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This policy is supplemental to the School’s Health & Safety policy and applies to all educational staff, 
pupils and volunteers. 
 
In addition to the School Trips Policy, Coniston Primary School expects staff and others to follow the 
standards of the Outdoor Education Advisors Panel National (OEAP). Any deviation from these 
standards will be covered by a detailed risk assessment. 
 
1 – INTRODUCTION 
Educational visits are considered to be a valuable part of a pupil’s education and the school is committed 
to provide a learning experience through varied, well planned, managed and conducted visits off the 
school site. Visits will 

• Enrich the learning experience of all pupil’s 
• Support the curriculum 
• Expand teaching and learning strategies available to staff 
• Enhance the social development of all pupil’s 

 
 
2 – DEFINITION OF A VISIT 
For the purpose of this policy, a visit may include an excursion off site for the day or half day, this may 
include outdoor pursuit activities, a residential stay for a night or more, time spent overseas or a longer 
expedition in the UK. 
 
3 – DEFINITION OF ROLES WITHIN THE SCHOOL  
An Educational Visit Approval Group and Visit Team are available to assist with the planning, 
notification, approval and leadership of activities and visits. Their roles and responsibilities are as 
follows: 
 

a) EDUCATIONAL VISIT APPROVAL GROUP – This group will consider proposed visits for 
approval and ensure that all necessary information about the visit is available. The group may 
consist of: 

• The Head Teacher – Will be aware of their responsibilities and the responsibilities of 
others when schools organise visits. See OEAP for further guidance 

• Educational Visits Leader – The EVL has attended Educational Visits Training course 
and has experience of leading school visits. See OEAP for further guidance 

 
b) VISIT TEAM – This will comprise of all adults on a visit who share the responsibility for 

supervision. All should be well briefed by the School Trip Organiser to be clear about their roles 
and tasks allocated to them. 

• School Trip Organiser – Responsible for the visit and who will have overall responsibility for the 
safety and conduct of participants and the Visit Team. 

• Deputy Organiser – Provides support to the Trip Leader and is capable of taking over from the 
Trip Leader when necessary 

• Activity Leaders – Responsible for the management, supervision and safe conduct of the group 
taking part in a specific activity within a visit. 

• Helper – An adult who has an agreed role during the visit but is none of the above e.g. an 
inexperienced member of staff, a parent etc.  

 
4 – COMPETENCE/INDUCTION/TRAINING – Staff and volunteers participating in any educational visit 
are aware of the extent of their duty of care and are competent to carry out their defined roles and 
responsibilities. This is particularly important for both newly qualified and newly appointed staff and the 
school will ensure that an induction programme for educational visits is established. An assessment of 
the training requirements for staff and volunteers will be carried out and appropriate training completed 
where required. This will include Visit Leader and EVC training. 
 
5 – PLANNING A VISIT – The following steps will be followed for staff wishing to plan a visit 
 
a) INITIAL PROPOSAL & HAZARD RATING - The person proposing a visit will complete Trips Proposal 
Form (Appendix 1)   
 

http://oeap.info/
http://oeapng.info/head-manager/
http://oeapng.info/evc/


This form is designed to provide sufficient information to enable the EDUCATIONAL VISIT APPROVAL 
GROUP, to decide whether it will proceed to the formal planning stage. 
 
Some visits may be overseas and will need specific considerations. A check will be made on the Foreign 
and Commonwealth Office website www.fco.gov.uk and their advice will be followed. The school will 
keep on checking updates at regular intervals and immediately prior to leaving. 
 
b) INITIAL APPROVAL – The EDUCATIONAL VISIT APPROVALS GROUP will assess the information 
provided and decide whether the visit:  
 
a) conforms to the type of educational visit the school undertakes  and  
b) is able to be organised effectively in order to minimise/control the risks associated with it. 
 
If the assessment indicates that the requirements have not been met or there is insufficient information 
on which to make a decision, then either additional information will be requested or the visit will not be 
approved.   
 
If approval is given then an individual will be appointed as the School Trip Organiser for the visit and 
the visit given a risk assessment classification by the EDUCATIONAL VISIT APPROVALS GROUP.  
The risk assessment classification will be High, Medium or Low.  This is based on the following:   
 
High Risk - Visits overseas and/or involving adventurous activities. 
Medium Risk - Other visits, including residential.  
Low Risk - Short duration visits in the local vicinity or regular visits.  This would include visits to local 
shops, park etc 
 
c) DETAIL SHEET & RISK ASSESSMENT -  
The appropriate visit detail sheet & risk assessment, either local outing detail sheet (Appendix 2) or 
With Transport detail sheet (Appendix 3) and risk assessment (appendix 4) will be completed by the 
School Trip Organiser.  This will include, or have attached, all relevant information about the trip and 
may involve the School Trip Organiser undertaking a preliminary visit to the venue. Where an external 
provider and facilities  are used, the school will take advantage of any national schemes that provide 
assurances of safety and quality of provision e.g. there should be no need to seek assurances from 
adventure activity providers who hold the Learning Outside the Classroom (LOtC) Quality badge (covers 
both quality and safety of all activities provided) See link http://lotcqualitybadge.org.uk/. Where a provider 
does not hold such accreditation, a PROVIDER STATEMENT FORM (Appendix 5) will be sent to them 
asking for relevant information. Risk assessments will be proportionate to the risks involved.  Throughout 
the visit, dynamic/ongoing risk assessing will take place if/when required. 
 
d) FORMAL APPROVAL OF VISIT - Once completed, the Risk Assessment Form will be submitted to 
the EDUCATIONAL VISIT APPROVALS GROUP, together with any supporting paperwork.  The 
EDUCATIONAL VISIT APPROVALS GROUP will then decide whether additional information or safety 
measures are required. 

 
e) CONFIRMATION OF VENUES ETC. - This is where the relevant provisions will be finalised.  In 
particular the venue and transport will be booked and both the numbers of pupils to attend and adult 
supervisors confirmed. 
 
e) PARENTAL LETTERS/CONSENT – A letter will be sent to parents/guardians explaining in detail 
what the trip aims to achieve and what they will need to provide, e.g. pocket money, packed lunch, 
appropriate clothing etc. It will also indicate whether they will need to contribute towards the funding of 
the trip and the likely cost. (refer to 6 for further details).   
 
Written consent from parents is not required for pupils to take part in local outings, as this permission is 
signed off when the children enrol at school.  However, parents will be told where their child will be going 
and given the opportunity to raise any concerns about the trip. 
 
Specific individual written consent is usually requested for trips that require transport or those that take 
place outside of school hours e.g. residential trips. 

http://oeapng.info/download/1228/
http://www.fco.gov.uk/
http://oeapng.info/2245-using-external-providers-and-facilities/
http://oeapng.info/2245-using-external-providers-and-facilities/
http://lotcqualitybadge.org.uk/
http://oeapng.info/1485-ratios-and-effective-supervision/
http://oeapng.info/1485-ratios-and-effective-supervision/


f) BRIEFING OF PUPILS - Pupils must know what to expect and what is expected of them and this will 
include codes of behaviour conduct implemented by the school.  
 
g) SAFEGUARDING – It is the responsibility of all staff and adults to safeguard and promote the welfare 
of pupils during any school visit and any risks will have been considered during the planning process. 
 
h) INCLUSION - The principles of inclusion will be promoted and addressed ensuring:  
• an entitlement to participate. 
• accessibility through adaptation or modification, including the provision of auxiliary aids and services. 
• integration through participation with peers. 
 
i) EMERGENCY PROCEDURES AND INCIDENT REPORTING - Details relating to emergency 
provision will be finalised and will include 24/7 access cover at base. The emergency contact will have 
access to all details of the visit, including medical and next-of-kin information regarding staff and pupils. 
All accidents/incidents will be reported as in accordance with the schools H&S policy.  
 
j) Plan B – There are contingency plans in place which have been discussed and thought through at the 
initial proposal stage to deal with changing circumstances during any visit.  
 
k) COMPLETION OF NOTIFICATION FORM - If the visit is to involve a residential stay then the 
RESIDENTIAL EDUCATIONAL VISITS NOTIFICATION FORM (Appendix 6) will be emailed to the 
Schools Health and Safety Unit at least 4 weeks in advance of the visit.  
 
l) THE VISIT - The visit takes place.  
 
o) DEBRIEF & EVALUATION - Staff and pupils involved will be asked to comment on the visit 
highlighting where things worked out positively and identifying any concerns. Feedback to be detailed on 
risk assessment. 
 
6 – CHARGING POLICY – see Charging policy for details on contributions 
 
7 – INSURANCE 
Insurance cover will be checked for all school visits. Further advice can be obtained from the schools 
insurance provider – South Gloucestershire Council 
 
8 – APPROVAL AND REVIEW 
The policy will be reviewed regularly and updated to remain current and in line with good practice.  
 
This policy was approved by the Curriculum Committee at its meeting on 22 October 2019 
 
 
Next Review Date:  October 2021 
 
 
 
 
 
 
Signed ..........................................................       Signed........................................................... 
 
Chair of Curriculum & Staffing Committee                 Head Teacher 
 
Date............................                                        Date............................... 
 
 
 
 
 
 
 

http://oeapng.info/downloads/download-info/4-3e-safeguarding/
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Trips Proposal Form 

Section 1 
Proposed Date Year Group Duration of trip Destination 
 
 
 

   

 
Section 2 
Educational Aims Adventurous Activities – 

provide details 
Overnight stay – provide 
details 

Will transport 
be required 

 
 
 
 
 
 
 

   

 
Section 3 
Estimated Cost (based on other trips or following 
some investigation – transport, Insurance, 
entrance fees, accommodation) 

Risk Rating – see methodology below – 
(Risk = severity x likelihood) 
Therefore :- 6-9 High Risk, 3-4 = Medium Risk,  
                    1-2 = Low Risk 

 

Name of 
Proposer 

 
 
 
 
 
 

  

Approval 
Trip Approved for Formal Panning? (If not provide reasons) Appointed School 

Trip Organiser 
Approved by  

 
 
 
 
 

  
 
 
 
Date:  

 
Methodology 
Severity of Harm Severity Level 
Death or Major Injury Major 3 
3 day injury or Illness Serious 2 
All other injuries or illness Sleight 1 
 
Likelihood of Occurrence Likelihood Level 
Harm is certain or near certain to occur High 3 
Harm will often occur Medium 2 
Harm will seldom occur Low 1 
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SCHOOL TRIP CHECKLIST/PROCEDURES 

(Local Outings) 
 

5 – 6 weeks before 
 Identify possible trip/venue and the learning that will be developed/enhanced 

5 weeks before 
 Submit a proposal form to head teacher using the form, stating educational aims 

4 weeks before  
 Once agreed in principle the school business manager will gather costings for the trips (insurance 

covered by South Gloucestershire Council trip insurance) 
3 -4 weeks before 
 Costings submitted to head teacher, when agreed school business manager to book the 

trip/venue 
2-3 weeks before 
 Teacher to complete trip detail sheet  
 Teacher to draft letter to parents/carers, school office to send home letters and check local 

outing permission slips.  Please consider lunch arrangements: - whole day trip – FSM children 
need packed lunch? Half day trip – does this impact on times children will need lunch? 
Office to advise Kitchen of any lunch arrangements 

2 weeks before 
 Teacher to complete risk assessment, identifying adults involved thinking about correct adult 

pupil ratio, drafting a route planner for walking to the venue if necessary. 
 Check pupil photo consent if necessary 
 A Pre-visit should be carried out if the group leader has not been before 
 Submit risk assessment to Education Visits Leader for checking & signing 

1 week before (at least) 
 Risk Assessments submitted to head teacher for authorisation & signing 
 Office to inform class teacher of outstanding permission slips that will need to be chased 

1 day before 
 Office to gather first aid equipment, health information, emergency contact details and consent 

forms ready for School Trip Organiser 

On the day 
 School Trip Organiser to provide every adult with a ‘Trip Pack’ 

Trip pack to include: contact numbers for all adults, group lists for all groups, risk assessment, 
lost child procedure, itinerary, information about emergency meeting point, key medical needs. 

 Class Teacher to talk through basic trip safety with children 
 Cross reference class attendance register with list of children provide by school office to note any 

absent children 
 Gather all medical equipment (first aid kit, inhalers etc) 
 Collect any packed lunches from Kitchen 
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SCHOOL TRIP DETAIL SHEET – (LOCAL OUTINGS) 
Section 1 
Journey Number: 
 
Trip Organiser: Deputy Organiser: 
Date of Trip: 
 

 Year Group attending  

Destination & 
Duration of trip 
 

 Cost of Venue  

Route Planner/Map 
Completed and enclosed 
 

 Adult to pupil ratio : - 
 

: 

List of 
Adults 
Attending 

 
 
 
 
 
 
 

All local outing permission 
slips received 

 Proposal Form Approved 
 
Risk Assessment Reviewed 
– by Educational Visits Co-
Ordinator 
 
Section1 of this form 
approved 

Yes / No 
 
Yes / No 
 
 
 
Yes / No 
 

 
Authorised ……………………………………………………………………… (Head Teacher)       Date …………………………………………….. 
                                
Section 2 
Letter sent to parents 
 

 Photo consent checked if 
appropriate 

 

Emergency Contact Sheet 
for pupils obtained 

 Medical needs 
information checked 

 

Lunch arrangements / FSM 
etc, info to kitchen 

 Emergency Card Produced  

 
 
Signed ………………………………………………………………………  (Trip Organiser)   Date …………………………………… 
 
 
 
 
 
 
 
 
 



 

Appendix 2 (cont.) 
 

 
 

Coniston Primary School 
Working together we can succeed 

 
 

SCHOOL TRIP KITCHEN INFORMATION 
 
 

Please ensure this form is completed and passed to the Kitchen at least 1 week prior to the class trip. 
 
 

Journey Number: 
 
Date of Trip  Year Group attending  
Number of packed lunches 
required 
 

 Any dietary requirements  

Any changes to lunch time arrangements 
 
 

 

Additional information 
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SCHOOL TRIP CHECKLIST/PROCEDURES 

(With Transport) 
5 – 6 weeks before 
 Identify possible trip/venue and the learning that will be developed/enhanced 

5 weeks before 
 Submit a proposal form to head teacher using the form, stating educational aims 

4 weeks before  
 Once agreed in principle the school business manager will gather costings for the trips including 

transport (insurance covered by South Gloucestershire Council trip insurance) 
3 -4 weeks before 
 Costings submitted to head teacher, when agreed school business manager to book the 

trip/venue 
2-3 weeks before 
 Teacher to complete trip detail sheet  
 Teacher to draft letter to parents/carers, school office to send home letters.  Please consider 

lunch arrangements: - whole day trip – FSM children need packed lunch? Half day trip – does this 
impact on times children will need lunch? 
Office to advise Kitchen of any lunch arrangements 

2 weeks before 
 Teacher to complete risk assessment, identifying adults involved thinking about correct adult 

pupil ratio, considering movement from transport to venue (road safety etc) 
 Check pupil photo consent if necessary 
 A Pre-visit should be carried out if the group leader has not been before 
 Submit risk assessment to Education Visits Leader for checking & signing 

1 week before (at least) 
 Risk Assessments submitted to head teacher for authorisation & signing 
 Office to inform class teacher of outstanding permission slips and payments that will need to be 

chased 
1 day before 
 Office to gather first aid equipment, health information, emergency contact details and consent 

forms ready for School Trip Organiser 
On the day 
 School Trip Organiser to provide every adult with a ‘Trip Pack’ 

Trip pack to include: contact numbers for all adults, group lists for all groups, risk assessment, 
lost child procedure, itinerary, information about emergency meeting point, key medical needs. 

 Class Teacher to talk through basic trip safety with children 
 Cross reference class attendance register with list of children provided by school office to note 

any absent children 
 Gather all medical equipment (first aid kit, inhalers etc) 
 Collect any packed lunches from the Kitchen 
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SCHOOL TRIP DETAIL SHEET – (WITH TRANSPORT) 
 

Section 1 
Journey Number: 
Trip Organiser: Deputy Organiser: 
Date of Trip: 
 

 Year Group attending  

Destination & 
Duration of trip 
 

 
 
 
 

Cost of Venue  

Transport Provider 
 

 
 
 
 

Cost of Transport  

Adult to Pupil Ratio : - 
 
                : 
                  
 
 
 
 
 

List of 
Adults 
Attending 

 
 
 
 
 
 
 
 
 

Proposal Form Approved 
 
Risk Assessment Reviewed 
– by Educational Visits Co-
Ordinator 
 
Section 1 of this form 
Approved 

Yes / No 
   
 
Yes / No 
 
 
Yes / No 

 
Authorised ………………………………………………………………………………  (Head Teacher)    Date 
…………………………………………….. 
 
Section 2 
All Permission slips 
received 

 All monies received  

Photo consent checked if 
appropriate 

 Emergency Card Produced  

Emergency Contact Sheet 
for pupils obtained 

 Medical needs 
information checked 

 

Lunch arrangements / FSM 
etc 

 Information passed to 
kitchen if necessary 

 

 
 
Signed …………………………………………………..……………..    (Trip Organiser)    Date ……………………………………… 
 

 
 
 
 
 
 
 



 

Appendix 3 (Cont.) 
 
 

 
 

Coniston Primary School 
Working together we can succeed 

 
 

SCHOOL TRIP KITCHEN INFORMATION 
 

Please ensure this form is completed and passed to the Kitchen at least 1 week prior to the class trip. 
 

Journey Number: 
 
Date of Trip  Year Group attending  
Number of packed lunches 
required 
 

 Any dietary requirements  

Any changes to lunch time arrangements 
 
 

 

Additional information 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
  

 



 

Appendix 4 
 

Title: 

Year Group: 

Date: 

Risk Assessment 
Coniston Primary School 
Working together we can succeed  

 
 

School Trip Organiser: 

 

Signature: 

Date: 

Head Teacher Approved 
Risk Assessment - Yes/No 

Sign: 

Date: 

Educational Visits Co-
ordinator Reviewed Risk 
Assessment: Yes / No 

Educational Visits Co-
Ordinator: 

Date: Head Teacher Approved 
Proposal Form -- Yes / 
No 

 
Hazard/Activity Who is at Risk? Risk Risk 

Rating 
Control Measures New 

Risk 
Rating 

Action by 
Whom 

When Review 
Date 

         
 
 

         
 
 
 

Is there any additional 
risk to: 

(a) Disabled 
workers 

Yes  /   No (b) Pregnant 
workers? 

Yes   /  No 

 
 
 
 
 
 
 
 
 
 
 
 
Methodology  
Likelihood of Occurrence Likelihood of Level 
Harm is certain or near certain to occur High 3 
Harm will often occur Medium 2 
Harm will seldom occur Low 1 
 
Severity of Harm Severity of Level 
Death or major injury Major 3 
3 day injury or Illness Serious 2 
All other injuries or Illness Sleight 1 
 
Risk = Severity x Likelihood 
Therefore: 6-9 = High Risk 
                    3-4 = Medium Risk 
                    1-2 = Low risk 
 
On Return to School: - 
All first aid incidents reported to school office: -  
Review Trip – Any additional risk not detailed: -  
Review Trip – Details of incidents: -  
Review Trip – Additional comments: -  
 

Itinerary Contact List 

Time Activity Name Telephone Number 

  School Office 01454 866920 
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                                                Coniston Primary School 
                                                                                   Working together we can succeed 

 
                                                         PROVIDER STATEMENT 
 
This form is NOT required for providers that hold a valid Learning Outside the Classroom (LOtC) Quality Badge.  
Details of the badge and a list of holders can be found at www.lotcqualitybadge.org.uk  
Organisers requiring advice on the interpretation of information given by Providers on this form should contact their 
establishment’s EVC. 
 
PART 1: To be completed by the School Trip Organiser 
Name & address of  
Establishment  
(school/service) 
 

Coniston Primary School 
Epney Close 
Patchway  
Bristol BS34 5LN 

Email (or fax) 
 

 

Type of Visit/Activity: 
 
 

 

Name of 
Visit Organiser 

 

Name of Provider 
 
 

 

Date(s) of visit 
 
 

 

 
PART 2: To be completed by the Provider 
Please give careful consideration to the following statements and respond with YES, NO or N/A, or give the specific 
information required.  
 
SECTION A 
To be completed for all types of visit 
 

1. Insurance Yes/No/NA 

1.1 Do you hold public liability insurance, which will be current during the proposed visit, and 
which covers all directly provided and sub-contracted activity? 

 

1.2   If Yes, what is its indemnity limit? £ 
M 

2. Health, Safety and Emergency Policies Yes/No/NA 

2.1 Do you comply with relevant health and safety regulations, including the Health and 
Safety at Work etc. Act 1974 and associated Regulations, and have a written health and 
safety policy and recorded risk assessments, which are available for inspection? 

 

2.2 Do you have accident & emergency procedures in place, with records available for 
inspection?   

 

2.3 Are there first aid arrangements in place?  
3. Vehicles 

3.1 Are all vehicles to be used roadworthy, and do they meet the requirements of regulations 
in the country in which they will be used and EU regulations on passenger seats and seat 
restraints? 

 

4. Staffing 
4.1 Do you have a robust recruitment and engagement process to ensure that staff are  

http://www.lotcqualitybadge.org.uk/


 

suitable to work with young people, including enhanced DBS check and barred list check 
for any staff engaged in regulated activity? 

4.2 Are there regular opportunities for liaison between your staff and establishment staff?  
4.3   Is there sufficient flexibility to make radical changes to the programme if necessary, and 

will the reasons for any such changes be made known to establishment staff? 
 

5. Accommodation  
5.1   Does UK accommodation comply with current fire regulation requirements (Regulatory 

Reform, (Fire Safety) Order 2005)? 
 

5.2 Is the accommodation accessible including: 
• Suitable disabled toilet and washing facilities 
• Access to rooms via ramps, lift or stair lift 
• Accessible dining facilities 

 

5.3   Have you inspected all overseas accommodation to be used to confirm that it meets 
legal requirements of the country concerned and that it has fire safety and security 
arrangements equivalent to those required in the UK, and are records of these 
inspections are available? 

 

5.4   Are there security arrangements in place to prevent unauthorised persons entering the 
accommodation? 

 

5.5   Are separate male and female sleeping accommodation and washing facilities 
provided? 

 

5.6 Is staff accommodation sufficiently close to young people’s accommodation for adequate 
supervision? 

 

6. Sub-contracting 
6.1  Will you sub-contract any services (e.g. activity instruction, transport, accommodation)?  
6.2  Where any element of provision is subcontracted, do you ensure that each sub-

contractor meets the relevant specifications outlined in the other sections of this form, 
and are records of checks of sub-contractors available for inspection? 

 

 
SECTION B 

To be completed if the visit includes adventurous activities or field studies 
7. Adventure Activities Licensing Authority (AALA) Licence 

7.1 AALA Reference number 
 
Date of expiry.  

 

7.2 Does the Licence held cover all planned activities, which are in the scope of AALA 
licensing? 

 

8. Activity Management 
To be completed about all activities Yes/No/NA 
8.1 Do you have a policy for staff recruitment, training and assessment, which ensures that all 

staff with a responsibility for participants are competent to undertake their duties? 
 

8.2  Do you maintain a written code of practice for activities, which is consistent with relevant 
National Governing Body guidelines and, if abroad, the relevant regulations of the country 
concerned? 

 

8.3 Do you confirm staff competence by appropriate National Governing Body qualifications for 
the activities to be undertaken, or have staff had their competence confirmed by an 
appropriately qualified and experienced technical adviser? 

 

8.4 Where there is no National Governing Body for an activity, are operating procedures, staff 
training & assessment requirements explained in a code of practice? 

 

8.5  Will participants at all times have access to a person with a current first aid qualification, 
and are staff practised & competent in accident & emergency procedures? 

 

8.6 Is there a clear definition of responsibilities between your staff and visiting staff about 
supervision and welfare of participants? 

 

8.7 Is all equipment used in activities suited to the task, adequately maintained in accordance 
with statutory requirements and current good practice, with records kept of maintenance 
checks as necessary? 

 

 
SECTION C 
To be completed by Tour Operators 

 
9. Tour Operators 

 Yes/No/NA 



 

9.1 If you are a Tour Operator, do you comply with the Package Holidays and Package Tours 
Regulations 1992 and The Foreign Package Holidays (Tour Operators and Travel Agents) 
Order 2001, including bonding to safeguard customers’ monies? Please provide ATOL, 
ABTA or other bonding body names and numbers below. 
 
 

 

Details of any bonding (ATOL, ABTA etc) 
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RESIDENTIAL SCHOOL TRIPS NOTIFICATION FORM 

This form is to be completed by Council Schools for all residential school trips and returned to 
the Schools’ H&S Unit a minimum of 4 weeks in advance of the trip.  
 
NAME OF SCHOOL:  .............................................................................................................. 
 
NAME OF ORGANISER:  ........................................................................................................ 
 
SIZE OF GROUP: BOYS ........... GIRLS............  LEADERS (male)……… (female)…….. 
 
= TOTAL .................    GROUP SPLIT: YEARS 1-3 …….… YEARS 4-6….………….  
 
DATE OF TRIP: .................................................................................................................... 
 
VENUE: ................................................................................................................................................... 
 
................................................................................................................................................... 
 
ADDRESS:  ................................................................................................................................................. 
 
................................................................................................................................................. 
 
TELEPHONE NUMBER OF VENUE: ...................................………………………………… 
 
EMERGENCY LOCAL TELEPHONE NUMBERS (The emergency local telephone number is for 
someone at school/home, not travelling on the trip, who is designated to pass out information 
to parents in case of incidents.) 
DAY ........................................................................................................................................... 
 
NIGHT....................………………………………………………………………………………… 
 
PURPOSE OF VISIT ………................................................................................................. (This could be 
cultural, language development, team building etc.) 
 
ADVENTUROUS ACTIVITIES 
Where trip involves adventurous activities, e.g. canoeing, caving, climbing etc. by signing this form you are confirming that you 
have checked with the provider and that they follow the safe practice laid down by the relevant national governing body in 
respect of leadership qualifications, instructor to student ratios and safe practice. 
 
RISK ASSESSMENT 
By signing this form you are confirming that all relevant checks and risk assessments have been completed for all aspects of this 
Residential School Trip. 
 
SIGNED – HEAD TEACHER ........................................  
DATE .......................................... 
 
Completed Form to be returned to: schools.healthsafety@southglos.gov.uk or - Schools’ Health 
& Safety Unit,  Department for Children, Adults and Health, PO Box 298, Civic Centre, High Street, 
Bristol, BS15 0DG, Telephone : 01454 863224   Fax : 01454 863260 

mailto:schools.healthsafety@southglos.gov.uk
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