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School Visits and Trips Policy and Procedures 2025 — 2026

Introduction

We believe that every young person should experience the world beyond the classroom as an important
part of learning and personal development, whatever their age, ability or circumstances.

Educational visits, trips and other off-site activities make an important contribution to the curriculum and
are an essential way in which we enrich our pupils’ social, cultural and academic development.

The Purpose of School Trips

School trips and visits make pleasant changes from classroom-based activities. They should however always
fulfil curriculum learning objectives as well as stimulating the development of the whole child through
intellectual, cultural, physical, or spiritual experiences or challenges. They offer children the opportunity of
working together, developing curiosity, caring and courage.

The safety of pupils and staff during all trips and visits is paramount and for this and other

reasons meticulous planning and organisation are essential. In planning trips and activities, a
risk management approach needs to be taken. Teachers need to identify potential hazards, assess risks, and
select the most appropriate way of eliminating or controlling them before undertaking these trips or
activities with students. Safety procedures must be considered when planning all trips and activities.
Teachers are responsible for modeling and discussing safety procedures and regulations. Teachers are
required to provide adequate supervision and instructions, to ensure the safety of those in their care. The
level of supervision and instruction needs to be commensurate with the maturity and skill level of students.

The school management must take reasonable steps to ensure that staff and pupils are not exposed to risks
to their health and safety, both on and off school premises. We understand that teachers organising and
taking part in school visits off-site accept responsibility for the care and welfare of pupils, and they act in
loco parentis. They will also have duties as employees and/or managers under health and safety at work
legislation.

The school management will ensure that staff are given the health and safety training they need for their
job, including taking pupils off-site on school visits.

Role of the Educational Visits Co-ordinator

The Educational Visits Co-ordinator has oversight of all trips and responsibility for:

e liaising with the local authority's outdoor education adviser

e the management of risks associated with educational visits
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e ensuring that the planning of all trips complies with the requirements of the ministry of education.
The Educational Visits Co-Ordinator is: Ms. Ntokozo Mkhize, the Academic Coordinator
Procedures for Organising Trips and Visits

Approval Details of all proposed trips and visits must be submitted first to the Educational Visits Co-Ordinator
and then to the Head teacher for approval before detailed planning begins and before they are shared with
other staff, parents and pupils.

This is to ensure that:
e there is appropriate overall co-ordination;
e aims and objectives are stated;

e there is significant educational or enrichment value (particularly if the activity is to take place in term time)
and it is consistent with the ethos and values of the school;

e where appropriate it will be linked to work within school by preparation and follow-up activities;
e it is suitable for the pupils involved having regard to their ages, abilities, needs and aptitudes;
e regard is had to inclusivity.

e regard is had to the impact on in-school teaching and learning and cover implications. Details of all trips
involving adventurous activities (whether led by external staff or school staff) must be approved by the
ministry of education.

Pupil to Staff Ratios

Those planning trips, should decide the ratios on the basis of risk assessment and consultation with the
Education Visits Co-Ordinator, taking into account the activity to be undertaken and the age and maturity of
the pupils.

Consideration will also be given to the practicalities of dispatching a substitute member of staff during the
visit should they be required to cover an incident, emergency or to replace a member of staff.
Risk Management

The procedures for planning school trips seek to ensure that pupils and staff experience the most benefits
and achieve the best possible outcomes, whilst minimising the risks to their health, safety and welfare.
Children learn to understand and manage the risks that are a normal part of life by experiencing a wide range
of activities. Health and safety measures can help them to do this but should be proportionate to the risks
of the activity.

When planning and organising a school trip the following are required:
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The Headteacher’s and Educational Visits Co-Ordinator’s approval for the trip.

Review of the list of participating pupils, if the medical needs of a pupil may require reasonable adjustments
to facilitate full or safe participation or the behaviour of a pupil may put the health and safety of that pupil or
others at risk then this must be raised with the Senior Leadership Team at an early stage, so that a risk
assessment process can be commenced and where required suitable adjustments planned. Any necessary
communication with parents/carers regarding the ability of a pupil to participate in a trip will be made by a
member of the Senior Leadership Team.

Financial viability of the trip.
Regard to the School’s Health and Safety Policy and Student Behaviour policy

Completion of parental consent forms for the trip (including informed consent for activities and for the
administration of medicines and medical treatment where required) / making parents aware of the activity
and giving the opportunity to withdraw.

Regard to child safeguarding procedures

All staff to be aware of the medical needs of any of the pupils (including medical emergency procedures).

Information for Parents/Carers and Pupils regarding Behaviour

Appropriate behaviour is essential for all trips and visits and ensures that effective, memorable learning and
enrichment can take place. It is essential for the safety and well-being of the children, as well as for the good
name of the school, that staff maintain good order and discipline at all times. Students and parents/carers
will be given a full programme of the visit (including any specialist activities) and arrangements for the use
of any remote supervision will be explained (for example shopping during a visit without direct supervision).
Reference should also be made to the Behaviour Policy (a copy is published in the policies section of the
school website)

® Pupils may be excluded from any visit or trip where their behaviour presents an unacceptable level of

danger to their own safety and/or others, the decision will be based on a written risk assessment (copy
to be retained) and will be communicated to parents/carers by a member of the Senior Leadership Team

Information for Parents/Carers and Pupils regarding school uniform and safety

* Itisveryimportant for students to wear school uniform daily, as it encourages the spirit of belonging,
security, and a healthy learning environment.
School uniform is mandatory when going on a trip, however, depending on the nature of the trip, it
will be in formal school uniform, or it may be in the PE uniform.

* Students taking part in competitions may only attend and represent the school in their formal school
uniform, this is not negotiable.

Uniform: School uniform and good behaviour are especially important when representing the school.
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* School trips are essential as an important part of learning and personal development, however,
wearing school uniform on a trip can ensure the safety of the students.

* By wearing the correct uniform, they are visible to the class teacher and support staff and can be
clearly identified when amongst another school or group of students.

* Students will only be allowed to join the trip if they are dressed neatly and appropriately.
in the required school uniform.

An evaluation of the trip afterwards to aid others who might be considering a similar project in the future.
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