Famous People ● Risk assessment


Trips out checklist

Three months before the trip

· Choose dates for trip

· Check visit with senior management

· Make provisional bookings for location and transport

· Compile a budget for the trip

· Check insurance cover

One month before the trip

1 Send out a letter to parents outlining dates, cost and equipment needed. This letter may need to request parental assistance with trip supervision. It is recommended that any parent accompanying the children has CRB/list 99 clearance.

2 Ensure that the school visits coordinator has checked the letter before sending it out.

3 Check the accessibility of route/venue.

4 Where possible do a pre-visit inspection. (Most locations will offer this for free.) On a local trip you may need to check the location of nearest toilets, places to eat, rest, and minibus parking.

5 Make sure the school is made aware of any cover requirements necessitated by staff supervision of the visit. 

6 Draw up a risk assessment for the trip.

7 Where your group includes children with special needs check that you have the staffing levels and experiences appropriate to meet these needs.

8 Discuss the trip with any staff/parents who will be helping.

One week before the trip

1 Telephone the trip location, coach company, and other people or organisations involved in the visit to confirm exact times and numbers.

2 Give an information sheet with points of contact, a mobile phone number and times of departure and arrival to relevant members of senior management.

3 Compile a list of medical information about pupils attending the visit. 

4 Divide the group between the supervising adults and have a list of names and any special requirements of pupils for each of the supervising adults.

5 Arrange a brief meeting with the staff and parents helping to outline the purpose of the visit, finalise the times plans and discuss any special needs of pupils attending the visit.

6 Check that all parental consent forms have been received.

The day before the trip

1 Photocopy activity sheets and adult cue sheets.

2 Collect clipboards or any other necessary equipment.

3 Put together a folder containing all the documentation for the trip, including emergency contact numbers, insurance documents, medical information and names of pupils attending.

4 Make sure you have a first aid kit appropriate to the nature and duration of the activities you will be undertaking.

NB: Letters providing information or asking for consent for school trips should always go via the head or other senior staff member. If you are planning a one-day trip, or a visit to somewhere local, you may find that a letter of parental consent is unnecessary. The school may have asked parents to sign a form at the start of the school year for permission to take pupils off site for educational purposes. If this is the case, parental consent is implied, and only those parents who have specifically asked to be informed of the details of each visit need be informed by letter.

Risk assessments

Sample letter

Date

Child's Name............................................................................................. Class.......................

Title of trip

Dear Parent/Guardian

In support of the school’s History Focus Week a trip has been arranged to take place on …………

The Year …………. children will be visiting ………………... ……………... ……………...

We will be travelling by …………..

We will leave school at ….. and return at …….

The trip will include the chance for the children to ………………….

Please can you make sure that children have brought suitable outer clothing and footwear.

The children will require a packed lunch. All children normally in receipt of free school meals will be provided with a packed lunch and a drink.

A voluntary contribution of £…… is being asked for to cover the cost of the trip. Although payment is voluntary, we regret to say that if sufficient funds are not received by ……… the visit will have to be cancelled.

If you are willing for your child to take part in this trip please complete the attached permission slip and return it to school as soon as possible.

Yours sincerely



Child's Name............................................................................................ Class....................... 

Title of trip

I will/will not allow my child to take part in the above educational visit.

I enclose a voluntary contribution of £………towards the cost of the trip.

Should the necessity arise, I agree to the person in charge of the party giving consent on my behalf for an anaesthetic to be administered, or for any other medical treatment to be given.

I will/will not be available to help with supervising the children on the trip.

I do/do not have current CRB/list 99 clearance.

Signed......................................................................................................... Date.......................

(Parent/Guardian)

Sample Risk Assessment 1

	Area of risk:
	School visit to a venue within walking distance of the school


	Assessment performed by:
	Headteacher/School Safety Officer/Other

(delete as appropriate; if ‘other’ please specify)


	Workplace:
	(enter name of school)


	Employer:
	LEA/Governing Body (delete as appropriate)


	Identified hazards
	Estimated level of risk

	
	High
	Medium
	Low

	1. Pupil-teacher/parental helper ratio
	
	
	

	2. CRB/list 99 clearance for helpers
	
	
	

	3. Pupils aware of the rules of the visit especially road safety
	
	
	

	4. Pupil security
	
	
	

	5. Pupil allergies
	
	
	

	6. First aid kit
	
	
	

	7. Pupil medications e.g. inhalers for asthma sufferers
	
	
	

	8. Mobile phone for emergencies
	
	
	

	9. Minor accidents
	
	
	

	10. Uneven surfaces such as pavements
	
	
	

	11. Appropriate insurance cover in place
	
	
	

	Persons at risk:
	Pupils
	
	Staff
	
	Parents
	
	Parent helpers
	
	Visitors
	
	Contractors
	

	Control measures already in operation:
	1. Health and Safety Policy

2. Security Policy

3. Policy for Off-site School Visits

4. Named group leader and named first aider

5. Pupils and parent helpers aware of the rules of the visit 

6. Equipment checklist in place to cater for educational visits

7. Notified local police of planned visit

8. Insurance arrangements checked and in place

	Measures required but not yet in operation:
	

	Employees informed of risk assessment via:
	Risk Assessment Handbook 

	Employees report newly-identified hazards via:
	Written notification to the Head/Safety Officer/Other (delete as appropriate; if ‘other’ please specify)

	Assessment frequency:
	Normally once a year

	Date of next assessment:
	

	Signed:
	
	Date:
	


Sample Risk Assessment 2

	Area of risk:
	School visit to a venue not within walking distance of the school


	Assessment performed by:
	Headteacher/School Safety Officer/Other

(delete as appropriate; if ‘other’ please specify)


	Workplace:
	(enter name of school)


	Employer:
	LEA/Governing Body (delete as appropriate)


	Identified hazards
	Estimated level of risk

	
	High
	Medium
	Low

	1. Pupil-teacher/parental helper ratio
	
	
	

	2. CRB/list 99 check for accompanying adults
	
	
	

	3. Children understand the rules of the visit including behaviour whilst using means of transport
	
	
	

	4. Children’s security
	
	
	

	5. Traffic/road safety rules
	
	
	

	6. First aid kits
	
	
	

	7. Qualified first aiders
	
	
	

	8. Children’s medications e.g. inhalers for asthma sufferers
	
	
	

	9. Emergency contact list
	
	
	

	10. Mobile phone for emergencies
	
	
	

	11. Extremes of weather
	
	
	

	12. Minor accidents
	
	
	

	13. Uneven surfaces/slips, trips and falls
	
	
	

	14. Site specific hazards (please list)
	
	
	

	15. Appropriate insurance cover in place
	
	
	

	Persons at risk:
	Pupils
	
	Staff
	
	Parents
	
	Parent helpers
	
	Visitors
	
	Contractors
	

	Control measures already in operation:
	1. Health and Safety Policy

2. Security Policy

3. Policy for Off-site School Visits

4. Named group leader and named first aider

5. Pupils and parent helpers aware of the rules of the visit 

6. Equipment checklist in place to cater for educational visits

7. Notified local police of planned visit

8. Insurance arrangements checked and in place

	Measures required but not yet in operation:
	

	Signed:
	
	Date:
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