
 

 
Educational Visits Policy 

 
 
Rationale 
Well-planned and executed educational visits provide students with valuable experiences 
that enhance their learning at school. Providing a variety of ‘real-life’ opportunities enables 
students to achieve a fuller understanding of the world around them through direct 
experience. Educational visits are an essential element of good school practice. 
 
Purposes 
Educational visits can provide stimulus and support to work being covered as part of the 
school curriculum. It may be that a visit provides an effective stimulus at the start of a unit 
of work; alternatively, teachers may decide to use an educational visit at any time during a 
project to enhance and support the curriculum. Regardless of the venue, teachers should 
ensure that the educational benefits to students are maximised. 
 
Types of visits  
Short visits involving absence during term time require the Headmistress’ approval. The 
Headmistress needs to be satisfied that the outing is justified by its educational content, and 
that the school’s efficient running will not be affected by the absence of the teachers 
accompanying the visit or journey.  

Extended visits (overnight) involving prolonged absence and all journeys involving travel by 
air or sea require the approval of the Governing Body.  

Educational Visits Co-ordinator 
The Educational Visits Co-ordinator will endeavour to ensure that: 

 A suitable group leader has been appointed. 

 All necessary actions have been completed before the visit begins. 

 The risk assessment is complete and it is safe to make the visit. 

 Training needs have been met. 

 The group leader has experience in supervising and controlling the age groups going on 
the visit and is able to organise the group effectively. 



 The group leader has relevant skills, qualifications and experience and knows the 
location of the activity. 

 All supervisors on the visit are appropriate people to supervise children and have 
appropriate clearance. 

 The Governing Body (or delegate) has approved the visit if necessary; this is applicable 
to all residential and overseas visits. 
 

Group leader 
The Group leader is responsible overall for the group at all times. In delegating supervisory 
roles to other adults in the group, it is good practice for the group leader to:  

 Allocate supervisory responsibility to each adult for named students. 

 Ensure that each adult knows which students they are responsible for and their needs. 

 Ensure that each student knows which adult is responsible for them. 

 Ensure that all adults understand that they are responsible to the group leader for the 
supervision of the students assigned to them.  

 Ensure that all adults and students are aware of the expected standards of behaviour, 
the route being taken, and the emergency meeting point and contact telephone number 
of the school mobile phone.  

 Follow the Checklist for Trips and Visits to ensure that all elements of the organisation of 
the trip are completed in a timely manner. 

 
It is good practice for each supervisor to:  

 Have a reasonable prior knowledge of the students including any special educational 
needs, medical needs or disabilities.  

 Carry a list/register of all group members.  

 Directly supervise the students (except during remote supervision) - particularly 
important when they are mingling with the public and may not be easily identified. 

 Regularly check that the entire group is present. 

 Have a clear plan of the activity to be undertaken and its educational objectives.  

 Have the means to contact the group leader/other supervisors if needing help.  

 Anticipate a potential risk by recognising a hazard, by arriving, where necessary, at the 
point of hazard before the students do, and acting promptly where necessary. 

 Continuously monitor the appropriateness of the activity, the physical and mental 
condition and abilities of the group members and the suitability of the prevailing 
conditions. 

 Be competent to exercise appropriate control of the group, and to ensure that students 
abide by the agreed standards of behaviour. 

 Clearly understand the emergency procedures and be able to carry them out.  

 Have appropriate access to First Aid.  
 
Responsibilities of students 
The group leader should make it clear to students that they must: 

 Know who their supervisor is at any given time and how to contact him or her. 

 Have been given clear, understandable and appropriate instructions. 

 Rarely if ever be on their own. 

 Alert the supervisor if someone is missing or in difficulties. 



 Have a meeting place to return to, or an instruction to remain where they are, if 
separated.  

 Understand and accept the expected standards of behaviour.  

 Not take unnecessary risks. 

 Follow the instructions of the leader and other adults. 

 Dress and behave sensibly and responsibly. 

 Look out for anything that might hurt or threaten anyone in the group and tell the group 
leader about it. 

 Not undertake any task that they fear or that they think will be dangerous. 
 
Any students whose behaviour may be considered to be a danger to themselves or to the 
group may be stopped from going on the visit. The safety of all members of the school is a 
priority. The curricular aims of the visit for these students should be fulfilled in other ways. 
 
Parents/carers 
The group leader should ensure that parents/carers are given information about the 
purpose and details of the visit and are invited to any briefing sessions for longer visits.  
 
The group leader should also tell parents/carers how they can help prepare their child for 
the visit by, for example, reinforcing the visit’s code of conduct. Special arrangements may 
be necessary for parents/carers for whom English is a second language. 
 
Parents/carers must: 

 Sign the relevant consent forms. 

 Provide the school with emergency contact numbers. 

 Give the school relevant information about their child’s health which might be relevant 
to the visit. 

 
Planning off-site visits 
Careful planning of any off-site visit is essential. This involves considering the dangers and 
difficulties which may arise and making plans to avoid them. The Headmistress must be 
satisfied that the person planning the visit is qualified to do so and has the necessary 
experience. The Educational Visits Co-ordinator can offer support in the planning of all off-
site visits.  
Following the pandemic, all Covid-related guidance received from the DfE must be carefully 
considered and the most recent guidelines abided by when organising school visits. 
 
Risk assessment 
A risk assessment should always be carried out whilst planning an educational visit. A 
generic risk assessment is available, but this needs to be adapted in order for it to be 
appropriate for each visit.  
The group leader and other supervisors should continually reassess the risks throughout the 
visit and take appropriate action if students are in danger. 
 
Exploratory visit 
Wherever possible the group leader should undertake an exploratory visit to: 

 Ensure that the venue is suitable to meet the aims and objectives of the school visit. 



 Assess potential areas and levels of risk. 

 Ensure that the venue can cater for the needs of the staff and students in the group. 

 Ensure that the group leader is familiar with the area before taking a party of young 
people. 

 
If it is not feasible to carry out an exploratory visit, a minimum measure should be to contact 
the venue, seeking assurances about the venue’s appropriateness for the visiting group. In 
addition, it may be worth seeking views from other schools who have recently visited the 
venue. In some cases, such as when taking walking parties to remote areas, it may be 
appropriate to obtain local information from the tourist boards. 
 
First Aid 
First Aid provision should be considered when assessing the risks of the visit. For 
adventurous activities, visits which involve overnight stays, or visits abroad it is sensible to 
have at least one trained first-aider in the group. The group leader should have a clear 
understanding of how to access first aid and all adults in the group should know how to 
contact emergency services.  
 
The minimum first aid provision is: 

 A suitably stocked first aid box 

 A person appointed to be in charge of first aid arrangements 
 
First aid should be available and accessible at all times. The group leader should take this 
into account when assessing what level of first-aid facilities will be needed. The contents of 
a first-aid kit will depend on what activities are planned. 
 
Supervision 
It is important to have a sufficient ratio of adult supervisors to students for any off-site visit. 
There should always be enough supervisors to cope effectively with an emergency. When 
visits are to remote areas or involve hazardous activities, the risks may be greater and 
supervision levels should be set accordingly.  
 
Where there is more than one adult supervisor a group leader, who has authority over the 
whole party, should be appointed. 
 
All adult supervisors must understand their roles and responsibilities at all times. In 
particular, all supervisors should be aware of any students who may require closer 
supervision, such as those with special needs or those with behavioural difficulties. The 
group leader retains responsibility for the group at all times.  
 
Whatever the length and nature of the visit, regular head counting of students should take 
place. The group leader should establish rendezvous points and tell students what to do if 
they become separated from the party. All students will carry a lanyard indicating clearly 
how the school and group leader can be contacted and the agreed meeting point.  
 
Remote Supervision  
Supervision can be close or remote but is always 24 hours:  



 close supervision occurs when the group remains within sight and contact of the 
supervisor;  

 remote supervision occurs when, as part of planned activities, a group works away from 
the supervisor but is subject to stated controls. The supervisor is present though not 
necessarily near or in sight, but his or her whereabouts are known;  

 down time (or recreational time) – for example during the evenings – may involve close 
or remote supervision, but should not be unsupervised - the supervisors continue to be 
in charge;  

 it is essential that everyone involved in the visit understands the supervision 
arrangements and expectations.  

 
When supervision is remote:  

 students will be familiar with the environment or similar environments and have details 
of the rendezvous points and the times of rendezvous;  

 clear and understandable boundaries will be set for the group;  

 the supervisor should monitor the group’s progress at appropriate intervals;  

 the supervisor will be in the expedition or activity area and able to reach the group 
reasonably promptly should the group need support in an emergency;  

 
Rearranging Groups  
Potential danger points can occur when rearranging groups. In particular:  

 when a large group is split into smaller groups for specific activities;  

 when groups transfer from one activity to another and change supervisor; 

 during periods between activities;  

 when small groups re-form into a large group.  
 

It is therefore important that the supervisor:  

 clearly takes responsibility for the group when their part of the programme begins, 
particularly making certain that all group members are aware of the changeover;  

 clearly passes on responsibility for the group when their part of the programme is 
concluded, together with any relevant information ensuring that the group members 
know who their next leader is.  

 
Down Time  
Group leaders should ensure that students continue to be properly supervised during 
downtime before, between and after activities, including the evenings on residential visits. A 
group occupied in study or activity is far safer than a group left to its own devices in an 
unfamiliar environment. Too much unstructured free time in a residential programme can 
allow time for mischief, bullying, homesickness and wandering off from the body of the 
group.  
It is good practice to:  

 ensure that all staff and students understand the standards of behaviour that apply at all 
times, not just during activities;  

 ensure that handover between activities is properly supervised, with a named supervisor 
responsible for the group if there is down-time between activities;  



 ensure that all supervisors understand that their supervisory role continues in the 
evening – however hard a day it has been, that it is not a time to relax in the bar or in 
front of the TV;  

 use down-time in the evening or at the beginning of the day to brief the group on the 
planned activities for the day to come, e.g. the planned learning outcomes, specific 
health and safety issues, meal and break times, etc.;  

 use down time after activities for individual reflection on personal learning outcomes, 
and group discussion about the highs and lows of the day;  

 apply the advice contained in “Remote Supervision” above, adapted as necessary, if it is 
felt reasonable to allow students some time without close supervision;  

 occupy the group with mildly active, non-academic activities in the evening, e.g. craft 
activities, environmental activities, quizzes, team challenges, led-walks.  

 
Night Time  
Group leaders should ensure that:  

 the group’s immediate accommodation is exclusively for the group’s use; teachers (of 
both genders where appropriate) have sleeping accommodation on the same floor 
immediately adjacent to the students’ accommodation; 

 there is a teacher present on that floor whenever the students are there;  

 child protection arrangements are in place to protect both students and staff;  

 where hotel/hostel reception is not staffed 24 hours a day, security arrangements 
should be in force to stop unauthorised visits;  

 in the absence of 24 hour staffing of reception, external doors must be made secure 
against intrusion and windows closed as necessary to prevent intrusion;  

 where possible, internal doors are lockable but staff must have reasonable access to the 
student accommodation at all times;  

 where students’ doors are locked, teachers have immediate access, as necessary, to a 
master key;  

 all staff and students know the emergency procedures/escape routes in the event of a 
fire. Where windows and doors are locked against intrusion at night, ensure that 
alternative escape routes are known and that all fire doors function properly.  

 
Preparing students 
Providing information and guidance to students is an important part of preparing for a 
school visit. Students should have a clear understanding about what is expected of them 
and what the visit will entail. Students must understand what standard of behaviour is 
expected of them and why rules must be followed. The lack of control and discipline can be 
a major contributory factor when accidents occur. Students should also be told about any 
potential dangers and how they should act to ensure their own and other students’ safety. 
 
Students should be involved in planning, implementing and evaluating their own curricular 
work and have opportunities to take different roles within an activity. This could include 
considering any health and safety issues. 
 
Participation 
Students should be assessed to ensure that they are capable of undertaking the proposed 
activities. During the visit they should not be coerced into activities they fear. 



 
Students whose behaviour is such that the group leader is concerned for their, or others’ 
safety, should be withdrawn from the activity. On residential visits the group leader should 
consider whether such students will return home early.  
 
 
Information to students 
It is the responsibility of the group leader to decide how to provide information, but they 
should be satisfied that the students understand key safety information. Students should 
understand: 

 The aims and objectives of the visit/activity 

 Background information about the place to be visited 

 How to avoid specific dangers and why they should follow rules 

 Why safety precautions are in place 

 What standard of behaviour is expected from students 

 Who is responsible for the group 

 What to do if separated from the group 

 Emergency procedures 

 Rendezvous procedures 
 
Travel  
A driver cannot safely drive and supervise children at the same time. Group leaders should 
ensure that:  

 transport by road has seat belts and that the students wear them;  

 there is adequate supervision at all times when travelling;  

 supervisors are reserved seats that allow them to supervise properly;  

 students are supervised when boarding and leaving;  

 extra care is taken when leaving a vehicle in a country that drives on the right as some 
doors may open onto the road side;  

 standards of behaviour are met, and in particular that drivers are not distracted  

 smoking/alcohol, etc. bans are observed;  

 students are occupied on long journeys – this will help the journey pass quickly;  

 evacuation procedures are clearly understood by everyone, luggage is securely stored 
and emergency exits are kept clear;  

 there are adequate rest stops for drivers;  

 head counts are carried out when the group is getting off or onto transport.  
 
Students using transport on a visit should be made aware of basic safety rules including:     

 Arrive on time and wait for the transport away from the road, track, etc.     

 Do not rush towards the transport when  it arrives.     

 Make sure bags do not block aisles on the transport.     

 Never attempt to get on or off the moving transport.     

 Never throw things out of the transport vehicle’s windows.     

 Never get off a vehicle held up by traffic lights or in traffic.     

 Never run about while transport is moving or pass someone on steps or stairs.     

 Never kneel or stand on seats or otherwise impede the driver’s vision.     



 Never distract or disturb the driver.     

 Stay clear of automatic doors/manual doors after boarding or leaving the transport.     

 After leaving the vehicle, always wait for it to move off before crossing the road.     

 If they have to cross roads to get to the transport, they must always use the Green Cross 
Code.     

 If they feel unwell while travelling, they must tell a teacher or the person who is 
otherwise responsible for the group.  

 

ONGOING RISK ASSESSMENT  
The group leader (and other adults with responsibility) prepares ongoing risk assessments 
while the visit is taking place. These normally consist of judgements and decisions made as 
the need arises. They are not usually recorded until after the visit. They should be informed 
by the generic and visit or site-specific risk assessments.  
It is good practice to have briefings each night to take stock and assess the circumstances 
for the next day, and to spend time early the next morning explaining arrangements to the 
students.  
Check the local weather forecast  

 to inform decisions on appropriate clothing;  

 to be aware of whether water activities might be in areas prone to flash floods, high 
winds, etc.  

 to be aware of whether trekking or climbing at altitude might be subject to dramatic 
changes of weather; potential for fallen trees, avalanches, etc.  

Behaviour problems, illness or injury  

 Poor behaviour may be reduced by ensuring that all students are signed up to agreed 
standards of behaviour before (or at least at the beginning of) the visit. 

 Educational visits can be a good opportunity for school staff to get to know students 
away from the confines of the school. But the group leader should resist any temptation 
to accept lower standards of behaviour. The different hazards that students may be 
exposed to away from the school will require them to observe standards of behaviour 
that are at least as high as, or higher than, in the classroom. 

 If one adult has to give prolonged attention to one group member, the group leader 
should reassess the supervisory roles of the other adults to ensure that all members of 
the group know who is responsible for them. Activities may need to be amended until 
the other adult returns all of his or her attention to the group. 

 Group leaders should trust their own knowledge of the young people and use their own 
professional judgement. This may include challenging an activity leader where the group 
leader’s knowledge of the group is superior, or intervening to prompt a change of plan.  
 

EMERGENCY PROCEDURES  
By their nature, emergencies are usually unexpected. But careful emergency planning can 
mitigate the trauma of being caught up in an emergency. It is good practice for the group 
leader to:  

 agree an emergency action plan, which includes 24-hour (i.e. constant cover) contact 
points at the school and clear roles for the group leader, school contact, Headmistress 
e.g. managing media interest, supporting parents of an injured student, transport 
arrangements, etc.;  

 ensure that all members of the group know what action to take if there is a problem;  



 hold evening briefings with supervisors to discuss issues for the next day;  

 spend time early the next morning explaining arrangements to the students;  

 hold, or ensure that other adults in the group hold, up-to date competence in first aid 
and other lifesaving competence as necessary for the activities;  

 ensure that the first aid kit is properly stocked and accessible;  

 ensure that all students’ medical needs (e.g. asthma, diabetes, anaphylaxis) are known 
and that staff are competent to handle them;  

 recognise that many of the health problems of students on longer visits are caused by 
lack of food, of liquid or of sleep;  

 if appropriate, advise group members about the dangers of over-exertion in the heat 
and of dehydration, which can cause headache, dizziness and nausea;  

 in warm climates, keep fluid levels high, take extra salt and wear loose, lightweight 
clothing – preferably made of cotton or other natural fibres – and use suitably factored 
sun protection creams and sun hats/glasses;  

 ensure that drivers take adequate rest breaks on long journeys;  

 ensure that all students understand and follow the code of conduct;  

 practise emergency drills e.g. evacuation of mini-bus;  

 if abroad, know where the nearest British Embassy or Consulate is located and the 
telephone number. Depending on the age of the students, it may be appropriate to 
ensure that they have this information to hand.  

 
Emergency procedures framework during the visit  
If an emergency occurs on a school visit the group leader should maintain or resume control 
of the group overall. The main factors to consider include:  

 establish the nature and extent of the emergency as quickly as possible;  

 ensure that all the group are safe and looked after;  

 establish the names of any casualties and get immediate medical attention;  

 ensure that a teacher accompanies casualties to hospital with any relevant medical 
information, and that the rest of the group are adequately supervised at all times and 
kept together;  

 notify the police if necessary;  

 ensure that all group members who need to know are aware of the incident;  

 ensure that all group members are following the emergency procedures and the roles 
allocated to them – revise procedures and re-allocate roles as necessary;  

 inform the school contact and provider/tour operator (as appropriate). The school 
contact number should be accessible at all times during the visit;  

 details of the incident to pass on to the school should include: nature, date and time of 
incident; location of incident; names of casualties and details of their injuries; names of 
others involved so that parents can be reassured; action taken so far; action yet to be 
taken (and by whom);  

 school contact should notify parents, providing as full a factual account of the incident 
as possible;  

 notify insurers, especially if medical assistance is required (this may be done by the 
school contact);  

 notify the British Embassy/Consulate if an emergency occurs abroad;  

 ascertain phone numbers for future calls. Try not to rely solely on mobile phones;  



 write down accurately and as soon as possible all relevant facts and witness details and 
preserve any vital evidence;  

 keep a written account of all events, times and contacts after the incident;  

 complete an accident report form as soon as possible;  

 no-one in the group should speak to the media. Names of those involved in the incident 
should not be given to the media as this could cause distress to their families. Refer 
media enquiries to a designated media contact in the home area;  

 no-one in the group should discuss legal liability with other parties, nor sign anything 
relating to accident liability;  

 keep receipts for any expenses incurred – insurers will require these  
 

Students with special educational and medical needs     

The Headmistress will not exclude students with special educational or medical needs from 

school visits. Every effort should be made to accommodate them whilst maintaining the 

safety of everyone on the visit. Special attention should be given to appropriate supervision 

ratios and additional safety measures may need to be addressed at the planning stage.    

 

Parental consent     

An annual consent form is completed in order to authorise low risk visits and it is the 

responsibility of the group leader to ensure that any student attending the visit has 

returned to school a consent form. It is the parent’s/carer’s responsibility to inform the 

school of any changes to their personal circumstances including current medical issues.     

      

If parents/carers withhold consent absolutely the student should not be taken on the visit, 

but the curricular aims of the visit should be delivered to the student in some other way, 

wherever possible. If the parents/carers give a conditional consent the Headmistress will 

need to consider whether the child may be taken on the visit or not. The school’s parental 

consent form should be completed for each student in the group.             

 

Procedures for organising educational visits     

A proposed letter for parents should be submitted to the SLT responsible for School 
Journeys for approval. Where the cost of the visit is lower than £50 a minimum notice of six 
weeks is required to enable all parents to make the necessary financial arrangements – an 
additional month’s notice is required for every additional £80.  

Some trips may need to be paid for in instalments and these should be planned in advance 
with agreed deadlines. Parents should be given clear details as regards these instalments as 
part of the initial letter, which should also cover the consequences of cancellations or non-
payment.  

The teacher organising the trip should agree payments and deadlines with the Finance 
Department.  

All relevant details regarding the trip (including its name, the likely number of students 
attending and their year group, the cost per student and payment deadlines) should be 
communicated to the Finance Department (the clerical member of staff supporting 
educational visits should also informed at this stage), as they are responsible for the 



collection of monies and for recording all monies received, listing the following details: 
student name, form, date and amount. A separate list should be completed for each 
particular trip.  

As soon as the initial deposit has been collected the list of students taking part in each trip 
needs to be passed on to the teacher organising the trip as well as the member of office 
staff supporting with the organisation of trips and visits. Any later additions or updates to 
the original list must be shared with both of these members of staff to ensure that an 
accurate record is maintained at all times.  

Cost of trips and journeys will be subsidised by 25 % for students who are supported 
through the Pupil Premium grant. Parents will be informed through the trip letter.  

Any invoices received from the supplier should be immediately handed to the Finance 
Department for processing.  

If staff incur any additional expenses, a claim form should be completed, signed by the 
relevant line manager and handed to the Finance Department. Receipts/tickets must 
accompany any claims for extra expenses incurred in connection with a trip in line with the 
relevant policy.  

The Application for the Approval of Educational Visits, which contains a section requesting 
information regarding the cost of the visit and the necessary financial arrangements, should 
be fully completed and passed to the SLT responsible for School Journeys together with the 
rest of the application pack.  

Prior to departing the leader must check that students with medical needs have any medical 
equipment required – failing this, they will not be allowed to join the outing. 

Additional Safety procedures and GDPR  
All students will wear a lanyard during the trip or visit that would identify them as attending 
the school. The lanyard will display the school telephone number. It will also display a 
number that will relate to the information for the student carried by the group leader.  

The colour of the lanyard will identify students who have given written permission for their 
images to be used in various ways by the school.  

Only school owned devices should be used on trips and visits to record data (take photos) or 
contact parents where necessary.  

All paperwork relating to the trip must be handed over to the clerical staff attached to 
educational visits for shredding upon return. 

  



Annex A - Schools coronavirus (COVID-19) operational guidance 

Educational visits 

DfE recognises the significant benefits of educational visits for children’s educational 
development as well as their mental health and wellbeing and is taking steps to allow 
children to enjoy visits in line with the government’s roadmap. The roadmap is driven by 
data, not dates. The government will only move from one step to the next when it is safe to 
do so and based on 4 tests. 

For that reason, all dates are indicative and subject to change. This advice has now been 
updated to reflect the Prime Minister’s announcement regarding step 2. Advice will 
continue to be updated in line with the roadmap. 

Educational day visits 
In line with the roadmap, schools can resume educational day visits from 12 April. 

Any educational day visits must be conducted in line with relevant coronavirus (COVID-19) 
secure guidelines and regulations in place at that time. This includes system of controls, 
such as keeping children within their consistent groups and the COVID-secure measures in 
place at the destination. 

Schools should undertake full and thorough risk assessments in relation to all educational 
visits to ensure they can be undertaken safely. As part of this risk assessment, schools will 
need to consider what control measures need to be used and follow wider advice on visiting 
indoor and outdoor venues. Schools should consult the health and safety guidance on 
educational visits when considering visits. 
 
Domestic residential educational visits 
In line with the roadmap, we advise against domestic residential educational visits until at 
least step 3, no earlier than 17 May. 

The roadmap is driven by data not dates. The approach to domestic residential visits is 
dependent on the roadmap and is subject to change. 

Existing bookings 
Should step 3 commence as planned, you may undertake domestic residential education 
visits, that are already booked, no earlier than 17 May. 

Any domestic residential educational visits must be conducted in line with relevant 
coronavirus (COVID-19) secure guidance and regulations in place at that time. 

New bookings 

Schools may begin planning for new domestic residential educational visits to take place. 
Should step 3 commence as planned, new visits will be possible from no earlier than 17 
May. 

https://www.gov.uk/government/publications/covid-19-response-spring-2021
https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits


Schools are advised not to enter into any new financial or contractual commitments at this 
stage. This advice will remain under review and updated at the earliest opportunity. 

Any new domestic residential educational visits must be conducted in line with relevant 
coronavirus (COVID-19) secure guidance and regulations in place at that time. 

We are working with Public Health England and the sector on what coronavirus (COVID-19) 
secure residential visits will look like at step 3, and further advice will be provided. 

International visits 
The Global Travel Taskforce has been commissioned to set out how to facilitate a return to 
international travel as soon as possible while managing the risk from imported variants of 
concern. It is due to report on 12 April 2021. This advice will be updated following the 
publication of the report. 

Credit notes 
Any school holding ATOL or ABTA refund credit notes may use these credit notes to rebook 
educational or international visits. 

Indemnity 
We recognise the gap created by the coronavirus (COVID-19) pandemic in the commercial 
insurance market relating to coronavirus (COVID-19) travel cancellation insurance. 

We are working with Her Majesty’s Treasury to explore the possibility of addressing that gap 
and putting in place a coronavirus (COVID-19) restricted indemnity that will: 

 give schools cover against coronavirus (COVID-19) travel cancellations in the future 

 allow schools to book new visits with confidence 

More details will be provided as soon as they are available. 

  



Annex B - Parental Consent Form for School Trips  

 
 

Full name of pupil: ______________________ Form: _______ 

 
I / We agree to my / our daughter receiving medication as instructed and any emergency dental, 
medical or surgical treatment, including anaesthetic or blood transfusion, as considered necessary 
by the authorities present.  
 
I / We understand the extent and limitations of the insurance cover provided.  
 
I / We acknowledge the need for my/our daughter to behave responsibly in accordance with the 
School’s Code of Conduct.  
 

Any damage caused by unacceptable behaviour will be the financial responsibility of the 
parents. In extreme cases of misbehaviour, parents will be contacted and arrangements be 
made to return the pupil home. Any expense incurred in returning a pupil home will be the 
responsibility of the parents, whether this is because of misbehaviour or a parental request.  

I / We understand that, if my / our daughter behaves in an irresponsible way prior to a school trip so 
that the accompanying staff feel unable to accept the responsibility of including her in the party, the 
school will have the right to withdraw my / our child from the visit and that, in this event, I / we may 
not be eligible for the return of any monies paid by me / us.  
 
Personal information that is provided will be handled in accordance to the Privacy Notice for Parents 
/Carers of Students attending the Convent of Jesus and Mary Language College and the Privacy 
Notice for Students attending the Convent of Jesus and Mary Language College.  The information 
provided will be used for the purposes of conducting fixtures and day trips. This information will only 
be used for these activities and their related purposes.  
 
I hereby understand that any sensitive information collected (i.e. medical information) will be 
handled in accordance with the data protection notice as stated on the Convent of Jesus and Mary 
website. 
 
We will only use photos of your daughter in accordance to the consent given by you (or your 
daughter if aged above 13 years). 
 
In the light of this, I give my permission for my / our child to participate in school trips and other 
activities that take place off school premises.  
 

 

Parent’s Signature: ___________________________________ 

Print Name: _________________________________________     Date: ________________ 

 

  



Annex C – Sample trip letter  
 

Date 

Dear Parents/Guardians, 
 

Re: visit to 

 

The _______ department is offering all students in year _______ a trip to ______________, which 

will take place on ____________.  It will be a great opportunity for the girls to 

__________________.  

 

The students will travel by ___________, departing from school ____________ and returning 

____________. (Brief outline of activities) _________________________.  

 

The total cost of the trip is £__________, including full insurance costs.  

 

If you would like your daughter to attend, please complete the permission slip below and ask her to 

return it to (named person). As your daughter is supported the Pupil Premium grant her trip will be 

subsidised by 25%.  A non-refundable £________ deposit must be paid using Parent Pay by 

_______. The remainder of the payment, £_________ is required by ________________. Please 

note that, if for any reason, your daughter should not be able to take part in the trip the 

payments made will not be refunded. 

 

If you have any queries regarding this trip, please do not hesitate to contact me. 

 

Yours sincerely, 

 

 

 

…………………………………………………………………………………………….………

………… 

Trip to  

 

I give permission for my daughter to attend the trip on _____________. I enclose a £________ 

deposit. I understand that the deposit and the subsequent payments made will not be refunded should 

my daughter be unable to take part in the trip and agree to meet the deadline set for the full payment 

to be made. 

 

Student’s name:……………………………………….  Tutor 

group:……………… 

 

Parent/Guardian’s Signature:………………………………………. 
 

  



Annex D – Sample overseas trip letter  
 

Date 

Dear Parents/Guardians, 
 

Re: visit to 

 

The _______ department is offering all students in year _______ a trip to ______________, which 

will take place on ____________.  It will be a great opportunity for the girls to 

__________________.  

 

The students will travel by ___________, departing from school ____________ and returning 

____________. (Brief outline of activities) _________________________.  

 

The total cost of the trip is £__________, including full insurance costs. Students must have their 

own valid passport. 

 

If you would like your daughter to attend, please complete the permission slip below and ask her to 

return it to (named person).  As your daughter is supported the Pupil Premium grant her trip will be 

subsidised by 25%.  This will mean that a non-refundable £________ deposit must be paid using 

Parent Pay by _______. The remainder of the payment, £_________ is required by 

________________. Please note that, if for any reason, your daughter should not be able to 

take part in the trip the payments made will not be refunded. 

 

If you have any queries regarding this trip, please do not hesitate to contact me. 

 

Yours sincerely, 

 

 

 

…………………………………………………………………………………………….……… 

Trip to  

 

I give permission for my daughter to attend the trip on _____________. I enclose a £________ 

deposit. I understand that the deposit and the subsequent payments made will not be refunded should 

my daughter be unable to take part in the trip and agree to meet the deadline set for the full payment 

to be made. 

 

Student’s name:……………………………………….  Tutor 

group:……………… 

 

Parent/Guardian’s Signature:………………………………………. 
 

 

  



RISK ASSESSMENT ACTION PLAN  

Activity/Situation/Hazard  Action Required  Target Date  

  Travelling by underground  

  

• Students to be briefed about safe 

conduct when using public transport 

and road crossing regulations.  

• Students to be monitored carefully 

by the teacher who is accompanying 

them.  

  

  Crossing roads  

  

• Students to be briefed about road 

crossing regulations.  

• Students to be monitored carefully 

by the teacher who is accompanying 

them.  

  

 Place (please specify) might be 

crowded – risk of getting lost  

  

• Students to be in small groups – 

never alone  

• Clear meeting points and times 

established  

• Students to be given to 

school/group leader contact detail  

  

  

  Behaviour   

Students to be divided into groups and 

allocated to a specific member of staff 

prior to the outing, who will be 

responsible for their conduct and safety 

during the whole trip/visit  

  

  Special needs (as emerging from 

the parental consent forms) 
    

   Covid-related concerns   

Refer to the latest DfE guidance. 

Put measures in place to align with 

these at all times during the visit. 

 

  

  Any other hazards – pls specify 

(directly related to the nature of 

the visit/activities)  

  

 Identify an emergency meeting point 

and alternative routes in case of 

disruptions to travel. 

  

  

Assessment and Action Plan Prepared by:   __________________                                         

Date: ________________________________________________ 

Next Assessment due: __________________________________   

  



  School trip to:      

  Led by:      

  Date and time of departure      

  Date and time of return      

  Year group       

  Place(s) to be visited and activities to be undertaken      

  Existing knowledge of places to be visited       

  Transport arrangements      

  Details of accommodation to be used (if applicable)      

Proposed cost and financial arrangements     

Number of pupils on trip    Cost per pupil  
 

£  Total Cost  
£  

  

Other income received (if applicable)                      £  

 Full cost of trip                                                                 
  £  

  

Travel insurance (if applicable)                              
  £  

  

Excess income/Deficit  (delete as appropriate)   + / -        
  £  

  

Deficit reconciled by: _______________________          

  

ACTION REQUIRED  Check   ACTION REQUIRED  

Dates checked and entered in the diary  
    

Complete insurance form (EV 2)  

Prepare letter for parents (at least six weeks’ 

notice if the cost is £50 or under – one extra 

month for each £80) - Trip Leader to check that 

payment schedule allows for provider’s 

deadlines to be met - and make arrangements 

for collection of monies with the Finance 

Department – including clear opening and 

closing dates for the Parent Pay window. Only 

SLT can authorise further payments.   

    

Pass the application for the approval of 

educational visits, the summary of information 

about the group, the risk assessment and a 

signed copy of the EV 2 form to the SLT 

educational visits at least 5 working days before 

the trip date.  

Collate summary of information about the 

group      
Leave the signed off pack with the Headmistress 

together with the group leader’s contact number 

(at least 24 hrs in advance)  



Complete risk assessment form (please be 

aware of special needs e.g. diabetes, allergies, 

etc. as well as most recent Covid guidance), 

identifying an emergency meeting point. 

    

Ensure that you have collected the school’s 

mobile from the Headmistress’ PA and the first 

aid kit from the Welfare Officer  

• Please phone the Headmistress upon safe arrival to destination and upon return to 

school. This is essential.  

• Follow up, if appropriate, any incidents.  
• Prepare or ask students to prepare an article for the newsletter on the visit.  

  
     SCHOOL’S MOBILE NUMBER: 07890-516-368  

 Group Leader:  
 
 

 SLT Trips & Visits: 
 
 

 Headmistress:  
  

  

  



 


