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This policy and guidance is based on the DFE document, Health and Safety of Pupils on 

Educational Visits 1998. 
 

Introduction 

School visits are an important part of the education experience for children at our school. 

Visits are most effective when they relate to the curriculum of the learning group.  They will 
form part of the school’s project framework.  Effective school visits will require preparation 
of the pupils, a well-planned experience at the site and follow up activities to make the 

best use of the experience. 
 

The Organiser 

The Head Teacher, as the organiser, has overall responsibility for planning and organising a 
visit.  This is usually delegated to a suitably qualified member of staff.  However, the Head 

Teacher should ensure that the arrangements are satisfactory.  The organiser will ensure 
that staff making transport arrangements are given six weeks notice of requirements. 

 
Educational Value  

The visit should be justifiable on educational grounds and the efficient running of the 

school must be considered in the absence of staff supervising pupils.  The visit will need to 
relate to the curriculum and be relevant to pupils learning at the time of the visit. 

 
Planning  

All aspects of planning are vital for a successful visit.  They must include all details relating 

to travel, supervision, comfort and safety.  All party members and leaders will be clear on 
their role and responsibilities.  All planning details will be written and provided for all 

members as appropriate.  Where necessary all supervising adults will be involved in the 
planning. 

 
Arrangements for Pupils Supervision    

The teacher leading the visit will have the appropriate and relevant qualifications or 

training. The ratio of staff to pupils will be based on safety, age of pupils, special needs, 
gender mix and any other relevant factors.  Recommended ratios are 1 adult for every 6 

pupils in school year 1.  1 adult for every 8 pupils in school years 2 and 3. 1 adult for every 
10 - 15 pupils in years 4 to 6.  Under 5’s foundation stage classes will have a higher ratio.  
Depending on the risk assessment, the ratio will be altered to meet the needs. 

 
Information to Parents 

This will be comprehensive and set out costing, times, mode of transport, food and 
clothing requirements, the precise nature of activities and the educational purpose of the 
visit.  

Parents must be given one months notice of the visit. 
 

Parent Consent 

This will be written and include reference to the pupils medical history if relevant. 

 
 

 

 

 

Transport Regulations 

Regulations concerning minibuses, public transport and private cars must be observed.  
Bus companies should be briefed on routes, times and pick up points. 
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If the visit involves transport, an insurance form must be completed for each child. 
 

Emergency Procedures 

An emergency procedure must be planned and lines of communication established.  A 
list of names of the groups will be left at the school with contact phone numbers. 

 
Health and Safety 

The teacher in charge will need to make a pre-visit whenever possible and carry out a risk 
assessment.  If this is not possible a check should be made with the venue and Health and 
Safety guidelines.  This will include first aid and fire arrangements.  A basic first aid kit and 

mobile phone must be taken on all visits.  There are separate health and safety regulations 
for school visits to farms.  These are available in the administrative office and must be 

consulted before any visit. 
 

Pupils with Special Educational Needs 

Attention must be paid to pupils with special needs.  This should cover learning and 
behavioural needs supervision and mobility.  This information should be passed on to the 

visit/activity provider. 
 

Code of Conduct/Visit Rules 

Pupils must understand the rules for behaviour on a school visit.  This is the responsibility of 
the party leader.  This will help to ensure good behaviour and safety.  The rules of the visit 

provider must also be made clear.  If prior to a visit a child displays unsafe behaviour; a risk 
assessment will be made. 

 
Financial Matters 

Voluntary contributions may be used to subsidise activities, which take place either in or 

out of school time.  The school will make it clear in any such requests to parents that there 
is no obligation to contribute and that no child will be penalised, treated differently or 

excluded from the activity because their parents are unable or unwilling to contribute 
towards the cost. 
 

Where possible the School Fund/Budget will subsidise the cost of the activity.  In certain 
circumstances a proposed trip may be cancelled due to lack of revenue.  In such cases 

all monies previously collected will be refunded as soon as possible. 
 

A breakdown of the actual cost of tickets, transport etc. will always be given in the 
information letter sent to parents.  Class teachers must use the standard letter (appendix 
1) for any communication with parents about proposed trips or activities and their cost. 

 
Voluntary contributions collected by staff must be given daily to the School Business 

Manager for safekeeping.  
 

In cases of financial hardship funding may be available to assist with payment, e.g. Pupil 
Premium. 
 

 

 

 

Residential Courses during School Time 

Board and Lodgings costs 

Payment Plans will be offered to parents to enable them to pay over at least a 3 month 
period. 
 

Activities outside school hours – not within the National Curriculum 
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In optional activities outside school hours parents / guardians must meet the full cost; 
however the cost of staffing cannot be included in these charges. 

 
Insurance 

The organiser will need to check that the activity/visit is covered by insurance.  Local 

Authority public liability insurance covers most activities; however any visit involving high-
risk activities will be insured separately. 

 
Site Checklist 

• Accurate description of amenities and facilities. 

• Educational Value. 

• Code of Conduct, special rules. 

• Site Plan – setting out routes, toilets, eating areas, First Aid, meeting points etc. 

• Health and Safety.  What to do in an emergency, accident, fire, etc. 

• Risk Assessment. 

 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
Anthony Adams 

Chair of Governors 
 

Appendix 1 

 

 

 
 

PROPOSED EDUCATIONAL VISIT 
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Dear Parent/Guardian, 

 
On ______________________________________the pupils of ______________________________ 

 

will be visiting_______________________________________________________________________ 

 

This visit will support the children’s work in school and provide a valuable learning 

experience. 

 

The TOTAL COST of the trip is £__________________ 

 

The breakdown of the cost is as follows: 

 

Transport £_____________________________________ 

 

Entrance fee £_________________________________ 

 

The visit can only take place if sufficient funds are received through voluntary 

contributions.  In cases of difficulty please talk to your child’s class teacher or if you prefer, 

the Head Teacher. 

 

Please complete the following and return to school as soon as possible. 

 

Thank you. 

 

 
----------------------------------------------------------------------------------------------------------------------------------- 
 

(Please return to your child’s class) 

 

 

Name of Child ______________________________________________Class ____________________ 

 

I give permission for my child to take part in the proposed Educational Visit and enclose a 

voluntary contribution. 

 

Parent 

Signature__________________________________________________________________________ 
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