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1. Introduction 
1.1 All schools are required to offer children a broad and balanced curriculum that promotes their 

spiritual, moral, cultural, mental and physical development, and prepares them for the 
opportunities and experiences of adult life. 

 
1.2 At West Wimbledon Primary School we seek to ensure that the National Curriculum is delivered 

to all children, regardless of social background, race, gender or differences in ability. All are 
entitled to the development of knowledge, understanding, skills, and attitude. To enrich the 
curriculum for our children we also offer a range of educational visits and other activities that add 
to what they learn in school. 

 
1.3 The school has adopted the Merton outdoor educational handbook ‘There and Back Again’ which 

gives advice and guidance on planning a visit/residential trip. 
 

1.4 The London Borough of Merton employs Mike Penny an adviser for outdoor education. The adviser 
can be contacted by email at learnoutdoors@btinternet.com   
 

1.5 If general Health and Safety Advice is required for school visits, Merton’s Health and Safety Team 
can be contacted 020-8545 3384 health.andsafety@merton.gov.uk  

 
2. Organisation 
2.1 The National Curriculum defines what we teach the children in school. This is the basis for each 

class’s programme of learning for each school year. In addition teachers and senior management 
team agree the corresponding programme of visits and activities. 

 
2.2 Within each class’s programme of work the teachers plan educational visits and activities that 

support the children’s learning. We plan other activities as the school year progresses, and inform 
parents of these in due course. 

 
2.3 Visits and activities usually take place within the school day, and the parents are informed of all 

such visits in advance. Following LA guidelines relating to health and safety, we ask parents to give 
written permission for their child to take part in any activity that takes children off the school site. 
If we do not receive this written permission, the child will be unable to participate. 

 
3. Charging for School Activities 
3.1 All education during school hours is free. There are some circumstances when the school can make 

a charge for certain activities to cover the cost for the activities, venue and/or transport. The 
governing body has a Charging and Remissions policy that details the full range of activities where 
a charge can be made. Parents in receipt of state benefits may request a subsidy upon request, at 
the discretion of the school. 
 

4. Curriculum Links 
4.1 All education visits and activities support and enrich the work we do in school. There are also a 

number of people who visit the school to support our work. Some visits relate directly to areas of 
learning for individual classes, whilst others relate to all our children. 

 
4.2 For each subject in the curriculum there is a corresponding programme of activities which includes 

visits by specialists.  
  



 
5. Policy and legislation 
 
5.1 This Educational Visits Policy supplements the guidance published by the Department for 

Education (DfE) and the Health and Safety Executive (HSE) in June 2011. 
 
 
6. Arrangements  
  
6.1 Aims and purposes of Educational Visits  

Each year the School will arrange a number of activities that take place off the School site and/or 
out of School hours, which support the aims of the School. The range of activities is outlined in 
school curriculum documents.  
  
Within each curricular programme of work the teachers plan educational visits and activities that 
support the pupils’ learning. We aim to plan activities in advance and inform parents of these as 
early as practicable.  

  
6.2 Approval Procedure and Consent  

Before a visit is advertised to parents, the Educational Visits Co-ordinator (EVC) must approve the 
initial plan (on the Initial Approval form in Appendix 1). The EVC will also approve the completed 
plan and risk assessments for the visit befoere departure (on the Final Approval form in Appendix 
2).  
  
Every trip with have a nominated Trip Leader. 
 
An exploratory visit should be made to the planned venue before any trip. If this is not practicable, 
alternative arrangements will be made to gain as much knowledge of the site as possible by liaising 
with officials at the site or seeking advice from colleagues who have made previous visits. Site 
officials will be asked for copies of specific site risk assessments.  
  
Where external contractors are involved in organising all or part of the visit, the contract will be 
made with the School on behalf of the pupils.  
 
Parents will be told in advance of each activity and given the opportunity to withdraw their child 
from a particular activity or trip. They will also be given the timetable for the activities that pupils 
are involved in and will be informed if an activity has to be cancelled.  
  
Parents will be fully informed of the activities and arrangements for each visit and for all residential 
visits they will be invited to a briefing meeting where they can ask for clarification of any aspect of 
the itinerary and organisation of the visit.  
  
The School has a separate policy for Charging and Remissions, which needs to be read in 
conjunction with this policy.  
 
The letter for parents, documenting the trip and seeking parents’ consent and any cost or 
voluntary contribution, will be drafted by the Trip Leader before being submitted to the EVC at the 
point of initial approval. 

  



 
6.3 Staffing  

The School recognises the key role of accompanying staff in ensuring the highest standards of 
learning, challenge and safety on a School visit.  
  
Trip leaders must familiarise themselves with this policy.  
  
Teachers and other staff are encouraged and supported to develop their abilities in organising and 
managing pupils’ learning in a variety of environments through induction and training. The 
selection of staff for educational visits will be a key priority in the initial approval of any proposed 
visit.  
  
Where it is appropriate the School will ensure that volunteer adults assisting with educational 
activities and visits have undertaken DBS checks and volunteer training.  
  
The appointed Trip Leader will be fully supported in the tasks required to arrange the visit. This 
will include, as necessary, making time or finances available to conduct an exploratory visit, 
briefing teachers and other staff, accessing training courses, reviewing and evaluating the visit.  
 

6.4 The expectations of pupils and parents  
The School has a clear set of expectations for parents and volunteers accompanying visits which 
forms Appendix 3 of this policy.  The Trip Leader should give a copy of this to parents when briefing 
them along with other appropriate trip paperwork. 
 
All pupils are made aware of the fact that the usual, relevant school rules apply, and – where 
appropriate –different kinds of behaviour that will be expected of them, due to the particular 
nature of the trip or visit. 

 
6.5 Emergency Procedures  

The Trip Leader should take with them the Educational Visits Coordinator prompts section of the 
school’s Business Continuity Plan on every trip to assist them with responding to a critical incident 
(Appendix 4) 
 
The School will appoint a member of the SLT as the emergency contact for each visit. All major 
incidents should immediately be relayed to the School office, the office will relay the problem to 
SLT immediately. 
  
The Trip Leader will leave full details of all pupils and accompanying adults on the visit with the 
emergency contact, including the home contact details of parents/guardians and next-of-kin, as 
appropriate in the Trip Pack/File.  
  
All incidents and accidents occurring on a visit will be reported back through the School reporting 
systems.  
  
The School will make funding available to support the Trip Leader in an emergency, should s/he 
not have the capacity to make additional bookings/payments as the result of the 
emergency/critical incident. 

  
  



 
7. Trip Leaders  
 
7.1 Guidance for Trip Leaders.  

Trip leaders assume overall responsibility for the preparation, supervision and conduct of the visit. 
They should be of sufficient seniority to direct other accompanying staff.  
  
The Trip Leader must ensure that:  

• The School policies and guidelines are followed.  
• All required paperwork is submitted to the EVC for approval before the visit goes ahead.  
• All accompanying staff are thoroughly briefed and clear about their specific duties and 

responsibilities, including relevant paperwork and instructions.  
• They are suitably competent to instruct/supervise pupils in any planned activity.  
• They are familiar with the visit location.  
• They understand child protection procedures.  
• They allow sufficient time to undertake the planning and organisation of the trip.  
• They undertake and complete a comprehensive risk assessment.  
• They obtain sufficient information about the pupils to assess their suitability for the visit 

and the planned activities.  
• That they ensure all accompanying staff are briefed on pupils’ medical and special 

educational needs.  
• The ensure that appropriate arrangements are made for supporting any medical needs of 

pupils 
• They organise suitable and sufficient supervision proportionate to the numbers, ages and 

abilities of the group and the planned activities.  
• They have sufficient competence and confidence to assess risks as they change throughout 

the visit and to make a decision to stop activities if the risk becomes unacceptable.  
• They have adequate emergency procedures in place that are known to all relevant parties.  
• The Initial and Final Approvals and Trip Packs/Files are completed 

  
7.2 Accompanying staff and volunteers must:  

• Follow the instructions of the Trip Leader.  
• Help to maintain control and discipline.  
• Be prepared to stop any activity if they feel the risk to health and safety is unacceptable.  
• Not be left in sole charge of pupils except where it has been previously agreed as part of 

the risk assessment.  
• Inform the Trip Leader if concerned about the health and safety of pupils during the visit.  

  
7.3 Supervision  

Staffing ratios will vary according to the activity, age, group, location and resources. Ratios should 
not be finalised until the risk assessment is complete. Group leaders will also need to consider the 
needs of pupils with SEN and/or physical disabilities. Known behaviours, learning and physical 
needs should also be taken into account.  

  
The DfE and OfSTED make the following recommendations for primary-aged children to which we 
always attempt to adhere:  
  

  



For local walks and visits to historical sites, museums, places of worship and other low risk venues 
the following guidelines should be used when planning:  

  
• 1 adult for every 2 children in Nursery  

 
• 1 adult for every 4 pupils in Reception  

 
• 1 adult for every 6 pupils in school Years 1 to 3  

 
• 1 adult for every 10-15 pupils in school Years 4 to 6  

  
For class trips, the trip must be led by a teacher; for small groups this can be a member of support 
staff.  

  
Residential visits and adventure activities may require higher levels of supervision and all 
accompanying staff and volunteers must be DBS checked.  

  
7.4 Risk Assessment  

A common sense and proportionate approach should be taken to risk assessment with the focus 
being on significant risks. A risk assessment must be undertaken before each visit, and these can 
be supported by generic risk assessments.  
 
Generic risk assessments that highlight common risks have been provided in Section 2 appendices 
of ‘There and Back Again’ (and reproduced as Appendix 5 of this policy).  These should be adapted 
for each education visit and new hazards relating to the specific trip should be risk assessed using 
the same format. 
 
The risk assessment should identify the following:  

• What are the hazards?  
• Who might be affected by them?  
• What safety measures need to be in place to reduce risks to an acceptable level?  
• Can the group leader put the safety measures in place?  
• What steps will be taken in an emergency?  

  
If any adventure activities are to be undertaken the School will check that the provider of these 
activities holds a licence as required by the Adventure Activities Licensing Regulations 2004.  
 
The Trip Leader should also review any risk assessments completed by the visit organisation/ 
provider/centre relevant to the trip/activities planned. 
  
Copies of the risk assessment should be given to all teachers/supervisors on the visit, with details 
of the measures they should take to avoid or reduce the risks.  
  
A copy should also be given to the EVC and the School office in the Trip Pack/File.  
  
Risk assessment is not a one off exercise. The group leader and other supervisors should monitor 
the risks throughout the visit and take appropriate action as necessary.  
  

7.5 Transport  
When hiring buses and coaches it is essential that the company is reputable. Local Authorities can 
provide an up to date Approved Bus and Coach Operators List to enable schools to identify those 
operators who are able to provide vehicles and drivers to a minimum standard at all times.  
  



If parents’ or teachers’ private vehicles are used, those vehicles must be roadworthy and 
adequately insured. Documentation must be checked by the Group Leader. All cars must be fitted 
with suitable child restraints. Parents must provide specific permission for their child to be 
transported in a private vehicle.  
  
If train transport is used it is advisable to make party bookings well in advance and ensure that the 
risk assessment adequately covers all potential hazards.  
 
On all walking trips and/or by public transport, the accompanying adults will wear high visibility 
jackets (kept in the school office) to ensure they can be easily seen. 

 
7.6 First Aid and Medical Needs  

One member of the accompanying staff must be first aid trained and staff accompanying a trip 
must be trained and able to provide any necessary support for pupils with medical needs e.g. use 
of epipen.  
  
A travel first aid kit should always be taken.  Any necessary medication and details of any pupils 
with medical needs also need to be taken (e.g. healthcare plans or medical consent forms).  
Administration of any medication need to be in accordance with the schools Managing Medicines 
and Medical Conditions Policy (including using forms to record administration of any medication 
to pupils). 

 
8. Emergency Procedures 
  
8.1 Introduction  

Despite good planning and organisation there may be accidents and emergencies which will 
require on the spot response by the Trip Leaders. Adequate provision for minor first aid must be 
available when the party is out and the Trip Leader should ensure that the levels of supervision are 
sufficient to allow the group to be split where necessary. A charged mobile phone is vital.  
  
Activity centres should have their own emergency procedures. Details of these must be obtained 
in advance of the visit and compared with the recommended framework below. If there is any 
doubt about the safety of the arrangements the trip should not take place.  
 
The Trip Leader should take with them the Educational Visits Coordinator prompts section of the 
school’s Business Continuity Plan on every trip to use as a checklist of prompts when responding 
to an emergency (Appendix 4). 
 
For trips that involve a significant amount of outdoor activity, plan B alternatives should be 
prepared in advance to cover adverse weather eventualities. 

 
 
8.2 Serious Incidents  

For serious incidents where the media may be involved, try to identify alternative telephone 
numbers, as lines will quickly become jammed. It is not for the party leader or other party members 
to discuss matters with the media, procedures for this are given below. Under no circumstances 
should the name of any casualty be divulged to the media.  
  

  



 
The party leader should write down, as soon as practicable, all relevant details while they are still 
fresh in the memory. Other staff members might also be asked to do so. A record should be kept 
of the names and addresses of any witnesses. Any associated equipment should be kept in its 
original condition.  

  
• Legal liability should not be discussed or admitted.  

 
• All accident forms should be completed as soon as possible and Insurers, the Health and 

Safety Executive and the LA should be informed as appropriate.  
 

 
Planning Educational Visits from September 2017 
Merton LA has written to the School to offer advice in response to the terrorist incidents in Westminster, 
Manchester, London Bridge and then Finsbury Park. Children may also have witnessed the events of 
Grenfell Tower and may be unsettled about their own safety. It is understandable that many parents and 
children will have concerns.  
 
The Government has been clear that the expectation is that we will all be conducting “business as usual” 
and that all our cities, including the capital, are open for business.  
 
Planning visits 
When visiting crowded places such as a major city, venue or event, where the risk of attack may be greater, 
consider within your planning: 

 Possible safe areas or venues, near where you intend to be, that you could use as an emergency 
shelter. 

 How to minimise waiting time at busy venues. Where to wait and gather for head counts. 

 How to minimise queuing times (such as not carrying unnecessary items) to speed up search and 
entry. 

 Are staff phones charged and numbers shared? 

 Do all small group leaders have all group information? Will they be spaced apart? 

 A contact card for all participants giving a number to call if separated from the group, and the name 
and telephone number of the establishment 

 How you might you get away in an emergency, bearing in mind that the direct route and planned 
transport might no longer be an option. Are you aware of alternatives and can you access 
emergency funds to pay for them? 

 Do you need to leave the site immediately with the crowd at the end of the visit event? 

 The possibility of an enforced overnight stay and what this might entail – for example do you need 
a reserve of any critical medication? 

 How the leadership team might manage an enforced group split. 
 
During the visit: 

 Be vigilant and aware of your surroundings – know where the exits are and where you would run 
to. 

 Be aware of the possibility of suspicious items.  

 When staying at any place for more than 30 minutes, identify emergency meeting points in case 
the group is forced to move and becomes split. 

 Avoid congregating too long around entrances to major public sites. 

 At ports and airports don’t linger unnecessarily on the public side of security screening. 

 Be aware of the ‘Stay Safe’ principles: ‘Run, Hide, Tell’ and know what to expect if you encounter 
armed response officers. 

  



Timeline for Educational Visits 
 

 Non Residential Visit Residential Visit 
Initial Approval Must be sought from EVC at least 

3 weeks prior to visit 
 

Must be sought from EVC at 
least 6 months prior to visit 

Informing parents Letter sent to parents – run past 
SLT member 

Letter sent to parents – run 
past SLT member 

Meeting organised for 
parents 

 

Detailed Planning Green order form filled in and 
given to Barbara 

Staff and volunteers 
Risk assessments 

Travel arrangements 
Collecting money 

Medical needs 
First Aid 

Emergency planning 
Code of conduct: children 
Written guidelines sent to 

volunteers 
Packed lunches ordered 

 

Staff and volunteers 
Risk assessments 

Travel arrangements 
Collecting money 

Medical needs 
First Aid 

Emergency planning 
Code of conduct: children 
Packed lunches ordered 

 

Final Approval At least 1 day prior to visit At least 1 week prior to 
departure 

Briefing for staff/ volunteers 
 

Day of visit Briefing for staff/ volunteers 
Medicines and first aid 

Packed lunches 
(Coach details) 
High vis jackets 

Paperwork to Educational Visits 
file 

 

Medicines and first aid 
Packed lunches 
Coach details 

Paperwork to Educational 
Visits file 

(High vis jackets) 

Reporting back Trip leader: verbal feedback to 
EVC 

Health and Safety issues noted 
Medication/first aid recorded 

Accidents reported 

Trip leader: verbal feedback 
to EVC 

EVC to make written record 
Health and Safety issues 

noted, including near misses 
Medication/first aid recorded 

Accidents reported 
 

Administration All written records to be kept for 
5 years 

 

All written records to be kept 
for 5 years 

 

  



APPENDIX 1 
 
West Wimbledon Primary School 

SCHOOL TRIP INITIAL APPROVAL 
 
This form should be reviewed and signed by the Education Visits’ Coordinator. 
 

Trip leader: 

Year group school staff/first aider: 

Number of parent helpers/other school staff needed: 

Place of Visit: 

Educational purpose: 

Confirm opensource check has been carried out (e.g. place of visit does not promote extremism): 

 

Transport plan: 
Please tick relevant box(es) 
   Walk                                                                        Bus  
   Coach                                                                      Car * 
   Train                                                                        Underground 
   Other (Please specify) 
* Use of a car will require specific permissions 

Date and timings of Visit: 

Class/es:                                                                                  No of Children: 
 

Adult/pupil ratio: 
 

Possible Risks/hazards foreseen: (inc. children with particular needs) 
 

Adverse weather Plan B: 
 

Total cost of trip: (inc pre visits) 
 

Cost per child: 
 

 

Signed by trip leader:      Date: 
 
Signed by EVC:      Date: 
 
Note:   

 Please inform the School office if you require packed lunches for children on Free School Meals, or children 
who have paid for a school meal. 

 Please liaise with School Business Manager/School Office on costs/payments. 

 Please now book transport as far ahead as possible. 

 
Please attach the following:     

 Draft letter to Parents 

 Risk assessments (if they have been carried out) 

 
  



APPENDIX 2 
 
West Wimbledon Primary School 

SCHOOL TRIP FINAL APPROVAL AND CHECKLIST 
 
This form should be signed before departure and given to office with trip pack/file: 
 

Location of visit/address/contact details: 

Date and timings of Visit: 

Trip leader: 

SLT emergency contact:   Paul Lufkin 07958 006 743 Rosie Williamson (EVC) 07939 240 787 

Other staff: 

Mobile phones/contact details (all staff): 
 

Parent helpers/volunteers: 

Class/es:                                                                                  No of Children: 

Transport plan and contact details (coach/tour/taxi company): 
 

 

It is confirmed that the trip leader and the EVC have approved the following (please attach where 
necessary for the trip file/pack): 

Item Date EVC/HT Check 

Initial approval form   

Pre visit carried out   

Final progamme/timetable    

Risk assessments completed (including reviewing those 
completed by the visit organisation/provider/centre) 

  

Transport Arrangements 
a) Booked 
b) Tickets Received 

  

Finance – calculation of costs to parents                                              

Parental consent forms completed    

Staffing levels agreed (based on risk)    

Group lists, group leaders and adult roles (including first aiders)   

Equipment sufficient and suitable    

First Aid arrangements in place   

Staff briefed    

Parents and volunteers briefed   

Children briefed /code of conduct   

Emergency plan agreed   

Confirmation that the Trip Leader has arranged to take on the 
visit: first aid kit, class medical forms, emergency contact list, 
approved medications, charged mobile phones, critical incident 
checklist, copy of trip file documents 

  

 
Signed by trip leader:      Date: 
 
 
Signed by EVC/headteacher:     Date: 



APPENDIX 3 

Guidelines for adults accompanying children on school outings 
 
School Address:  Bodnant Gardens, London, SW20 0BZ 
   020 8946 1620 

school@westwimbledon.merton.sch.uk 
 

Thank you for agreeing to accompany us on our educational visit. We want it to be safe, educationally 
enriching and enjoyable for the children.  The following information explains our expectations of you 
during the visit. 
 
The teachers leading the visit will need to brief you before we leave. This is usually done around 20 
minutes before departure and will cover important safety points and arrangements. You will also be told 
about how we expect the children to behave. 
  
Before leaving school check you know: 
• who is in your group (and that the children know who you are) 
• medical / care needs of children in your group 
• the outline of the day  
• first aid and travel sickness arrangements, including staff with first aid training 
• any special safety needs  
• how to contact the Trip Leader 
• arrangements for visiting toilets. 
 
Key information on your group, their medical needs, contact numbers and the timetable will be written 
down for you by the Trip Leader to take on the visit. 
 
Keep the children in view at all times. Never allow a child to go off alone for any reason.  Count your group 
regularly, particularly following a change in activity and whenever the teacher in charge asks. 
 
If any child does not follow your instructions, report to one of the teachers immediately for support. 
 
Listen carefully to the teacher’s (or a Centre Guide’s) instructions and make sure your group listens too. 
 
We want the children to learn from the visit and you will pay a major part in this. Please talk to the 
children, points out things of interest and answer their questions. 
 
The children and adults accompanying them should be ‘safety aware’ at all times, checking for problems 
and reporting them. 
 
We expect children to be well behaved at all time, be aware of the needs of other visitors, and to be 
respectful of their surroundings. 
 
 
PLEASE TURN OVER FOR TRAVEL AND EMERGENCY INFORMATION 
 
 
 
 
 
 
 

mailto:school@westwimbledon.merton.sch.uk


 
 
 
 
 
 

We need to follow basic safety procedures when travelling. These include: 
 
Walking along the road. Children should keep to their group and walk in pairs. They need to keep away 
from the pavement edge. The Trip Leader will decide where to cross and will brief you beforehand on how 
this is done as well as give instructions at the time.  
 
Coach journeys. The children must always wear seat belts. On coaches you should sit near your group and 
check they have put on their seat belt. Children should not sit in the front seats of the coach.  They need 
to sit down for the whole journey. They should not get out of their seat until told to by the Party Leader. 
Teachers count the children on and off and are the last to get on and first to get off a coach. They will 
supervise the children climbing up into and down from the coach. Please help check the children have all 
their belongings. Children should not eat or have drinks but may need to sip water on occasion. 
 
Bus journeys. Same rules for coaches but there are no seat belts and there may not be enough seats for 
the children. The Party Leader will decide if buses are crowded whether to split the party into pre-
arranged groups and/or wait for another bus. There will a set point to meet up again if the party splits. 
Children are seated wherever possible. If there are some seats short and the Trip Leader decides it is 
reasonable for some children to stand, this has to be adjacent to an adult who can check they are holding 
on. This would usually only be with our Key Stage 2 children. Particular care needs to be taken at bus stops 
to keep the children in their groups and away from the pavement edge, especially as the bus approaches. 
The children also need to be supervised getting onto and off the bus. 
 
Trains and the Underground Same rules as for bus journeys. If the party is split between carriages there 
should always be at least two groups per carriage and an adult will be first on and last off, the other being 
last on and first off. Children need to keep away from the platform edge and not move towards the 
carriages until the train has stopped. Adults need to supervise children stepping into and out off the 
carriages. 
 
Car/ taxi journeys. The children must always wear seat belts and the same general rules apply as for 
coaches. The adult is the last in and first to get out of the car. It is important that the children slide across 
to get out on the pavement side. Children do not sit in the front seat. 
 
If there is an emergency, we have procedures to help us. Make sure the other children are safe, seek help 
from school staff, stay calm and reassure the child involved. 
 
 
THANK YOU FOR YOUR SUPPORT! 
 
  



Appendix 4 
  

Roles and responsibilities - educational visit leader 

 
 
Responsible Person – Leader on every education visit 
 

The educational visit leader should take a laminated copy of this task sheet on every educational visit, as 
well as a copy of the contact details sheets. 
 

Ref Educational visit leader - initial response Tick / sign / time 

E1 Ascertain the whereabouts of all pupils and staff. Ensure the emergency 
services are aware of anyone who is unaccounted for. 

 

E2 Contact the headteacher (or nominated emergency contact) to ask for 
support. Remember to clarify international dialling codes if abroad. 

 

E3 Establish a basic overview of the incident. Ensure that accurate, factual 
information is available for those arriving on-scene. 

 

E4 Establish arrangements to meet the immediate welfare needs of pupils 
and staff. 

 

E5 Identify pupils with Special Educational Needs (SEN) and anyone who 
may be particularly vulnerable. Inform the emergency services of any 
pupils or staff with known medical conditions or requirements. 

 

E6 Ensure that a member of staff accompanies any pupils to hospital but 
remember the safety of everyone else, even if unharmed. Do not leave 
anybody on their own and try to maintain an adequate adult / pupil ratio. 

 

E7 Ensure other staff are briefed (and given tasks) on a regular basis. Ask 
staff to maintain a log of actions taken and decisions made. 

 

E8 Keep a log of important information, actions taken and decisions made.  

E9 Remember to retain any important items / documents. E.g.: 
 Contact details 
 Consent forms (including medical and next-of-kin details) 
 Maps 
 Tickets 
 Insurance policies 
 Proof of identity 
 Passports (if abroad). 

 

E10 Avoid making comments to the media until parents / carers have been 
informed. 

 

E11 Do not discuss legal liability with others.  



Ref Educational visit leader - ongoing response Tick / sign / time 

E12 Continue to assess any risks to pupils and staff. Take action to 
prevent further harm if necessary. 

 

E13 Act as the main contact for co-ordination of the response and work 
closely with the headteacher / nominated emergency contract. 
Continue to liaise with the emergency services and other 
organisations. 

 

E14 Continue to brief staff and allocate tasks on a regular basis.  

E15 Monitor and reassure pupils. Make arrangements for the longer-
term welfare needs of pupils and staff. 

 

E16 Consult the headteacher (or nominated emergency contact) about 
arrangements for notifying parents / carers and reuniting them with 
their children. 

 

E17 Liaise with the tour operator / provider, if appropriate.  

E18 Try to obtain the names and contact details of any witnesses to the 
incident. If possible, obtain a written account from them. 

 

E19 If abroad, contact the Foreign & Commonwealth Office for support.  

E20 If abroad, check your insurance policy and seek insurance / legal 
advice before incurring any substantial expense (e.g. medical 
treatment). 

 

E21 Retain any receipts / documentation for insurance purposes. E.g.: 
 Records of expenditure 
 Medical certificates / hospital admission forms 
 Police incident number. 

 

E22 Check that everyone who should have been notified of the incident 
has been informed. Remember that information given must be 
limited until the facts are clear and all parents / carers have been 
notified. 

 

E23 Ask the headteacher (or nominated emergency contact) to assist 
with developing a media statement, with support from other 
organisations as appropriate. Devise an ongoing strategy for 
dealing with media requests.  

 

E24 Ask pupils and staff to avoid speculation when talking to the media. 
Try to prevent the spread of misinformation (especially through the 
use of mobile phones). 

 

 

Ref’ Educational visit leader - recovery Tick / sign / time 

E25 Please refer to appendix 1 for providing welfare arrangements and 
post incident support after the initial emergency response. 

 

E26 Complete any necessary forms / paperwork.  

 



Appendix 5 – Proforma and Generic Risk Assessment forms 

 

Reviewed by: _____________________________________________ (PRINT) Position: ___________________________________ 
 
 
Signature: _______________________________________________                    Date: ______________________ 

  

 
 
 
 

 
 
 
Provision for specific children: 
1:1 support, medical arrangements etc.  

 

LEAD TEACHER TO KEEP IN TEXT CONTACT WITH HT/DHT OR PHASE LEADER THROUGHOUT THE TRIP 
- UPON ARRIVAL 
- AT LEAST ONE UPDATE DURING THE DAY 
- WHEN DEPARTING LOCATION 
- UPDATES REGARDING RETURN TRIP TO SCHOOL 

- MEDICAL EMERGENCIES 
HAZARD 
List significant hazards which may result in 
serious harm or affect several people 

Who may be 
affected? 

Control Measures 
List controls measures to avoid recognised hazards from occurring 

   

   

   

 

WEST WIMBLEDON PRIMARY SCHOOL – RISK ASSESSMENT  
Date of trip:  
Place being visited:                                                                          Phone number of establishment:   
Number of children:                                                                        Number of adults:  
Assessment Date:        
Completed by:      Staff:  

 



Risk Assessment -Walking in Urban Areas.        Number T1 
Establishment: London Borough of Merton Assessment date: 08/06/12 
Activity Walking in urban areas Completed by: Mike Penny 
Date reviewed: 15/06/12 Reviewed by:  
    

Hazard 
List significant hazards which may result in 
serious harm or affect several people 

Who may be affected Control measures 
List existing controls or note where the information may be 
found. (e.g. Information, instruction, training, systems or 
procedures) 

Any Further Action 
List the risks which are not adequately controlled and 
proposed action where it is reasonably practicable to do 
more 

Road traffic accident – risk of 
injury or death 

Young people and staff, 
members of the public 

Appropriate supervision – supervisors 
competent and briefed by group leader. 
Young people organised in manner 
suitable for age and behaviour (event 
specific). 
Young people briefed and educated in 
basic Road Safety – rules for keeping safe. 
 
 
 
 

Roads crossed at pedestrian 
crossings.  
Route assessed by group leader – 
event specific 
Parents informed. Basic road safety 
rules covered with young people as 
appropriate prior to visit. 
Keep a note of changes to route 
(road works etc 

What is your review procedure?



Risk Assessment - Cars, Minibuses and Coaches. Number T2 
 
Establishment: London Borough of Merton      Assessment date: 08/06/12 
Activity Travel by road, train, ferry and air  
Completed by: Mike Penny        Date reviewed: 16/05/18 
Reviewed by: 
 

Hazard 
List significant hazards which may result in 
serious harm or affect several people. 

Who may 
be 
affected?  

Control Measures  
List existing controls or note where the information may be found. (e.g. Information, instruction, 
training, systems or procedures)  

Any Further Action  
List the risks which are not adequately 
controlled and proposed action where it is 
reasonably practicable to do more. 

Road traffic accident – risk of 
injury or death. 
 
Psychological harm from being 
lost. Sexual abuse. 
 
Drowning on ferries 
 
Falling from height. Struck by 
moving objects. Falling from 
moving objects. 

Young 
people 
and staff 

All drivers must hold appropriate licenses. 
All drivers correctly registered, maintained and road worthy. 
All vehicles insured. 
Seat belts worn as appropriate. 
Drop off/pick up arrangements covered in event specific/site 
specific risk assessment. 
An emergency plan completed for all journeys. Except in an 
emergency, don’t leave 1 adult with 1 child. 
Young people always in rear seats in cars/minibuses. 
Supervision using generic protocols: cross reference with 
event/site specific risk assessment.  

Ensure that whilst vehicles 
are moving seat belts are 
worn at all times. A vehicle 
must come safely to a halt 
before occupants un-belt and 
move about. 

What is your review procedure?  



Risk Assessment - Residential Accommodation. Number E1      
 
Establishment: London Borough of Merton 
Assessment date:  01/06/12       Activity   Residential Accommodation    
Completed by: Mike Penny    Date reviewed: 16/05/18   Reviewed by: 
 

Hazard 
List significant hazards which may result 
in serious harm or affect several people. 

Who may be 
affected?  

Control Measures  
List existing controls or note where the information may be found. (e.g. 
Information, instruction, training, systems or procedures)  

Any Further Action  
List the risks which are not adequately controlled and 
proposed action where it is reasonably practicable to do 
more. 

Hypothermia 
 
 

Staff and 
Young 
people 

Preliminary briefing: bring warm clothing. 
Waterproofs. Unless provided, aware that young 
people waterproofs are inadequate. 
Plan activity to ensure that plan ‘B’ is always 
achievable. 

Children’s tolerance to cold varies. 
Monitor carefully. 

Hyperthermia 
 
 

As above Plentiful supplies of drinking water. 
Care over duration of exposure to heat. 
Cover from direct sun (see below). 

 

Sun Burn 
 
 

As Above Prepare young people. Long sleeves/tracksuit 
bottoms. 
Sun hats. 
Medical form ‘provide appropriate sun block’ ask for 
any history of allergy. 
Take and use hypo-allergic sun block.   

 

Extreme weather rain wind 
Drowning 

As above Take heed of extreme weather conditions and adjust 
plans accordingly. 

Keep a flexible approach to plans, have 
‘plan B’ always in mind. 

What is your review procedure?     



Risk Assessment - All Outdoor Activity. Number E2 
 
Establishment:  London Borough of Merton       Assessment Date:   01/06/12 
Activity:  All Outdoor Activities         Completed by:  Mike Penny 
Date reviewed:   16/05/18                                                                      Reviewed by: 
 

Hazard  
List significant hazards which may result in 
serious harm or affect several people. 

Who may 
be affected 

Control Measures 
List existing controls or note where the information may be found. (e.g. 
Information, instruction, training, systems or procedures) 

Any Further Action 
List the risks which are not adequately controlled and proposed 
action where it is reasonably practicable to do more. 

Falls from Height Young 
people and 
staff 

Balconies/windows checked. 
Bunks fitted with safety bar. 
Young people briefed. 

Leaders should check all rooms on arrival 
and hold room briefings with young people 

Fire As above Accommodation must be fitted with smoke and 
fire alarms. 
Evacuation plans, signs and fire doors 
operational. 

Obtain confirmation from accommodation 
and or tour operator before travelling 
Organise a fire drill for your group 

Poisoning: Chemicals and 
Food 

 
As above 

Provider must confirm protective procedures.  

Abduction and sexual abuse 
 
 

 
As above 

 

Ensure accommodation is secure, especially 
ground floors on hot summer nights. 
Ensure accommodation has no public access or 
can be supervised appropriately (especially in 
hotels). 

Leaders to check arrangements on arrival. 
Supervision arrangements should be agreed 
with accommodation manager if secure 
space is not provided. 

    
What is your review procedure?                         

 



Risk Assessment – Swimming. Number A1  
 
Establishment: London Borough of Merton     Assessment date:    01/06/12 
Activity.   Swimming          Completed by:         Mike Penny 
Date reviewed:     16/05/18      Reviewed by: Mike Penny 
 

Hazard  
List significant hazards which may 
result in serious harm or affect several 
people. 

Who may 
be affected 

Control Measures 
List existing controls or note where the information may be found. (e.g. Information, instruction, 
training, systems or procedures) 

Any Further Action 
List the risks which are not adequately controlled and 
proposed action where it is reasonably practicable to do 
more. 

Drowning 
 
 

Young 
people and 
staff 

Planned Swimming lessons: 
Qualified swimming teacher to direct pool activity. 
Lifeguard on duty. 
Agreed supervision roles for accompanying staff 
Swimming as leisure activity/Occasional pool visits: 
Lifeguards on duty and notified of group. 
School staff check pool layout and agree supervision rota. 
Non-swimmers directly supervised. 
Paddling as leisure activity/Occasional seaside visits: 
Paddling (water below knee) should only be undertaken once a 
protocol has been drawn up by the EVC/Visit leader 

Lessons are usually planned well in 
advance and may have a Service Level 
Agreement with pool and pool 
providers, with clear 
roles/responsibilities agreed in writing. 
 
 
Visits to the seaside could involve a 
paddle, but it must be very well 
organised. 

Sexual Assault 
 

Young 
people 

Supervising staff CRB checked. 
Guidelines for changing agreed in an event specific and on-
going RA.   Direct supervision, never alone where access by 
others is possible. 

 

What is your Review Procedure?



Risk Assessment - Farm/Zoo Visits.   Number A2 
 
Establishment: London Borough of Merton Assessment date: 01/06/12 
Activity:  Completed by: Mike Penny 
Date reviewed:16/05/18  Reviewed by: Mike Penny  
    

Hazard  
List significant hazards which may result 
in serious harm or affect several people. 

Who may be affected Control Measures 
List existing controls or note where the information may be found. (e.g. 
Information, instruction, training, systems or procedures) 

Any Further Action 
List the risks which are not adequately controlled 
and proposed action where it is reasonably 
practicable to do more. 

Falls from Height & Impact 
with moving vehicles 
 
 

Staff and young people Working farms should only be visited with prior 
agreement with the farmer. Complete a site specific 
assessment. 
 

The National Farmers Union has 
a ‘farm visit’ programme, with 
farmers throughout the UK.  

Infection: E.coli  
 
 

Staff and young people Follow Farm visit protocol. Section 5 of ‘There and 
Back Again’. Fact sheet 0157 available from Foods 
Standards Agency 

What is your review 
procedure? 
 

   

 
 
  



Risk Assessment - Outdoor & Adventurous Activities.         NumberA3 
 
Establishment:  London Borough of Merton                                         Assessment date:    08/06/12 
Activity:   Outdoor and Adventurous Activities       Completed by:   Mike Penny 
Date reviewed:     16/05/18                                                                     Reviewed by: Mike Penny 
 

Hazard  
List significant hazards which may result in serious 
harm or affect several people. 

Who may be affected Control Measures 
List existing controls or note where the information may be found. (e.g. Information, 
instruction, training, systems or procedures) 

Any Further Action 
List the risks which are not adequately 
controlled and proposed action where it is 
reasonably practicable to do more. 

Falls from Height/Impact with 
hard objects 
 

Staff and young 
people 

All climbing led by staff to competencies outlined below 
in  There and Back Again 
Personal protective equipment (PPE) appropriate to the 
activity worn 

Competencies agreed to 
national standards or verified 
by appropriately qualified 
person (Technical Expert) 
 Drowning 

 
 

As above All water activities and sports lead by staff to 
competencies outlined in section 5 of There and Back 
Again 
Personal protective equipment (PPE) appropriate to the 
activity worn 

Hypothermia/Hyperthermia 
 
 

As above Activities and PPE as above 
Leaders trained in First Aid appropriate to activity and 
qualification 

Burns 
 
 

As above All cooking activities lead by staff to competencies 
outlined in Section 5 of There and Back Again 

Poisoning 
 
 

As above Food handling procedures appropriate to activity 
Leaders trained to recognise anaphylaxis 

Abduction, Abuse  
 
 

As above Leaders checked by CRB 
Supervision arrangements covered in Site/Event Risk 
Assessment 
Emergency plan agreed with young people suitable and 
sufficient for their age, maturity and training 

 

What is your review procedure?   


