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‘Well-managed school trips and outdoor activities are great for children. Children won’t learn about 
risk if they’re wrapped in cotton wool.’ 

• School trips have clear benefits for pupils, and large numbers of successful visits and 
outdoor learning activities take place each year.  

• Misunderstandings about the application of health and safety law may, in some cases, 
discourage schools and teachers from organising such trips. These misunderstandings stem 
from a wide range of issues but may include frustrations about paperwork, fears of 
prosecution if the trip goes wrong, and the belief that a teacher will be sued if a child is 
injured.  

• HSE wants to encourage all schools and local authorities to remove wasteful bureaucracy 
imposed on those organising trips and activities – so that focus is on how the real risks

 
are 

managed and not on the paperwork.  

• Learning outside the classroom helps to bring the curriculum to life – it provides deeper 
subject learning and increases self-confidence. It also helps pupils develop their risk 
awareness and prepares them for their future working lives. Striking the right balance 
between protecting pupils from risk and allowing them to learn from school trips has been 
a challenge for many schools, but getting this balance right is essential for realising all 
these benefits in practice. 
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https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
https://www.gov.uk/government/publications/health-and-safety-on-educational-visits/health-and-safety-on-educational-visits
https://www.abi.org.uk/products-and-issues/topics-and-issues/coronavirus-qa/
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http://www.rospa.com/rospaweb/docs/advice-services/road-safety/practitioners/minibus-code-of-practice.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/335111/DfE_Health_and_Safety_Advice_06_02_14.pdf
http://www.hse.gov.uk/services/education/faqs.htm#school-trips
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Date(s) of proposed trip/activity:  

 

Party leader………………………………… Year group(s) involved  

 

Places to be visited:  

 

Purpose of visit and specific objectives:  

 

Age range of pupils…… No. of pupils…….. Staff/pupil ratio…….. 

 

Accompanying staff:  

 

Date and time of departure  

 

Date and time of return 

 

Transport arrangements: 

 

Proposed cost: 

 

Party Leader confirms that they have received and reviewed (if applicable) the educational site’s 

COVID risk assessment and is confident and satisfied that increased and relevant mitigations 

have been put in place by the site to make it ‘COVID secure’. (Please attach site’s risk assessment 

to this form) Party Leader also confirms that they will ensure adherence to Stover School’s 

‘Whole school COVID risk assessment,’ in terms of travel and transport in travelling to and from 

site, and during site visit. 

 

Signed by (party leader) ……………………………………………. 

 

Approved/Not approved by Educational Visits Coordinator…………………………………… 

 

 
 

FORM 1  

Proposed Educational Visit – Approval Form 

Not all sections will be relevant to every proposed visit 
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Further documentation required (if trip is approved): 

Form 2 (pupil list and procedure check)  

Form 2a (residential/activity trip details)  

Form 4a (Parental consent letter)  

Form 4b (Detailed risk assessment)  

Form 5 (School trip evaluation form)  

Form 6 (Medical Update and Emergency Medical Treatment Consent Form)  

Full ‘Expeditions Pack’  
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FORM 1a Initial Risk Assessment 
 

Risk Assessment for: ……………………………………………………………………………. 

Risk Assessment total score:  ………….       Date of trip:  …………………..……………… 

Party Leader:  …………………………………………………………………...……………….. 

Signed by (Deputy Head SS or Head of SPS) …………………………………………….…………. 
   The Activity The Individuals The Activity Leader   The Environment Access to First Aid External Factors 
   1    2   3    4    5 1   2    3    4    5 1    2    3    4    5 1    2    3    4    5 1    2    3     1   2   3    4    5 

                                    
 

1.  Within the everyday 
experience of the 
individuals 

Very experienced 
appropriate level of 
competency in this 
activity. 

Experienced and 
qualified at the 
appropriate level. 

Urban or rural with 
hazards that are 
predictable. 

First Aid Box 
Trained Staff 
Access to 
Emergency Services. 

Weather 
appropriate to the 
activity, any change 
will have no adverse 
effect on the group. 

2.  Outside the 
everyday experience 
of the individuals 
but the tasks have 
familiar aspects. 

Experienced in this 
form of activity. 

Minimal 
qualifications. 

Urban and rural with 
hazards that change 
quickly. 

First Aid Box only 
and access to 
Emergency Services. 

Weather 
appropriate to the 
activity, any change 
will have minimal 
effect, but will not 
affect safety. 

3.  Outside the 
everyday experience 
of the individuals. 

Some experience at 
an introductory 
level.  No 
competency.  Age 
appropriate for the 
activity. 

Weak qualifications. Overnight stays. First Aid Box only. Weather change 
could lead to 
problems if the 
group is not 
adequately 
prepared by training 
or equipment. 

4.  Outside the 
everyday experience 
of the individuals 
but training has 
been given. 

Some experience at 
an introductory 
level.  No 
competency. Age 
not appropriate for 
the activity.  

Some experience 
but no 
qualifications. 

Close proximity to 
water, cliffs, or 
other dangerous 
topographical 
features.  

 Weather change 
could lead to serious 
problems if the 
group has not 
achieved a level of 
competency in the 
activity or is not 
adequately 
equipped. 

5.  Outside the 
experience of the 
individuals with no 
similar aspect 
training etc. 

Absolute novice no 
experience of the 
activity and / or has 
special needs. 

No experience of 
the activity in a 
leader capacity, 
some experience as 
a participant. 

Travel to other 
countries. 

 
 

Weather change 
could have serious 
repercussions for 
the group. 
 

 

A
ss

es
sm

en
t 

6 – 10 
LOW RISK 

 

11 – 19 
MEDIUM RISK 

 

20 - 25 
HIGH RISK 

 

26 - 30 
UNACCEPTABLE RISK 

 

D
ef

in
it

io
n

 

The possibility and nature of 
an accident occurring are 

not substantially different to 
those encountered in every 

day experience. 

The hazards encountered 
are outside the group’s 

experience but by adopting 
principles of safe practice 
should bring them to an 

acceptable level. 

The hazards encountered 
are either extreme or very 
much beyond the everyday 

experience of the group.  
The repercussions of an 
accident could lead to 
serious consequences. 

The hazards encountered 
are far beyond the 

experience of the group and 
the Party Leader. 

 If on the day of the trip there is any new additional potential risk e.g. bad weather, contact the 
Head/Deputy Head or Head of SPS before proceeding. 
 
Contact telephone numbers: School Office 01626 354505  
R Notman: 07738 732300 B. Noble 07436266200  J Stone: 07775 898561   
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Date(s) of proposed trip/activity …………………………………………………………………………………………… 

 

Destination …………..………………………………………………………………………………………………………………. 

 

Purpose of Trip …………………………………………………………………………………………………………………….. 

 

Departure time ……………………………………… Return time ……………………………………………… 

 

Party leader ………………………………………..... Year group(s) involved ………………………………………… 

 

Contact Telephone number ………………………………………………………………………………………………….. 

 

Accompanying staff ………………………………………………………………………………………………………………. 

 

Total number in party:   Adults:    Pupils: 

 

Transport details and contact details ……………………………………………………………………………………. 

 

……………………………………………………………………………………………………………………………………………… 

 

First Aid pack ordered/collected ……………………………………………………… 

 

Packed lunches ordered ………………………………………………………………….. 

 

Tickets/bookings organised …………………………………………………………….. 

 

Risk assessment(s) completed ………………………………………………………….  

 

Letter sent to parents …………………………………………………………………….… 

 

  

FORM 2 

Details of Agreed Trip 

NB Not all sections will be relevant to every trip 
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Details of pupils involved 

 Name Contact phone no. Specific medical issues 

1    

2    

3    

4    

5    

6    

7    

8    

9    

10    

11    

12    

13    

14    

15    

16    

17    

18    

19    

20    

21    

22    

23    

24    
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Date(s) of proposed trip/activity …………………………………………………………………………………………… 

 

Party leader ………………………………………..... Year group(s) involved ………………………………………… 

 

Programme of activities ..………………………………………………………………………………………………………. 

 

………………………………………………………………………………………………………………………………………………. 

 

………………………………………………………………………………………………………………………………………………. 

 

………………………………………………………………………………………………………………………………………………. 

 

Organising company/agency (if applicable): ...………………………………………………………………………. 

 

………………………………………………………………………………………………………………………………………………. 

 

Adventure Activities Licensing Authority licence reference ………………………………………………….. 

 

Accommodation to be used: name ………………………………………………………………………………………. 

 

address ……………………………..…………………………………………………………………………………………………. 

 

………………………………………………………………………………………………………………………………………………. 

 

telephone ……………………………………………………………………………………………………………………………… 

 

Name of Head of centre ….……………………………………………………………………………………………………. 

 

Insurance details ………………………………………………………………………………………………………………….. 

 

………………………………………………………………………………………………………………………………………………. 

 

Risk assessment completed and included ………………………………. 

FORM 2a 
Residential/Activity Trip 

Details of Agreed Educational Trip 

Not all sections will be relevant to every proposed visit 
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Trip to:  ………………………………………………………………….................  
 
Date:  …………………………………………. 

Transport 

Risks identified People involved Action 
Travel on minibus or 
coach 

Staff and pupils All pupils are to wear seat belts and are checked prior 
to journey.  
Pupils to remain in seats throughout the journey. Loud 
noises that are likely to distract the driver are not 
allowed and pupils are warned about this.  
Bags should not be left in the aisles. 
Count and register each pupil by name each time the 
coach sets off. 
Pupils told duration of any stop and time of departure. 
Pupils allowed in groups of 3 at service stations etc. 
with staff base in café. 

Behaviour on minibus or 
coach 

Pupils Pupils are to be warned about the need for good 
behaviour and that the driver should not be distracted.  
If distractions occur the coach will be stopped.   
No litter is allowed. 

Accident Staff and pupils Minor accident : first aid kit is carried on coach. Mobile 
phone is carried by party leader. 
Major accident: phone emergency services and Stover 
School. Sufficient staff available to accompany those 
affected to hospital. 

Boarding coach Staff and pupils Coach will always be parked so that pupils board coach 
from pavement side or where possible a car park. 
Register pupils. 
Check all luggage has been packed, if applicable 
Check pupils have any medicines or inhalers necessary.  

Unloading coach Staff and pupils Coach will park where possible in a car park or if not, on 
pavement side of road so there is no risk from passing 
traffic. 

Emergency contact 
numbers 

 Executive Head Teacher 07738 732303 
Deputy Head 07775 898561 
Head of Preparatory School 07828 588667 

  Senior School: 01626 354505 
SPS: 01626 331451 

FORM 4b Detailed Risk Assessment 
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 ACTIVITY 
 

Risks identified. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

People involved 
 
 
 

Action 
 
 
. 
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FORM 5 
 

School Trip Evaluation Form 
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FORM 6 

 
Medical Update and Emergency Medical Treatment Consent Form 
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