children irrespective 
of differences in ethnic background, culture, language, religion, sexual orientation, gender and disabilities, so 
long as in the last matter the student  is able to involve himself or herself in the activity concerned; equally 
these differences will be recognised and respected, and the School will aim to provide a positive culture of 
tolerance, equality and mutual respect.   
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Felsted Preparatory School Trips Checklist 

 

This is to help you to complete the risk assessment for your trip and make sure that you have all of the 

necessary information: 

It should also be the front page of your Risk Assessment. You could you it as a checklist before your 

leave. 

 

Trip Title:   

Trip Leader:   

Date and times of trip:   

 Checked by 

Trip Leader 

Checked 

by EVC 

Have you included the following forms?   

Visits Form 1 - Trip Request   

Visits form 2 – Trip Final Approval   

Visits Form 3a OR 3b 

(If unsure which one to do, please ask) 

  

If a high risk activity, have you included a risk assessment for 

that activity? 

  

Have you included a detailed itinerary including the details of 

flights etc 

  

Visits form 4 – Emergency Contact   

Do you need parental consent for this trip?   

If so, have you received it from all parents?   

Are these forms included in this pack?   

Have you included a special list for each child and if necessary 

each member of staff? 

  

Have you provided matrons with this list?   

Have you organised a first aid kit?   

Have you included a contact list for each pupil and if necessary 

each member of staff, including their mobile numbers. 

  

Do parents have a contact number for a person on the trip and 

someone at school? This could be the School office in School 

time, or the EVC out of hours. 

  

Have you organised a method of contacting parents if 

circumstances change or they need to be updated? 

  

Are you happy that you have thought of every reasonable 

eventuality, including a terrorist attack? 

  

Have you thought of a contingency plan? This should be 

detailed along with the itinerary 

  

Have you checked the insurance?   

 

 

Point to note: 

 

However, this checklist is no substitute for a thorough understanding of Section K 

as a whole.  If in doubt about any aspect of organising an educational visit, ask the 

Educational Visits Co-ordinator.  
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Visits Form 1 

TRIP REQUEST FORM – Initial Details 
 

Is this is an approved Calendar event this term? Yes  

Date of submission  

 

 

Group Leader  Date(s) of Trip  

Nature of trip and 

Destination 

 

 

Departure Time  Return Time  

 

Initials of accompanying staff on trip 

Ratio Teacher: Pupis 

Year groups 

involved 

Total 

number of 

pupils 

Boys Girls 

  

 

 

 

 

 

 

 

 

No. of lessons missed  Cost per pupil (approx)  

 

Transport 

Arrangements 
 

(Please give 

details, 

including names 

of staff drivers if 

known) 
 

 

 

Details of preliminary visits or planning 

made for the trip/visit:  
 

 

 

 

Approved by HoD:_______________________________  Date:_______________ 
 

Approved by EVC :________________________  Date:_______________  
 

Please discuss your Risk Assessment with the EVC (JWP) and submit Visits Form 2 as soon as you 

have made detailed arrangements and no later than one week before the trip being planned.   
 

If you are planning a residential trip, including overseas trips, you are advised to submit VF2 as 

soon as possible. 
 

N.B. CONSENT WILL BE NEEDED FROM PARENTS IF ANY OF THE FOLLOWING APPLY: 
 

Where overnight stay is involved, ALL adventurous activities and overseas visits. 
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Visits Form 2 

TRIP FINAL APPROVAL FORM 
 

Is this is an approved Calendar event? YES/NO  

 

Name of Trip/Visit 

 

 

 

Date 

 

 

Travel 

Transport Arrangements 
 
To include the name of the transport 

company and vehicle registration number(s) 

if available.  

 

 

 

Organising Company/Agency  
(if any)   
To include confirmation that the body is 

registered with the Adventure Activities 

Licensing Authority.  

 

Overall Cost and Financial Breakdown 

Overall Cost  

Breakdown of costs (which should add 

up to charge being made) 

Transport: £  Meals: Breakfast  Entry Fees: £N/A 

Hotel: £  Staff Subsidy: £ Other: £ 

Funding 
 
(Please describe how costs will be covered, 

e.g charge to accounts or departmental 

budgets, etc.) 

Parental Cheque:   

School Bill: 

Departmental Budget:  

Fundraising target for subsidy:  

Subsidised pupils (if any) 
(show amount which will be paid) 

 

Amount of sponsorship/fund 

raising if applicable 
(please give details of activities).  NB a 

breakdown of income and expenditure will 

be required on completion of the trip by 

accounts 

 

Insurance 

Insurance confirmed with the 

Bursar 

 

Details of any additional insurance 

arranged, if applicable 

 

Organiser:  

Accommodation 

Please give details of: 

Name 

Address 

Telephone No.  

Fax No.  

Name of Head of Centre  

(if available) 

 

 

 

 

Phone:  
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Rooming arrangements for pupils 

already made 

  

Programme 

 Details of the programme of 

activities 
 

 

 

 

 

 

 

Experience 
Names, relevant experience, relevant 

qualifications and specific 

responsibilities of staff 

accompanying the party:  

 

 

  

 

Please attach the following before submission: 
 

 Risk Assessment (Form 3a Low risk or form 3b medium to high risk) 

 Emergency Contact form (Form 4) 

 Detailed itinerary 

 List of pupils attending, including details of Special List B (Medical issues) 

 Form 1 – Initial Request form 

 

And where necessary: 
 

 Parental/Guardian Consent Form (form 5) 

 

Confirmation – Please complete and sign: 
 

a)  I confirm that I will have retained on file the Parental/Guardian Consent Forms of all pupils on the 

trip and b)  I have read, understood and actioned the rules and procedures for: 
(i) Off-Site Educational Visits & Activities and (ii) Minibus use as detailed in the Staff Manual. (Delete as 

appropriate) 
 

Signature of Group Leader:        Date: 

_________________________________________________________________________________ 

Confirmation from Educational Visits Co-ordinator for visit to go ahead.  
  

I have studied this application and I am/am not satisfied with all aspects including the planning, 

organisation and staffing of this visit.   

 

 Approval is/is not given. 
You must place an itinerary and list of pupils on CR Board before departure. 

Your report and evaluations of the visit including details of any incidents should be with me as 

soon as possible, but no later than 14 days after the party returns or the first day of the next term, 

whichever is the later. 

 

Signature:         Date: 
 
When approval is given, one copy will be retained by the Educational Visits Co-ordinator and another by the Group 

Leader.  The Educational Visits Co-ordinator must be informed of any subsequent changes in planning, organisation, 

staffing etc.(Not all sections will be relevant to every proposed visit – where this is the case, insert N/A into the box)  



 

Health and Safety Activities outside School Policy   Page 32 of 41 

Visits Form 3a 

RISK ASSESSMENT FORM 

 LOW RISK ACTIVITIES 
 

Nature of trip and 

Destination 

 

 

Date  Departure 

Time 

10:40  3pm 

 

Names/Initials of accompanying staff on 

trip 
 

 

Emergency Contact Number(s)  

  

 

 Risk       Control 
 

Examples:  

Minor Injury First Aid Box 

Serious Traffic Incident School Emergency Contact 

Pupils getting lost Briefing, rendezvous instructions 

Unsuitable/unsafe venue Venue checked by team leader 

  

Travel sickness Necessary medication given by matrons or party 

leader 

Travel delays Information relayed back to school/parents of 

estimated time. 

Moving around the coach/mini bus All children should be strapped in from the start 

of the journey and instructed to stay so. 

Coach or mini bus accident Call emergency services follow their instructions. 

Contact school. Follow management crisis plan 

Road crossing Ensure children are accompanied at road crossings 

or seek out a safe place to cross. 

Medication Individual’s medication should be carried by the 

first aider, party leader or designated person. 

Minor accidents 

(slips, trips and falls) 

First aid kit to be taken by the first aider, party 

leader or designated person 

Major accident Emergency services called and their instructions 

followed. Emergency first aid applied 

Child ill or injured Teacher to return with the child to the coach, 

assess, contact school and accompany to hospital 

as necessary 

Hygiene Ensure toilet and hand washing facilities 

available. 
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Weather Follow the sun policy, order adequate food and 

water, ensure correct and adequate clothing 

available. 

Accident at site Follow the risk assessment provided 

Child lost at venue. Assess site and have designated meeting point or 

child told to go to nearest member of staff etc. 

Unsociable behaviour Code of conduct laid out before the trip and 

monitored by the staff on the outing. 

Child approached by stranger Children accompanied at all times or in groups of 

at least three. Told never to go off with strangers. 

Children intimidated by others 

displaying poor behaviour. 

Children accompanied at all times or in groups of 

at least three. Taught to be confident and to move 

onto the nearest adult. 

Boarding coach 

 

 

Member of staff should be present to supervise 

boarding and unloading of the coach. 

Seat Belts 

 

Member of staff should check that all seat belts 

are worn.  Checks should be made during the 

journey  

Inappropriate behaviour by pupil 

during the coach journey 

 

Supervising staff should not only sit at the front; 

staff should also sit towards the back of the coach.  

Pupil failing to return to coach 

 

If pupils are on an educational visit they should be 

given the emergency contact number.  
 

Minibus breakdown 

 

Check tyres, lights etc., before departure.  

Pupils staying with host family 

 

 

Host school required to have carried out a DBS 

check, or equivalent for an overseas trip,  for the 

main carer of the host family. Pupils are 

provided with access to make a phone call at 

any time, should they have any concerns.  

A member of Felsted School staff will see the 

pupils every day during the visit and will talk 

with them specifically about their host family. 

Parents are provided with information about the 

arrangements, including contact information 

for the host family so contact can be made in 

advance of the trip. 
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Visits Form 3b 

RISK ASSESSMENT FORM 

MEDIUM & HIGH RISK ACTIVITIES 

 

Including: Visits abroad 

Visits wholly or partially in the school holidays 

Visits which include an overnight stay away from school 
 

Nature of trip and 

Destination 

 

 

 

Date  Departure 

Time 

 Return 

Time 

 

 

 Please attach all information from activity or tour company including risk 

assessment provided.  In addition please complete the table below as fully as 

possible.  Please refer any questions that arise to the EVC.  
 

 

1. Potential risks and hazards. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Groups and individuals at particular risk from specific risks. 
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3. Existing controls in place or controls which will be instituted before the trip departs. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Continued monitoring of risks during the trip. 
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Visits Form 4 

EMERGENCY CONTACT FORM 

 
To be completed before the visit. 
 
A copy of this form must go on the visit and another must be left with the Educational Visits Co-

ordinator. 
 
1. School Group/Activity:  
 
2. Location:  
 
3.  Departure Date: Return Date: Return Time:  
 
4. a)  Name of Group Leader:  
 b)  Group Leader’s Home Phone No:  
 c)  Mobile No:  
 
5.  Group: Total Pupil Numbers:  Adult Numbers:  
 Please attach a list of the group members 
 
6. Is there an emergency contact list for everyone in the group?    YES/ 
 (if NO, obtain one.  If YES, attach it to this sheet) 
 
8.  Emergency contact information: 
 a) During school hours: Educational Visits Co-ordinator: (JPF) 07581 498306 / 01371 822728 
 
 Other:  
 
 b)  Out of school hours: Educational Visits Co-ordinator: (JPF) 07581 498306 / 01371 821900 
 
 Other:  
 

c) Travel Company Name/Address:  
 
 Tel: Fax:  
 
 Name of Company Travel Rep:   
 
 Tel:   Fax:   
 
 Insurance/Emergency Assistance:   
 
 Tel:   Fax:   

 
 Hotel(s)   

 
 Address:   
 
 Tel:   Fax:   
 
 d)  Other emergency numbers 
  School Office:  01371 822610  Medical Centre: 01371 820280 
  School Fax:  01371 822617  Bursar’s Office: 01371 822620  



 

Health and Safety Activities outside School Policy   Page 37 of 41 

Visits Form 5 

PARENTAL/GUARDIAN CONSENT FORM 

 

1. Details of visit to:  

 

 Departure Date/Time:   

  

      Return Date/Time:   

 

 Group Leader’s Name:  

 

 I agree to my child/ward   [name] 

taking part in this visit and I have read the information sheet.  I agree to my child/ward’s 

participation in all of the activities described.  I acknowledge the need for responsible behaviour 

on his/her part. 

 

2.   Medical Details 
 a) Does your child/ward suffer from any conditions requiring medical treatment,  

 including medication?  YES/NO 

 

 If YES, please give brief details including whether the dosage can be self administered:  

 

  

 

 b)  Please outline any special dietary requirements of your child/ward:  

 

  

 

 c) Are there any activities in which your child/ward may NOT participate?  YES/NO 

  

  If YES, please specify:  

 

 d) Is there any other information which you think should be known? eg. Allergies, phobias, travel 

sickness, sleep walking etc  YES/NO 

 

  If YES, please specify:  

 

 

For residential visits and exchanges only: 

 

f)  To the best of your knowledge, has your child/ward been in contact with any contagious or 

infectious diseases, or suffered from any thing in the last 3 months that may be or become 

contagious or infectious ?  YES/NO  

 

  If YES please specify:   

 

 g)  If your child/ward allergic to any medication?  YES/NO 

  If YES please specify:.................................................................................................................. 

 

 h)  Has your child/ward received a tetanus injection in the last five years?  YES/NO  
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I undertake to inform the Group Leader as soon as possible of any changes in the medical 

circumstances between the date on which this form is signed and commencement of the journey 

 

3.   Declaration 

 

I agree to my child/ward receiving medication as instructed and any emergency dental, medical or 

surgical treatment, including anaesthetic, as considered necessary by the medical authorities present.  I 

understand the extent and limitation of the insurance cover provided. 

 

I agree to my child/ward being transported, if necessary, in staff, other parents’ or volunteers’ cars 

under the direction of the Group Leader.  [delete as necessary] 

 

I agree to my child/ward being repatriated from abroad at my expense in the event of poor behaviour.  

[delete as necessary] 

 

 Contact telephone numbers: 

 
Work:    Fax:   
 
Mobile:    E-mail:   
 
Home address:   
 
Alternative emergency contact: 
 
Name:   
 
Telephone numbers: 
 
Work:    Fax:   
 
Mobile:    E-mail:   
 
Address:   
 

  

 

 
Name and address and telephone number of family doctor:   
 

  

 

 
Signed:   Date:   

(Parent/Guardian) 
 
Full name: (Capitals)   
 

 

THIS FORM, OR A COPY, MUST BE TAKEN BY THE GROUP LEADER ON THE VISIT. 

A COPY MUST BE GIVEN TO THE EDUCATIONAL VISITS CO-ORDINATOR 
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Visits Form 6 

TRIP EVALUATION FORM 

 

This is to be completed by the Group Leader on return from the Visit 

Group Leader 
 

 

Number in Group 
 

Boys:           Girls:           Supervisors: 

Age range of pupils 
 

 

Date(s) of Visit 
 

 

Venue: 
 

 

Commercial Organisation used  
(if any) 
 

 

 Rating out of 5 
1 (poor) – 5 

(excellent) 

Comments/Problems 
Encountered 

The Centre’s pre-visit organisation 
 

  

Travel arrangements 
 

  

Content of education programme provided 
 

  

Instruction/training by Centre 
 

  

Equipment 
 

  

Accommodation 
 

  

Catering 
 

  

Evening Activities 
 

  

Courier/Representative 
 

  

Other comments and evaluation including 

close calls not involving injury or damage 
  

Total (out of 50) 
 

  

 
Signed:   Date:   
 

Group Leader’s Name:  ____________________________________   
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Visits Form 7 

NEW RISKS FORM 

 

Including: 

Visits abroad 

Visits wholly or partially in the school holidays 

Visits which include an overnight stay away from school 

 

To be completed on and after the trip to review current risk assessment practices. 

 

Visit/Activity:   Assessment Date:   

 

Date of Visit/Activity:    Completed:   

 

Risk Control developed 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


