St Cyprian’s Greek Orthodox Primary
Academy

TTANTA IZXYQ EN TQ ENAYNAMOYNTI ME XPIXTQ INA APIZTEYQ
I AM STRONG THROUGH JESUS CHRIST

T0 t% THE BEST THAT I CAN BE

ST CYPRIAN’S
AYQ

Educational and Residential visits policy and
procedure

Revised: July 2026
Reviewed and ratified by Full Academy Trust:
Date: b/ 1 /26

Signed: A C//f(f”eshu
Name: ARéen) CHRUSTOU

Position: Chair of Education Committee

Date of next review: July 2027

Our Mission Statement:

The aim of St. Cyprian's Greek Orthodox Primary Academy is to provide its children with primary education
of the highest quality in a supportive learning environment through the National Curriculum in the core
subjects, enriched by the progressive teaching of the Greek language and Christian Orthodox religion.



The children will be equipped with the knowledge, skills and spirituality to enable them to achieve their full
potential and prepare them for transition to secondary education and to contribute positively to the
challenges of a diverse multicultural society.

The term ‘parents’ in this policy also refers to carers.
Why Have Educational Visits?

Pupils can derive considerable educational benefit from taking part in visits. They have the
opportunity to undergo experiences not available in the classroom; visits help to develop a pupil’s
investigative skills and also encourage greater independence. They also provide pupils with
knowledge and awareness of the world around them and encourage personal and social
development.

Planning Visits

It is essential that formal planning takes place before setting off. This involves considering the
dangers and difficulties which may arise and making plans to reduce them.

The group leader and other supervisors should monitor the risks throughout the visit and take
appropriate action as necessary.

The group leader organiser should take the following factors into consideration:

= a trip request form must be completed which must be approved by the Headteacher or
Deputy Headteacher

approval for the trip must be obtained prior to any bookings being made

the type of visit/activity and the level at which it is being undertaken

the location, routes and modes of transport

the competence, experience and qualifications of supervisory staff

the ratios of teachers to pupils

the group members’ fitness, competence and temperament and the suitability of the activity
the special educational or medical needs of pupils

the quality and suitability of available equipment

seasonal conditions

emergency procedures

how to cope when a pupil becomes unable or unwilling to continue

the need to monitor the risks throughout the visit

Other considerations which should form part of the planning stage include:

communication arrangements

supervision ratios

contingency measures for enforced change of plan or late return
information to parents

preparing pupils

emergency arrangement

arrangements for sending pupils home early

Roles and Responsibilities (Day Trips)

Teacher
o Fill out a trip request form
e Once approved, book venue
e Arrange travel
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e Complete risk assessment and give to office at least 2 weeks in advance
e Inform kitchen of lunch arrangements

Admin & Finance Assistant
e Ensure approved trip request form received
Ensure risk assessment received
Work out costs of trip if applicable
Set up payment item on Arbor
Send letter to parents
Monitor income and chase payments if applicable

School Business Manager
e Agree costs of trip with Admin & Finance Assistant if applicable
e Ensure invoices paid in advance of trip

Roles and Responsibilities (Residentials)

School Business Manager

Book visit with the venue

Book transport if applicable

Work out costs of trip

Send letter to parents

Set up payment item on Arbor

Monitor and chase payments

Ensure invoices are paid in advance of trip

Ensure risk assessments are signed by Headteacher or Deputy Headteacher
Compile medical/dietary information

e ® ® © © o © o o

Teacher
e Ensure risk assessment is completed
e Meet with children attending trip
o Meet with parents of children attending trip

Financial Planning

The group leader should ensure that parents have early written information about the cost of the
visit. Parents should be given enough time to prepare financially for the visit. The Business
Manager should ensure that banking arrangements are in place to separate the visit's receipts
from other school funds.

Written Risk Assessments

The leader of the visit should complete a risk assessment (Appendix 1), at least 2 weeks before
the visit - formal assessments of the foreseeable risks that might be met on a visit and the actions
to be put in place to prevent or reduce the risk. Pupils must not be placed in situations which
expose them to an unreasonable level of risk. Safety must always be the prime consideration. The
risk assessment must be signed by the Headteacher before the children depart.

First Aid
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On any visit, the group leader should have a good working knowledge of first aid and ensure that
an adequate first aid box is taken. It is sensible for at least one of the group’s teachers to be a fully
trained first aider.

The minimum first-aid provision for a visit is:
* a suitably stocked first-aid box
= a person appointed to be in charge of first-aid arrangements

Other considerations when considering first aid should include:
* the numbers in the group and the nature of the activity

This information required by the school admin team at least TWO WEEKS
before the trip departs.

1. trip itinerary and travel details

2. list of pupils' names and their forms

3. contact telephone number for the party leader

4. list of names of staff (and other adults) on the trip and any telephone contact
numbers

5. list of pupil's home/emergency telephone contact numbers

6. name, address and telephone number of accommodation

7. name and telephone number of the tour operator(s)

8. name and telephone number of the transport provider

9. name of the insurers and certificate number

10. list of medical and dietary needs of pupils and staff

11. risk assessments for travel, accommodation, activities etc

12. copy of all literature sent to parents (see below for consent form
requirements)

13. details of emergency procedures

14. confirmation of DBS checks for adults not employed by school e.g.
supervisors, drivers, reps, instructors

15. details of arrangements for emergency payments and the security of these
funds

Supervision — Responsibilities
Teachers must understand their roles and responsibilities at all times. In particular, all teachers
should be aware of any pupils who may require closer supervision.

Day Visits
Pupils with an EHCP, adult/child ratio 1:1,

= SEN pupils without an EHCP, adult/child ratio 1:2

One teacher/adult for every 8 pupils in years 1 to 2

One teacher/adult for every 10 pupils in years 3 upwards.

Regular head counting of pupils should take place, particularly before leaving any venue.

The group leader should establish rendezvous points and tell pupils what to do if they become

separated from the group.

= For the protection of both teachers and adults, all teachers should ensure that they are not
alone with a pupil wherever possible.

* The suitability of potential supervisors should be assessed by the group leader and head
teacher at an early stage of the planning process.
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= All adult helpers, including teachers and parent/volunteer helpers, must understand their roles
and responsibilities at all times. Supervisors should be aware of any pupils who may require
closer supervision. Teachers retain responsibility for the group at all times.

= |f the school is leading an adventure activity, such as canoeing, the instructor must be suitably
competent to lead or instruct pupils in the activity. Competences should be demonstrated by
holding the relevant National Governing Body (NGB) award where it exists.

= All supervisors should carry a list of all pupils and adults involved in the visit at all times.

= The teacher in charge remains responsible for pupils even when not in direct contact with
them. Pupils, particularly in school years 1 to 6, should be easily identifiable, e.g. wearing
school uniform. Pupils should not wear name badges.

= Children should wear High Vis Vests provided.

Residential Visits

A risk assessment will be carried out prior to the visit and adequate provision made, depending on
the individual needs of any SEN pupil and the primary concern of the EHCP.

Current Residential Trips:

Year 4 — Hooke Court, 3 days, maximum of 30 children

Year 5 — Isle of Wight, 4 days, maximum of 30 children

Year 6 — Cyprus, 5 days, maximum of 20 children

Preparing Pupils

Pupils who are involved in a trip’s planning and organisation, and who are well prepared, will make
more informed decisions and will be less at risk. Providing information and guidance to pupils is an
important part of preparing for a school visit. Pupils should clearly understand what is expected of

them and what the visit will entail. Pupils must understand what standard of behaviour is expected

of them and why rules must be followed.

Pocket Money

Guidance on this will be given in a letter to parents and there will always be a clear limit on the
amount of pocket money allowed.

Children will be responsible for their pocket money. The leader of the visit will always take extra
pocket money to the value of £10.00 in case of emergencies.

Passports and other official documentation

Pupils going on visits abroad require valid passports. The requirement for passports shall be
brought to parents’ attention in a letter. A child who does not have a passport will not be able to go
on the visit, however, payment of the visit will not be refunded.

Passports shall be kept by the trip leader and kept for the duration of the trip. Some children may
require visas or visa exemptions to go to certain countries. Children going to EU destinations
should also have the EHIC medical card.

Participation

The teacher in charge should ensure that the pupils are capable of undertaking the proposed
activity.

They should not be coerced into activities of which they have a genuine fear.

Pupils, whose behaviour is such that the teacher in charge is concerned for their safety, or for that
of others, should be withdrawn from the activity. The teacher in charge should consider whether
such pupils should be sent home early. Parents and pupils should be told in advance of the visit
about the procedures for dealing with misbehaviour, how a pupil will be returned home safely and
who will meet the cost.
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Information to Pupils

The teacher in charge should decide how information is provided, but ensure that children
understand key safety information.

Pupils should understand:

¢ the aims and objectives of the visit/activity
background information about the place to be visited
how to avoid specific dangers and why they should follow rules
why safety precautions are in place
what standard of behaviour is expected from pupils
appropriate and inappropriate personal and social conduct
who is responsible for the group
what to do if approached by anyone from outside the group
rendezvous procedures
what to do if separated from the group

Transport and Pupils

Pupils using transport on a visit should be made aware of basic safety rules including:
e arrive on time and wait for transport in a safe place

do not rush towards the transport when it arrives

wear your seatbelt and stay seated whilst travelling on transport

never tamper with any of the vehicle’s equipment or driving controls

bags must not block aisles or cause obstructions

never attempt to get on or off the moving transport

never lean out of or throw things from the window of the transport

never kneel or stand on seats

never disturb or distract the driver

if you feel unwell, tell a teacher or supervisor

Pupils with Special Educational and Medical Needs

Every effort should be made to include pupils with special educational or medical needs. Special
attention should be given to appropriate supervision ratios, and additional safety measures may
need to be addressed at the planning stage.

The following factors should be taken into consideration:

* [s the pupil capable of taking part in and benefiting from the activity?

e Can the activity be adapted to enable the pupil to participate at a suitable level?

o Will additional/different resources be necessary?

o Will additional supervision be necessary?
The teacher in charge should discuss the visit with the parents of SEND pupils to ensure that
suitable arrangements have been put in place to ensure their safety.

Pupils with Medical Needs

All teachers supervising visits should be aware of a pupil’'s medical needs and any medical
emergency procedures. If the pupil's safety cannot be guaranteed, it may be appropriate to ask
the parent to accompany a particular child.

Parents should be asked to supply:
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details of medical conditions

emergency contact numbers

the child’'s GP’s name, address and phone number

written details of any medication required (including instructions on dosage/times) and
parental permission to administer

parental permission if the pupil needs to administer their own medication or agreement for a
teacher to administer

information on any allergies/phobias

information on any dietary requirements

information on any toileting difficulties

parental home and daytime phone numbers and address

special transport needs for pupils who require help with mobility

Enquiries should be made at an early stage about access and facilities for securing wheelchairs
on transport and at residential centres, etc.

All teachers supervising the visit should be given the opportunity to talk through any concerns they
may have about their ability to support any child. Extra help should be requested if necessary.

If teachers are concerned about whether they can provide for a pupil’s safety or the safety of other
pupils on a visit because of a medical condition, they should seek general medical advice from the
Deputy Head Teacher or the child’s parents.

Communicating with Parents

Before residential visits, or when children are to engage in adventure activities, parents should be
supplied with written details of the proposed visit.

The following information on matters that might affect pupil health and safety should be given to
parents:

dates of the visit.

visit's objectives.

times of departure and return — parents must have agreed to meet their child on return.

modes of travel, including the name of travel company.

size of the group and the level of supervision.

details of accommodation, with supervisory arrangements on site.

details of provision for special educational or medical needs.

procedures for pupils who become ill.

names of leader, of other staff and of other accompanying adults.

details of the activities planned.

standards of behaviour expected (this information may take the form of a code of conduct

which parents should sign).

what pupils should not take on the visit or bring back.

« details of insurance taken out for the group as a whole in respect of luggage, accident,
cancellation, medical cover, any exceptions in the policy and whether parents need to
arrange additional cover.

» clothing and equipment to be taken.

* money to be taken.

. details on the cost of the visit.

Parental Consent
Head teacher or group leaders should seek consent for:
- all visits out of school involving pupils in Early Years and Years 1 to 6.

Adventure Activities.
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If parents withhold consent absolutely, the pupil should not be taken on the visit, but the curricular
aims of the visit should be delivered to the pupil in some other way, wherever possible. If the
parent gives a conditional consent, the head teacher will need to consider whether the pupil may
be taken on the visit or not.

A parental consent form should be completed for each pupil in the group.
Some general issues to consider include:

» allergies/phobias the pupil may have

* any contagious or infectious diseases suffered within the family during the preceding 4 weeks,
and any recent illnesses suffered by the pupil

* whether the pupil suffers from travel sickness

* whether the pupil has any nighttime tendencies such as sleepwalking

= any other information which the parent thinks should be known

» parental home and daytime phone numbers and addresses

- an alternative contact, with their phone number and address

Medical Consent

This should form part of the parental consent form. Parents should be asked to agree to the pupil
receiving emergency treatment, including anaesthetic or blood transfusion, as considered
necessary by the medical authorities. If parents do not agree to this, the head teacher may decide
to withdraw the child from the visit — given the additional responsibility this would entail for the
group leader.

The Head teacher should consider whether consent should be obtained before pupils can be
carried in a teacher’s private vehicle.

Early Return

The group leader should tell parents if they would be expected to fund the early return of a pupil
whose conduct gives cause for concern on a visit. A written agreement may be necessary.

Pupils’ Contact with Parents

The group leader will be in regular contact with parents via our teachers2parents service, which
will keep them updated on the adventures, progress and wellbeing of the group.

Parents will have a number to ring for information in the event of an incident during the visit or late
arrival home. Parents should have destination details.

Planning Transport
The group leader must give careful thought to planning transport. The main factors to consider

include:

* passenger safety

* type of journey — local or will it include long distance driving, i.e. motorways
« traffic conditions

» weather

* journey time and distance

* stopping points on long journeys for toilet and refreshments

* supervision

Seat Belts
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All minibuses and coaches that carry groups of three or more children aged between 3 and 11
years inclusive must be fitted with a seat belt for each child.

Supervision on Transport

The group leader is responsible for the party at all times, including maintaining good discipline.
All group members should be made aware of the position of the emergency door and first aid and
anti-fire equipment on transport.

Factors that the group leader should consider when planning supervision on transport include:

e safety when crossing roads — pupils need to know how to observe the safety rules set out in
the Highway Code and the Green Cross Code

e the group leader should make clear to pupils how much or little freedom they have to ‘roam’

e appropriate supervision and discipline should be maintained at all times

e drivers of buses and coaches must comply with legislation covering maximum periods of
driving and minimum rest periods

o head counts, by the group leader or another delegated teacher, should always be carried
out when the group is getting off or onto transport

e responsibility for checking that seat belts are worn

e travel sickness tablets should only be administered to a pupil with previous authorisation
from the parents

Hiring Coaches and Buses
The school admin team is responsible for ensuring that coaches and buses are hired from a

reputable company.

Operators must have the appropriate public service vehicle (PSV) operator’s licence. When
booking transport, the school admin team should ensure that seat belts are available for pupils.
If any of the group uses a wheelchair, the school admin team should ensure that transport used
has appropriate access and securing facilities.

Private Cars
Teachers and others who drive pupils in their own car must ensure their passengers’ safety and

that they have appropriate licence and insurance cover for carrying the pupils.

Volunteers should be carefully vetted by the school before they are permitted to drive pupils in
their car. The driver is responsible for making sure that pupils have a seat belt and use it at all
times.

Head teachers who wish to use parents or volunteers to help transport pupils in their own cars,
must ensure that they are aware of their legal responsibility for the safety of the pupils in their car.
Parents’ agreement should be sought (on a consent form) for their children to be carried in other
parents’ cars. It is advisable that parents driving pupils are not put in a position where they are
alone with a pupil. The group leader should arrange a central dropping point for all pupils rather
than individual home drops.

Insurance
The school admin team must ensure, well before the group departs, that adequate insurance

agreements are in place.

Cancellations
Some parents may cancel their child’s place on the visit. The school admin team should forward

any cancellations to the insurer/operator as soon as possible, in writing, if a replacement is not
available. Delay in notification may incur cancellation charges.

Types of Visit
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When planning to use adventure activity facilities offered by a commercial company, the group
leader should follow company policy and check:

« whether the provider is legally required to hold a licence for the activities it offers and, if so,
that the provider actually holds a licence
« it is illegal for a provider of licensable status to offer a licensable activity without a valid licence

A licensed provider does not necessarily have to hold a licence for all its activities. However, the
following activities — where undertaken by young people under 18 years unaccompanied by a
parent — need a licence:

climbing, trekking (skiing, cycling, horse riding, walking, sledging or skating) and water sports
including sailing, canoeing and rafting.

Coastal Visits
Group leaders and other teachers should be aware that many of the incidents affecting pupils
have occurred by or in the sea.

Farm Visits

Farms can be dangerous so farm visits should be carefully planned. The merits of an exploratory
visit should be considered.

Further advice is contained on the DFES website.

Residential Visits

The leader will usually be a member of the Senior Leadership Team, the Deputy Head Teacher or
the Headteacher. They will be in charge at all times and will ensure there is a second person in
charge to assist.

A good rule of thumb is one teacher for every 10 pupils. Issues to be considered include:

« the group should ideally have adjoining rooms, with teachers’ quarters next to the pupils’ — the

leader should obtain a floor plan of the room reserved for the group’s use in advance

« there must be separate male and female sleeping/bathroom facilities for pupils and adults,

although staff may enter pupil's rooms

* the immediate accommodation area should be exclusively for the group’s use

* ensure there is appropriate and safe heating and ventilation

« ensure that the whole group are aware of the layout of accommodation, its fire precautions/exits,

its regulations and routine and that everyone can identify key personnel

« security arrangements should be in force to stop unauthorised visits

* the manager/owner of the accommodation should be asked for assurances that the staff,

including temporary workers, have been checked as suitable for work with young people

* locks on doors should work in the group’s rooms but appropriate access should be available to

teachers at all times

» there should be drying facilities

* there should be adequate space for storing clothes, luggage, etc

« adequate lighting — it is advisable to bring a torc

» there should be provision for pupils with special needs and those who fall sick

« windows should be secure and electrical connections safe

* where possible, pupils should not be lodged in ground floor rooms

* the fire alarm must be audible throughout the accommodation

* there should be recreational accommodation/facilities for the group

« Staff will always be on duty unless the trip leader has authorised a break

. Staff on residential trips are not allowed to consume alcohol except for 1 unit of alcohol with the
evening meal
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After arrival at any accommodation, it is advisable to carry out a fire drill as soon as possible.

Emergency Procedures.

For all residential visits all group members should carry the address and telephone number of the
accommodation in case an individual becomes separated.

Pupils should be aware of who is responsible in any instances where the group leader has
delegated responsibility to another member of staff or instructor.

If at any time there is a change in the planned schedule, new activities should be assessed and
pupils provided with the appropriate information.

In the event of a severe incident such as serious harm, death or natural disaster during a school
trip, the priority is to ensure the safety and well-being of all involved. This involves assessing the
situation, providing first aid, contacting emergency services, and informing the school and
parents. A clear communication plan and a well-defined critical incident plan are crucial for a swift
and effective response.

Key Actions in a Severe Incident:

1. Assess the Situation:
Immediately evaluate the nature and extent of the incident to understand the severity and potential

risks.

2. Ensure Safety:
Prioritize the safety of all individuals involved, protecting them from further harm or danger.

3. Administer First Aid:
Provide necessary first aid to casualties, if qualified, and ensure that someone accompanies them

to the hospital.

4. Contact Emergency Services:
If required, contact the emergency services (999 or the local equivalent) and provide clear
information about the incident, iocation, and casualties.

5. Inform the School:
Contact the designated school contact person (and the provider/tour operator if applicable) to
report the incident. Provide details about the incident, casualties, and actions taken so far.

6. Notify Parents/Carers:

The school should notify parents/carers about the incident and provide updates as necessary. If
the incident occurs abroad, the British Embassy or Consulate should be contacted.

7. Maintain Records:

Keep a detailed log of events, including times, contacts, and actions taken. Preserve any relevant

evidence.

8. Follow the School's Critical Incident Plan:
Refer to the school's Resilience Plan for detailed procedures and responsibilities.
Important Considerations:
« Duty of Care:
Schools have a legal duty to take reasonable care to avoid acts or omissions that could injure
someone during school trips.
+ Risk Assessment:
A thorough risk assessment should be conducted before any trip to identify potential hazards and

implement appropriate control measures.

School Trips Policy and Procedure July 2026 Page 10



« Staff Ratios:
The number of supervising adults should be determined by the risk assessment, considering the
nature of the outing and the activities.

o Inclusion:
Schools should make reasonable adjustments to ensure that all students can participate in school
trips, unless it's not reasonably practicable or would prevent them from receiving necessary
support.

« Communication Plan:
A clear communication plan, including designated contacts and procedures for informing parents,
is essential for managing incidents effectively.

o Safeguarding:
Pupil safeguarding is paramount during school trips, and staff should be vigilant for any potential
safeguarding concerns.

All severe incidents should be reported to the Full Governing Body.

Appendix A
Trip Request Form
Please complete and email this form to Emma Hayward
Proposed date of trip:

Purpose of trip (educational
visit / sporting event / other):

Number of children:

Class or Year Groups:

Venue:

Cost per child:

Method of transport (mini bus
/ public transport / coach hire
required)

Number of adults required:

Teachers

TAs

Parent Helpers

Mini bus drivers
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Time leaving school:

Time arriving back at school:

Is Iunch required? Yes / No

Is spending money required?
Yes /No

Visit Organiser Name:

Date Submitted:

Authorised by:

Date Authorised:
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