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Rationale 
 
St Mary's School, Cambridge (‘the School’) manages educational visits according to the guidelines set out by  

• The Outdoor Education Advisors’ Panel [OEAP National Guidance] which provides  
National Guidance for “Management of Outdoor Learning, Offsite Visits and Learning Outside the 
Classroom.” [LOtC]. This web-based guidance has been written to be consistent with employers’ legal 
duties under Health and Safety legislation, as well as employment and criminal law. 
The current guidance should be viewed online at  http://oeapng.info/downloads  
Copies of OEAP National Guidance/ DfES documents are held in hard copy format by the Educational Visits 
Coordinator.  
 
In addition, the School recognises its duties under the Health and Safety at Work Act 1974 in that (i) the 
employer is responsible for health and safety although tasks may be delegated to staff and (ii) employees 
also have a duty to look after their own and others’ health and safety. It also stresses that employers, 
school staff and others also have a duty of care. 
 
As an independent school, St Mary's does not have automatic access to the services of the County Outdoor 
Education Adviser. However, we can share good practice and attend INSET offered by the Outdoor 
Education Advisor  
The Cambridgeshire Outdoor Education Adviser is: 
Mr Stephen Brown 
Outdoor Education Adviser Service 
Box ELH 2001, Stanton House 
Stanton Way, Huntingdon, Cambs, PE29 6XL 
Tel: 01480 376142 e-mail: Stephen.Brown@cambridgeshire.gov.uk 
Stephen Brown’s mobile is 07879436541 
 
Licensed facilities, as offered by commercial firms, charitable organisations or local authorities can be 
checked via the AALA (Adventure Activities Licensing Authority) at www.aals.org.uk. 
Where relevant this policy should be read in conjunction with The School H&S Arrangements for 
Workplace Transport and The School’s Missing Child and Uncollected Child Procedure. 
 
This Policy is intended to cater for the needs of all our pupils, from the Early Years [EYFS] to the Sixth Form, 
including Boarders. The Junior school has its own EVC as does the Boarding community. 
 

http://oeapng.info/downloads
mailto:Stephen.Brown@cambridgeshire.gov.uk


Procedure 
 
The Educational Visits Co-ordinator 
 
The Headmistress, while maintaining overall responsibility, has delegated the management of educational 
visits to the Educational Visits Co-ordinator (EVC) in the Senior School and the Head of the Junior School 
[JS]. 
The Head of Boarding is EVC for all offsite visits involving members of our Boarding Community.  
The functions and responsibilities of EVC are clearly set out within the OEAP National Guidance website 
which in addition provides specific guidance for 

• Employers/ Governors 

• Head/managers 

• Visit Leaders 

• Assistant Leaders 

• Parents 
 
Responsibilities for Visits 
 
School trips and visits are always under the care and responsibility of the Headmistress [senior school] and 
the Head of Juniors.  
 
It is the responsibility of the EVC/Head of Juniors/Boarding Head to ensure that trip leaders have 
undertaken adequate risk management of a visit and completed all the necessary forms before undertaking 
a visit.  
 
The EVC/Head of Juniors/Boarding Head will also assess the competency of the staff leading and 
accompanying any visit. It is the responsibility of the EVC/Head of Juniors/Boarding Head, in conjunction 
with the trip leader, to ensure that centres providing activities requiring licensing under the Adventures 
Activities Licensing Regulations 2004 are so licensed. 
 
Training of the EVC and all staff involved in educational visits is made available and kept up to date. This will 
include both training from external providers and in-house training. The EVC will inform and update staff of 
the procedures for educational visits at an Inset session each year.  
 
The EVC will liaise with the Bursar to check activities fall within those covered by our insurance and will 
meet once a year with Alistair MacDonald [AMTV] to review policy and any updates and communication 
links. 
 
It is the responsibility of the trip leader to ensure that all pupils and their parents are briefed adequately 
about expectations of behaviour, risk management and informed about all the activities and events taking 
place on a visit. Trip leaders are also responsible for finding out the expectations different venues will have 
when it comes to pupil behaviour and ensuring these expectations are passed onto pupils and staff 
accompanying the visit. There is a “No Alcohol” policy for staff and pupils on off site visits.  
 



Planning Visits 
 
All visits must be planned in accordance with the latest guidelines found at http://oeapng.info/downloads  
Duke of Edinburgh’s Award route planning is checked by a technical advisor who has Mountain Leader (ML) 
Training for any expedition – usually Gold - in mountainous terrain over 600 m and by an advisor with a 
Walking Group Leader qualification ( WGL) for expeditions – usually Bronze and Silver – in “wild Country” ie 
remote areas below 600m. 
 
It is the School policy that all Senior School trips must receive permission from the Headmistress [ for new 
trips], Deputy Head (Pastoral), the Head of Year of those going on the visit before any other trip 
documentation is submitted. In the Junior School permission is sought from the Head of Juniors. 
 
Written parental permission is obtained in advance for pupils to participate in offsite visits and these must 
give details of all activities likely to be undertaken and inherent risks, in particular identifiable high risk 
activities run by the School or arranged by the School with other groups or organisations. Written parental 
permission is also required for boarders who participate and attend high risk trips or activities. The 
signature of the Head of Boarding or a guardian will not be accepted for these visits. At point of sign-up 
staff should liaise with nurses and then with parents over any pupils who have physical and/or mental 
health requirements so that trip arrangements and reasonable adjustments can be considered and 
discussed. 
 
It is the responsibility of the EVC/Head of Juniors/Boarding Head to ensure that activities are led, managed 
and supervised by people of suitable competence and that leaders of some adventure activities hold 
nationally accredited qualifications as well being suitably and sufficiently experienced in the activity. An 
assurance should be gained that the staff of another organisation have been checked for suitability [DBS or 
equivalent] if they supervise the School’s pupils. 
 
It is the responsibility of the EVC/Head of Juniors/Boarding Head to seek advice as necessary, from the 
County Outdoor Education Adviser or an appropriately qualified technical adviser, when monitoring the 
management of risks for adventure activities. 
 
All School trips involve the completion of appropriate documentation. All trips include a personalised risk 
assessment for all of the activities (any use of generic risk assessments must be checked by the trip leader 
and EVC/Head of Juniors/Boarding Head and should have deleted irrelevant, or added in, any relevant, 
hazards). A risk assessment must include consideration of child to adult ratios, and the steps to be taken to 
remove, minimise and manage identified risks and hazards. 
 
Risk management training is available to all staff through Section 4.3 of the OEAP National Guidance. In 
addition the School’s H&S Manager is available to provide information and guidance on risk management. 
Trip leaders are reminded that “there is a legal requirement for suitable and sufficient control measures to 
be identified for any significant risks (ie. Those that may cause serious harm to an individual or harm 
several people)”. 
 
As part of trip risk management, it is the trip leader’s duty to contact tour operators or contract providers 
and to obtain copies of these providers’ risk assessments for what they are providing. Contractors and 
providers are responsible for assessing the risks of those parts of the visit appearing in the contract. 
Assurances should be obtained that this has been done and that their staff are competent to instruct and 
lead pupils. Where the EVC/Head of Juniors/Boarding Head does not feel competent to assess the validity 
of these assurances, advice should be sought from external bodies.  
 
It is recommended that where possible a member of staff who currently holds a valid First Aid certificate 
should be on any trips which are out of Cambridge or out of normal school hours. All trips should have a 
minimum of one “Medicines Trained” member of staff for the administration of medicines. If the trip 
involves Early Years Foundation Stage children at least one person with a current certificate in Paediatric 

http://oeapng.info/downloads


First Aid and Medicine Training must accompany the trip. It is a requirement that qualified First Aiders and 
Medicine Trained staff are among the staff on any adventure activities such as Duke of Edinburgh’s Award 
expeditions. It is the trip leader’s responsibility to include appropriately trained staff and to survey the First 
Aid requirements of a trip and to obtain the correct First Aid kit from the school nurses. It is also essential 
that there is at least one member of staff of each sex for any trips where the group is mixed. 
 
When planning an Adventurous Activity ie activity involving caving, climbing, trekking, skiing or water 
sports, the EVC will check that the provider holds a licence as required by the Adventure Activities Licensing 
Regulations 2004. They will check the providers’ risk management system, their staff qualifications and 
records relating to the use of safety equipment which will be provided for pupils participating in identifiably 
high risk activities in accordance with the recommendations of the appropriate national governing body or 
association for the sport or activity concerned. 
 
Supervision 
A trip leader has the responsibility to ensure that staff accompanying a school visit are competent and hold 
any relevant experience or qualifications for that visit if these are needed. They must ensure that young 
people are supervised in accordance with the principles of “Effective Supervision”, requiring them to take 
account of: 
• The nature of the activity (including its duration). 
• The location and environment in which the activity is to take place. 
• The age, gender (and developmental age) of the young people to be supervised. 
• The ability of the young people (including their behavioural, medical, emotional and educational needs). 
• Staff competence. 
 
Previous DfES publications have suggested the following “starting points”: 
• School years 1 - 3, 1:6 
• School years 4 - 6, 1:10/15 
• School years 7 onwards, 1:15/20 
Without special safeguards or control measures, these ratios will not be adequate 
to meet the needs of most residential or more complex visits. 
The Early Years Foundation Stage (EYFS) Statutory Framework no longer sets 
out different requirements for minimum ratios during outings from those required 
on site.  
 
As with other age groups, ratios during outings should be determined by 
risk assessment, which should be reviewed before each outing. 
A useful framework for assessing requirements for effective supervision is SAGED: 
• Staffing requirements – trained? experienced? competent? DBS checked? ratios? 
• Activity characteristics – specialist? insurance issues? licensable? 
• Group characteristics – prior experience? ability? behaviour? special and medical needs? 
• Environmental conditions – like last time? impact of weather? water levels? 
• Distance from support mechanisms at the home base– transport? residential? Overseas? 
 
Parents should be made aware if on any trip supervision will be “remote” ie Duke of Edinburgh’s Award 
expeditions . Reference to the requirements of remote supervision are to be found on the OEAP National 
Guidance on the OEAP National Guidance website  http://oeapng.info/downloads in section 4.2a Group 
Management and Supervision 
Duke of Edinburgh’s Award expeditions will also require a higher ratio of staff to pupils together with more 
competent and qualified staff and the letter of invitation to join the scheme should make it clear that teams 
will be “remotely supervised” during the expeditions. 
Appropriate former School staff and parent volunteers do not count as responsible adult supervisors on 
trips unless approved by the Head and after completing the relevant procedures for all volunteers working 
on behalf of the School. All volunteers, including parents, who are not current school staff can only 
accompany school trips, particularly in the case of any visit that requires direct contact between the 

http://oeapng.info/downloads


volunteer and pupils or overnight stays of any kind, after completing a full DBS check, Safeguarding and 
Prevent training and being on the school’s single central register. Spouses or partners of a member of staff 
supervising a visit may likewise only accompany a visit if they have been authorised to attend by the Head 
and have completed all the relevant procedures. 
 
 Adult volunteers who are parents of a pupil on the educational visit do not count in the staff: pupil 
supervision ratio. Teachers and support staff who are parents of a pupil on the visit should not be Trip 
leader or Assistant Trip Leader and do not count in the staff: pupil supervision ratio. 
 
The School ensures that all parents hosting foreign exchange pupils comply with relevant Government 
legislation or guidelines which can be found on the OEAP National Guidance website section7f “Exchanges 
and Homestays”.  
 
Preparation of Pupils for Visits 
 
Prior to any visit all trip leaders ensure that pupils are informed of activities which will be undertaken and 
brief pupils on the expectations of participation and behaviour on the visit. It is recommended that where 
possible pupils should be involved in the risk management planning of a visit as this can give valuable 
insight into any hazards that may occur and will contribute greatly to any pre-visit briefing.  
 
For residential visits abroad briefings for parents as well as pupils are organised. If parents/guardians are 
unable to attend they should email confirmation of having read and accepted the information relating to 
the trip, the activities and inherent risks which the trip leader will email to them or put on Parent Portal. In 
the Junior School this process is done via emailing information and presentations to the parents directly, 
who must acknowledge receipt of the documents. 
 
It is the trip leader’s responsibility to ensure pupils are informed of matters to do with money, equipment 
and appropriate clothing for a trip. Pupils will also be informed of what to do in an emergency and of 
procedures in events such as getting lost or approached from anyone outside the group. Pupils on any visit 
where remote supervision will be in place will be given copies of emergency procedures and informed fully 
what to do in any emergency situation and have the ability to contact at least one supervising member of 
staff. Pupils in the Junior School may wear a tag containing the phone numbers of the leaders and the hotel 
if appropriate.  
 
St Mary’s believes in being inclusive and will always try to accommodate girls with disabilities, special 
dietary needs or other conditions, but we will be guided by our medical advisors as well as by health and 
safety considerations. It is the responsibility of the trip leader to check that any venue/ location can cater 
for any children who may have special dietary/medical/ learning needs. Trip leaders should consult the 
School nurses for the pupil’s medical care plan to be fully aware of all the needs an individual may have, 
and may consult with the parents about the appropriateness of the trip and any additional complications 
which may arise from participation. They should do this as soon as the pupil has been signed-up for the trip 
so that there has plenty of time to consider and discuss any reasonable adjustments which may be required 
for their inclusion. 
Having consulted all relevant parties such as GP, Nurses, parents, guardians, the trip leader should decide 
whether or not to include a pupil for whom there is additional risk or for whom participation may expose 
them to situations which could exacerbate their issues. They should also take into account the impact the 
inclusion of such a pupil may have on the safety, well-being and activities the rest of the group will 
experience. 
 
 A copy of all participating students’ medical needs, GP & parents/guardians contacts is carried on offsite 
visits. This parental consent information MUST BE DESTROYED once the trip is over in line with GDPR. 
 
 
 



Communicating with Parents 
 
At the beginning of each academic year parents are requested to complete a generic consent form giving 
general consent to the visits and activities to be undertaken by their daughter during the year. The form 
also provides, on a single occasion, much essential information for staff planning educational visits and the 
school Secretary [Janet Bauld] provides this in collated form known as “Consent List”. In the Junior School, 
parents also complete the generic consent form and the pupil information is collated by the school 
secretary and passed to the form teacher.  Where there is a history of medical problems or a current 
medical issue, it may be appropriate for a trip leader to consult directly with parents for guidance. 
 
The trip leader asks consent for each offsite visit in a letter sent home to parents. This letter must be clear 
and detailed in setting out the activities and inherent risks involved – it is for the trip leader to satisfy 
themselves that the parents are giving “informed consent”.  For overseas residential trips pupils and 
parents must attend a pre-trip meeting, -see “Preparation of Pupils for Visits”. 
A formal letter will not be needed for local visits which take place during the school day, however, if trip 
leaders see fit, an email may be sent detailing information of any local visit taking place. If parents do not 
give consent for their child to take part in a visit then they must not be taken. 
 
Should there be an incident or accident of any nature on a school visit, it is expected that the trip leader will 
inform the relevant Senior Leadership Team contacts who will either contact the parent/ guardian on 
behalf of the trip leader or advise the trip leader to make contact. See Critical Incident Policy. The trip 
leader will also be responsible for completing an “Accident or Incident Report” and providing any other 
relevant documentation for the Health and Safety Officer. After the visit a review of procedures will take 
place in consultation with the EVC/Head of Juniors/Boarding Head. 
St Mary’s reserves the right in all school visits to alert parents if their child does not meet School’s 
expectations of behaviour, breaks the law in any way or has a medical complaint which concerns the trip 
leader. In this case the parent should collect their child as soon as possible in consultation with the trip 
leader. SLT will be informed of any decisions that results in a parent being asked to collect a child from a 
visit. 
 
Planning Transport 
 
Careful consideration will be given to transport for any School visit. For local trips, where possible, walking 
is recommended but must be very strictly supervised and the route chosen with care. When considering 
the method of transport for any School trip, staff will consider the following: 

• Pupil numbers 

• Destination 

• Ease of Parking (if using minibuses, coaches etc) 

• Route of a journey in its complete form to and from a venue 

• Cost to students 

• Ratio of staff needed – on minibuses it is recommended that on school trips 2 members of staff 
should be present 

• Insurance 

• Safety of staff and students 

• Contact with the general public 

• Driving hours (if applicable) 
 
Tour Operators and Transport Providers can be assessed against a Safety Management System Policy 
document available from NST Travel Group and externally verified and annually inspected by RoSPA. 
Staff are advised to ask for Risk Assessments from Transport providers and to familiarise themselves with 
the actions taken in event of breakdown or accident.  



Latest Government guidance on minibus use may be found at: 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/235099/guidance-
driving-school-minubuses.pdf 
Guidance regarding transport for offsite visits is available in the following sections of OEAP National 
Guidance 
4.5a Transport General Considerations.  
4.5b Transport in Minibuses  
4.5c Transport in Private Cars 
 
 
 
Insurance 
 
The School’s own insurance policy provides cover for educational visits. Additional cover will be taken out 
for trips abroad, adventure activities and if necessary for staff following consultation with the School 
Bursar.  
 
Details of insurance and the means by which claims can be made may be made available to parents in the 
trip letter or via a link. If for any overseas visit the Foreign Office advises against travel the trip must not 
take place and if it advises against travel to certain areas of the country the trip leader must contact the 
insurer to see if they will cover the visit or not. 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/235099/guidance-driving-school-minubuses.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/235099/guidance-driving-school-minubuses.pdf


Types of Visit 
At St. Mary’s educational visits are divided into categories: 
 

• Local whole/part day visits subdivided into “Cambridge Walking” and “Local Visit Requiring 
Transport” and other day visits. 

• Theatre Visits 

• Residential visits and Trips Abroad 

• Visits involving adventure activities 

• Duke of Edinburgh Award expeditions 
 
Each of these requires different levels of planning, risk management, supervision and leadership 
arrangements. The procedure for each type of visit that takes place is contained in the School Handbook. 
Along with these are copies of the relevant forms that must be completed before a visit. It is the policy that 
all trip forms must be completed and passed onto the EVC/Head of Juniors /Boarding Head no later than 72 
hours in advance of a visit taking place. The EVC/Head of Juniors /Boarding Head may cancel a visit (in 
consultation with the Head) if they feel adequate planning and preparation has not taken place.  
 
Staff must consider all risks and hazards on any type of visit and take appropriate action and put into place 
appropriate safeguards to maintain the health, safety and welfare of both staff and students. The 
EVC/Head of Juniors/Boarding Head may be consulted along with the Health and Safety Officer. 
 
Documentation for Offsite Visits 
 
Once the Head [SS or JS] has agreed to a proposed visit the EVC is informed via the Preliminary Approval 
Form which must be signed by 

•  The Assistant Head who holds the school calendar 

• The Head(s) of Year whose pupils are involved 
In the Junior School this form must be submitted to the Head of Juniors for sign off.   

   
The trip leader discusses the visit with the EVC/Head of Juniors and accesses the relevant forms on the Staff 
Work Directory under Educational Visits; 

• Educational Visits Preliminary Approval Form 

• Form A Daytrips and Residential trips  

• Form A1 Walking Visits in Cambridge 

• Form A2 Local Visit requiring Transport 

• Form B Accommodation checks for Residential visits 

• Form B1 Accommodation Security for Residential visits 

• Form C Outside Agencies  

• Form D Outdoor Activity Centres 

• Form E Theatre visits 

• Form F Finance details 
If a visit has not already been entered into the calendar before the beginning of the academic year, then 
the visit must be cleared via The Assistant Head AND relevant Heads of Year.  In the Junior School the trip is 
given permission to proceed by the Head of Juniors, and then entered into the school calendar.   
 
A leader’s checklist, generic risk assessment along with information forms for exchange/home stays and 
copies of “good practice” are provided for trip leaders in the Trips area of The Cloud to aid organisation. 
 
The Trip leader informs parents of the visit in a letter/email. Detailed information on all aspects of the visit 
including any inherent risk, must be provided to allow parents to grant permission on a fully informed basis. 
The letter should also request an update of any relevant medical or contact information provided by 
parents annually and collated by the School Secretary [Janet Bauld] in the Senior School and School 
Secretary in the Junior School.  

These Forms are on 
The cloud in Trips 
where there are links 
to H + S and other 
Risk Assessments. 



 
If the visit is overseas and residential then the letter invites parents/guardians to a pre- trip meeting and 
requires those unable to attend to email the school secretary when they have read and accepted the 
information posted via Parents Portal or emailed directly to them. In the Junior School this process is done 
via emailing information and presentations to the parents directly, who must acknowledge receipt of the 
documents. 
 
When planning and organisation are nearing completion the Trip leader fills in Form A or A1 or A2 giving 
full details of the arrangements for the visit. To this are attached  

• a list of participating pupils, 

• a full risk assessment  

• the “Consent list” of medical and contact details [which partly informs the risk assessment] or in 
the Junior School the information collated by the school secretary for the class teacher.  
 

If the trip is residential Form B and Form B1 are completed by reference to the accommodation viewed 
online or via phone/email to the provider. If Outside Agencies are providing some or all of the adventure 
activities then Forms C should be completed in addition to Form D for Outdoor Activity Centres. 
 
Theatre visits use Form E Theatre Visits and all visits should use Form F Financial Details to record income 
and expenditure and send this, completed to Accounts at the end of the trip. 
 
The Trip leader meets with the EVC/Head of Juniors who checks that all forms have been satisfactorily 
completed at least 3 school days before the trip takes place. 
 
The EVC/Head of Juniors ensures that the Trip leader has a copy of the document “Emergency Procedures 
at the Site of an Incident” and a card listing “Emergency contact numbers for SLT”  
 
Trips Abroad 
 
Trip leaders are expected to have carried out the appropriate check on tour operators and are encouraged 
where possible to carry out a pre-trip visit. All staff leading a trip abroad are expected to have read section 
7r OEAP National Guidance “Overseas Visits”. Staff should have photocopies of all pupils’ and 
accompanying staff passports and visas [if required] and their EHIC cards or insurance details if non-EU 
members. 
 
Staff with appropriate language capabilities should accompany the group where possible or suitable tour 
guides/ translators should be arranged prior to the visit.  
 
For trips abroad a pre-trip meeting must be held with parents attending. The letter of consent should make 
it clear parental attendance is expected and should include a reply to the meeting as well as for the pupil’s 
participation in the “trip and all activities” – which should be clearly set out in the letter. 
 
All material form the pre-trip meeting should be placed Parent Portal or emailed directly to parents and 
parents/guardians who do not attend must read the information and then send an email to the school 
secretary confirming their acceptance of the arrangements. In the Junior School this process is done via 
emailing information and presentations to the parents directly, who must acknowledge receipt of the 
documents. It is essential parents SIGN IN at the pre-trip meeting. 
 
 
The trip leader must satisfy themselves that parents/guardians have given “informed consent” and that the 
activities and risks inherent in the trip have been made as clearly and in as much detail as possible ie if 
remote supervision will take place. The management of the group should also be made clear including 
expectations of behaviour, meeting points, staff phone numbers which parents may use for emergency 
contact and so on.  



 
When planning and organisation are nearing completion, the Trip leader fills in Form A, B and B1, and if 
relevant, Forms C and D.  
 

• Form A gives full details of the arrangements for the visit;  

• Forms B and B1 are proof of accommodation checks for the visit; 

• Form C proof of checks of the Outside Agency being used to provide Adventure Activities 

• Form D checks Outdoor Adventure Activity Providers.  

• To these are attached a list of participating pupils,  

• “Consent List” of medical and contact information/ or form list in the Junior School 

• full risk assessment. 

• For overseas visits a copy of the Foreign Office website page indicating it is safe to travel to that 
country, signed and dated by the trip leader, should also be included. 

 
The monitoring of the completed forms by the EVC/Head of Juniors/Boarding Head, the checking of 
procedures and the provision of emergency arrangements including adequate contacts, are as for a day 
visit. 
During overseas residential trips the trip leader must complete a Daily Diary of all activities, including 
timings, in chronological order, any accidents or incidents, headcounts and the time at which the final 
bedtime check was made. The Diaries, kept by the nurses between trips, contain a Diary Checklist.  In the 
Junior School this information is kept in the Trips File located in the Staff Room.   
 
On return from an Overseas Residential trip the Trip Leader may complete an Evaluation Form, found in the 
Trip folder on the Cloud, detailing useful contacts, addresses etc to aid future trip leaders to this location. 
 
Visits involving Adventure Activities [Caving, Climbing, Trekking, Water sports] 
 
Initial approval is gained in the same way and the planning and organisation of the visit follows the same 
procedures. Trip leaders should read Section 7 “Adventurous Activities” on the OEAP National Guidance 
website. Where adventure activities are taking place, there must be risk assessments in place from the 
activity providers and instructors’ qualifications checked, in consultation with the EVC/Head of 
Juniors/Boarding Head. 
When planning and organisation of the visit are nearing completion, the group leader fills in Form A [and if 
residential, Forms B/ B1] C and D. Form C checks the Outside Agency providing the Adventure Activity and 
Form D provides proof of checks of the Outdoor Activity Centre being used. To these are attached a list of 
participating pupils, the Consent list of medical and parental contact information (or corresponding form 
list in the Junior School) and a full risk assessment. 
 
If the Adventurous Activity takes place overseas attendance at the Pre-Trip meeting is required for 
parents/guardians as well as pupils and those unable to attend must read the information posted/emailed 
by the trip leader on Parents Portal and email the school secretary to confirm their acceptance of the 
information and arrangements. In the Junior School this process is done via emailing information and 
presentations to the parents directly, who must acknowledge receipt of the documents. 
 
An Evaluation Form may be completed on return and filed electronically on the work directory and Form F 
Financial Details returned to the Accounts Office. 
 
Organisations can also be checked on the Learning Outside the Classroom [LOtC] organisation website to 
see if they hold this award and are compliant with certain safety checks and risk management procedures. 
 
 
 
 



Duke of Edinburgh’s Award Expeditions 
 
The same internal procedures are followed  - Form A, B and B1, Consent list, pupil list and risk assessment. 
Although trekking is an Adventurous Activity “An educational establishment running an expedition for its 
own pupils is exempt from Adventure Licensing” OEAP National Guidance Section 7b.  Expedition leaders 
should read section 7b in full. 
 
Due to the nature of expeditions it is essential that letters to parents make clear the inherent dangers - in 
particular those associated with terrain and weather, the need for good equipment, and acceptance that 
staff supervision will be “remote supervision”.  
 
Emergency Procedures 
 
It is the responsibility of the EVC/Head of Juniors/Boarding Head to ensure that group leaders are fully 
aware of emergency procedures.  
 
A hard copy of all documentation for any trip will be left at school in case of emergency. 
All members of St Mary’s Leadership Team [SLT] are sent a pdf of the documentation prior to the trips’ 
departure.  In the Junior School, a hardcopy of the documentation is filed in the Trip Folder in the staff 
room and an electronic copy is sent to the Head of Juniors. 
 
Contact telephone numbers for use in emergency throughout the visit by those on the visit [using school 
mobile phones] and those in school will be held by the Trip leader and by SLT. The Trip leader can carry a 
“Panic Card” outlining 'Emergency Procedures at the Site of an Incident’ and a list of emergency phone 
contacts for SLT. In the event of a serious emergency the School's Critical Incident Plan would be 
implemented. Clear instructions of what to do in emergency will be part of the briefing trip leaders give to 
both staff and students. 
 
The trip leader will carry a copy of the pupils’ medical/contact information on the visit which contains 
details of what medical treatment can or cannot be given to a pupil in an emergency. It is essential that at 
least one member of the accompanying staff is “Medicines Trained”. In any matter requiring outside 
medical assistance, SLT should be contacted immediately. This information MUST BE DELETED on return.  
 
Provision for Boarders 
 
This Policy pays regard to Standard 10 activities and free time of the National Minimum Standards for 
Boarding Schools which is concerned with boarders’ access to a range and choice of activities. It is our 
policy to provide a good range and choice of activities for boarders out of class time, throughout the year 
and both indoors and outdoors as appropriate. We ensure that Boarders have appropriate access to school 
sports, recreational and hobby facilities outside class time.  
 
This Policy also pays regard to Standard 11 Child Protection of the National Minimum Standards for 
Boarding Schools which is concerned with boarders’ safety and welfare at all times. Identifiably high risk 
activities provided for boarders are competently supervised and have adequate and appropriate safety 
measures. Risk assessments in relation to identifiably high risk activities for boarders are carried out, 
recorded in writing and reasonable measures are taken to minimise unnecessary risks.  
 
This Policy also covers any off-site short-stay accommodation arranged by the School for any of our 
boarders to ensure that the accommodation and supervision are satisfactory.  
When boarders are accommodated in hotels or Youth Hostels/campsites the trip leader will request a risk 
assessment of the building or site in advance of the visit. When boarders are accommodated in private 
households, the form collating the details of the host family (following guidance in the Outdoor Education 
Advisers’ Panel website) is requested ahead of the visit.   
 



 
Review Mechanisms 
 
Arrangements are in place to establish, monitor and review health and safety on trips and visits in order to 
meet satisfactory health and safety standards. 

• Monitoring of all visits by the EVC/ Head of Juniors/Head of Boarding 

• Compilation of records by the EVC/Head of Juniors/ Head of Boarding of visits, including reports of 
accidents and “near misses”  [note Nurses keep details of accidents on the Accident and Incident 
reporting Form but that EVC/Head of Juniors/Head of Boarding may attach a copy to the trip forms 
for reference] 

• Meetings, as necessary, between EVC, Head of Boarding, school nurses, Head of Juniors and the 
Health and Safety officer to implement any new regulations 

• Evaluation of visits to inform future visits and training needs  

• Annual contact between EVC, Head of Juniors and Alistair MacDonald [AMTV] to review policy, 
communications etc 

• Liaison with school’s insurers via Bursar. 

• Acting on Inspection comments  

• Implementing updates on the Outdoor Education Advisors Panel National Guidance website at 
http://oeapng.info/downloads    

 
 
Review of Policy 
 
The Senior School EVC, together with the Head of Juniors and Boarding Head are responsible for this Policy.  
Next review December 2020. 
 
Appendices: 

1. Educational Visits Preliminary Approval form 
2. Form A Educational visits- daytrips and residential trips 
3. Form A1 Walking visit in Cambridge 
4. Form A2 Local visit requiring transport 
5. Form B Accommodation Check 
6. Form B1 Accommodation Security 
7. Form C Outside Agencies 
8. Form D Outdoor Activity Centres 
9. Form E Theatre Visits 
10. Form F Finance Details. 
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