
 

 

External Visits Policy 
PART ONE: INFORMATION FOR 

PARENTS/GUARDIANS 

 

1. Introduction 

1.1. This policy is applicable to all pupils, including EYFS. 

1.2. Ripley Court School places great value on educational visits for all its pupils, including 
the very youngest, recognising that they provide a unique opportunity to enhance the 
curriculum and to extend and support class-based work. Each visit is different. Some 
are directly related to the curriculum, some are designed to promote social 
awareness, or to enhance physical skills, self-reliance and team working.  Others will 
extend children’s knowledge and understanding of the world. 

1.3. Staff regularly take pupils on day visits to historic sites, museums, galleries, natural 
features and  farms to support the curriculum in History, Art History, Geography, 
English and Science. The School runs a ‘trips week’ every year, where pupils have a 
combination of onsite and offsite activities. Residential visits also take place during 
this time. In Nursery and Reception, there are day visits as part of activities week. 
Staff do not take EYFS or KS1 children on overnight or overseas visits. 

1.4. The School has appointed an Educational Visits Co-ordinator (EVC). The EVC will 
be responsible for the co-ordination of school visits and activities to ensure they are 
organised in line with this policy. The role holder will ensure that the School meets 
the legal requirements with regard to the administration, health & safety and 
organisation of off-site and educational visits. 

1.5. The School’s Behaviour Management and other relevant policies apply equally to 
periods of time spent away from the School site. 

2. Supervision 

2.1. Appropriate staffing levels, close supervision and proper protective clothing are 
essential for even the shortest of excursions. The children are always briefed in 
advance about the visit and of the standards of behaviour which we expect. At the 
start of the visit, children are briefed about what to do if they get lost. (Given a card 
with the School mobile phone number and the name of the School on it.) 

2.2. For all walks within the enclosed school grounds, the children are supervised by their 
Teacher (and a Teaching Assistant if appropriate).  



 

 

3. Staff Ratios and Responsibilities 

3.1. Staff ratios will be informed by risk assessment but generally, the ratio is 1:4 for 
Nursery, 1:6 for Reception to Year 2 inclusive, at least 1:8 in Year 3 and 1:10 for 
Years 4-6. There is always at least one Teacher or Manager, one of whom will have 
been designated in charge of the visit (Group Leader). At least one member of staff 
on every offsite visit is qualified in paediatric first aid. Volunteers are checked with the 
DBS and are thoroughly briefed about their roles beforehand, but are never left alone 
with children. Volunteers are not counted in the staffing ratios. 

4. Consent  

4.1. The School must always obtain written consent from parents/guardians for Nursery 
age children whenever a child will be taken off-site.  If this is not provided, then the 
School is unable to take the child off-site.  

4.2. For children over Nursery age, written consent is not required for most visits which 
form part of the curriculum. Instead, parents/guardians are asked to sign a “blanket” 
consent form which covers most activities.  For example, visits to Reed’s as part of 
our Enrichment Programme, sporting matches, walks into Ripley village etc. 

4.3. The School will require parents’/guardians’ specific individual written consent via a 
Microsoft Form, if it is to take a child on a visit that involves an overnight stay, 
collection from a different venue, an overseas visit or extra cost to parents/guardians.  
Please note that the School will be unable to take a child on this type of visit without 
such a completed and signed consent form.  The form will be sent well in advance 
and must be returned to the School by the deadline stipulated for that visit. See also 
paragraph 5.5 below. 

5. Information on Planned Visits and Activities 

5.1. The school calendar on the website lists the visits that are due to take place over the 
coming term together with a list of planned home and away sports fixtures. 
Parents/guardians will always be notified in advance: 

 if your child has been selected for a sports team. We welcome family and friends 
at matches, both home and away, subject to any restrictions. Only Assistance 
Dogs1 are permitted on any games field. 

 
1 The Equality Act lays out that in relation to protecting the rights of a disabled people when 
accessing private hire transport, an assistance dog means:(a) a dog which has been trained to 
guide a blind person; 
(b) a dog which has been trained to assist a deaf person; 
(c) a dog which has been trained by a prescribed charity to assist a disabled person who has a 
disability that consists of epilepsy or otherwise affects the person’s mobility, manual 
dexterity, physical coordination or ability to lift, carry or otherwise move everyday objects; 
(d) a dog of a prescribed category which has been trained to assist a disabled person who has 
a disability (other than one falling within paragraph (c)) of a prescribed kind. 

 



 

 if your child is going to be out of school during the school day (e.g. to visit a 
museum, nature reserve, historic site etc.).  

5.2. The School sends details of planned visits and activities well in advance to all 
parents/guardians of the relevant year group or cohort.  This will include information 
such as destination, timings, clothing requirements, additional cost etc. 
Parents/guardians should notify the school on receipt of this information if they do not 
wish their child to be included otherwise any additional costs will still be charged. 
Parents/guardians should note that costs will still be charged  when a child does not 
attend for any other reason including due to sickness, medical appointments etc.  

5.3. For certain visits parents/guardians will need to complete an additional consent form.  
This form will include providing emergency contact details, any medication required 
to be administered by staff during the day and agreement to the billing of additional 
costs.   

5.4. Parents/guardians who opt for these visits may also be invited into the School for a 
full briefing before their child departs on a visit that involves an overnight stay, either 
in the UK or overseas or on a day visit abroad, which may involve a very early 
departure and a late return. 

5.5. For overseas travel, children will be required to have their own passports and a GHIC 
card (for some countries, an unexpired EHIC card), even if additional Health 
Insurance is provided. Parents/Guardians will be responsible for ensuring that the 
passport is valid for travel and meets the criteria required for the destination country. 
Failure to ensure this will prevent the child from travelling and no refund will be 
provided. 

5.6. Children are expected to go on residential visits, however, parents/guardians may 
choose not to consent to the visit. Any exceptions must be discussed with the 
Headmaster. Where a child does not attend the residential visit, wherever possible, 
a suitable alternative arrangement will be made in consultation with the School. 

5.7. Children are not allowed to bring mobile phones on school trips unless agreed with 
the School in advance. The Headmaster will consider requests in special 
circumstances, for example, in order for a pupil’s medical needs to be monitored via 
an app on their phone. Any child who brings a mobile phone on a trip without the 
suitable permission, will have it confiscated by staff.  

 

6. Safety 

6.1. Safety is a top priority for the School. Parents/guardians are expected to support the 
School in ensuring that their child follows the instructions given either by a member 
of staff, or by a qualified instructor, and uses the proper equipment. We reserve the 
right to send any pupil home early at their parents’/guardians’ expense, if they 
misbehave or decline to follow instructions given. This may include the need to send 
more than one member of staff to collect the child in certain circumstances. Parents 
may, at the discretion of the School, be required to collect their child in person from 
the visit location. 



 

6.2. At least one member of staff with a current paediatric first aid certificate will 
accompany all offsite visits/activities. Where visits include an overnight stay, at least 
two members of staff with a current paediatric first aid certificate will be required. 

6.3. Where a visit includes an overnight stay, at least two members of staff with training 
in the administration of medication will be required. Their role will be to administer 
prescribed medicines and over the counter medication only. The School will not 
administer items such as vitamins and supplements etc. unless prescribed by a 
medical practitioner where proof of this is provided in advance. Further details are 
available in the School’s First Aid and Administration of Medication Policy. 

6.4. Where a pupil has been prescribed medication in relation to an allergy or other 
relevant medical condition, such as an autoinjector or inhaler, this must be either 
carried by the pupil or by a member of staff in order for the pupil to take part in the 
trip.  If this item is forgotten on the day, parents will be contacted. If the item cannot 
be brought to school prior to the departure of the trip, the pupil will need to remain at 
school and may not take part in the trip. 

 

PART TWO: INFORMATION FOR STAFF 

 

7. Introduction 

7.1. The School has a large number of visits and out of school activities, which are an 
important part of its educational ethos. The School expects that every member of its 
staff endorses the educational value of activities outside the classroom. It strongly 
encourages everyone possible to participate in them, and to help with the 
arrangements.  The School welcomes suggestions from all staff for new visits and 
activities. 

7.2. The Head of Upper School and Head of Little Court (including Nursery) co-ordinate 
visits for their section of the School, in consultation with Heads of Department. They 
support the Headmaster in the process of approving visits, ensuring that they are 
spread through the different age groups and do not disturb the curriculum. There is 
inevitably a concentration of these during the last part of the Summer Term, 
particularly during “trips week” when exams have finished and the weather is at its 
best. 

8. Role of the Group Leader  

8.1. The Head of Section will nominate the Group Leader.  A Deputy Leader may also be 
nominated for visits of extended duration.  They may not hold the same qualifications 
as the Group Leader, but are nevertheless capable of taking over that role, if 
necessary. 

8.2. The Group Leader will have had previous experience of accompanying visits before 
organising one for themself. The Group Leader will either hold a valid Paediatric First 
Aid Certificate or will ensure that another member of staff accompanying the visit 
holds one.  



 

8.3. Every visit, however local, or short, must be planned in advance by the Group Leader. 
Outline plans and proposed dates should be agreed at least a term in advance.  
Where there is the likelihood that staff from other classes/year groups or parent 
volunteers will be required, at least a term’s notice must be given so that alternative 
arrangements/DBS checks can be obtained. Where third party provided transport is 
required this must also be organised a term in advance via the online booking system. 

8.4. The Head of Section will instruct the Group Leader ad hoc in conducting risk 
assessments (See paragraph 11 below), emergency procedures, the school’s 
insurance cover, budgeting for visits and the circumstances under which a visit might 
be terminated or curtailed, for instance if weather or sea conditions suddenly 
deteriorate. 

8.5. The Head of Little Court (including Nursery) or The Head of Upper Court (as 
appropriate) as well as the Receptionists should be consulted about individual 
children’s special and medical needs. Advice should be obtained on any 
arrangements that may be required for a pupil’s individual and special medical needs. 

8.6. The Group Leader should inform the Bursary if tickets and transport need to be 
reserved. 

8.7. The Head of Little Court (including Nursery) is responsible for approving all requests 
for visits undertaken by Nursery and EYFS. 

9. Actions for the Group Leader 

9.1. The amount of advance preparatory work needed will obviously vary considerably 
with the type of activity. Repeat visits and shorter visits will need less planning, and 
can be arranged at shorter notice, though it is always desirable to give parents as 
much notice as possible. Visits during school holidays are exceptional and require 
considerable advance planning. 

9.2. Detailed check lists are designed to cover all the planning that the Group Leader 
needs to undertake for a longer/overseas type of visit.  They are designed to be as 
comprehensive as possible. These check lists should be obtained from the EVC. 

10. Risk Assessments 

10.1 Safety is our top priority. All Group Leaders MUST conduct risk assessments on the 
potential hazards involved in a visit or activity that they are planning. These risk 
assessments must: 

 Identify the potential hazards of the place being visited. 

 List the groups of people that are especially at risk from the significant 
hazards 

 List existing controls or note where the information may be found 

 Consider how staff would cope with hazards which are not currently identified 
or fully controlled. 

 Consider the staff to pupil ratio 



 

 Be continually monitored throughout the visit. 

 Be put into writing using the established template. 

 Be reviewed after the visit to ascertain if any changes are required 

10.2 Professionally operated licensed activity centres and tour operators specialising in 
School visits will often conduct their own assessments. The Group Leader should ask 
for copies of these risk assessments and these can be used to supplement the 
School’s risk assessment.  Risk Assessments carried out by the School for previous 
visits can generally be used as a starting point but must be fully reviewed and updated.  

10.3 All Risk Assessments must be reviewed and approved in advance by the Educational 
Visits Co-ordinator or Headmaster. Once approved, these should be uploaded to the 
Risk Assessment Drop Box. Further information is available in the School’s Risk 
Management Policy and advice is available from the Compliance Manager if required.   

11. Staff/Pupil Ratios 

11.1 The DfE recommended staff to pupil ratios for visits and off-site activities is: 

Pupil’s Year Group Staff to Pupil Ratio 

Nursery & Transition 1:4 

Reception, Years 1 - 3 1:6 (higher ratio for under 5’s) 

Years 4-6 1:10 

 

11.2 Please note that although this is only a recommendation, and it may be neither 
possible nor necessary to maintain this, particularly on short visits, it is the base 
starting point. Staff ratios may be supplemented by suitably checked adults who will 
be paired with an experienced member of staff. Use of parents/guardians to 
accompany a trip on which their child is a participant should be avoided unless they 
are 1:1 with their own child. Should the use of parents/guardians be unavoidable, risks 
must be carefully considered, discussed with the Headmaster in advance and 
documented in the risk assessment. 

11.3. Deviation from the minimum ratios will be clearly considered and documented.  
The needs of pupils will be examined carefully, especially considering the needs of 
pupils requiring additional support e.g. 1:1 supervision. Where a dedicated 1:1 
supervision is required for a pupil, this member of staff and pupil will not be considered 
in the general Staff to Pupil Ratio. Ratios must be considered as part of the risk 
assessment process and any deviation from the above fully documented. 

12. Head Counts 

 12.1 The Teacher in charge conducts, or arranges for another Teacher or Teaching 
Assistant to take a register of the children (recording the fact that they have done 
so): 



 

 Before leaving School 
 (If applicable) On sitting down in the coach 
 On arrival at the destination 
 At major transition points, such as moving from one area to another, toilet breaks 

etc. 
 On leaving the destination 
 On arrival back at the School (if applicable, before the coach leaves the School) 

12.2 When walking, the children should walk in pairs, with one adult at the front and one at 
the back. Any additional adults should spread themselves throughout the group 
unless they are 1:1 with a specific child. Children are reminded about basic road safety 
and of the expected standards of behaviour. When travelling by coach, a member of 
staff will check that all the pupils are sitting properly and wearing their seat belts. 

13. Missing Child Policy 

13.1 Procedures are structured to ensure that a child going missing does not happen; 
but if a child is missing either from school, or on a visit, staff follow the 
procedures set out in the Missing Child policy, which can be viewed on the 
School’s web site and is made available to staff via the Sharepoint site. 

14. First Aid Kit  

14.1 The Teacher in charge takes a first aid kit, details of pupils medical needs and 
allergies, list of emergency contact numbers, any specific medication and a mobile 
phone on every outing.  

14.2  Refer to paragraphs 6.2 and 6.3 for information on staffing requirements for paediatric 
first aid staff and administration of medication. Refer to paragraph 8.5 for information 
on obtaining details of pupil’s medical needs. 

15. Delay 

15.1 The Teacher in Charge will ring the school if there is any delay, for example, because 
of heavy traffic. The School Office will contact the parents/guardians to warn them of 
a delay or a message via SchoolBase will be sent. A message will also be sent to all 
school staff. 

16. Personal Liability and Insurance 

16.1 The law places the Group Leader “in loco parentis”.  It is their responsibility to “act as 
any reasonably prudent parent would do in the same circumstances”. Staff who take 
part in visits and activities outside school may feel concerned about the possibility of 
being held personally liable if an accident should occur. However, they can be assured 
that the school, as their employer will always stand behind them in the unlikely event 
of an accident occurring, provided they have exercised reasonable care and followed 
the School’s guidelines.  

16.2  Ripley Court School has £5M of Employers’ Liability Insurance and  £25M of Public 
Liability insurance, as well as a group travel policy that covers most visits inside the 



 

UK and overseas. A copy of the School’s or relevant travel insurance should be taken 
on all residential visits. 

16.3 These policies cover most school visits, but may not cover adventurous holidays. Any 
member of staff organising an adventurous or hazardous activity (such as climbing or 
skiing) should therefore check via the Bursar & Director of Operations whether the 
activity is covered by the School’s Policy.   

17. Use of Private Cars 

17.1  It is School policy not to transport pupils in private cars belonging to staff2. Using 
minibuses to transport nursery children requires special permission.   

18. School Minibuses 

18.1  No one should drive the School minibus unless they have been licensed as a minibus 
driver, undergone the training provided, completed the 12 monthly check for driving 
convictions and given this and a copy of their driving licence to the Reed’s Facilities 
Assistant. 

18.2  Where a minibus journey exceeds, or is likely to exceed, 2 hours, there must be a 
minimum of a 15 minute rest break for the driver. For any minibus journey that lasts 
for longer than four hours, there should be a second member of staff who is also a 
qualified minibus driver.  

18.3  Please refer to the Minibus Policy for further information. 

19. Use of Hired Transport 

19.1  The School hires small coaches for visits ensuring that drivers come from the School’s 
list of named drivers, have current DBS disclosures, and carry mobile phones. We 
only book vehicles with front-facing seats that are fitted with seat belts. The coach 
registration number, driver(s) names and their mobile telephone number is shared by 
the Reed’s transport co-ordinator with the teacher in charge. 

20. Illness or Minor Accidents 

20.1  For local visits - If a Pupil has an  accident or becomes ill, the Teacher in Charge, or 
another member of staff will phone their parent’s/guardian’s emergency contact 
number at once and arrange for the pupil to be collected. If contact cannot be made, 
the Teacher in Charge, or another member of staff, will take the child to the local 
hospital or, if the illness is more minor, to the medical facility at the venue being visited. 
A member of staff will remain with the child until a parent or carer arrives 

20.2  For visits further afield, the Group Leader or another member of staff will take the 
child to the local hospital or clinic whilst another member of staff contacts the 
parents/guardians.  If the visit is outside the UK, the Group Leader or other member 
of staff will notify the insurers on their helpline to arrange (where possible) for the 

 



 

medical bill to be sent directly to the insurance company for settlement. If the accident 
is more serious (such as a broken leg when skiing), the School’s medical insurers 
may arrange for the pupil, accompanied by a member of staff to be repatriated to the 
UK.   

20.3  For minor accidents or injuries, parents/guardians should be informed when the visit 
returns to school. 

20.4  If a member of staff has a minor accident or becomes ill, the Teacher in Charge (or 
other staff member if the Teacher in Charge is the one affected), will contact the 
School for support and advice.  

20.5  In the event of an accident it is important that details are recorded promptly both in 
the School’s Accident Book and with the establishment visited in line with their policy. 

21. Emergency Procedures 

Group Leader - Initial Response  Tick / sign / 
time  

Ascertain the whereabouts of all pupils and staff. Make sure the emergency 
services are aware of anyone who is unaccounted for.  

  

Contact the Head (or nominated emergency contact) to ask for support. 
Remember to clarify international dialling codes if abroad.  

  

Establish a basic overview of the incident. Provide accurate, factual 
information to those arriving on-scene.  

  

Establish arrangements to meet the immediate welfare needs of pupils and 
staff.  

  

Identify pupils with Special Educational Needs (SEN) and anyone who may 
be particularly vulnerable. Inform the emergency services of any pupils 
or staff with known medical conditions or requirements.  

  

Make sure that a member of staff accompanies any pupils to hospital but 
remember the safety of everyone else, even if unharmed. Do not leave 
anybody on their own and try to maintain an adequate adult / pupil ratio.  

  

Consider sending staff from school to help out at site of critical incident.    

Brief (and give tasks to) other staff on a regular basis. Ask staff to maintain a 
log of actions taken and decisions made.  

  

Keep a log of important information, actions taken and decisions made.    

Remember to retain any important items / documents. E.g.:  

 Contact details  

 Consent forms (including medical and next-of-kin details)  

 Maps  

  



 

 Tickets  

 Insurance policies  

 Proof of identity  

 Passports (if abroad)  

Avoid making comments to the media until parents / guardians have been 
informed.  

  

Do not discuss legal liability with others.    

Group Leader - Ongoing Response  Tick / sign / 
time  

Continue to assess any risks to pupils and staff. Take action to prevent further 
harm if necessary.  

  

Act as the main contact for co-ordination of the response and work closely 
with the Head/ nominated emergency contact. Continue to liaise with 
the emergency services and other organisations.  

  

Continue to brief staff and allocate tasks on a regular basis.    

Monitor and reassure pupils. Make arrangements for the longer-term welfare 
needs of pupils and staff.  

  

Consult the Head (or nominated emergency contact) about arrangements for 
notifying parents / guardians and reuniting them with their children.  

  

Liaise with the tour operator / provider, if appropriate.    

Try to obtain the names and contact details of any witnesses to the incident. 
If possible, obtain a written account from them.  

  

If abroad, contact the Foreign and Commonwealth Office for support.    

If abroad, check your insurance policy and seek insurance / legal advice 
before incurring any substantial expense (eg medical treatment).  

  

Retain any receipts / documentation for insurance purposes. E.g.:  

 Records of expenditure  

 Medical certificates / hospital admission forms  

 Police incident number  

  

Check that everyone who should have been notified of the incident has been 
informed. Remember that information given must be limited until the 
facts are clear and all parents / guardians have been notified.  

  



 

Ask the Head (or nominated emergency contact) to assist with developing a 
media statement, with support from other organisations as appropriate. 
Devise an ongoing strategy for dealing with media requests.   

  

Ask pupils and staff to avoid speculation when talking to the media. Try to 
prevent the spread of misinformation (especially through the use of 
mobile phones).  

  

  

Group Leader - Recovery  Tick / sign / 
time  

Please refer to Section M – Post Incident Support Checklist for providing 
welfare arrangements and post incident support after the initial 
emergency response.  

  

Complete any necessary forms / paperwork.   

 

31.1. Where the group leader is unable to carry out any of the above tasks, these may be 
delegated to other suitable staff. 

31.2. Refer to the Critical Incident Policy for further information. 

23. On Return 

22.1 The Group Leader should provide the relevant Section Head with a report on the visit, 
reports of accidents and near misses on their return. Personal observations and 
lessons learned are always valuable. The Group leader should return all school 
property, together with a report of any lost or damaged property. 

22.2  The Group Leader is responsible for producing a schedule of all expenditure on the 
visit and providing this to the Bursary along with returning credit cards, unused petty 
cash etc. 

 

Compiled by:  Educational Visits Co-ordinator Revision Number: 5 (SummerTerm 2026) 

Approved by: Headmaster Next Revision date: Summer Term 2027 
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