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Hackney New Primary School 

Health and Safety of Children on Educational Visits Policy 

 
Agreed by the Governing Body: Summer 2015 
Review Date  Spring 2016 
Review Schedule Annual / Biennial  
Person(s) Responsible  Headteacher 

Aims 

This policy aims to establish a clear and coherent structure for the planning 
and evaluation of our off-site educational visits, and to ensure that any risks 
are minimised and managed, for the safety and health of all children at all 
times. Within the limits produced by thorough risk assessments, we aim to 
offer our children educational experiences that would not otherwise be 
possible from out typical curriculum offer.  

HNPS believes that Educational Visits contribute positively to the quality of 
and range of learning that we can offer our children. All off-site activities serve 
an educational purpose, enhancing and enriching our children's learning 
experiences. The visits will usually take place within the school day.  

Roles and Responsibilities  

Group Leaders 

The overall organiser of the visit on behalf of the Year Group is the GL; Class 
Teachers leading their own class on the visit will be known as Party Leaders 
(PL).  

The PL’s responsibilities will be similar to those of the GL, except that they 
may not be the person who makes the bookings and consults with the Senior 
Leadership Team (SLT) in school.  

• Make a preliminary visit to the venue in order to assess risk and gain 
information  

• Complete a Risk Assessment Form (Appendix 1) and where available 
obtain a copy of the venues own Risk Assessment  

• Discuss the proposed visit with the SLT prior to making any bookings  
• Adventurous activities and out of county visits will be risk assessed by 

the Headteacher or Deputy Headteacher (in the later phase of the 
school) 

• Complete the Administration Check List (Appendix 2) and consult with 
the headteacher as required 

• Make the necessary bookings  
• Enlist sufficient adult helpers and prepare briefing information for them  
• Make preparations for child safety in advance e.g. first aid kit, 

medicines, high visibility jackets, school contact wristbands etc.  
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• Lead the visit, taking responsibility for the safety of all throughout 
(where possible, the GL/PL should not be responsible for a group in 
addition to being responsible for the whole class)  

Headteacher 

Will discuss proposed visits with the Group Leader (GL).  

Assess the safety of the visit by reference to the Risk Assessment form: 

• Agree any amendments and authorise the visit through the Risk 
Assessment Form  

• Ensure that all preparations are made in line with the safe operating 
systems stated 

• Give final approval for the visit as the school’s appointed signatory.  

School Contact  

The nominated school contact is the Office Manager who will inform the 
Headteacher.  

Preparation for Visits  

• A preliminary visit should be made prior to the visit to check the 
facilities offered and the suitability of the venue.  

• The needs of all children should be considered to ensure equality of 
opportunity. 

• Curriculum plans should show how a visit relates to the curriculum and 
how it is considered that the children will benefit from the experience  

• The GL must ensure that there are enough adult helpers. Ratios will 
take account of special educational needs, behavioural and medical 
needs. No adult should be responsible for more than 6 children and for 
some visits, this may not be enough, e.g. visits into central London may 
need 1:2 or 1:3. The Headteacher will agree the ratios. If these ratios 
cannot be achieved, the visit will be cancelled.  

• Adult helpers may not be responsible for other children, e.g. younger 
siblings, if supervising a visit. This is to avoid a conflict of interest and 
is in line with guidance from the Health and Safety Executive (HSE) 
following serious case reviews. 

• Adult helpers should be briefed on the purpose of the visit and given 
instructions on their role as supervisors. Issues regarding safety must 
be clearly explained to helpers. They should also be provided with an 
itinerary and children/adult groups.  

• Parents accompanying school visits must be given a copy of the 
‘Guidelines to helping adults’ in Appendix 2 

• If the expected time of arrival back at school is to be later than 3.45 
pm, it is essential that parents are notified of the expected time of 
return to school well in advance. 

• A Risk Assessment should be completed for each visit and concerns 
highlighted. Many venues now have their own Risk Assessments. Ask 
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for a copy when making preliminary enquiries. On the occasions when 
all classes in a Year Group are doing the same visit on different days, 
one Risk Assessment will suffice with amendments for children with 
individual needs.  

• Any special arrangements required to include children with special 
needs (educational, medical, physical or emotional) should be 
indicated on the risk assessment form and discussed with the Inclusion 
Manager.  

Making Travel Arrangements and Booking Venues  

• The GL is responsible for making the necessary travel arrangements 
and booking venues.  

• Give TfL as much notice as possible and no less than 2 weeks for tube 
travel. 

• If using a coach, only coaches with seat belts should be booked. 
Seatbelts must be worn and checked by an adult. Children should not 
be seated on one of the front seats, in the centre back seat, from 
where they could roll down the aisle of the coach, or by the emergency 
exit. Check the coach driver knows the location of the venue in 
advance. A responsible adult should be seated adjacent to each 
emergency exit on the coach.  

• The School Office must be informed of all visit arrangements and given 
a copy of the letter that is sent out to parents.  

• Any travel documents or tickets should be locked in the school safe 
and collected from the office on the day of the visit.  

Informing Parents and Consent Forms  

• Parents and carers should be informed of any educational visit as 
much in advance as possible and always at least 10 days in advance. 
This ensures parents can make child care plans or arrangements at 
work to support the visit.   

• Letters must always give the approximate timings of the day and the 
planned route. See Appendix 4. 

• Parental consent must be obtained each time a pupil takes part in a 
visit beyond a walking locality. If no consent has been received, the 
child may not go on the visit.  

• Permission can be given by email, text or paper form.  
• Last minute consent by email or fax is acceptable. Verbal consent by 

telephone cannot be accepted.  
• Children who do not go on a visit should still attend school that day and 

be placed in another class. If they do not, this counts as an 
unauthorised absence.  

During the Visit  

• The GL/PL will inform the school of their arrival at the venue and their 
departure.  
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• If for any reason transport is delayed the school must be notified at the 
first opportunity.  

• Children should be counted regularly throughout the visit and at 
immediately following every transition (as per Risk Assessment). 

• The GL/PL must take a list of all the children on the visit, and parental 
contact details.  

• The GL should ensure that the teachers have the details of children’ 
special educational or medical needs which will be necessary for them 
to carry out their tasks effectively (as per Risk Assessment). 

• The GL is responsible for the safety of all throughout the visit and 
should be prepared to take decisions and issue instructions when 
appropriate.  

• GL/PLs should have each others’ mobile phone numbers so that they 
can communicate during the journey/visit (as per Risk Assessment). 

Medical Supplies  

• Each PL and the GL will carry first-aid kits. These are available from 
the School Office. Please inform the Office Manager upon return if any 
first aid has been administered.  

• Teachers must take any medication that may be required by children 
on the visit, e.g. epipens, asthma pumps, diabetes testing kit etc. and 
ensure that they are familiar with each child’s care plan. Any child with 
medical needs will always be in the group of the member of staff 
responsible for their care plan and who is carrying their medication. 

• All staff will be trained in the use of Epi-Pens and children requiring 
them will always be in a member of school staff’s group and not with a 
parent helper. 

• On return to school, the administration of such medication should be 
recorded on the school record sheet in the office.  

Adult Helpers 

• It is essential that the Office Manager checks all volunteers for 
clearance against the DBS Children’s Barred List. Volunteers cannot 
be accepted without this.  

• Adult helpers should receive an itinerary that details the day with 
departure and arrival times. This should also include information on the 
places to be visited and the activities the children will be doing.  

• Helpers must be given a copy of the leaflet explaining supervision 
requirements and arrangements: Appendix 3 - Guidelines for Helpers  

• Parents should not assume that they would have their own child in their 
group. This is to ensure objective action will be taken with the whole 
group in the event of an emergency. This should be explained to the 
parents when briefed.  

• For the protection of both adults and children, all adult helpers should 
ensure that they are not alone with a pupil wherever possible.  

Selecting Adult Helpers  
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This is an area that can place the Class Teacher under pressure, so the 
school has the following procedure: -  

1. If the right number of helpers come forward, no problem  
2. If we receive too few offers, then parents should be informed that 

unless the class has the correct number of parent helpers, the visit will 
not be able to go ahead.  

3. If we receive too many offers, all names in a hat and draw the requisite 
number will be drawn out.  

In Case of an Accident  

Should there be an accident during a school trip the following actions must be 
taken:  

• The GL or PL is responsible for the welfare and safety of all the 
children. Even if the place being visited has its own first aid staff, the 
teacher must remain responsible for the incident that has occurred. An 
adult helper should not be allowed to take responsibility for the return 
of the child concerned to school, home or hospital.  

• If a child is injured and there are first aiders present at the centre, alert 
them and ensure that the child is seen promptly. The first aid staff may 
advise what to do in that situation but it is the teacher’s responsibility to 
decide whether the advice is appropriate and what action to take.  

If teachers have the slightest doubt about the child’s condition they 
should call an ambulance. 

• Make sure that the other members of staff on the trip are aware of the 
incident and are available to cover should you have to accompany the 
injured child to hospital.  

• If the injury occurred during an activity, the activity must cease 
immediately and the teacher must assess the situation and seek advice 
as to whether it should continue or not.  

• The school contact must be telephoned and informed of the incident at 
the earliest opportunity. This will be the Headteacher or Senior Teacher 
in her absence. They may invoke the school’s Emergency Plan. 

• As soon as is reasonably possible, all the details of the incident should 
be logged and should include the following:  

• Date and time  
• Nature of incident  
• The location where the incident occurred  
• The name of the injured party  
• As much detail as possible about the events that led up to the 

accident  
• The nature of the injury incurred  
• Action taken by the person responsible for the child  
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Lunches  

The GL inform the Office Manager (and through her, the HNS kitchen) of the 
dates of educational visits ideally two or three weeks in advance, and at least 
10 days ahead, to ensure resources and staff are effectively redeployed. 

• The GL should find out from the parents of free school meals children if 
they wish them to take a lunch from school. If they do, the Office 
Manager should be informed at least two week before the visit to 
arrange provision of a packed lunch.  

• The GL should ensure there is provision for children to eat their lunch 
in relative comfort and with provision for hand washing. This can 
include picnicking if risk assessed as safe.  

Monitoring and Review  

The Headteacher will monitor the effectiveness of this policy on a regular 
basis reporting to the governing body on its effectiveness and, if necessary, 
making recommendations for further improvements.  

It is the responsibility of the governing body to monitor the implementation of 
the Offsite Educational Visits Policy  

List of Appendices  

Appendix 1: Risk Assessment Template 

Appendix 2: Administration checklist 

Appendix 3: Guidelines for helpers 

Appendix 4: Skeleton Information/Consent Letter 
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APPENDIX 1 RISK ASESSMENT TEMPLATE 
Name of Educational Visit 

 
PLEASE INSERT THE INFORMATION LETTER GIVEN TO PARENTS/CARERS AT 

THE BOTTOM OF THIS FORM 
 
Group Leader 
 

 

Party Leader (s)  
Telephone 
Numbers 

 

Location 
(Full Address) 

 

Date/Time  
 
ADULT:CHILD 
key ratios 
 
state ratios 
 

Children to walk in partners with adults equally interspersed. 
Reception and Key Stage 1 
ideally 1:4 
minimum 1:6 

KEY SAFETY 
MEASURES 

• All staff wear high visibility green vests 
• All children wear high visibility yellow vests 
• All children wear a wristband displaying the telephone 

number of the school  
• Children are reminded how to identify a ‘safe stranger’ 

should they be separated from the group i.e. a mummy 
with a pushchair, security guard. Where applicable 
children given the required language “Can you call this 
number?” 

• At every transition the class teacher is responsible for 
counting their entire class. 

• All children with medical needs must be close by the 
relevant class teacher or their trained person at all 
times. 

• Only school staff (i.e. not helpers) can accompany 
children to use the toilets. Children must never be 
allowed to enter on their own. 

• When in Key Stage 2 may carry their own asthmas 
pumps 

 
Hazards Identified Risk Assessment √ 

High Med. Low 
• Journey    
• Venue    
• Pupil supervision    
• First Aid    
 
Persons at Risk 

√ 
Children Staff Visitors Other 

    
 
JOURNEY:  
Safe Operating 
System in place 

• Children spoken to about 3Cs – Calm, Considerate, Careful 
• The route is carefully planned to ensure the least possible 

number of major road crossings 
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• At road crossings, at least 2 members of support staff or 
helpers wear high visibility jackets to support children to 
cross in safe numbers - class teachers and other support 
staff and helpers remain with the children  

• Children walk in pairs and walk on the inside of every 
pavement – that is beside the buildings, and as far as 
possible from the roads. 

• All class teachers are carrying relevant resources for 
children with medical needs in their cohort. 

 
VENUE:  
Safe Operating 
System in place 

• Children to be registered in the playground before leaving 
and adults will be counting class/group sizes regularly. 

• All staff to be extra vigilant for unsafe/unknown adults 
• Children to be accompanied to the toilets in small groups of 

no more than 6 by a member of staff or personally by their 
own parent/carer only. 

•  
•  

 
PUPIL 
SUPERVISION:  
Safe Operating 
System in place 

• At least 1 Paediatric First Aider(s) on duty with relevant first 
aid equipment. Please name here:  

• All children with statements of SEN(D) are supervised by 
their 1:1 support teachers 

• The special education needs of children are addressed at 
the planning stage 

• Relevant staff responsible for children with SEN have 
sufficient training to manage the situation effectively 

• Advice taken from the SENCO and Inclusion Team as 
appropriate.  

•  
•  

 
FIRST AID: 
Safe Operating 
System in place 

• At least 1 Paediatric First Aiders on duty with relevant first 
aid equipment.  

• All class teachers are carrying relevant resources for 
children with medical needs in their cohort. 

 
Teachers organising and taking part in school visits off-site accept responsibility for 
the care and welfare of pupils, and they act in loco parentis. 
 
By signing this form I certify that I have considered where the children may be at risk 
and will establish the suitable safe systems outlined above.  
 

Assessment 
carried out by: 

Designation: Signed: Date: 
 
 

  

 
Authorised by: Designation: Signed: Date: 

Headteacher   
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APPENDIX 2  

Offsite Educational Visit Admin check List Completed by the GL 

Pre Visit conducted School Risk Assessment 
completed 

Venue Risk Assessment received  
Headteacher approval   Dated  
Venue Booked   
Cost of Venue  £  
Venue Confirmed   
Transport Cost  £  
Transport Confirmation    
Information and Consent letter sent to 
Parents   
Mid Day Supervisors advised and 
redeployed.   
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APPENDIX 3 
Guidelines for Helping Parents during Off Site Educational Visits  

Thank you for offering to help on this educational visit. Your 
contribution to the day is very important as taking large numbers of 
children out of school calls for very careful supervision.  

Because we value your help and need your assistance in the important role of 
group supervisor, please don’t expect to have your own child in your group. In 
the unlikely event of an emergency, you will be responsible for the safety of 
ALL the children in your care. It may be easier for you to do that if your child is 
with someone else and often children behave better when they are placed in a 
group other than with their own parent.  

Guidelines 

1. It is important that you are always with you group and not with 
any child on their own. Only a member of school staff may 
accompany children to the toilets. 

2. Ensure that you are aware of the purpose and nature of the visit, what 
will be expected of the children and how you can help.  

3. Become familiar with the school rules for visits, so that you can be 
consistent with the teacher in your control of the children i.e.:  

a. Do not allow the children to eat or drink except at lunch/snack 
times.  

b. Ensure the children remain seated on the coach and facing 
forward with their seat belt on.  

c. Ensure the children are well mannered and courteous at all 
times. 

4. Find out who is responsible for the first aid, where the first aid kit is 
kept and what would be expected of you should an accident occur.  

The Day of the Visit  

• Identify the children in your group. You will not have more than 6 
children. The teacher will advise you on the best strategies for 
supporting these children.  

• Ensure that the children you have specific responsibility for do not 
wander from your group, but work and behave in the expected manner 
at all times. Keep a constant check on their movements.  

• Look ahead to anticipate any unforeseen dangers e.g. busy roads, 
dangerous crossings, unsafe adults etc.  

• Ensure that children are courteous to members of the general public 
e.g. allowing people to pass in the street, letting others go first etc.  

• Please do not use your mobile phone for any purpose except that 
authorised by the Group or Party Leader during the visit. By all means, 
leave it switched on for emergencies, but please don’t make or accept 
any calls that are just for a chat!  

• Be a careful time-keeper. Strictly adhere to agreed meeting times and 
places.  
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APPENDIX 4 

Skeleton Information/Consent Letter 

Date 
Dear Parents/Carers 

VISIT NAME and DATE 

We have arranged for Year ............. to visit ..................... as part of our 
learning around…… We will be leaving the school at …… and will return by 
…….. We will be travelling by (insert bus number/tube line or other) between 
(insert stop or station names) Please arrange for your child to bring a healthy 
packed lunch with plenty to drink (please do not send glass bottles). The 
children are required to wear full school uniform and to bring a suitable coat.  

To support with the cost of the trip we are asking for a contribution of …… 

We require adult helpers to support each class and would be grateful if you 
would consider accompanying the trip. If you would like to assist supervising a 
group of children during the visit please indicate below. The class teacher will 
confirm with you if your help is needed. 

Yours sincerely, 

 

Class Teacher 

______________________________________________________________ 

VISIT NAME  

I consent to my son/daughter (PRINT NAME) ................................... to take 
part in visit named above on the ....................................  

I enclose our contribution of ..................................towards the cost of the visit. 

 
I am able/unable to accompany the visit (please indicate). 

 
Signed .................................................................  

Parent/Guardian name in full.........................................................  

 


