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1. Aims 

This policy is applicable to staff, students and parent/ careers of St Dunstan’s College Senior School 
(‘the school’) and aims to ensure all parties are clear on trips and visits.  

 

2. Legislation 

This policy is based on expectations set out by the Independent Schools Inspectorate (ISI), and 
informed by the following legislation: 

• Equality Act 2010 

 

3. Roles and responsibilities 

 

3.1 St Dunstan’s Education Group 

The governing body has ultimate responsibility for co-curricular provision but will delegate day-to-
day responsibility to the Chief Executive Office (CEO), who delegates responsibility to the Heads of 
Senior School and Senior School who line manage the Deputy Head Pastoral in the School and 
Junior School and the Assistant Head Co-Curricular in the Senior School. 

The governing body has a duty to:  

• Review this policy annually  

• Ensure the senior school follows what is articulated within this framework 

 

3.2 The Head of Senior/Junior School 
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The Head, Deputy Head Pastoral and Assistant Head Co-curricular for the Senior School are 
responsible for co-curricular provision in the Senior School.  

The Head and Deputy Head Pastoral for the Junior School are responsible for the co-curricular 
provision in the Junior School. This involves: 

• Ensuring all staff in the school follow what is articulated within this framework  

• Staff receive sufficient training on how to implement the principles outlined in the policy 

 

3.3 Staff 

Staff are responsible for co-curricular provision in the school. Staff will: 

• Implement the framework outlined in this policy. 

 

3.4 Students and parents/carers 

Students are expected to engage fully with the co-curricular opportunities that we provide. 
Parents/carers are expected to offer support students so that they are able to do so. Where this isn’t 
possible: 

• Parents / Carers should adhere to the parent communications pyramid 

• Parents / Carers should use My School Portal to keep up to date with communications from the 
College  

 

4. Trips and Visits   

This document sets out how the school expects staff to plan, execute, and review all educational 
trips and visits. A trip is defined as any event organised by the school which takes students and staff 
members off-site. This document applies to any trip or visit happening in any section of the 
College.    

• Details the roles and responsibilities for ensuring adherence to the trips and visits procedures.  

• Describes the planning process for trips and visits including risk assessments.  

• Provides guidelines for best practice  

  

4.1 Roles and Responsibilities  

4.1.1 Governing Body & Head   

The Governing Body is responsible in law for the safety of all those who participate in school trips. 
To fulfil this obligation, the Governing Body routinely review this policy, its implementation, and 
require the Head to:   
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• Ensure each trip has a specific objective that is appropriate to the age and abilities of the 
participants;  

• Ensure procedures are in place to ensure the safety of trips;  

• Ensure that the Educational Visits Co-Ordinator (EVC) is appointed, and appropriately trained 
to fulfil their responsibilities. The Head of the Senior School has this duty if there is no 
coordinator;  

• Ensure that the Educational Visits Co-Ordinator (EVC) oversees a clear process for approving 
trips and visits;  

• Ensure that staff have access to the school’s policy, practices and procedures relating to trips;  

• Ensure necessary assurance checks have been obtained from any external provider;  

• Ensure that any individual staff or student needs are catered for as far as is reasonably practicable 
and always in line with the school’s obligations under the Equality Act 2010.  

 

4.1.2 Deputy Head Pastoral 

While the Head of the Senior/Junior School is the final authority in the day-to-day running of the 
school many of their responsibilities are delegated to the Deputy Head Pastoral (Senior/Junior). On 
behalf of the Head, the Deputy Head Pastoral will: 

• Ensure that the EVC is appropriately trained and remains competent to discharge their 
responsibilities. 

• Ensure that arrangements are in place to enable the Governing Body to monitor the proper 
management of this policy. 

• Monitor the activities of the EVC to ensure that their duties within this policy are properly 
adhered to. 

• Allow time available for the EVC to train any staff and non-staff supervisors before the trip 
commences. 

• Ensure the College has emergency procedures in place in case of a critical incident. 

 

4.1.3 Educational Visits Coordinator (EVC), Deputy EVC, Assistant Head Co-curricular 
(Senior School) and Trips and Visits Administrator 

The EVC and their team will work alongside the Assistant Head Co-curricular (Senior School) and 
Deputy Head Pastoral (Junior School) to ensure the everyday implementation of the procedures laid 
out in this policy. Together, they will: 
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• Ensure that the College’s Trips and Visits Policy is followed. 

• Ensure that visits have an appropriate objective. 

• Satisfy themselves that appropriate risk assessments have been undertaken – this also includes 
the competence and insurance cover of any external agencies involved in the trip. 

• Notify the CFO of any high-risk trips or pre-existing medical conditions so that they can 
inform our insurance providers. 

• Check that an appropriate Trip Leader is nominated. The EVC must ensure the person 
managing the trip has the skills, status and competence for the role, understands the risks, and 
is familiar with the activity. 

• Ensure that all staff and volunteers are both competent and appropriate to be on the trip. 

• Make sure that DBS disclosures are in place where necessary. 

• Ensure that parents / carers are informed about the trip, and provide their consent where 
necessary, along with any relevant medical details and contact information. 

• Ensure that staffing supervision ratios are appropriate. 

• Ensure external providers involved with the trip have the appropriate safety standards and 
liability insurance. 

• Ensure that emergency arrangements for a trip are in place. 

• Ensure that full consideration of how students with special needs or a disability are involved in 
school visits, as far as reasonably practicable in line with our obligations under the Equality Act 
2010. 

• Ensure that visits are evaluated after completion, with records kept of incidents, accidents and 
near misses. 

• Ensure they are appropriately trained to have the necessary competence and skills to act as an 
EVC. 

• Ensure that the financial aspect of the proposal is sound. 

• Consult the Head or Deputy Head Pastoral of the Senior School (DSL) for any high-risk trips 
or areas of concern. 

• Ensure that all correspondence with parents / carers and/or students is in line with college 
standards and is not issued until the trip or visit has final approval. 

• Regularly review procedures to achieve best practise. 

 

4.1.4 Trip Leaders 

A trip leader is a designated member of staff who is willingly running a trip or visit. During a trip, 
the trip leader and individual members of staff are acting ‘in loco parentis’ and therefore have a duty 
to take the same reasonable care of the pupil that a parent would take in those circumstances. The 
trip leader will: 

• Ensure final approval has been received from the college EVC or Deputy EVC if a day trip. 

• Ensure final approval has been received from the college EVC if a residential trip. 
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• Complete and submit a comprehensive risk assessment which must be signed off by the college 
EVC, Deputy EVC or Assistant Head Cocurricular (Senior School)/Deputy Head Pastoral 
(Junior School). 

• Follow the procedures outlined in this policy. 

• Obtain consent from parents or carers where relevant. 

• Check accreditation of any external providers.  

• Ensure the safety and welfare of participants in their charge. 

• Operate within the limitations of their experience, training, and accreditation, where applicable. 

• Adhere to safe staffing ratios, considering all relevant variables. 

• Consider any other variables that may affect the safety of the group. 

• Ensure they have read and understood the Emergency Action Plan and have emergency contact 
numbers for both the EVC/Deputy EVC and a member of SSLT/JSLT. 

• Follow accepted current good practice in the conduct of the activity. 

• Conduct themselves in line with the college values and standards as outlined in the staff 
handbook. 

• Ensure student behaviour is in accordance with normal college rules. 

 

4.2 Planning a trip or visit  

 

Stage 1 – Calendar Clearance and approval in principle 

• Check the school calendar to see if the date looks available. Then via the SOCs calendar you 
can ‘add an event’. 

• Proposed trips and events are discussed at weekly operations meetings. Approval can be 
given in principle, subject to appropriate planning and risk assessment being undertaken. 

• Staff will be able to see if the trip or event has been approved in principle by checking the 
calendar after the meeting. 

• If there is a clash, then staff will be contacted by the Deputy EVC or Trips and Visits 
Administrator with alternative dates. 

 

Stage 2 – Planning and final approval 

• Once the Trip Planning Form has been submitted; it will be looked at by the College Deputy 
EVC and trips and Visits Administrator 

• Any areas of concern, or trips carrying higher risk will be taken to Deputy Head (Pastoral) 
for approval. 

• The trip will either receive final approval or the Deputy EVC/EVC/Assistant Head Co-
curricular (Senior School)/ Deputy Head Pastoral (Junior School) will contact you asking for 
more information. 
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• Once a trip has received final approval staff can begin organising. The Trip Checklist, found 
on the Trips & Visits SharePoint page can used as a guide. 

 

Stage 3 - Execution and Evaluation 

• In the build-up to any trip, the College EVC or Deputy EVC will be available to assist with 
any queries or concerns staff may have. 

• Upon completion of the trip or event, an evaluation process will take place. Records will be 
kept of any incidents, accidents or near misses. 

4.3 Risk Assessments 

Trips and visits must be well planned, with all foreseeable risks considered and appropriate safety 
measures put in place. The first consideration is always the safety of the students and staff.  

Before College trips, staff are required to carry out a comprehensive risk assessment or to obtain a 
risk assessment from an external provider.  

This risk assessment will be examined and signed off by the Deputy EVC, EVC or Assistant Head 
Cocurricular (Senior School)/Deputy Head Pastoral (Junior School) before any trip is approved; in 
the case of the EVC also being the trip leader, the risk assessment must be evaluated by the 
Assistant Head Cocurricular (Senior School)/Deputy Head Pastoral (Junior School). Risk 
assessments must be read, understood, and followed by all accompanying staff. 

You can use a risk assessment template to help you keep a simple record of: 

• who might be harmed and how. 

• what you're already doing to control the risks 

• what further action you need to take to control the risks 

• who needs to carry out the action. 

 

4.4 SEND Considerations 

Trips form part of the College's curriculum and we follow the College's policies including P6 
Individual Pupil Needs and SEND. We continue to promote and encourage all students to have full 
participation in and benefit from the full curriculum. We act in accordance with the Equality Act 
2010 and are guided by the Equality Commission. It is expected that all students will take part in 
trips. In the very exceptional circumstance where a student is unable to take part in a trip, an 
alternative but parallel activity must be organised for that student.  

Before departure, the trip leader must:  

• Liaise with the SEND department to discuss student needs.  
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• Adhere to Learning Support Profile strategies and any additional care plans by the SEND 
department.  

• Raise a concern if there are challenging circumstances relating to the support of students 
with special needs or disabilities.  

4.5 College Withdrawal of Students from Trips  

The College reserves the right not to permit, or to withdraw permission for, a pupil to go on a 
particular trip, for various reasons including, but not limited to, disciplinary, pastoral, health/fitness, 
academic or safeguarding reasons (including medical reasons or concerns around the safety of the 
pupil or other pupils or staff on the trip).  

The process for College withdrawal of permission for the pupil to attend the trip is as follows:  

• A member of staff, including but not limited to the child’s tutor or Head of Year/Section, 
the trip leader, College EVC or a member of the Senior School or Junior School Leadership 
Teams, can request that a review meeting is held to discuss any concerns surrounding a 
child’s attendance on the trip.  

• A meeting is then convened to consider the nature of the concerns raised and any 
mitigations that can be put in place to allow the child to partake on the trip. This decision is 
not taken lightly, with the Head of Senior School, DSL, the child’s Head of Year/Section 
and, if relevant, the school SENDCo all in attendance at the meeting.  

• For a child with SEND or medical needs, the decision to withdraw will only be taken after 
exploring reasonable adjustments, and balancing the wellbeing of the pupil, other pupils and 
staff on the trip.  

• If it is determined that permission for the trip be withdrawn for that child, parents will be 
notified of the reasons behind the decision.  

• The College will be under no obligation to refund the deposit or the cost of the trip but will 
exercise discretion depending on the circumstances (including but not limited to whether or 
not such monies are otherwise recoverable). 

• The decision to remove permission to attend a trip can be taken at anytime, including the day 
of departure, if required.  
 

4.6 Guidelines for Best Practice on Trips and Visits 

These guidelines are intended to assist Trip Leaders in running of trips and visits.  They are neither 
prescriptive nor exhaustive and there will be some crossover with the standard operating procedures 
previously mentioned. 

Educational Aims 

• Clearly define the educational objective of your trip or visit. 

• Consider how you will evaluate your success in achieving objectives. 

• Make sure participants and staff under your supervision are aware of objectives. 



 

 

 

Page | 9 
 

• Allow sufficient time for briefing before the trip and reviewing during/after the session with 
participants and staff.  

• If an external provider is involved with the trip, check that the provider is licensed and hold kite 
marks such as Council for Learning Outside the Classroom (LOtC), Adventure Activities 
Licensing Authority (AALA), School Travel Forum (STF), ATOL or ABTA 
 

Trip Leader Competence 

• The Leader should have the personal competence in terms of experience, ability and 
qualifications to ensure that your trip is conducted safely, any emergency can be dealt with and 
the educational objective is achieved. 

Staffing Ratios 

• Staffing should be adequate in terms of numbers and competence. 

• Staff should provide an appropriate level of pastoral care. Each trip is assessed according to 
multiple variables, such as the activities taking place, experience of staff and age of students. 

• Due to the large number of variables, there can never be definitive set ratios that cover all groups 
for all occasions. The follow ratios can be used as guidance for the Junior School: 

 1:2 for Nursery Children 

 1:4 for Reception 

 1:6 for Years 1 to 4 

 1:10 for Years 5 to 6 
 

Head Counts 

• Regular headcounts of students should take place throughout all off-site activities.  

• The frequency should be increased at certain points such as crowded public areas, getting on 
and off transport, and when arriving at or leaving a location or near a significant hazard such 
as water.  

• A headcount should always be part of any initial response to an incident or emergency.  

Parental Consent 

Schools are not required to obtain written consent from parents / carers for students to participate 
in off-site activities that take place during school hours, and which are a normal part of a child’s 
education (Education Act 2002). However, you should still inform parents about the trip.  

You do need written consent for trips that:  

• Need a higher level of risk assessment 

• Are outside normal school hours 

You must always get written consent for nursery-age children.  
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You should inform parents of Sixth Form about trips.  

 

Insurance 

• The school’s travel insurance is supplied by AIG. There are omissions in the policy, so staff 
should always confirm cover as a part of the planning process along with the EVC, Deputy EVC 
or Trips and Visits Administrator. 

• Additional insurance can be purchased to cover the above . The CFO, would need to notify our 
insurers before the trip is finalised to confirm this. 

 

Medical 

• All medical information on student is contained within iSAMS and can be accessed via the 
Medical Centre icon. 

• The medical information on the students attending the trip should be printed out and checked 
by the Trip Leader for any notable medical conditions. 

• This information should be carried by the Trip Leader and destroyed securely once the trip is 
complete to avoid a GDPR breach.  

• If any students have any required medications then these need to be brought to the College from 
home, or collected from the Wellness Centre and taken on the trip. 

• First Aid kits can also be signed out from the Wellness Centre if required (dependent on trip 
venue).  

 

Travel 

• The school is aiming to be more sustainable and to this end please do consider all the 
possible transport methods when planning a trip or visit including public transport, private 
coach or school minibus. 

• Before using a school vehicle, staff must familiarise themselves with the Transport Policy 
found within P12 – Risk and Compliance. 

• To drive any school vehicle the drivers must be 25 years of age and have held a category B 
license for at least 2 years (drivers under 25 years of age can still drive school vehicles but 
they must be named on the school insurance policy).  

• A member of staff using any school lvehicle must complete a Driver Assessment and 
Declaration Form. 

• If any of the information on the declaration form changes (e.g. medical conditions or penalty 
points) then the Transport Manager must be informed. 

• Staff should avoid travelling with students in personal vehicles where possible. Where this is 
unavoidable: 

 Prepare a risk assessment after discussion with the DSL. 
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 Ensure your insurance covers business passengers and musical instruments. 

 Obtain parental permission, preferably in writing. 

 Take more than one person. 

 Sit student(s) in the back. 

 Travel directly to the destination. 

 Keep conversation professional. 

Reporting 

• All accidents involving injury must be reported in writing and the school nurse updated upon 
arrival back at the school 

• All ‘near-miss’ incidents or other items of concern should be reported via the online 
Accident/Incident Reporting Form. 

 

5. Monitoring 

This policy will be reviewed by the Deputy Head Pastoral annually. 

At every review, the policy will be approved by the Education Committee. 

 

6. Links with other policies 

This policy links with the Curriculum Policy. 


