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SOUTH WIGSTON HIGH SCHOOL 
 

St Thomas’ Road, South Wigston, Leicester. LE18 4TA 
Telephone: 0116-278 2388 

 
 

 

ORGANISATION OF SCHOOL TRIPS POLICY 
 
 

INTRODUCTION 
The following were consulted when drawing up this policy: 
 

 Headteacher 

 Governors 

 Business Manager due to EVC status/insurances/finance 
 
 
The consultation process took the form of: 1. Governors' Committee Meeting (Inclusion) 
       2. Senior Leadership Team 
 
 
EMPLOYERS POLICIES AND OEAP NATIONAL GUIDANCE 
As an academy we work towards satisfying all the requirements made in the following documents: 
 

- Ofsted Report – Learning outside the classroom – Published October 2008 REF: 070219 

- Leicestershire County Council Guidance 

- National Guidance from OEAP – August 2014 

- Health & Safety at Work Act (1974) 

- Website: http://oeapng.info/ 
 
 
SCOPE OF THE POLICYIntroduction 
 
To ensure all students have, if they wish, a fair and equal chance to go on all the trips that are 
organised by South Wigston High School, no student should be prevented from going on any trip 
for monetary reasons.  If a student is unsuccessful in the allocation of a place on one trip he/she will 
be favourably regarded for a place on subsequent visits, depending on selection criteria being 
fulfilled. South Wigston High School recognises the value of well planned and managed Outdoor 
Learning and Off-site visits for its students. We strongly believe that students should be able to 
experience a wide range of activities to broaden their thinking, develop their independence and to 
widen their circle of influence. Its is also important that they learn to understand and manage risks 
that are a normal part of everyday life. This policy is to ensure that all students, staff and others 
participating in trips and visits organised by the School remain as safe as possible. 
 
The School believes that: 
 

 Trips and visits enrich the curriculum 

 All students should have equal opportunities to participate. 

 Langauage, SEND and financial issues should not be a barrier to participation. 

 Careful planning and organisation are essential to the safety of all participants. 

 Risks can be assessed and managed appropriately. 

 EVOLVE should be used for planning and evaluating all trips and visits. 
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The policy is essential to: 
 

 Provide information to staff on how to plan trips safely. 

 Ensure equality of opportunity for all students to participate in events which enhance the 
curriculum. 

 
This policy is to ensure that : 
 

 Staff are aware of their responsibilities in the safe planning and organisation of all trips and visits. 

 A common sense approach is used in assessing and managing the risks of any activity. 

 There is quality assurance of the planning of trips and visits. 

 There is an overview of participation in trips and visits. 

 Off-site trips and visits have an identifiable benefit with clear objectives. 

 Standards and procedures exist to ensure that staff and accompanying adults lead 
activities/sessions within their own proven area of competence. 

 While undertaking outdoor learning, it is the responsibility of all staff to ensure that the risk to 
participants is minimised by a process of continuous vigiliance and ongoing risk management. 

 Equipment used is fit for purpose and systematically checked, maintained and replaced when 
necessary. 

 When appropriate, staff should hold an appropriate current first aid qualification and have access 
to a first aid kit at all times. 

 
 
 
 
 
Scope of the policy 
 
The policy applies to all staff and students at the school who are organising or participating in trips 
and visits. 
 
This policy draws on information contained in: 
 

 National guidance from Outdoor Education Adivsors Panel (OEAP). 

 Leicestershire County Council guidance – Management of Outdoor Learning, Offsite Visits and 
Adventurous Activities. 

 Council for Learning Outside the Classroom (LoTC). 
 
Context 
 

 A successful school trip, visit or exchange can greatly enhance the curriculum provision and will 
serve to motivate students and staff. The school has a strong commitment to the added value of 
learning beyond the statutory school day and beyond the premises by the use of carefully 
planned educational visits. This is part of the school’s role in providing a broad and balanced 
curriculum that promotes spiritual, moral, cultural, mental and physical development and 
prepares young people for the opportunities and experiences of adult life.  

 It is crucial that health and safety are paramount on all educational visits and by following the 
instructions and guidelines set out we believe the majority of problems can be avoided. We use 
existing legislation and guidance in formulating this policy. We use the services of the 
Leicestershire County Council, using EVOLVE to have all residential trips (home and abroad) 
approved, and for models for paperwork.  

 There are two broad categories of visit requiring differing levels of planning. The categories 
referred to in this policy are:  
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 Category A: routine visits that involve no more than an everyday level of risk and are 

covered by establishment procedures and policy. Such visits require minimal planning or 
preparation beyond what is needed to make best use of the learning opportunity, but will 
require parental consent and medical information. 

 Category B: visits requiring additional planning and some level of risk assessment. This 
may be due to distance from school, nature of the trip or activity, venue, nature of the 
particular group, the need for specialist leader competencies, or any combination of these. 
For some visits this will involve detailed planning over an extended period of time. 

 Category C: residential visits, visits abroad and activities in hazardous environments or 
involving ‘adventurous’ activities, with a higher level of perceived risk will require detailed 
planning over an extended period of time, often greater than one year. These visits must 
be approved online usine EVOLVE by the Leicestershire County Council at least 6 weeks 
before commencement of the visit. 

 
Principles 
 
The principles of this policy are to ensure:  
 

 Trips should have a clearly stated valid educational purpose: cultural, physical, knowledge 
enhancement, personal growth. The Principal and governors must be sure that the purpose of 
the trip is sufficient to warrant the effort put into organising it and the money spent on it by both 
the school and the parents. 

 Trips are open to all students within the scope of the trips’ purpose.  

 The aims of any trip or visit should be commensurate with the needs of the pupils, including 
those with special educational needs for whom additional appropriate arrangements may need 
to be made.  

 Students may be refused participation on a trip if it is felt that their behaviour or attendance is 
not up to the necessary standard. Parents will be informed why their child is refused a place.  

 Where numbers on a trip are necessarily limited, and it is anticipated that more will apply than 
there are places, a fair means of selecting successful students will be used.  

 The budget is organised so that trips may be cancelled in good time if there is not sufficient 
demand.  

 The school will do everything in its power to prevent financial loss from trips by having adequate 
budgetary planning (via the Finance Office) including sufficient timeline planned in which will 
enable trips to be cancelled if need be without incurring loss.  

 The financing of all trips must comply with the School’s Charging and Remissions Policy.  

 Consideration is given to establishing free places for those students who are currently in receipt 
of free school means or those who are experiencing financial hardship. 

 
CLARIFICATION OF ROLES Responsibilities 
 

Governors: 
 

- Trip approval based on EVC/Head recommendation. 
 
Head 

- Trip approval based on: 
a. Good Planning 
b. Finances 
c. H&S 
d. Consideration given to the school calendar 
e. EVC sign off 
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Educational Visits Co-ordinator (EVC) 

- Review all paperwork. 

- Sign off for all things financial and Health &Safety related. 

- Review of itinerary and timings. 

- Recommend or decline based on the school policy. 
 
Visit Leader 

- To undertake a visit to ‘check out’ the venue. 

- To work through and plan a trip with the safety of the students in mind. 

- Considering: 
a. Financial implications and costs. 
b. Health & Safety. 
c. Consider ‘Would they be happy to send my child’ on this trip. 
d. Provide Risk Assessments – Generic and specific. 
e. Sort out home based contacts and information. 
f. Review of emergency procedures throughout trip. 
g. Report on success of the trip at the end. 
h. Trip leader to clearly define roles of all ‘adults on the trip.  ‘Staff responsibilities’ must be 

completed. 
i. Grouping sheet must be completed and distributed to all ‘adults’ on the trip. 
j. Sign off for reading all Risk Assessments and Healt & Safety paperwork.  Must be in 

order from all ‘adults’ before the trip is undertaken. 
k. Trip leader must maintain clear communication and guidance to all students and adults 

at all times. 
l. Trip leader to provide ‘kit list’ to all students and adults – even for day trips. 

 
 
 
PROCEDURAL REQUIREMENT 
 
Risk Assessments 

- Please see School Business Manager to gain understanding of which Risk Assessments 
are required – Generic and Specific. 

- School Business Manager has a bank of Risk Assessments to work from. 
 
Approval of staff to lead activities and visits 

- All staff wanting to lead a school trip must complete the trip planning form and submit to 
SLT link for SLT/Governor approval.  Along with SLT member in charge of curriculum. 

- Where possible all trip leaders will attend ‘trip leader’ training with the LCC. 
 
Evaluation of external providers 

- All venues will be vetted by trip leader and EVC.  The EVC will work in conjunction with 
LCC to check on approval of external providers. 

- EVC to check if provider has been approved by ‘Council for Learning Outside the 
Classroom’. 

 
 
Parental Consent 

- This must be gained for every trip using a standard school letter.  Please see School 
Business Manager for the templates. 

- All consent letters need to have agreed additional notes on the back of the letter. 
 



 

6 
Shared/policies&procedures/trips/reviewed Sept 2016 

Information about participants, medical conditions, special needs, behaviour etc. 

- Trip leader needs to ensure all ‘Adults’ have completed ‘Adult Medical Form’. 

- Trip leader needs to send out to ‘Trip Consent and Code of Conduct Form’ to all students. 

- Originals of these forms should be carried by the Trip Leader as it gives consent for 
treatment and signed agreement of behaviour – copies to be left with home based contact. 

- Trip Leader must consider if any student on the trip is a Jehovah Witness and get the 
appropriate form filled in. 

 
Prior notification and approval of visit plans 

- The Trip Leader must ensure all residential, foreigh and adventurous trips have a ‘A1’ form 
completed 6 weeks before the trip date. 

- Trip Leader to work in conjunction with EVC – he will complete. 
 

‘Checking Out’ and ‘Checking In’ before, during and after the visit 

- All venues must be vetted by the Trip Leader or a member of SLT prior to the visit. 

- The Trip Leader must ‘Group’ the students with an ‘adult’ for monitoring purposes.  (1:10 on 
foreign trips and 1:12 on UK trips.) 

 
Emergencies 

- Trip Leader to utilise signed consent form and get the best outcome for the student. 

- Trip Leader is not to contact parents or press. 

- Trip Leader is to make home based contact aware of the situation and leave contact 
arrangements for them. 

 
Monitoring and Evaluation 

- Trip Leader is to review Risk Assessments on site to adopt to new challenges as they 
present themselves. 

- Risk Assessments to be adjusted as appropriate once returned. 

- Trip report to be completed based on suggested questions and submitted to SLT and 
Governors. 
 
 

GOVERNOR CONSIDERATIONS 
Governors will want to satisfy themselves on the following issues: 
 
Staff arranging trips should complete the trips planning booklet and return it to the curriculum 
manager/EVC before any letters or communication to students/parents. 
 

 the aims of the visit (submitted in writing) including a risk assessment, where appropriate, in 
consultation with the School Business Manager.  

 

 that the visit/trip is accessible to all students, including those with Special Educational Needs 
or disabilities where relevant. 

 

 that the venue and programme of activities have been suitably researched and planned in  
advance and safeguarding of venue staff is in place. 

 

 that those who will accompany the trip are suitably qualified in every respect to assume  
 responsibility for the children. 
 

 that at least one of the supervisory staff has received recent First Aid training in accordance 
with county guidance. 
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 that there is at least one adult to every 12 children (1:10 on foreign trips). 
 

 that parents receive a full briefing in advance, including written confirmation of the aims of 
the visit, content of the programme, dates/times, address of centre, details of staff, behaviour 
expected, clothing/equipment required, insurance, telephone numbers (but not those of the 
residential address) and emergency procedures (which involve contacting the school in event 
of domestic crisis). 

 

 that the travel company/coach company is reputable and a letter re: safeguarding has been 
received by the school.  Coach staff have the relevant DBS checks in place. 

 

 the financial propriety of the organisation of the visit. 
 

 that parent consent has been received in writing in advance. 
 

 that provision has been made for staff to receive all medical and dietary information. 
 

 that staff have a consent form signed by parents giving permission to staff to authorise 
emergency medical treatment (in a foreign language if required). 

 

 that it is clearly established who is responsible for the children at every point on the visit 
(especially important when a child is being supervised by a specialist instructor at an activity 
centre). 

 

 that on all foreign trips, at least two proficient linguists accompany the visit. 
 

 that the following information is left in school: 
   - itinerary 
   - address and telephone number of centre 
   - emergency contact numbers of hotel, coach company, ferry company  
    etc. and of children's parents 
   - list of children and staff 
   - insurance documents 
   - parental consent forms 
   - a copy of the contract 
 

 that full insurance cover has been arranged to cover all aspects of the trip (school insurance 
may cover all U.K. activities). 
 

 that assurances are sought, in writing, in advance from the centres where children will stay 
about the qualifications and suitability of staff employed at the centre and about all aspects 
of health and safety, including equipment and accommodation, emergency procedures 
(including fire) and safeguarding procedures. 

 

 that the financial aspects of the trip are recorded and that parents have received written 
receipts for all payments. 

 

 that accounts are reconciled and balanced with the school business manager ready for 
presentation to the Governors (Inclusion Committee) and the school's auditors. 

 

 that a procedure is established for the event of a major emergency (see attached sheet for 
Jehovah Witnesses). 

 

 Major incident line details are given to the trip leader where appropriate. 
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 Highways Agency numbers are given to the trip leader where appropriate. 
 

 that a written/oral report after each visit is presented to the SLT and a summary submitted to 
the Governors (Inclusion Committee). 

 
 

Parents/Governors participation on school visits/trips:- 
 

i) Parents/Governors will be allowed to accompany school visits/trips as long as they have 
undertaken a police check and satisfy safeguarding procedures. 

 

ii) It may be pertinent to involve parents on a trip/visit when a child has a particular health 
problem or religious persuasion providing the above is in place. 

 

iii) ultimately the welfare of the students on the trip/visit rests with the teacher/staff rather than 
with the parents. 

 
 

PROCESS FOR SELECTION OF STUDENTS 
 

 An initial letter should be sent home requesting parents to return a reply slip by a given date. 
 

 A list of potential participants will be devised and distributed to the Heads of Year and 
Leadership team for the allocation of places. 

 

 The following criteria will be used in deciding whether students ar eligible to take part in the 
trip. 

 
 

Students will only be rewarded with places for trips and events if they: 
 

 Have good attendance 
 

 Have good behaviour 
 

 Put effort into their work 
 

 Wear school uniform 
 

(The full trips policy is held in school.  The section; ‘Process for selection of students’ gives 
further details on this area).  Should a trip be oversubscribed, the following criteria should be 
strictly used to select participants for the current and previous school year. 

 

 Those students with attendance over 85% (medical history may be considered). 
 

 Those students with positive records of behaviour (using yellow incident forms. 
 

 Those students with current positive effort grades as shown on assessment manager profiles 
– grades 3 or above. 

 

 Those students who have positive records on completing homework, as shown on 
assessment manager profiles. 

 

 Those students who regularly represent the school in concerts, performances and mentoring. 
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 Those students who always wear correct school uniform. 
 

 Those students who have unsuccessfully applied for previous trips and meet the above 
criteria. 

 

In the event of over-subscription after the above conditions have been applied, names will be  
drawn from a hat.  This document to be included with initial letters sent to parents introducing  
trips.  The criteria for attending trips to be published in classrooms and on the newsletter.   
However in support of Social Inclusion Policy individual cases may be reviewed. 

 
 

Representing the school 

Students who represent the school in teams, concerts, performances and other events, should also 
meet the criteria described as the requirement for attending school trips. 
 
Specifically students should: 
 

 Have a good attendance 

 Have good behaviour 

 Put effort into their work 

 Wear school uniform 
 
Students may be removed from representing the school should any of the above become a concern 
and students do not respond to counselling and advice.  However in support of Social Inclusion 
Policy individual cases may be reviewed. 
 
 

 
 
DISSEMINATION OF THE POLICY 
A summary is noted in the School Handbook.  Full details of the policy are available on request to 
parents, teachers and other relevant parties. 
 
 

OTHER POINTS FOR CONSIDERATION 
If staff are arranging a trip which leaves before lunchtime, arrangements must be made for the 
students who have free school meals to have a packed lunch to take with them.  Collection of the 
packed lunches should be made by a member of staff. 
 
Health and safety regulations require that packed lunches are placed in plastic bags and cool boxes 
(to limit the risk of food poisoning) 
 
That the coach company is reputable. 
If a minibus is used that the seating provision is accompanied by seat belts. 
 
Letter for all school fixtures should be sent out at the start of term and consent received to take 
students. 


